	Entering  Employee Time in PeopleSoft 
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Effective April 1, 2009 campus Attendance Coordinators will enter employee leave time into the PeopleSoft Time and Labor Timesheet.  This guide steps through the process of entering LEAVE related time for employees.
Frequency: On-Going

	Process At A Glance:

· Navigate to the TimeSheet.  

· Select the employees/employee to enter time for.

· Enter the time

· Once time is processed in Absence Management, reconcile source documentation to the LAB report.




Absence Management will be delivered in 2 phases as follows:

	
	Tasks
	Phase I
	Phase II

	1
	Attendance Coordinators Enter Time into Time & Labor.


	X
	X

	2
	Attendance Coordinators maintain source documentation within the department.  

The 634 will no longer be submitted to Payroll Services.

Payroll will periodically audit for compliance.


	X
	X

	3
	Payroll runs reports from Time and Labor and enters the time into Absence Management.
	X
	

	
	Time entered into Time and Labor is automatically sent to Absence Management.  Absence Management balances are sent back to Time & Labor.


	
	X

	4
	Attendance Coordinators run the LAB Report (on or after the 20th of the month) to reconcile time processed thru Absence Management.


	X
	X

	5
	Attendance Coordinators run reports from Time & Labor and Absence Management to view time reported and to view leave balances.


	X
	

	
	Attendance Coordinators view current balances in Time & Labor.


	
	X

	6
	Attendance Coordinators run the Payroll Certification Report, get authorized certifications, and submit to Payroll, instead of using the 672.


	X
	X

	7
	Employees can view their balances in PeopleSoft on the 20th of each month.
	X
	X


Entering Time
	Step 1:  Navigate to the TimeSheet

Navigation:

Manager Self Service > Time Management > Report Time > Timesheet
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	Step 2: Select the employee(s) that you’re entering time for.

	Enter either the Group ID,  or Empl ID, or Empl ID & Empl Rcd #.
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Note:

If you don’t enter any criteria, it may take longer to display your employees because all of them will be displayed.




	

	Selection Criteria:

Group ID:  The absence management Group Ids begin with an A and are followed by the first 3 digits of the department id.  A group will contain all the employees in departments that start with the same first 3 digits.  For example,  employees in Dept 41400, 41401, & 41460 will all show up in Group ID A414.

EmplID:  If you know the employee’s EmplID,  you can enter it, then select the Get Employees button.  If you don’t know the employee’s name,  select the Look Up Values button next to the Empl ID field. [image: image4.png]EmpliD



 

You’ll get this page:
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Looking up the EmplID given the employee’s name.
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Empl Rcd Nbr:  If you know the employee’s EmplID and Empl Rcd Nbr,  you can enter both values.  
Note:

Be careful that you’re entering the time for the correct Empl Rcd Nbr.  If, for example an employee has 2 jobs,  1 half time and 1 hourly, and they’re charging sick in their hourly job, but not their half time,  then you must confirm that you’re entering time for the Empl Rcd Nbr that pertains to their hourly job.


	Step 4: 

Select Get Employees.
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	Step 5:

Select the week you’re entering time for, and select the [image: image8.png]


 button.
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Select the calendar dropdown, to assure you’re selecting the Monday of the week you’re entering time for.


	Step 6:

Select the employee to enter time for.
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Note: The ‘Approve Reported Time’ hyperlink is not being used by Cal Poly Pomona. DO NOT Select It.

	Step 7:

Enter Hours and Time Reporting Code on the day used or earned.
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Note: All hours entered on one row must apply to the same Time Reporting Code.

See Appendix A for valid Time Reporting Codes.
Required Fields:

· Hours

· Time Reporting Code

Optional Fields (For use when reporting Positive Pay Time Reporting Codes):

· Override Rate
· Task Profile ID
Additional Notes

· It is strongly recommended that time be entered on a flow basis.

· Time for 03/09 and prior pay periods must be submitted to Payroll Services.


	Step 8:

Select the Submit button to submit the time you’ve entered.
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	Step 9:

Make sure you get a Submit Confirmation page. 
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Note: If you don’t see a confirmation page and you don’t receive an error page,  navigate back to the timesheet for the employee,  and select the reported hours summary hyperlink.  Confirm the hours were saved.  If not,  you’ll need to re-enter the hours.  



	Comments:

· Once time has been submitted you may enter comments by selecting the Comments icon for the associated time.
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· Enter the required comment and save:
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· Select OK to save the comment:
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· Required Comments:
TRC

Comment Required
SD (Sick Death)

Enter appropriate family member

SF (Sick Family)

Enter appropriate family member.

AWOL (Absence With Out Leave)

Enter AWOL  to identify that a Dock is an AWOL and not an approved LWOP.

JD (Jury Duty/Subpoenaed Witness)

Enter SW to identify when a TRC of JD refers to Subpoenaed Witness.

 

	Confirm time entered using the Timesheet Summary page or the Reported Time Status hyperlink on the Timesheet:

The Timesheet Summary Page:
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The Reported Time Status hyperlink on the Timesheet:

[image: image18.png] Reporten Time Status - clickto hide

030912009 Submifted 400 8LF
031012009 Submited 800 VA
03112008 Submited 800 8L
03122009 Submited 800 8L
03132008 Submited 100 PH





	Step 10: 

Navigate to the next employee, or the next week, or return to the ‘Select Employee’ page.

· Next Employee -> The hyperlink is available if your selection page returned multiple employees.

· Next Week -> The hyperlink is always available.

· Return to Select Employee hyperlink shows at the bottom of the page,  and allows you to enter another EmplID or Group Id.




	Timesheet navigation and field control descriptions:
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Link / Dropdown / Button

Description
View By:
Can enter time by day, week or pay period.

The recommended (and default) selection is to use the Week selection.
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Please Note:  The timesheet DOES NOT track weeks and time periods based on the State’s Pay Periods. 
Please be aware of pay period begin and end dates when entering time.

Date / Refresh Button
Select the date you’d like to enter time for.  [image: image21.png]Date: (0370812008 )
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Select the refresh button when you’ve revised the date field.
Previous Week/Next Week
Once you’ve saved the time entered, you can cycle thru the previous or next week for the current employee.
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Previous Employee/Next Employee

Once you’ve saved the time entered, you can cycle thru the previous or next employee in the list generated on the Employee Selection Page.
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Ignore these links.
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You can use this link to automatically populate one row with the employee’s schedule.

For example, if an employee on a Monday – Friday, 8 hour day schedule, is charging 1 week of vacation,  you can select this link and 8 hours will automatically populate on each day, Monday thru Friday.  You’ll just need to fill in the time reporting code.  

Note:  DO NOT select this link, if you’ve already entered time during the week for the employee.

Reporting Time Status 

(click to hide/view)

Shows all time reported for the current employee, for the current period (Day, Week, or Time Period).
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Balances

(click to hide/view)

Not used during Phase I of Cal Poly Pomona Absence Management. DO NOT use.
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Manager Self Service
Selects the Manager Self Service menu.
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Time Management

Select the Manager Self Service > Time Management menu.

Punch Timesheet

Not used by Cal Poly Pomona.
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Return to Select Employee

Returns to the Manager Self Service > Time Management > Time Reporting > Timesheet Summary page (which is the employee selection page).
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	Step 11: 

Once the LAB Report is available, print it, and reconcile time usage on source documents against the LAB usage totals.

For details on using the LAB Report, refer to the How to use the LAB Report desk reference.



Appendix A – Time Reporting Codes – Leave Related

Leave Related Time Reporting Codes

ACCRUED BENEFITS

	Time Reporting Code
	Description

	PH
	Personal Holiday (Report as 1 work day – not in hours)

	SL
	Sick Leave

	SLD
	Sick Leave (Death in Family) Relationship Required

	SLF
	Sick Leave (Family) Relationship Required

	VA
	Vacation


EARNED BENEFITS

	Time Reporting Code
	Description

	ADO
	Additional Day Off - Earned

	ADOT
	Additional Day Off - Taken

	CTO
	Compensating Time Off (Using Time) (.25 Increments)

	CTPR
	Compensatory Time Off (Premium, 1.5) - Earned

	CTST
	Compensatory Time Off (Straight, 1.0) - Earned

	HOL
	Holiday - Earned

	HT
	Holiday Credit - Taken 


USAGE ONLY LEAVE BENEFITS

	Time Reporting Code
	Description

	CIT
	Citizen Time Off

	CODAL
	Chancellor’s Office Designated Administrative Leave                              
 (Must be authorized by the President and/or HRS)

	FL
	Funeral/Bereavement Leave (Day increments) Relationship Required

	FML-P
	Family Medical Leave 

· Must also post associated Sick or Vacation

· Employee must be on Approved FML.

	JD
	Jury Duty/Subpoenaed Witness
(Enter ‘SW’ in comments if for Subpoenaed Witness)

	ML
	Military Leave

	PL
	  Parental Leave (Maternity/Paternity/Adoption) (Day increments)

	UTR
	Union Leave


ABSENCE WITHOUT PAY

	Time Reporting Code
	Description

	DOCK 
	AWOL  - Unauthorized (Absence Without Leave) (.1 increments)

Enter ‘AWOL’ in comments when reporting AWOL.

	DOCK 
	LWOP  - Approved Informal Leave Without Pay (.1 hr increments)


Do Not enter codes that are not included on this document.  Time for codes not listed on this document, must be submitted to Payroll Services on the appropriate attendance form.

Appendix B – Required Comments
Comments are required for the following TRCs:

	TRC
	Comment Required

	SD (Sick Death)
	Enter appropriate family member

	SF (Sick Family)
	Enter appropriate family member.

	AWOL (Absence With Out Leave)
	Enter AWOL  to identify that a Dock is an AWOL and not an approved LWOP.

	JD (Jury Duty/Subpoenaed Witness)
	Enter SW to identify when a TRC of JD refers to Subpoenaed Witness.
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