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SELECT A TOPIC FROM ABOVE TO LEARN MORE!

SELECT ATOPIC FROM
ABOVE TO LEARN MORE!
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After completing this course, you will understand the following:

= |sing the Time and Labor WorkCenter
= Working with Exceptions

= Reporting Time and Adding Comments
= Adjusting Reported Time

= Maintaining Time Reporter Data

= Using Rapid Time Entry

Select ‘Next’ to continue.

Course Objectives

After completing this course, you will understand the following:
= Using the Time and Labor WorkCenter
=  Working with Exceptions
= Reporting Time and Adding Comments
= Adjusting Reported Time
= Maintaining Time Reporter Data
= Using Rapid Time Entry
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i HAWA || "forrpeser Key Terminology
Elapsed Time Time Reporting Code Rapid Time E
(TRC)
Punch Time Entry Time Administration Reported Time
Positive Time Reporter Timesheet Exception Payable Time
Click on any Term listed

above to learn more!

When finished, sefect ‘Next’ to complete this section.

Key Terminology

Elapsed Time Entry

Punch Time Entry

Positive Time Reporter
Time Reporting Code (TRC)
Time Administration
Timesheet Exception

Rapid Time Entry

Reported Time

Payable Time

Click on any Term listed above to learn more!
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Key Terminology

Punch Time Entry

Definition:
When entering time, employees who use this method enter specific In
and Out times for the workday.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Punch Time Entry

Definition:
When entering time, employees who use this method enter specific In and Out
times for the workday.
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HAWAI™ Key Terminology

Elapsed Time Entry

Definition:
When entering time, employees who use this method enter the total
number of hours worked for each day.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Elapsed Time Entry

Definition:
When entering time, employees who use this method enter the total number of
hours worked for each day.
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Time Reporting Code
(TRC)

Definition:

A Time Reporting Code (TRC) is a code that identifies the type of time
worked.

To close the box, click the red circled X’ in the upper right-hand corner.

Time Reporting Code (TRC)
Definition:

A Time Reporting Code (TRC) is a code that identifies the type of time worked.
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Key Terminology

Rapid Time Entry

Definition:
The Rapid Time Entry page allows the user to enter time for employees in
a fast manner.

To close the box, click the red circled ‘X’ in the upper right-hand corner.
Rapid Time Entry
Definition:

The Rapid Time Entry page allows the user to enter time for employees in a fast
manner.
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Key Terminology

Timesheet Exception

Definition:
An exception is a condition that exists regarding time that requires

further review. For example, OT recorded on the timesheet that was not
pre-approved will be marked as an exception.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Timesheet Exception

Definition:

An exception is a condition that exists regarding time that requires further review.
For example, OT recorded on the timesheet that was not pre-approved will be
marked as an exception.
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HAWAI™ Key Terminology

Positive Time Reporter

Definition:
Positive time reporters report all time worked. Depending on the setup,
this type of reporter can report either punched or elapsed time.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Positive Time Reporter

Definition:
Positive time reporters report all time worked. Depending on the setup, this type
of reporter can report either punched or elapsed time.
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Key Terminology

Time Administration

Definition:
Time Administration is a batch process that runs nightly and applies the
rules for processing time.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Time Administration

Definition:
Time Administration is a batch process that runs nightly and applies the rules for
processing time.
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HAWAI™ Key Terminology

Reported Time

Definition:
Time that has been entered into PeopleSoft and submitted but not yet
processed through Time Administration. Or the submitted time has

been processed through Time Administration and has at least one High
severity exception.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Reported Time

Definition:

Time that has been entered into PeopleSoft and submitted but not yet processed
through Time Administration. Or the submitted time has been processed through
Time Administration and has at least one High severity exception.
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Key Terminology

Payable Time

Definition:
Time that has been validated by the Time Administration process and
does not have any High severity exceptions. It is ready to be approved by

the employee’s manager. Once approved, Payable Time is ready for
payroll processing.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Payable Time

Definition:

Time that has been validated by the Time Administration process and does not
have any High severity exceptions. It is ready to be approved by the employee’s
manager. Once approved, Payable Time is ready for payroll processing.
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Timekeeper Overview Sl HAWAI™ e

Lesson Scenario

In this lesson, you will learn the duties
of a timekeeper.

Select ‘Next’ to continue.

Timekeeper Overview

Lesson Scenario

In this lesson, you will learn the duties of a timekeeper.
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Timekeeper Duties

Each unit or department at the State of
Hawaii (SOH) has an assigned timekeeper.

%+ The primary function of the timekeeper is
to resolve exceptions,

% Also, the timekeeper views payable time
and follows up with the manager to ensure
all payable time is approved.

% In addition, the timekeeper works with the
manager to get overtime requests
approved in order to avoid exceptions.

Select 'Next’ to continue.

Timekeeper Duties

Each unit or department at the State of Hawaii (SOH) has an assigned
timekeeper.

+ The primary function of the timekeeper is to resolve exceptions.

% Also, the timekeeper views payable time and follows up with the manager to
ensure all payable time is approved.

+ In addition, the timekeeper works with the manager to get overtime requests
approved in order to avoid exceptions.
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The WorkCenter
The timekeeper’s most e
important tool is the Time
and Labor WorkCenter in
PeopleSoft.

This page is used to
complete the timekeeper's
main tasks — resolving
exceptions and working
with the manager to
ensure payable time and
overtime requests are
approved.

You'll learn more about the
Timekeeper’s job in the
other topics in this course.

Select 'Next’ to continue.

The WorkCenter

The timekeeper’'s most important tool is the Time and Labor WorkCenter in
PeopleSoft.

This page is used to complete the timekeeper's main tasks - resolving exceptions
and working with the manager to ensure payable time and overtime requests are

approved.

You'll learn more about the Timekeeper’s job in the other topics in this course.
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ol HAWAe

Congratulations!

You’'ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Time and Labor WorkCenter

Lesson Scenario

In this lesson, you will learn about the WorkCenter.
Timekeepers use the Time and Labor WorkCenter to

view and resolve exceptions and view payable time.
Occasionally they also use it to view overtime requests.

Select ‘Next’ to continue.

Time and Labor Workcenter

Lesson Scenario
In this lesson, you will learn about the WorkCenter.
Timekeepers use the Time and Labor WorkCenter to view and resolve

exceptions and view payable time. Occasionally they also use it to view overtime
requests.
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¥ Employee Self-Service

Begin by navigating to the Time and Labor
WorkCenter in Manager Self Service.

Click the drop-down arrow.

TS

If the Manager Self Service home page does not
display by default, click the drop-down arrow to
select it from the list of options.

‘W-2/W-2¢ Consent

Last Pay Date 12/20/2019

Classic Home

E

Security Setup Required

Enter your state email address

Set up your password secunty question

Direct Deposit Frequently Asked Questions
-

Begin by navigating to the Time and Labor WorkCenter in Manager Self
Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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1 SN A
! VLA || nformate ¥ Employee Self-Service
& HAWAIIe: —

Beneficiary Designation ?.ruww-z.rw-zc Forms

Employee Seli-Service

Click Manager Self Service
from the list of options.
Pay Statements

e
s(3)e

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Enter your state email address

Set up your password secunty question

Direct Deposit Fraquently Asked Questions

Click Manager Self Service from the list of options.
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Tk AL TA T iter i e Calf Caniee |
It-'\"--l."'\.l'v‘\".-"-".ll . ™ Manager Self Service |

Meonitor Approvals

Click the Time and Labor
WorkCenter tile.

14 Exceptons

Click the Time and Labor WorkCenter tile.
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Favoriles ~ Main Men: = 3 el SR SEnIn > Time and Labor WorkCenter > Manags Group Excaptions #& Home Sign Out

: HAII'H | AddTo = @

Time and Labor WorkCer i .] Mew Window | Help | Personalize Page | £l A

Main ReportsProcessas Olnere

| Welcome

Click the double arrows in the top right corner of the
left panel on this page. This will close the panel and
provide more space in the work area.

» Filtering Options

Exceptions (7

8§ Q
Overview Details Demographics 1
Allow Last Name First Name Empl ID Re

Allow Exceptions (7}

Select All Deselect All ot

Click the double arrows in the top right corner of the left panel on this page. This
will close the panel and provide more space in the work area.
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> Manage Grup Exceptions #& Home Sign Out

AddTo = @

£ Mew Window | Help Personalize Page el -
Welcome
IExcaptionl | Payable Time Ol;eﬂhr.eRc—questsI
r '\
» Employee Selection The Welecome page on the Time and Labor WorkCenter displays.
Timekeepers use the three tabs on the Welcome page — Exceptions,
} Filtering Options Payable Time, and Overtime Requests — to do most of their work.
Exceptions @ Select ‘Next’ to continue.
F Q \ J
Overview Dietanls Demographics | [l»
Allow  Last Name First Name Empl ID Empl | 1ob Tile
Record
il
Allow Exceptions (7
W

Select All Deselect All

The Welcome page on the Time and Labor WorkCenter displays.

Timekeepers use the three tabs on the Welcome page — Exceptions, Payable
Time, and Overtime Requests — to do most of their work.
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HAWAI™ %

The Exceptions Tab

The Payable Time Tab

The Overtime Requests Tab

Select any button above to learn more!

Select ‘Next’ to continue.

= The Exceptions Tab

* The Payable Time Tab
= The Overtime Requests Tab

Select any button above to learn more!
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Time and Labor WorkCenter
Exceptions Tab

The Timekeeper for each unit or department is
responsible for resolving any exceptions on the
employees’ timesheets.

In this section, you will learn to search for
exceptions using two features on the
Exceptions tab - Employee Selection and
Filtering Options.

Select ‘Next’ to continue.

Time and Labor WorkCenter Exceptions Tab

The Timekeeper for each unit or department is responsible for resolving any
exceptions on the employees’ timesheets.

In this section, you will learn to search for exceptions using two features on the
Exceptions tab - Employee Selection and Filtering Options.
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Favoriles ~ Main Men: = > Manager Seif Sanice > Time and Labor WorkCenter > Manags Group Excaptions #& Home Sign Out

LHAWAI™

AddTo = @

Welcome

Mew Window | Help Personalize Page el
[l

Payable Time Cwertime Reguests

¢ Employee Selection

b Filtering Options

By default, the Exeeptions tab displays when you
navigate to the WorkCenter.

To view exceptions, you can search using either the
Employee Selection or Filtering Options.

Select ‘Next’ to continue.

Exceptions (T

F Q
Overview Dietanls Demographics | [l»
Allow Last Name First Name

Allow Exceptions (7

Select All Deselect All

Empl
Empl ID Record Job Title

1]

By default, the Exceptions tab displays when you navigate to the WorkCenter.

To view exceptions, you can search using either the Employee Selection or

Filtering Options.
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Favoriles = Main Manu = 5 Mansges Seif Senioe > Time and Labar VWarkCentar > Manage Group Exeeptions #& Home Sign Out
-' HAII'H | AddTa =
Vi Mew Window | Help Personalize Page el
L [
Welcome

One way to search for exceptions is

e P using the Employee Selection feature.

mployee Selection

Click the arrow to the left of
Employee Selection.

¥ q
Overview Dietanls Demographics | [l»
Allow  Last Name First Name Empl ID Empl | 1ob Tile
Record
il
Allow Exceptions (7
Select All Deselect All ot
{ >

One way to search for exceptions is using the Employee Selection feature.

Click the arrow to the left of Employee Selection.
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Favoriles ~ Main Men: = 5 MAnmger Se Servios > Time and Labor WorkCenter > Manags Group Excaptions #& Home Sign Out

-' HAII'H | Add Ta =

You can click the Get Employees button to generate a list of all employees Py
R in your unit or department with unresolved exceptions.

Alternately, you can use the Selection Criteria below to search for
Exceptions | Fayable|  employees with unresolved exceptions.

Select ‘Next’ to continue.

\ Get Employees

* Employee Selection

Employes Selection Criteria

Selection Criterion Selection Criterion Value

Clear Criteria
Time Reporter Group Q,

Save Criteria
Employee ID Q
Empl Record Q,
Last Name Q
First Name Q
Department Q
Supenvisor 10 Q

v
{ >

You can click the Get Employees button to generate a list of all employees in
your unit or department with unresolved exceptions.

Alternately, you can use the Selection Criteria below to search for employees
with unresolved exceptions.
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Favoriles = Main Manu = 5 Mansges Seif Senioe > Time and Labar VWarkCentar

HAWAI™"%

Welcome

Exceptions | Payable Time Cwertime Reguests

* Employee Selection

Employes Selection Criteria

Selection Criterion Selection Criterion Value

Time Reporter Group

Employee ID

Empl Record

Last Name

First Mame

Department

Supervisor (D

> Manage Grup Exceptions #& Home Sign Out

AddTo = @

MavBar
Mew Window | Help Personalize Page el -
Get Employees
Clear Criteria
Q =
Save Criteriz
Q
Q,
Click below the scroll bar to
move down the page.
Q — |
[
>

Click below the scroll bar to move down the page.
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Favoriles = Main Menu = > hianmper Seif Sarios > Thme and Labor WorkCentar > Manage Group Exeeptions '. Home Sign Out
: \ AddTo «
HA,H | Add Ta
- -
[l
Supervisor [ Q
Waorkgroup Q,
A second way to search for exceptions
is using Filtering Options.
G iitering Options

Click the arrow to the left of

Filtering Options. "

Allow  Last Name ' First Name Empl ID Empl | b Tt

P Record
O n
Allow Exceptions (3
Selact All Deselect All
Save
v

{ >

A second way to search for exceptions is using Filtering Options.

Click the arrow to the left of Filtering Options.
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Favoriles ~ Main Men: = > Manager Seif Sanice > Time and Labor WorkCenter > Manags Group Excaptions #& Home Sign Out

1H Aﬁ,u |1t ®
Iv avHar
» i Complete one of more of the Filtering Options to search for exceptions. For =
. i ,s : : .
il example, if you enter ‘MTLX0001’ in the Exception ID field and then click the Select
button, you will get a list of employees who have an Overtime Exception.
Workgroup
Select ‘Next’ to continue.
{~iFiltering Options
“Date Filter | equal to hed Start Date
Employee Filter | equal to | Employes |D
*Exception Filter | equal to | Exception |0
Severity bl
Run Contrel ID Salect
Exceptions (@
5 Q
Overview Detals Demaographics 13
Allow  Last Name First Name Empl ID EmPl ob Title
Record v
< >

Complete one of more of the Filtering Options to search for exceptions. For
example, if you enter ‘MTLX0001’ in the Exception ID field and then click the
Select button, you will get a list of employees who have an Overtime Exception.
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Favoriles ~ Main Men: = 5 MANRGEr SAIT SEnine »  Time and Lahor WorkCenter > Manaps Group Excaptions #& Home Sign Out

: HAII'HJ'{'\ | 5 ': I 1 AddTo = @

s
Supenasor [0 Q
Waorkgroup Q,
Click above the scroll bar to
move to the top of the page.
{~iFiltering Options
“Date Filter | equal to hed Start Date | =1
Employee Filter | equal to | Employes |D
*Exception Filter | equal to | Exception |0
Severity bl
Run Contrel ID Salect
Exceptions (@
Z qQ
Overview Detals Demaographics 13
Allow  Last Name First Name Empl ID EmPl ob Title
Record v
{ >

Click above the scroll bar to move to the top of the page.
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Favoriles ~ Main Men: = > Manager Seif Sanice > Time and Labor WorkCenter > Manags Group Excaptions #& Home Sign Out

: HAﬁ'iva;'ﬁ‘- | 5 ': l 1 AddTo = @

Vi Mew Window | Help Personalize Page el
L [

Welcome

Exceptions | Payable Time Cwertime Reguests

¥ Bl Sdeiion For instructions on resolving or allowing exceptions, refer to the
topic titled “Werking with Exceptions”.

Select ‘Next’ to continue.
b Filtering Options

Exceptions (T

F Q
Overview Dietanls Demographics | [l»
Allow  Last Name First Name Empl ID Empl | 1ob Tile
Record
il
Allow Exceptions (7
Select All Deselect All ot
{ >

For instructions on resolving or allowing exceptions, refer to the topic titled
“Working with Exceptions”.
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Congratulations!

You’'ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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The Timekeeper works with the manager to
ensure all payable time is approved.

In this section, you will learn to search for
employees with pending payable time using the
Employee Selection feature.

Select ‘Next’ to continue.

Time and Labor WorkCenter Payable Time Tab

The Timekeeper works with the manager to ensure all payable time is approved.

In this section, you will learn to search for employees with pending payable time
using the Employee Selection feature.
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Favoriles = Main Manu = > Manmger Seif Serice > Thme and Labor WorkCentar > Manage Group Exeeptions #& Home Sign Out
-' HAII'H | AddTa =
Vi Mew Window | Help Personalize Page el
L [
Welcome

Begin by navigating to the Time and Labor WeorkCenter.
By default, the Exceptions tab displays.

Exceptions | Payable Time Cwertime Reguests

Select ‘Next’ to continue.

¢ Employee Selection

b Filtering Options

Exceptions (T

F Q
Overview Dietanls Demographics | [l»
Allow  Last Name First Name Empl ID Empl | 1ob Tile
Record
il
Allow Exceptions (7
Select All Deselect All ot
{ >

Begin by navigating to the Time and Labor WorkCenter. By default, the
Exceptions tab displays.
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Favoriles = Main Menu = 5 Mansges Seif Senioe > Thme and Labor WorkCentar > Manage Group Exeeptions '. Home Sign Out
HA" A | formestic R O]
WA ol L Mavtlar
> Mew Window | Help Personalize Page el -
Welcome

Exceptions || Payable Tim -OvertimeRequests-

¢ Employee Selectio )
Click the Payable Time tab.
b Filtering Options
Exceptions (T
g Qq
Overview Dietanls Demographics | [l»
Allow  Last Name First Name Empl ID Empl | 1ob Tile
Record
il
Allow Exceptions (7
Select All Deselect All ot
{ >

Click the Payable Time tab.
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Favoiles = Wi Menu = 5 MANRGEr SAIT SEnine > Thme and Lahar WorkCentar > Apprave Time by Group #& Home Sign Out
;] hyf Add To +
HA'}H | Add To -
> : : . k]
Timekeepers work closely with their managers to ensure ~
| Welcome | payable time is approved.

You can use this page to determine which employees in
Exceplions | Payable Time | OverimeRequt  yayyr ynit or department have payable time that needs to
be approved. You can then follow up with the manager
to make sure all payable time gets approved.

¢ Employee Selection pay g BE

Select ‘Next’ to continue.

Change Time In View b ’
Start Date  01/25/2020 [fw] End Date 0X01/2000 [==| %
Employees For ]
H Q 1-10f 1|+
Time Summary Demographics 13
Select Last Name First Name Employee ID Empl ;1 Title Total
Record
| Last Mame 0
W
< >

Timekeepers work closely with their managers to ensure payable time is
approved.

You can use this page to determine which employees in your unit or department
have payable time that needs to be approved. You can then follow up with the
manager to make sure all payable time gets approved.
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Favoriles = Main Menu = 5 MARRET S8l Sanioe > Time and Lahar VWorkCentar > Apprave TIme by Grop #& Home Sign Out
: V) /A || infarmatic 2dd To
HA'HH | Porta AddTo ~
> Mew Window lelp | &
[
Welcome

Exceptions | Payable Time | Owerlime Reguests

mployee Selection

Click the arrow to the left of

Employee Selection. End Date 03012020 [2
Employees For ]
H Q 1-10f 1|+

Time Summary Demographics 13

Select Last Name First Name Employee ID RemPl Job Title Total
| Last Mame 0
W
< >

Click the arrow to the left of Employee Selection.
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-' HAII'H | Add Ta =

You can click the Get Employees button to generate a list of all employees in Py

R your unit or department with payable time.

Alternately, you can use the Selection Criteria to search for employees with
Excepfions | Pal  payable time.
Select ‘Next’ to continue.

\ Get Employees

[¥iEmployee SelctHoN

Employes Selection Criteria

Selection Criterion Selection Criterion Value

Clear Criteria
Time Reporter Group Q,

Save Criteria
Employee ID Q
Empl Record Q,
Last Name Q
First Name Q
Department Q
Supenvisor 10 Q

v
{ >

You can click the Get Employees button to generate a list of all employees in
your unit or department with payable time.

Alternately, you can use the Selection Criteria to search for employees with
payable time.
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Favawilles = Main Menu = > Mansger S8 Sanioe »  Thme and Labor VWorkCentar > Approve Time by Gromp B '. Home Sign Out
2 il formatic o Ll
. HAII'ib\liH | " Forta Add To
> Mew Window lelp | &
[
Welcome
Exceptions | Payable Time | Owerlime Reguests
{*iEmployee Selection
Employee Selection Criterla Get Emnlﬂlree51|
For this example, click the
Selection Criterion Selectid i
Get Employees button. Clear Criteria
Time Reporter Group
Save Criteria
Employee ID Q
Empl Record Q
Last Name Q
First Name Q
Department Q
Supenvisor 10 Q
w
< >

For this example, click the Get Employees button.
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Favoriles ™  Main Menu = > MARBgST S Ssrice > TIME and Labor VerkCenter > Approve Time by Group B # Home Sign Out
! HAII'“ | Add To + ‘- @
WA Motfication  Mavar
> Mew Window lelp | & A
Welcome
Exceptions | Payable Time | Owerlime Reguests
¢ Employee Selection
i T i Viow At this point in time, there is one employee in your unit or
department who has payable time that needs to be approved.
Start Date 01/26/2020 [H]
Select ‘Next’ to continue.
Employees For @
H Qq 1-1 of 1] Views All
Time Summary Demographics 13
Select Last Name First Mame Employee ID REEDI-\::I?E: Job Tide Total Payable Hours
O Coe John v} 78.00
W

At this point in time, there is one employee in your unit or department who has
payable time that needs to be approved.
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Welcome

Exceptions | Payable Time | Owerlime Reguests

> Approve Time by Group B # Homs Sign Out
e i
Mot cation HavBar
Mew Window lelp | &
[

-

Change Time in View

Start Date 01/26/2020 [n]

Timekeepers don't take any action on payable time; however,
* Employee Selection you will work with the manager to get this payable time
approved so the employee gets paid.

Select ‘Next’ to continue.

=3

Employees For

5 Q
Time Summary Demographics 13
Select Last Name First Name
O Coe John
@
£

1-1 of 1] Views All
Empl o Title Total Payable Haurs
Record
0 78.00
W
>

Timekeepers don’t take any action on payable time; however, you will work with
the manager to get this payable time approved so the employee gets paid.
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Congratulations!

You’'ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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The Timekeeper occasionally uses this tab to
determine whether employees have any
pending overtime requests.

In this section, you will learn to search for
pending overtime requests using the Employee
Selection feature.

Select ‘Next’ to continue.

Time and Labor WorkCenter Overtime Requests Tab

The Timekeeper occasionally uses this tab to determine whether employees
have any pending overtime requests.

In this section, you will learn to search for pending overtime requests using the
Employee Selection feature.
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Favoriles = Main Manu = > Manmger Seif Serice > Thme and Labor WorkCentar > Manage Group Exeeptions #& Home Sign Out
-' HAII'H | AddTa =
Vi Mew Window | Help Personalize Page el
L [
Welcome

Begin by navigating to the Time and Labor WeorkCenter.
By default, the Exceptions tab displays.

Exceptions | Payable Time Cwertime Reguests

Select ‘Next’ to continue.

¢ Employee Selection

b Filtering Options

Exceptions (T

F Q
Overview Dietanls Demographics | [l»
Allow  Last Name First Name Empl ID Empl | 1ob Tile
Record
il
Allow Exceptions (7
Select All Deselect All ot
{ >

Begin by navigating to the Time and Labor WorkCenter. By default, the
Exceptions tab displays.
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Favoriles = Main Menu = 5 Mansges Seif Senioe > Thme and Labor WorkCentar > Manage Group Exeeptions '. Home Sign Out
HA" A | formestic R O]
WA ol L Mavtlar
> Mew Window | Help Personalize Page el -
Welcome

Exceptions | Payable Time || Om‘hmeReq.lesTs

¢ Employee Selection .
Click the Overtime Requests tab.
b Filtering Options
Exceptions (T
g Qq
Overview Dietanls Demographics | [l»
Allow  Last Name First Name Empl ID Empl | 1ob Tile
Record
il
Allow Exceptions (7
Select All Deselect All ot
{ >

Click the Overtime Requests tab.
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Favoriles ~ Main Men: = > Manager Seif Sanice » Time and Lahor WorkCenter > Approve Overime Requests #& Home Sign Out

- HA‘IH | Add To o @

WA

Mofification  Maviar
Vi MNew Window | Help Personalize Page =
Welcome

Exceptions | Payable Time | Owertime Requests

mployee Selection

Click the arrow to the left of
Employee Selection.

Click the arrow to the left of Employee Selection.
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Favoriles ~ Main Men: = 5 MAnmger Se Servios > Time and Labor WorsCentar > Approve Ovemime Requests #& Home Sign Out

- H A'l,lbv-’ | Add To + o @

You can click the Get Employees button to generate a list of all employees in Py

Walcome your unit or department with overtime requests.

Alternately, you can use the Selection Criteria to search for employees with

Exceptions | Pa overtime reguests.
\ Get Employees

{¥!Employee Selection

Employes Selection Criteria

Selection Criterion Selection Criterion Value

Clear Criteria
Time Reporter Group Q,

Save Criteria
Employee ID Q
Empl Record Q,
Last Name Q
First Name Q
Department Q
Supenvisor 10 Q

v
{ >

You can click the Get Employees button to generate a list of all employees in
your unit or department with overtime requests.

Alternately, you can use the Selection Criteria to search for employees with
overtime requests.
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Favawilles = Main Menu = > Mansger S8 Sanioe »  Thme and Labor VWorkCentar » Approve Dvertime Reguests '. Home Sign Out
2 HA&IFH.{" | far Ll Add To + ' @
1l 1
i Hotificatian Haviar
£ Mew Window | Help Personalize Page el
[l
Welcome

Exceptions | Payable Time | Owertime Requests

¥Employee Selection

Employee Selection Criterla Get Emnlﬂlree51|
TR e For this example, click the
Get Employees button. Clear Criteria
Time Reporter Group
Save Criteria
Employee ID Q
Empl Record Q
Last Name Q
First Name Q
Department Q
Supervisor D Q
w
< >

For this example, click the Get Employees button.
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Favawilles = Main Menu = > Mansger S8 Sanioe »  Thme and Labor VWorkCentar » Approve Dvertime Reguests '. Home Sign Out
2 HA&IFH.{" | far Ll Add To + ' @
1l 1
i Hotificatian Haviar
£ MNew Window | Help Personalize Page =
| Welcome

Exceptions | Payable Time | Owertime Requests

At this point in time, there is one employee in your unit

¢ Employee Selection . :
or department who has a pending overtime request.

Employee Overtime Requests (7 ;
oy 9 Select ‘Next’ to continue.

I Q
Reguest Summary Demographics ¥
i Empl Date On |
Select Last Name First Name Employee ID Record Job Title Request Reque!
O Doe Anne o 021282020 Meeads
Approval 7

Select All Deselect All Approve Deny Pust

£ >

At this point in time, there is one employee in your unit or department who has a
pending overtime request.
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Favoriles ~ Main Men: = > Manager Seif Sanice » Time and Lahor WorkCenter > Approve Overime Requests #& Home Sign Out

- H A'l,lbv-’ | Add To o @

Modifi cathon HavBar

MNew Window | Help Personalize Page =

Welcome
Exceptions | Payable Time | Owertime Requests

¢ Employee Selection

You may need to scroll to the right to see all

Employee Overtime Requests (2
the information about the overtime request.

I Q
Reguest Summary Demographics ¥
Select Last Name First Name Employee ID R.E:':fdl Job Title g::.u?:t Reque!
O Doe Anne o 021282020 Meeads
Approval 7

Click to the right of the scroll bar
Select All Deselect All view additional information. y Pust

N
< II' Tl

You may need to scroll to the right to see all the information about the overtime
request.

Click to the right of the scroll bar view additional information.
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Moiifi cathon HavBar

£ New Window | Help | Personalize Page | [

In this example, the employee has requested
three hours of overtime on 02/28/2020.

Select ‘Next’ to continue.

1-1 ol 1]v]
R e ah | mewetsous WSSO AasiOlior Poeoniny
Q 022872020 Meeds Approval 300
Approve Deny Push Back
< >

In this example, the employee has requested three hours of overtime on
02/28/2020.
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Favoriles ~ Main Men: = 5 MAnmger Se Servios > Time and Labor WorsCentar > Approve Ovemime Requests #& Home Sign Out

- H A'l,lbv-’ | Add To + : @

Moiifi cathon HavBar

» Mew Window | Help | Personalize Page | [

Timekeepers can’t take any action on overtime requests;
however, you can work with the manager to get overtime
requests approved to avaid an exceptian.

Select ‘Next’ to continue.

\ "’
1-1 ol 1]v]
Empl Date On Requested OT  Actual OTHours Projected OT Hours in
Record o0 Title Request Requesisid s Hours in Period Period
Q 022872020 Meeds Approva 300
Approve Deny Push Back
£ >

Timekeepers can’t take any action on overtime requests; however, you can work
with the manager to get overtime requests approved to avoid an exception.
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Congratulations!

You’'ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Working with Exceptions

Lesson Scenario

In this lesson, you will learn to:

1. Identify and Resolve Exceptions

2. Allow Exceptions

Select ‘Next’ to continue.

Working with Exceptions

Lesson Scenario
In this lesson, you will learn to:

1. Identify and Resolve Exceptions

2. Allow Exceptions
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Identify and Resolve Exceptions
Allow Exceptions

Select any button above to learn more!

Select ‘Next’ to continue.

* |dentify and Resolve Exceptions

= Allow Exceptions

Select any button above to learn more!
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Identify and Resolve Exceptions

Lesson Scenario

In this lesson, you will learn to identify and resolve
exceptions.

The Timekeeper identifies and resolves

exceptions to generate payable time and pay
employees for Time and Labor.

Select ‘Next’ to continue.

Identify and Resolve Exceptions

Lesson Scenario
In this lesson, you will learn to identify and resolve exceptions.

The Timekeeper identifies and resolves exceptions to generate payable time and
pay employees for Time and Labor.
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What are Exceptions?

An exception is a kind of notification generated by the system when reported time is
incorrect or when reported time does not comply with a rule.

A process called Time Administration runs every night in PeopleSoft. This process
applies the rules for processing time, If the rules are not applied correctly, the system
creates an exception that must be resolved or allowed in order for the time to be
approved by the employee’s manager and sent for payroll processing.

Select 'Next’ to continue.

What are Exceptions?

An exception is a kind of notification generated by the system when reported time
is incorrect or when reported time does not comply with a rule.

A process called Time Administration runs every night in PeopleSoft. This
process applies the rules for processing time. If the rules are not applied correctly,
the system creates an exception that must be resolved or allowed in order for the
time to be approved by the employee’s manager and sent for payroll processing.
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Sl HAWA" el Exception Statuses

Each exception has a
Status and a Severity
level.

: Ty, ¢ PV
Select ‘Next’ to continue

Each exception has a Status and a Severity level.
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Exception Statuses Unresolved

Statuses help you work with
exceptions.

Resolved
Possible exception statuses
are Unresolved, Resolved,

and Allowed. Allowed

When an exception is resalved,
it is automatically removed
from the list of exceptions.

Roll your mouse over a
status on this page to
view more information.

When finished, select ‘Next' to continue.

Exception Statuses

Statuses help you work with exceptions.
Possible exception statuses are Unresolved, Resolved, and Allowed.

When an exception is resolved, it is automatically removed from the list of
exceptions.

= Unresolved- When an exception is created, the status of the exception is
Unresolved.

= Resolved- When the exception condition no longer exists, the status of
the exception changes to Resolved.

= Allowed- Indicates the timekeeper allowed the exception, which
generates payable time without resolving the exception.
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What does the Severity Level of an Exception mean?

Severity Level What it means

High The exception must be resolved or allowed in order
for the reported time to become payable time.

Medium or Low The exception will become payable time, but it also
remains an exception until it is resolved or allowed.

Select ‘Next’ to continue.

What does the Severity Level of an Exception mean?

Severity Level What it means

High The exception must be resolved or
allowed in order for the reported time to
become payable time.

Medium or Low The exception will become payable
time, but it also remains an exception
until it is resolved or allowed.
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What are some examples
of exceptions?

Select ‘Next’ to continue

What are some examples of exceptions?
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Examples of Exceptions

Overtime Exception Employees are required to get overtime pre-
approved. If there is no pre-approval, the system
creates an exception.

Invalid TRC This is a configuration issue and should happen
very rarely. The timekeeper should communicate
with the Central Time and Administration Team.

Quantity Exceeds TRC The employee has entered more time than

Limits allowed for a specific TRC. The timekeeper should
talk to the employee and either the employee or
the manager should make an adjustment.

Select ‘Next’ to continue.

Examples of Exceptions

Overtime Exception: Employees are required to get overtime pre-approved. If
there is no pre-approval, the system creates an exception.

Invalid TRC: This is a configuration issue and should happen very rarely. The
timekeeper should communicate with the Central Time and Administration Team.

Quantity Exceeds TRC Limits: The employee has entered more time than
allowed for a specific TRC. The timekeeper should talk to the employee and
either the employee or the manager should make an adjustment.
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How do exceptions
get resolved?

Select ‘Next’ to continue

How do exceptions get resolved?
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When an exception is generated for reported time, the timekeeper
addresses the issue.

Depending on the specific exception, the timekeeper may work with the
employee or the manager to make adjustments to the employee’s
timesheet. In some cases, it may be necessary to work with the Central
Time and Payroll Administration Team to make a configuration change in
the system.

Once the adjustment or the configuration change is made:
= |f the exception condition no longer exists, the status is Resolved.

= |f the exception condition still exists, the status remains as Unresolved.

O The next run of the Time Administration process clears any
resolved exceptions.

Select ‘Next’ to continue.

When an exception is generated for reported time, the timekeeper addresses the
issue.

Depending on the specific exception, the timekeeper may work with the
employee or the manager to make adjustments to the employee’s timesheet. In
some cases, it may be necessary to work with the Central Time and Payroll
Administration Team to make a configuration change in the system.

Once the adjustment or the configuration change is made:
= |f the exception condition no longer exists, the status is Resolved.

= |f the exception condition still exists, the status remains as Unresolved.

o The next run of the Time Administration process clears any resolved
exceptions.
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¥ Employee Self-Service

To identify and resolve exceptions, begin by
navigating to the Time and Labor WarkCenter in
Manager Self Service.

Click the drop-down arrow.

TS

If the Manager Self Service home page does not
display by default, click the drop-down arrow to
Time select it from the list of options.

L__

‘W-2/W-2¢ Consent

Classic Home

E

Last Pay Date 12/20/2019

Security Setup Required

Enter your state email address

Set up your password secunty question

Direct Deposit Frequently Asked Questions

To identify and resolve exceptions, begin by navigating to the Time and Labor
WorkCenter in Manager Self Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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_|_“~' l,u.':,” R ¥ Employee Self-Service

Beneficiary Designation

Employee Seli-Service ?.ruww-z.rw-zc Forms

] Manﬁger Seﬂﬁemce

Click Manager Self Service
from the list of options.
Pay Statements

e
s(3)e

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Enter your state email address

Set up your password secunty question

Direct Deposit Fraquently Asked Questions

Click Manager Self Service from the list of options.
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i S | |
] AV A || Infermate = Manaaer Self Service |
t-'\'-."'\.v‘\".-"'.” | v Manager Self Service |

Click the Time and Labor
WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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: HAII'H | AddTo = @

Time and Labor WorkCer i .] Mew Window | Help | Personalize Page | £l A

Main ReportsProcessas Olnere

| Welcome

Click the double arrows in the top right corner of the
left panel on this page. This will close the panel and
provide more space in the work area.

» Filtering Options

Exceptions (7

8 Q
Overview Details Demographics 1
Allow Last Name First Name Empl ID Re

Allow Exceptions (7}

Select All Deselect All ot

Click the double arrows in the top right corner of the left panel on this page. This
will close the panel and provide more space in the work area.
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Favoriles = Main Manu = > hianmper Seif Sarios > Thme and Labor WorkCentar > Manage Group Excaptions '. Home Sign Out
-' HAII'H | AddTa =
Vi Mew Window | Help Personalize Page el
L [
Welcome

The Welecome page on the Time and Labor WorkCenter displays.

Exceptions | Payable Time | Overim{  One way to search for exceptions is using the Employee
Selection feature.

mployee Selection

Click the arrow to the left of
Employee Selection.

¥ q
Overview Dietanls Demographics | [l»
Allow  Last Name First Name Empl ID Empl | 1ob Tile
Record
il
Allow Exceptions (7
Select All Deselect All ot
{ >

The Welcome page on the Time and Labor WorkCenter displays.
One way to search for exceptions is using the Employee Selection feature.

Click the arrow to the left of Employee Selection.
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A

> MAANADE Goup EXcaptions

#& Home
AddTo = @

MavBar

Sign Out

£ Mew Window | Help Personalize Page el -
Welcome
Exceptions | Payable Time Cwertime Reguests
* Employee Selection
Employee Selection Criterla Get Emnlﬂlree51|
Selection Criterion d Click the Get Employees button.
Clear Criteria
Time Reporter Group Q,
Save Criteria
Employee ID Q
Empl Record Q
Last Mame Q,
First Name Q
Department Q
Supervisor D Q
v
< >

Click the Get Employees button.
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aroger Sad Sends Tima araliazcs WerkCanir arage Grous Browtors. )

Wirlome
In this example, one employee has an exception that needs to be
Ezceplicos | Paysbis Trns | Ohsrlime Regues
resolved or allowed.
Cemploy bect . - . . 0
The timekeeper reviews the details to determine what action to take.
kF ing 0
Esizagih
- o 1 1 pef
Ovonviow || Detsik Dumographies | ||
Al Last Name First Name: Empi ID n:.m Jon Tike Expeption ID Decariztion Date severity
Dioe Laavies [ TLRDO4SY Curtiymceein TRE g | Hion
Allow Exceplicns
Select AR Do clect Al

In this example, one employee has an exception that needs to be resolved or

allowed.

The timekeeper reviews the details to determine what action to take.
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aroger Sad Sends Tima araliazcs WerkCanir arage Grous Browtors. )

Wirlome
Excmplicnm | Paysbls Time | Overtimes Reques
Cmploys bect
kF ing 0
Excupl
m q 14 ol 1 b
Ovonviow || Detsik Dumographies | ||
Al LastKame First Name: Empi 1D el o THte Exneption 1D Dezarigtion Datz severty
Cusctiy in TRE
D= Cnavies [ TLRHE Rem soewacks TR mngeEn | High
ks
Alluw Excuplions
-
Skt AR Desaict A1l

The Allow checkbox is grayed out, which means the exception
cannot be allowed, it must be resolved.

The Severity is High, which means the employee will not be
paid until the exception is resolved.

Select ‘Next’ to continue.

The Allow checkbox is grayed out, which means the exception cannot be
allowed, it must be resolved.

The Severity is High, which means the employee will not be paid until the
exception is resolved.
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Emgl ID WFI‘.':THI Job Titke: Expeption 1D Decaription Datz Severmy
o TLHD0E50 artty et TRE Qowgen | Hion

Wirlome
Excmplicnm | Paysbls Time | Overtimes Reques
Cemploy bect
b Filtering O
Excupl
e
g
Ovonviow || Detsik Dumographies | ||
Alow Last Name First Name:
Do Chaves
Alluw Excuplions
-
Skt AR Desaict A1l

The exception is “Quantity exceeds TRC limits”. To resolve this
exception the timekeeper works with either the employee or
the manager to enter the correct quantity.

Select ‘Next’ to continue.

The exception is “Quantity exceeds TRC limits”. To resolve this exception the
timekeeper works with either the employee or the manager to enter the correct

quantity.
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For this example, the timekeeper works with the manager. They review the employee’s
timesheet and discover the employee reported two (2) hours of Stand By Pay, but the limit is
one (1) hour.

Week 1of3 »
Scheduled 40.00 | Reported 2.00 | Unapproved Time 0.00
Time Reporting Code / Time  Thursday Friday Saturday Sunday Monday Tuesday  Wednesday
Details 16 17 18 18 20 Fil 22

Scheduled § prheduled B Scheduled OFF | Scheduled OFF  Scheduled & Scheduled § Scheduled I
Feporled I feported D Reporied 0 Regoried @ Reported 0 Reporied [ Reported O
i
STDBY - Stand By Pa| v f 2.00 + -
~y ~ ] ~ =y ~ =
Comments I::,- 1, L q,, q_, .\_) q,,

Select ‘Next’ to continue.

For this example, the timekeeper works with the manager. They review the
employee’s timesheet and discover the employee reported two (2) hours of
Stand By Pay, but the limit is one (1) hour.
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The manager or the employee adjusts the quantity, re-submits the timesheet, and clicks OK
to the message that displays.

Week 10of3 »
Scheduled 40.00 | Reporied 1.00 | Unapproved Time 0.00

Time Reporting Code/ Time  Thursday Friday Saturday Sunday Monday Tuesday  Wednesday
Details 16 17 18 19 20 2 22

Seheduled 3 cheduled & Edheduled OFF | Schedubsd OFF || Scheduled B Scheduled 3 Schaduled 5
Reporled 1 Peporied Reporied 0 Raporiad 0 Raporled O Reporied 0 Raporied 0
Fy
=2
STORY - Stand By Pa[» & 1.00 + | -
Comments (? c.; (&' [ {1 | -]

Rules have successfully been applied.
Press OK to refresh your timeshest with updated payable time

OK

Select ‘Next’ to continue.

The manager or the employee adjusts the quantity, re-submits the timesheet,
and clicks OK to the message that displays.
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Favoriles ~ Main Men: = > Manager Seif Sanice > Time and Labor WorkCenter > Manags Group Excaptions #& Home Sign Out

: HAII'H | AddTo = @

Time and Labor WorkCer 4« MNew Window | Help Personalize Page |

Mairni RepurlsFrocessas Olhers
v Welcome

Exceptions | Payable Time | Cwertime Requests

}» Employee Selection

There were no employess found based upon your selection criteria

» Filtering Options

After the adjustment is made to the employee’s timesheet, a search for Exceptions
shows there are currently no exceptions for this unit or department.

Select ‘Next’ to continue.

After the adjustment is made to the employee’s timesheet, a search for
Exceptions shows there are currently no exceptions for this unit or department.
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Congratulations!

You’'ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Allow Exceptions L HAWAIFr

Lesson Scenario

The system generates an exception when reported
time is incorrect or when reported time does not
comply with a rule.

Exceptions may be generated through a validation
process or through rules applied when the Time

Administration process runs.

In this lesson, you will learn to allow exceptions.

Select ‘Next’ to continue.

Allow Exceptions

Lesson Scenario

The system generates an exception when reported time is incorrect or when
reported time does not comply with a rule.

Exceptions may be generated through a validation process or through rules
applied when the Time Administration process runs.

In this lesson, you will learn to allow exceptions.
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For certain exceptions, the timekeeper has the option to use the Allow
Exceptions functionality to allow an exception without having to resolve it.

A common example is an overtime exception.

+ [f the employee works overtime that was not pre-approved, the system generates an
exception.

+ [f the manager wishes fo allow the overtime, the timekeeper uses the Allow functionality.

= Allowing the exception will enable the time fo be included in the paycheck processing.

O After the timekeeper allows the exception, the next run of the
Time Administration process generates payable time for the
manager to approve.

Select ‘Next’ to continue.

For certain exceptions, the timekeeper has the option to use the Allow
Exceptions functionality to allow an exception without having to resolve it.

A common example is an overtime exception.

= If the employee works overtime that was not pre-approved, the system
generates an exception.

= |f the manager wishes to allow the overtime, the timekeeper uses the Allow
functionality.

= Allowing the exception will enable the time to be included in the paycheck
processing.

After the timekeeper allows the exception, the next run of the Time
Administration process generates payable time for the manager to approve.
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¥ Employee Self-Service

Begin by navigating to the Time and Labor
WorkCenter in Manager Self Service.

Click the drop-down arrow.

TS

If the Manager Self Service home page does not
display by default, click the drop-down arrow to
select it from the list of options.

‘W-2/W-2¢ Consent

Last Pay Date 12/20/2019

Classic Home

E

Security Setup Required

Enter your state email address

Set up your password secunty question

Direct Deposit Frequently Asked Questions
-

Begin by navigating to the Time and Labor WorkCenter in Manager Self
Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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Beneficiary Designation ?.ruww-z.rw-zc Forms

Employee Seli-Service

Click Manager Self Service
from the list of options.
Pay Statements

e
s(3)e

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Enter your state email address

Set up your password secunty question

Direct Deposit Fraquently Asked Questions

Click Manager Self Service from the list of options.
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L R 1 I
N AV T || tormate v Manaaer S Sepvice |
t-'“--l."'\.v‘\".-"'.ll : '~ Manager Self Service |

Click the Time and Labor
WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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Favoriles ~ Main Men: = 3 el SR SEnIn > Time and Labor WorkCenter > Manags Group Excaptions #& Home Sign Out

: HAII'H | AddTo = @

Time and Labor WorkCer i .] Mew Window | Help | Personalize Page | £l A

Main ReportsProcessas Olnere

| Welcome

Click the double arrows in the top right corner of the
left panel on this page. This will close the panel and
provide more space in the work area.

» Filtering Options

Exceptions (7

8 Q
Overview Details Demographics 1
Allow Last Name First Name Empl ID Re

Allow Exceptions (7}

Select All Deselect All ot

Click the double arrows in the top right corner of the left panel on this page. This
will close the panel and provide more space in the work area.
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Favoriles = Main Manu = > hianmper Seif Sarios > Thme and Labor WorkCentar > Manage Group Excaptions '. Home Sign Out
-' HAII'H | AddTa =
Vi Mew Window | Help Personalize Page el
L [
Welcome

The Welecome page on the Time and Labor WorkCenter displays.

Exceplions | Payable Time | Cwerim{  One way to search for exceptions is using the Employee
Selection feature.

mployee Selection

Click the arrow to the left of
Employee Selection.

¥ q
Overview Dietanls Demographics | [l»
Allow  Last Name First Name Empl ID Empl | 1ob Tile
Record
il
Allow Exceptions (7
Select All Deselect All ot
{ >

The Welcome page on the Time and Labor WorkCenter displays.
One way to search for exceptions is using the Employee Selection feature.

Click the arrow to the left of Employee Selection.

March 10, 2020 — Version 1 Page 85



SLHAWAI™

Course 120 — Time and Leave
Timekeepers Course

Favoriles = Main Manu = 5 Mansges Seif Senioe Time and Lahar VWorkCentar

A

> MAANADE Goup EXcaptions

#& Home
AddTo = @

MavBar

Sign Out

£ Mew Window | Help Personalize Page el -
Welcome
Exceptions | Payable Time Cwertime Reguests
* Employee Selection
Employee Selection Criterla Get Emnlﬂlree51|
Selection Criterion d Click the Get Employees button.
Clear Criteria
Time Reporter Group Q,
Save Criteria
Employee ID Q
Empl Record Q
Last Mame Q,
First Name Q
Department Q
Supervisor D Q
v
< >

Click the Get Employees button.
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At the current time, two employees in this unit or department
have exceptions that need to be resolved or allowed.

Select ‘Next’ to continue.

Excwplion
-0 1-2 of 2[w]
Ovonviow || Detsik Dumographies | ||
Allow  LastKame Firs Mame EmplI0 e Job Tie Exneption 1D Cestription Date savertty
u] Do ark o ML Uvertime Exapion TZEHEE | Hoh
e e ] TLxmoss0 pueny eceeB TRE Dzeowote | g
Allow Fxcepdh
Beleot Al Descleat All
Banve

At the current time, two employees in this unit or department have exceptions
that need to be resolved or allowed.
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Wirlome [ b
The first exception below is an Overtime Exception for Mark Doe.
Exceplicos | Paysbis Trms | Ohsrlime Reagues
. o Overtime must be pre-approved before the employee works the
mploy
extra hours, but Mark’s time has not been pre-approved.
kF ing 0
e Select ‘Next’ to continue.
- L th
Ovonviow || Detsik Dumographies | ||
Allow Last Kame First Mame Empl 1D Ru’:’: Joib Thie Exeption D Deseription Dass Saverity
o D= Wark o TR Coverime Exceplion TZesng Hegh
(e Barbaua o TLxoossD rhent ReeB TS zeowote | g
Allaw Fxceph
Beiect Al Descleat All
Banve

The first exception below is an Overtime Exception for Mark Doe.

Overtime must be pre-approved before the employee works the extra hours, but
Mark’s time has not been pre-approved.
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It is possible that Mark submitted an overtime request
Eccaphicon. | Piyaiis Temm | et Fecpamsin that is in the manager’s pending approvals queue.

e e The timekeeper can check for a pending request on the
Overtime Requests tab.

Eucaptiana (T * ]
= Select ‘Next’ to continue.
Q t2orzl)
Ouarview || Detsk Cancgraphies | v b d
Allow  LastWame Firz4 Mame: Empl ID e Job Tie Exception 1D Deseription sz Severin,
u} Doe ark o MTLAD Cverlime Exmphon 12ERNE | Hgh
Due Bartaua o TLxmoss0 ueny eceeBm TRE yzeonote | g
Al Fecepd
Belect Al Descleat All
Banve

It is possible that Mark submitted an overtime request that is in the manager’s
pending approvals queue.

The timekeeper can check for a pending request on the Overtime Requests tab.
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Help | Permonsios Page

Ezceplicim | Favabis Tims | B8l 2

Click the Overtime Requests tab.

F Employes Sebection

b Filtering Cptions
Esgaptiing
oo 1-2 of 2[v]
Ovonviow || Detsik Dumographies | ||
Allow  Last Kame First Mame Empl ID e Job Tie Exception 1D Ceseription Date saverity
] Doe Wark [ MTLR Cwerime Exmepion THEENE | Hoh
Do Bartaa o TLxmoss0 ueny eceeBm TRE yzeonote | g

Allow Exceptions

Belect Al Descheat All

Click the Overtime Requests tab.
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Favoriles = Main Mem = 5 Mansges Seif Senioe > Thme and Labor WorkCentar > Approve Ovetime Requests '. Home Sign Out
'w._,' | AddTo
£ MNew Window | Help Personalize Page =
| Welcome |

Search for employees in this unit or department

Excepfions | Fayable Time | Owertime Requests who have pendlng sz ants

mployee Selection

Click the arrow to the left of
Employee Selection.

Search for employees in this unit or department who have pending overtime
requests.

Click the arrow to the left of Employee Selection.
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Favoriles = Main Manu = 5 Mansges Seif Senioe Time and Lahar VWorkCentar

A

Welcome

Exceptions | Payable Time | Owertime Requests

¥Employee Selection

Overtime Requests #& Home Sign Out

AddTo = @

MavBar

Mew Window | Help Personalize Page el
[l

Employee Selection Criterla Get Emnlﬂlree51|
Selection Criterion d Click the Get Employees button.

Clear Criteria
Time Reporter Group Q,

Save Criteria
Employee ID Q
Empl Record Q
Last Name Q
First Mame qQ
Department Q
Supervisor (D qQ

v
¢ >

Click the Get Employees button.
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Favoriles = Wain Mene = 5 Manager Seif Sarice > Thme and Labor WorsCenter > Approve Overlime Requests # Homa Sign Out

L HAWAI™™ N O]

WA =
£ MNew Window | Help Personalize Page =

Welcome
r '\
= = = Tirre i A H 1
e e TR N e SR ler e (i s If there is a pending overtime request for the

employee, the timekeeper should work with
the manager to get the request approved.

¥ Employee Selection g g a PP

There are no active overtime requests requiring your approval. Once the request is appm""Edf the exception
will be resolved.

Select ‘Next’ to continue.

If there is a pending overtime request for the employee, the timekeeper should
work with the manager to get the request approved.

Once the request is approved, the exception will be resolved.
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Main Manu = > hianmper Seif Sarios »  Thme and Labor VWorkCenbar > Approve Ovetime Requests * Home Sign Out
-' HAII'H | AddTa =
£ MNew Window | Help Personalize Page =
| Welcome |

Exceptions | Payable Time | Owertime Requests

¥ Employee Selection

There are no active overtime requests requiring your approval.

[ ™\

If there is no pending overtime request for the employee, as in this example,
the timekeeper should talk to the manager to see whether he or she wants
to approve the overtime.

If the manager does not want to approve the overtime, the timekeeper takes
no further action and the employee will not be paid for the overtime.

Select ‘Next’ to continue.

If there is no pending overtime request for the employee, as in this example, the
timekeeper should talk to the manager to see whether he or she wants to
approve the overtime.

If the manager does not want to approve the overtime, the timekeeper takes no
further action and the employee will not be paid for the overtime.

March 10, 2020 — Version 1 Page 94



HAWA| Informatlo Course 120 — Time and Leave
Porta ,

Timekeepers Course

Favoriles ~ Main Men: = > Manager Seif Sanice » Time and Lahor WorkCenter > Approve Overime Requests #& Home Sign Out

: HAII'H | AddTo = @

£ MNew Window | Help Personalize Page =

Welcome

Exceptions | Payable Time | Owertime Requests If the manager wants to approve the

overtime, the timekeeper returns to the
: Exceptions page to allow the overtime.
¥ Employee Selection

L ¥ y
There are no active overtime requests requiring your approval. Select ‘Next’ to continue.

If the manager wants to approve the overtime, the timekeeper returns to the
Exceptions page to allow the overtime.
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Favoriles = Main Manu = 5 Mansges Seif Senioe > Thme and Labor WorkCentar > Approve Ovetime Requests '. Home Sign Out
-' HAII'H | AddTa =
£ MNew Window | Help Personalize Page =
| Welcome |

Fayable Time | Owertime Requests

Click the Exceptions tab.

March 10, 2020 — Version 1 Page 96



HAWA| | Informatio Course 120 — Time and Leave
Porta

Timekeepers Course

Favoriles ~ Main Men: = > Manager Seif Sanice > Time and Labor WorkCenter > Manags Group Excaptions #& Home Sign Out

: HAﬁ'iva;'ﬁ‘- | 5 ': l 1 AddTo = @

Vi Mew Window | Help Personalize Page el
L [

Welcome

Exceptions | Payable Time Cwertime Reguests

mployee Selection

Click the arrow to the left of
Employee Selection.

¥ q
Overview Dietanls Demographics | [l»
Allow  Last Name First Name Empl ID Empl | 1ob Tile
Record
il
Allow Exceptions (7
Select All Deselect All ot
{ >

Click the arrow to the left of Employee Selection.
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Favoriles = Main Manu = 5 Mansges Seif Senioe Time and Lahar VWorkCentar

A

> MAANADE Goup EXcaptions

#& Home
AddTo = @

MavBar

Sign Out

£ Mew Window | Help Personalize Page el -
Welcome
Exceptions | Payable Time Cwertime Reguests
* Employee Selection
Employee Selection Criterla Get Emnlﬂlree51|
Selection Criterion d Click the Get Employees button.
Clear Criteria
Time Reporter Group Q,
Save Criteria
Employee ID Q
Empl Record Q
Last Mame Q,
First Name Q
Department Q
Supervisor D Q
v
< >

Click the Get Employees button.
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Wirlome

Excmplicnm | Paysbls Tims | Oveertimes Reques

Cemploy bect

b Filtering O
Exceplion

-0 1-2 of 2[w]

Ovonviow || Detsik Dumographies | ||

Allow  LastKame Firzt Mame Empl 1D e Job Tie Exseption 1D Deseription Dats Saverty

D Wark o WITLHIRE Coverime Excepion 122eENE g

D= Hatata o TLmoesT a:‘w eaneeds TRC

Click the Allew checkbox to allow
Mark Doe's overtime.

Click the Allow checkbox to allow Mark Doe’s overtime.
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Tima araliazcs WerkCanir lanage Grous Encaptons

Merm Vel | Help | Permonslos Page

Excuplicnm | Paysbls T | Overtims Requests

F Employes Sebection

¥ Filtering Options

Excaplions (7
oo 1-2 of 2[v]
Ovonviow || Detsik Dumographies | ||
Allow  Last Kame First Mame Empl ID e Job Tie Exception 1D Ceseription Date saverity
= toe Mark [ MTLA Cverime Exmzpion THISENE | Hoh
Do Bartaa o TLxmoss0 ueny eceeBm TRE yzeonote | g

Allaw Exceplions 7

Belect Al Descheat All

Click the Save button.

Click the Save button.
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Wirlome [ b
Motice that the Allow checkbox is gone since the overtime
Ezceplicos | Paysbis Trns | Ohsrlime Regues .
exception has been allowed.
Cmploys bect
When the page is refreshed, the allowed row will be removed.
kF ing 0
Criesay Select ‘Next’ to continue.
- a 1 fa|w
\ "’ o
Onaniew Dotk DumogFapies | |
Alborw Last Nam Firet Mame Emp I0 Ru’:’: Job Trie Exnoption |0 Ceseription Daes Saverty
E Doe Mark o TR Coverime Exmepion TZesang b
Do Bartaa o TLxossn ueny eceeBm TRE yzeonote | g
Allaw Fxceph
Beieci Al Descleat All

Notice that the Allow checkbox is gone since the overtime exception has been
allowed.

When the page is refreshed, the allowed row will be removed.

March 10, 2020 — Version 1 Page 101



HAWA| Informatlo Course 120 — Time and Leave
Porta ,

Timekeepers Course

aroger Sad Sends Tima araliazcs WerkCanir lanage Grous Encaptons

[ ™\
Wirlome
The second row is a ‘Quantity exceeds TRC limits’ exception for Barbara Doe.
Exceplices | Payabis T
. o Notice that the Allow checkbox for the second row is grayed out. This means
_—
the timekeeper cannot use the allow function for this exception. The
b Filtering Options timekeeper will research the issue to determine how to resolve it.
Exceplions (J
m oq Select ‘Next’ to continue.  [zerzix
(e A Detsils
Ny ot
Allow Last Kame First Mame Empl 1D Ru’:’: Joib Thie Exeption D Deseription Dass Saverity
Doe Mark o TR Coverime Exrephon TZesang b
Duoe Bartaa o TLxmoss0 Cuenty ecees TRC Nzeonote | g
Allaw Fxceph
Beieci Al Descleat All

The second row is a ‘Quantity exceeds TRC limits’ exception for Barbara Doe.

Notice that the Allow checkbox for the second row is grayed out. This means the
timekeeper cannot use the allow function for this exception. The timekeeper will
research the issue to determine how to resolve it.
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The timekeeper reviews Barbara's timesheet and discovers she entered “10’ as the quantity
for the MEAL1 TRC instead of 1"

After the employee or the manager adjusts the quantity and re-submits the timesheet, the
exception is resolved.

Week 10f3 »
Scheduled 40 00 | Repaded 10 B0 | Unapprosved Time 000

Time Reporting Code | Time Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Detils 16 17 18 19 20 21 22
Seneduled 8 Seheauien 5 Sennduked 5 Seneduled 8 Seheauicd B ¢ feneouied OFF | Scheduled OFF
Reported 0 Reported 0 Repartad 0 Reported O Reported 10 heporied 0 Repored 0
i
MEAL1 - Meal - Bresk ]| B 10.00 | -
Comments (\_j (:} ;:\ gj Cj ' g:’

Select ‘Next’ to continue.

The timekeeper reviews Barbara’s timesheet and discovers she entered ‘10’ as
the quantity for the MEAL1 TRC instead of ‘1°.

After the employee or the manager adjusts the quantity and re-submits the
timesheet, the exception is resolved.
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Favoriles ~ Main Men: = > Manager Seif Sanice > Time and Labor WorkCenter > Manags Group Excaptions #& Home Sign Out

: HAII'H | AddTo = @

Time and Labor WorkCer 4« MNew Window | Help Personalize Page |

Mairni RepurlsFrocessas Olhers
v Welcome

Exceptions | Payable Time | Cwertime Requests

}» Employee Selection

There were no employess found based upon your selection criteria

» Filtering Options

After the adjustment is made to Barbara Doe’s timesheet, a search for Exceptions
shows there are currently no exceptions for this unit or department.

Select ‘Next’ to continue.

After the adjustment is made to Barbara Doe’s timesheet, a search for
Exceptions shows there are currently no exceptions for this unit or department.
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Congratulations!

You’'ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Report Time and Add Comments =L AAWAI™ =

Placeholder:

Copy Report Time and Add
Comments from the Approvers
Course when the topic is
complete.

Select ‘Next’ to continue.

Report Time and Add Comments

Placeholder:

Copy Report Time and Add Comments from the Approvers
Course when the topic is complete.
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ol HAWAe

Congratulations!

You’'ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Adjust Reported Time

Lesson Scenario

In this lesson, you will learn to adjust reported time for
an employee. Specifically, you will change the Task
Profile ID on an employee’s timesheet in order to ensure
the employee’s time is charged to the correct UAC.

Select ‘Next’ to continue.

Adjust Reported Time

Lesson Scenario

In this lesson, you will learn to adjust reported time for an employee. Specifically,
you will change the Task Profile ID on an employee’s timesheet in order to
ensure the employee’s time is charged to the correct UAC.
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Why is it necessary to enter a Task Profile ID on the timesheet?

The task profile ID is use by departments that have federal funding, such as the
Department of Land and Natural Resources. Employees in these departments must
certify the time they spend on projects that received federal funding by entering a
task profile 1D.

Rather than entering the UAC, which is a long string of values, employees enter the
associated Task Profile ID.

What if the Task Profile ID is not entered?

If the task profile ID field is blank, the time will be charged to base pay.

If necessary, imekeepers can adjust employees’ timesheets to enter a missing task

profile ID or to make an adjustment if the value in this field is incorrect.

Select 'Next’ to continue.

Why is it necessary to enter a Task Profile ID on the timesheet?

The task profile ID is use by departments that have federal funding, such as the
Department of Land and Natural Resources. Employees in these departments
must certify the time they spend on projects that received federal funding by
entering a task profile ID.

Rather than entering the UAC, which is a long string of values, employees enter
the associated Task Profile ID.

What if the Task Profile ID is not entered?
If the task profile ID field is blank, the time will be charged to base pay.

If necessary, timekeepers can adjust employees’ timesheets to enter a missing
task profile ID or to make an adjustment if the value in this field is incorrect.
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Rhhaldinag
Click the drop-down arrow. To adjust or enter a task profile ID, begin by navigating
(m to the employee’s timesheet in Manager Self Service.
If the Manager Self Service home page does not
display by default, click the drop-down arrow to select
it from the list of options.
‘W-2/W-2¢ Consent Time

& © ER

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Enter your state email address

Set up your password secunty question

Direct Deposit Frequently Asked Questions

To adjust or enter a task profile ID, begin by navigating to the employee’s
timesheet in Manager Self Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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Beneficiary Designation ?.ruww-z.rw-zc Forms

Employee Seli-Service

Click Manager Self Service
from the list of options.
Pay Statements

e
s(3)e

Last Pay Date 12/20/2019

Classic Home Security Setup Required

E Enter your state email address

Set up your password secunty question

Direct Deposit Fraquently Asked Questions

Click Manager Self Service from the list of options.
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e ALY TR T itar i o Calf Samice |
It-'\"--l."'\.l'v‘\".-"-".ll N i Manager Self Service ;

Time and Labor WorkCenter

Click the Team Time tile.

Click the Team Time tile.
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< Manager Self Service Team Time ﬁ - o @
oy Timesheet 7 Enter Time
Enter Time Use hiters to change the search cnlena or Gel Employess o apply he defaull Manager Search Ophons

Time Summary 4 GE‘ Emplwees " il

@ Report Time

] Weekly Time Entry Since you know which employee needs the adjustment,
you use the Filter option to search for the timesheet.
[ Weekly Time Surmmary
Select ‘Next’ to continue.
) Payable Time

|§! Leave [ Comp Time n

@ Manage Exceptions

Since you know which employee needs the adjustment, you use the Filter option
to search for the timesheet.
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< Manager Self Service Team Time ﬁ - o @
oy Timesheet 7 Enter Time
Enter Time Use hiters to change the search cilena or Gel Employess o apply the defaull Manager Search Ophons

Time Summary GEtEwbms -

@ Report Time

7] Weekiy Time Enry Click the Filter button.

[ Weekly Time Surmmary
) Payable Time

|§! Leave [ Comp Time n

(3 Manage Exceptions

Click the Filter button.
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Click in the Employee ID field.
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Type ‘00022000’ in the Employee ID field and press the Tab key.
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Click the Done button.
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< Manager Self Service Team Time ® ™ (™
oy Timesheet ~ Enter Time

Enter Time
Time Summary
@ Report Time
7| Weekly Time Eniry
[ Weekly Time Summary
(&) Payable Time
|8} Leave [ Comp Time

@ Manage Exceptions

Select Employee

Select the row for the employee
1 o

TL

whose time you will adjust.

Mame! Title Exceptions Houwrs to be Approved
Karen Doe
“ e

For this example, click the row

u for ‘Karen Doe’.

Select the row for the employee whose time you will adjust.

For this example, click the row for ‘Karen Doe’.
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< Manager Self Service Team Time ® (™
o Timesheet - Enter Time
r N
Enter Time In this example, Karen Doe worked her scheduled 40 hours for the

week for her department. In addition, she was called back to work

o, two hours for a special project that receives federal funding.

@ Report Time
Karen entered the two hours and the appropriate comments on

571 Weekly Time Entry her timesheet, but she did not select a value for the Task Profile ID l
field. Unless corrected, these hours will be charged to base pay.
[ Weekly Time Surmmary

Select ‘Next’ to continue.

) Payable Time
"’
Code | Time Details 18 17 18 19 20 29 99
|§! Leave [ Comp Time
RL st m.lsl’_‘”ﬂl_' Srheduled | Scheduled || Seheduled | Scheduied | Scheduled | Scheduled © Scheduizd |
Zil

FReported § Reported | Reporizd | Repored ( Reported [ Repoted (| Repon=d (

I Cancel Absences —
CLBK2 - Call [+ & 200 + -
1P View Requests
Comments Q‘ {:) f:) c, (:-' {;" C
|8} Absence Balances

@ MManage Excephons

T Workforce Availability

In this example, Karen Doe worked her scheduled 40 hours for the week for her
department. In addition, she was called back to work two hours for a special
project that receives federal funding.

Karen entered the two hours and the appropriate comments on her timesheet,
but she did not select a value for the Task Profile ID field. Unless corrected,
these hours will be charged to base pay.
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Porta
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< Manager Self Service
o Timeshest
Enter Time
Time Summary
@ Report Time

A | Weekly Time Entry

ety

[ Weekly Time Summary
) Payable Time

|§! Leave [ Comp Time
1) Request Absence

! Cancel Absences

1P View Requests

|8} Absence Balances

@ MManage Excephons

T Workforce Availability

A Enter Time

Team Time 'ﬁ‘ @

In order to correctly report Karen's hours, the timekeeper must
enter the correct task profile 1D.

Select ‘Next’ to continue.

Wiew Legend

Time Reporting
u Code | Time Details

CLBKZ2 - Call |»

Comments

Save for Later Submit

Week1of3 »
Scheduled £0.00 | Reported 200 | Unapproved Time 000

Monday Tuesday Wednesd:Thursday Friday Saturday Sunday
16 17 18 19 20 21 22

Zcheduled | Scheduled §| Scheduled || Scheduled | Scheduled | Schaduled | Schedulzd §
FReported § Reported | Reporizd | Repored ( Reported [ Repoted (| Repon=d (

2.00 + -

In order to correctly report Karen’s hours, the timekeeper must enter the correct

task profile ID.
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< Manager Self Service Team Time ® (™
o Timesheet i Enter Time
Previous Hext
Enter Time
Fehun o Selec Employes
ey ‘ 16 March - 31 March 2020 v
HI Semi Monthly
SHESILAITIT Scheduled 96.00 | Reported 2.00 | Unapproved Time 0.00
A | Weekly Time Entry View Legend Save for Later Submit

=5 (=
[ Weekly Time Summary Week1of3 »

Scheduled £0.00 | Reported 200 | Unapproved Time 000
(Z) Payable Time

Time Reporting Monday Tuesday Wednesd:Thursday Friday Saturday Sunday
u Code | Time Details 18 17 18 19 20 2 a9

|§! Leave [ Comp Time

Ser eduled cheduled Scheduled | Scheduled ! Scheduled [ heduled ¢ Schedulzd {
uest Ahsence Soh 5 L S
FReported § Reported | Reporizd | Repored ( Reported [ Repoted (| Repon=d (

! Cancel Absences
CLBKZ - Call [w

1P View Requests
Commen

|8} Absence Balances

Click the Task Profile ID icon. !

@ MManage Excephons

T Workforce Availability

Click the Task Profile ID icon.
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: Enter the correct Task Profile ID based on
@J the special project the employee worked on.

Task Profile ID

Enter the correct Task Profile ID based on the special project the employee
worked on.

Click Lookup icon for the Task Profile ID field.
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Search for. Task Profil 1D
sanchicriele. . - i e e ]
+ Search Results

For this example, select ‘SPRJ1’.

March 10, 2020 — Version 1 Page 123



HAWA‘ 1rn‘ormat|0 Course 120 — Time and Leave
Porta ,

Timekeepers Course

Cancsl | Time Details

Task Profile ID |[SPRJ1

If necessary, scroll to the right to view the Done button.
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Time Details

Click the Done button.
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< Manager Self Service Team Time "ﬁ\

®

o Timesheet - Enter Time

Previous Mext
Enter Time
Return to Select Employec

Time Summary 1 16 March - 31 March 2020 »

HI Semi Monthly
Scheduled 96.00 | Reported 2.00 | Unapproved Time 0.00

A | Weekly Time Entry View Legend Save for Later -
= 5 / l
[ Weekly Time Summary jeek 1 af3 &

@ Report Time

@ Scheduled 4000 | Reporied 2.0
Payable Time : utto
Time Reporting  Monday Tuesday Wednesd: Click the Submit b n.
Code | Time Details 18 17 18
|§! Leave [ Comp Time
|i| Request Ahsence Srheduled | Scheduled | Scheduled | Scheduled | Scheduled | Schedled ¢ Schedulad |

FReported § Reported | Reporizd | Repored ( Reported [ Repoted (| Repon=d (

! Cancel Absences s
CLEK2 - Call [ | &5 200 + -

1P View Requests
Comments (‘: (::) O C‘ (:_:-' o G
|8} Absence Balances

@ MManage Excephons

T Workforce Availability

Click the Submit button.
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Rules have successfully been applied.
Press OK to refresh your timeshest with updated payable fime.

Click the OK button.
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i ¢ Manager Seft Service | Teamn Time
+ Timesheet - Enter Time
Previous Mext
Enter Time
Fehun o Selec Employes
[ n"

Time Summary
At this point, the timesheet has been adjusted and the timekeeper's

@ Report Time task is complete.
ki lamE Eriny However, the timekeeper may want to see the UAC to which the

o time is charged, based on the task profile adjustment.
[ Weekly Time Summary

(&) Payable Time Select ‘Next’ to continue.

16 " &l 19 i) al s i
|§! Leave [ Comp Time
1) Request Absence Zrheduied | Scheduled §| Geheduled || Schedulsd | Scheduied | Seheduled ¢| Scheduisd §

FReported § Reported | Reporizd | Repored ( Reported [ Repoted (| Repon=d (

! Cancel Absences s
CLEK2 - Call [ | &5 200 + -

1P View Requests
Comments (“ {:) f:) c, (:.n {,;" C
|8} Absence Balances

@ MManage Excephons

T Workforce Availability

At this point, the timesheet has been adjusted and the timekeeper’s task is

complete.

However, the timekeeper may want to see the UAC to which the time is charged,
based on the task profile adjustment.
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- < ﬂ 5'-. o -'. Team Time
+ Timesheet - Enter Time
Previous Next
Enter Time
Time Summary To view the UAC for this task profile ID, begin by navigating to

the Payable Time Detail page.
@ Report Time

s ) Select ‘Next’ to continue.
& | Weekdy Time Entry

= [
[ Weekly Time Summary Week10f3 »

Scheduled £0.00 | Reported 200 | Unapproved Time 000
) Payable Time

Time Reporting Monday Tuesday Wednesd:Thursday Friday Saturday Sunday
u Code | Time Details 18 17 18 19 20 2 a9

|§! Leave [ Comp Time

|i| Request Ahsence Srheduled | Scheduled | Scheduled | Scheduled | Scheduled | Schedled ¢ Schedulad |
FReported § Reported | Reporizd | Repored ( Reported [ Repoted (| Repon=d (

! Cancel Absences s
CLEK2 - Call [ | &5 200 + -

1P View Requests
Comments L L f:__) c,‘ (‘;,. {,;" G
|8} Absence Balances

@ MManage Excephons

T Workforce Availability

To view the UAC for this task profile ID, begin by navigating to the Payable Time
Detail page.
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Manager Seif Service | Team Time

+ Timesheet - Enter Time

Enter Time Click the NavBar icon.

Return to Selec! Employec

Time Summary 1 16 March - 31 March ¥

HI Semi Monthly
@ Report Time Scheduled 96.00 | Reported 2.00 | Unapproved Time 0.00

Save for Later Submit

fi | Weekdy Time Eniry View Legend |

[l Weekdy Time Summary Week10of3 »

Scheduled 40.00 | Reporied 2 00 | Unapproved Time 0,00
(Z) Payable Time

Time Reporting Monday Tuesday Wednesd:Thursday Friday Saturday Sunday
u Code | Time Details 18 17 18 19 20 2 a9

|§! Leave [ Comp Time

Ser eduled cheduled Scheduled | Scheduled ! Scheduled [ heduled ¢ Schedulzd {
uest Ahsence Soh 5 L S 5
FReported § Reported | Reporizd | Repored ( Reported [ Repoted (| Repon=d (

! Cancel Absences s
CLEK2 - Call [ | &5 200 + -

1P View Requests
Comments f‘: (::) C: C‘ (:_:" o G
|8} Absence Balances

@ MManage Excephons

T Workforce Availability

Click the NavBar icon.
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Click the Navigator icon.
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MNavBar: Navigator

| State Of Hawaii y

HS)

Mavigatar

Administration

Payroll for North America

Global Payroll & Absence Mgmt 3

Set Up HCM >
Enterprise Components >
Worklist >
Reporting Tools »

Click the Manager Self Service button.
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MNavBar: Navigator

o L= | Manager 3elf Service

Review Transactions

Click the Time Management button.
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MNavBar: Navigator

_ + | Time Managemeant [} |

O] |
e PTias | Manage Schedules > .

E Approve Time and Exceptions H

Mavigatar

Report Time 5

Click the View Time button.
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MNavBar: Navigator

_ + | View Time [} |
= K
HY A

e Monthly Time Calendar n
E Weekly Time Calendar

Mavigatar

Daily Time Calendar

Time and Labor Launch Pad

Payable Time Summary

Click the Payable Time Detail button.
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: HAII'H | AddTo = @

Mew Window | Help Personalize Page el -
Payable Time Detail
Select Employee Search for the employee whose time you adjusted.
_-_-T'_-iEmployee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteria
Employes 1) I' [} ]
Empl Record Q
L] et Click in the Employee ID field. a
First Mame - Q
Department Q
Supenvisor ID qQ
Workgraup Q,
v
\*rrt- Thnhs '-..‘..1: D, .1*...|i| i T |1t'-|'-r|"-'-' I".il'-‘l. .-' VEE/ -EFh" (< >

Search for the employee whose time you adjusted.

Click in the Employee ID field.
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Favoniles = Misin M = > Team Time » Payable Time Detall

LHAWAI™

#& Home Sign Out

AddTo = @

Mew Window | Help Personalize Page el -
Payable Time Detail
Select Employee
* Employee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteria
Employee I I I
Empl Record Q
Last Nama Type ‘00022000 in the Employee ID field
and press the Tab key.
First Mame
Department Q
Supenvisor ID qQ
Workgraup Q,
v
{ >

Type ‘00022000’ in the Employee ID field and press the Tab key.
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Favoriles = Misin Mame ~ > Team Time > Payable Tima Detall #& Home Sign Out

: HAII'HJ'{'\ | 5 ': I 1 AddTo = @

Mew Window | Help Personalize Page el -
Payable Time Detail
Select Employee
* Employee Selection
Employee Selection Criteria i Get Employees |J
Selection Criterion Selection Criterion Value T
ear a
Time: Reporter. Broup Click the Get Employees button. T—
Employes [0 D200 =
Empl Record Q
Last Nama Q,
First Mame Q
Department Q
Supenvisor ID qQ
Workgraup Q,
v
< >

Click the Get Employees button.
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Favoriles = Main Menu = 5 Team Time » Payable Time Datall '. Home Sign Out

: HAﬁ'iva;'ﬁ‘- | 5 ': l 1 AddTo = @

Mew Window | Help Personalize Page el -
Payable Time Detail
Select Employee
* Employee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group qQ
Save Criteria
Employes ([ OOO2M000 Q, '
Empl Record Q
Last Nama Q,
First Mame qQ [~
Department Q
Supervisor ID Click below the serell bar to
move down the page.
Workgroup
—
W
{ >

Click below the scroll bar to move down the page.
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Favoriles = Misin Mame ~ > Team Time > Payable Tima Detall #& Home Sign Out
LHAWAI™ o - @
WA L
Empl Record Q L
Last Name Q,
Firsl Name Q
Department Q
Supervisar ID Q
Wo Q
Click the Last Name link for the employee
you are searching for.
Emplo
m Q
Time Reporters Demographics v
Last Name First Mame Emplayee ID Employment Record .
Karen 00022000 [ N:
ianager e For this example, click ‘Doe’.
Time Manag
v
< >

Click the Last Name link for the employee you are searching for.

For this example, click ‘Doe’.
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Favoriles = Main Manu =

H AII'HJE\

formatic
Forta

Payable Time Detail

HAuchons -

Start Date  0Q/16/2020

End Date 0312272020
» Payable Status Filter

Payable Time (%)

Overview
Date Status
03M1612020 Closed
03172020 Needs Approval
03M82020 Closed
03nar2020 Closed

»  Team Time

Tmme Reporting Elemenis

L%

» Payable Tima Datall

Reason Code

Mat Sent to Payroll

MNat Sent to Payroll

MNat Sent to Payroll

#& Home

Sign Out

®

MavBar

AddTo =

Click the Task Reporting Elements tab.

| MNew Window | Help Personalize Page el -
Employee ID
Employment Record 0
Task Reporting Elemenis Cost and Approval 1k
,_I\.I.E.l.nnnllrﬂ
Click the Task Reporting Elements tab.
CLBK2 200 Hours
REGOD 400 Hours
REGOD 400 Hours
W
i o >
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Favoriles = Misin Mame ~ > Team Time > Payable Tima Detall #& Home Sign Out
YA | forTmakic AddTo @
WA i Mavilar
| MNew Window | Help Personalize Page el -
Payable Time Detail
Employes ID

Employment Record 0
Actions-

Start Date | 03162020 ‘-l‘

End Date 03722020 [ ¥
¥ Payable Status Filter
Payable Time (D
Overiaw Tmme Reporting Elemenis Task Reperting Elements Cast and Approva 103
Time Reporting . Business

Date Status Reason Code Code Quantity Taskgroup Unit Com
03Mer2020 Closed Not Sent to Payroll REGOD 4.00 DAGS STATE 0004
03172020 Needs Approval CLBKZ 2 00 DAGS STATE 0004
03AMER020 Closed Mot Sent to Payroll Click to the right of the scroll bar. STATE 000
03192020 Closed Not Sent to Payroll REGUD STATE 0004

— bJ

Click to the right of the scroll bar.
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Favoriles = Main Menu = 5 Team Time » Payable Time Datall '. Home Sign Out

: HAﬁ'iva;'ﬁ‘- | 5 ': l 1 AddTo = @

Mew Window Help Personalize Page | i -
Employee ID
Employment Record 0
5 Cost and Approval 3
Click the ChartFields link for the
ting Quantity Taskgroup E:l’t'"“"' item you want to view. i<
8.00 DAGS STATE 000450522 ChariFields
2.00 DAGS STATE 000488522 | ChartFields
500 DAGS STATE O00488522 CharlFudds
500 DAGS STATE 000488522 ChariFelds
W
{ ) Cichiin g i >

Click the ChartFields link for the item you want to view.
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Sign Ot

ChartField Common Component

Help &
ChartField Detail ( 1
View the ChartField details for the task profile ID you selected
on the timesheet.
Combinati
If necessary, scroll to the right to view additional fields.
Se
Select ‘Next’ to continue.
\ "’
ChartField Detail
Payroll Number Fund Fiscal Year Appropriation Department Subdivision/A:

View the ChartField details for the task profile ID you selected on the timesheet.

If necessary, scroll to the right to view additional fields.
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ChartField Common Component

Help &
ChartField Detail
Search Options
Combination Code 000458522 e
& Combination Codes
Se
ChartField Detail
Payroll Number Fund Fiscal Year Appropriation Department Subdivision/At

Click the Return button to close the ChartField box.
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Favoniles =

LHAWAI ™2

Mew Window

Main Manu = 5 Team Time » Payable Tima Detail # Home Sign Out

Add o = @

MavBar

Help Personalize Page | i

. [l
Click the Home button to return to
the Manager Self Service page.
Employee ID
Employment Record 0
5 Cost and Approval 3
ting Quantity Taskgroup E:Ttlm"" Combination Code ChartFields
8.00 DAGS STATE 000450522 ChartFields
200 DAGS STATE 000458522
500 DAGS STATE O00488522 CharlFwdds
500 DAGS STATE 000488522 ChariFelds
W
{ ) Cichiin g i >

Click the Home button to return to the Manager Self Service page.

March 10, 2020 — Version 1 Page 146



HAWA| Informatlo Course 120 — Time and Leave
Porta ,

Timekeepers Course
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Time and Labor WorkCenter

You have successfully adjusted the task profile ID on an
employee’s timesheet and viewed the corresponding UAC.

Select ‘Next’ to continue.

You have successfully adjusted the task profile ID on an employee’s timesheet
and viewed the corresponding UAC.
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ol HAWAe

Congratulations!

You’'ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Maintain Time Reporter Data Sl HAWAI™ ™o

Lesson Scenario

In this lesson, you will learn to enroll and maintain
time reporter data for Time & Labor.

Select ‘Next’ to continue.

Maintain Time Reporter Data

Lesson Scenario

In this lesson, you will learn to enroll and maintain time reporter data for Time &
Labor.
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* Payroll Processing |

Online PC5 PCS Approvals

Begin by navigating to the Maintain Time Click the NavBar icon.
Reporter Data page. 'll

General Deductions Report Manager

|
A ol oRacLE
-

FEOPLESOFT

Query Viewer Employee Tax Data

ORACLE
FEQPLESOFT

Begin by navigating to the Maintain Time Reporter Data page.

Click the NavBar icon.
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Click the Navigator icon.
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MavBar: Navigator

e,

Recent Places

Payrell for North America

Global Payroll & Absence Mgmt 5

Payroll Interface 3

Workforce Development »

Organizational Developmeant >

Administer Tralning »

Workforce Monitering 3

Click Time and Labor on the list of options.
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MavBar: Navigator

i € | Time and Labor T |

Recent Places ' Report Time ? ,
E View Time 3
Mevigetor Process Time >

Approve Time

OPA Intagration

Time and Labor Set Up Center

Click Enroll Time Reporters on the list of options.
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MavBar: Navigator

. & | Enroll Time Reporters * |

| Auto Enroliments
Receni Places ' o 2 ,

Create Time Reporter Data

Assign Work Schedule

Assign Schedule to Group
Comp Plan Enroliment

Comp Plan History

Click Maintain Time Reporter Data on the list of options.
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Favoriles = Main Manu = 5 Payroll Processing 5 Maintain Time Reporer Data #& Home Sign Out
2 HA&IFJ.{" | far Ll AddTo ~ o @
Wi Mofification  Mavilar
Mew Window | Hedp | B
[l
Maintain Time Reporter Data r N
Enter any information you have and click Search Leave The Maintain Time Reporter Data search page displays.
Find an Existing Value You can use any of the Search Criteria listed here to find
the employee whose data you will update.
v Search Criteria
Empl ID  begins with[+ Select ‘Next’ to continue.
L "’
Empl Record = |
Mame begins with |V
Last Mame begins with|v
Business Unit  begins with [+
Department begins with|%
Workgroup  begins with |
Organizational Relationship = ﬂ ﬂ
[lInclude History [ Correct History [1Case Sensitive
| Search | Clear | Basic Search EF Save Search Criteria i

The Maintain Time Reporter Data search page displays.

You can use any of the Search Criteria listed here to find the employee whose
data you will update.
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Favoriles = Main Manu = 5 Payroll Processing 5 Maintain Time Reporer Data #& Home Sign Out

HAWAII ™% e

Modifi cathon HavBar

Mew Window | Hedp | B

[l
Maintain Time Reporter Data
Enler any information you have and click Search L
= For this example, search by Empl ID.
Find an Existing Value
v Ssarch Criteria
Empl ID begins with|v I I
Click in the Empl ID field.
Empl Record = |
Mame begins with |V
Last Mame begins with|v
Business Unit  begins with [+
Department begins with|%
Workgroup  begins with |V
Organizational Relationship = | |
[lInclude History [ Correct History [1Case Sensitive
| Search | Clear | Basic Search B Save Search Criteria ~

For this example, search by Empl ID.

Click in the Empl ID field.
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Favoriles = Main Manu = 5 Payroll Processing 5 Maintain Time Reporer Data #& Home Sign Out

HAWAII ™% e

Modifi cathon HavBar

Mew Window | Hedp | B
Maintain Time Reporter Data

Enler any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

v Ssarch Criteria

Empl ID begins with|v I I

Type ‘00012345’ in the Empl ID field
Empl Record = ~| and press the Tab key.

Mame begins with |V

Last Mame begins with|v
Business Unit  begins with [+
Department begins with|%

Workgroup  begins with |

Organizational Relationship = | |
[lInclude History [ Correct History [1Case Sensitive
| Search | Clear | Basic Search EF Save Search Criteria ~

Type ‘00012345’ in the Empl ID field and press the Tab key.
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Favoniles = Misin M = > Payroll Frocessing 5 Miaintain Time Reporer Data #& Home Sign Out
Hlbi.{',' | for Ll AddTo = : @
A Muoittf cathan NawvBar
Mew Window | Hedp | B
[l
Maintain Time Reporter Data
Enler any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
v Search Criteria
Empl ID begins with|s | | 00012345
Empl Record = |
Mame begins with |V
Last Mame begins with|v
Business Unit  begins with [+
Department begins with|%
Workgroup  begins with|v
Org g []
Click the Search button. i
(H]] Sensitive
| Clear | Basic Search EF Save Search Criteria ~

Click the Search button.
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Fawartes ™ Main Menu ™ Payroll Froceasing Maintain Time Reporer Data # Home | Sign Out

AT i W

Hatheaton HawHar

Mesw Window Help Personalize Fage

e
Maintain Time Reporter Data
- The Maintain Time Reporter Data Employment Record 0
Organizational Relationship  Employee page diSP|aV5- Gioup Membership
Time Reporter Data a 1ot 1|v| | view Al
. =
“Effective Date |11/30/2019 ¢ ; . : =
Click the + sign to insert a new
“Time Reporter Type | Elapsed Time Reporter B Effective-Dated Row.
Elapsed Time Template |SOH_EXDFLT Q Payroll
H ; = Exception Hourly Default T Fay
Punch Time Template Q,
R Commitment Accounting
Time Period ID |HISEMIMONTH . @, Manthly
For TasKgrﬂup
“Workgroup | BU13EX Q, Ex Hourly/Salaned BU 13 For Depariment
- ":_;
‘Taskgroup |PSNONTASK  Q Non Task Taskgroup
Task Profile ID qQ
TCD Group qQ
Restriction Profile ID Q
Rule Element 1 Q
v
Miasla e oo L1 "
4 >

The Maintain Time Reporter Data page displays.

Click the ‘4’ sign to insert a new Effective-Dated Row.
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Favartes ™ Main Mena Payroll Froceasing Maintain Timse Reporter Oata # Home | Sign Out
! 114 Windormat
ol HAWAIerpe v Ny
BALLE] Hatthcatan HavHar
Mew Window Help Personalize Fage
~
Maintain Time Reporter Data
e — D Employment Record n
Organizational Relationship Employee Badne Delail Group Mermbership
Time Reporter Data Q 1ot2fv]| B Mo view Al
r '\
"
*Effective Date “ Enter the date the updated data becomes || =
~Tinwe Regoster Type | Elapsed Time Reparier effective in the Effective Date field.
Eiapsed Time Tempiate |SOH EXCFLT  Q The Effective Date field defaults to today’s
= Exceptios e
E date, but you can change it if necessary.
Punch Time Template Q,
Select ! to continue.
Time Peried ID |HISEMIMONTH  ©, Next ]
HI Sem
\ o
“Workgroup | BU13EX Q, Ex Hourly/Salaned BU 13 For Department
- r:_l
‘Taskgroup |PSNONTASK G Non Task Taskgroup
Task Profile ID qQ
TCD Group qQ
Restriction Profile ID Q
Rule Element 1 Q
v
my PN o PP L1 "
< >

Enter the date the updated data becomes effective in the Effective Date field.

The Effective Date field defaults to today’s date, but you can change it if
necessary.
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S HAWAIIieg - @

Hatheaton HawHar

Mew Window Help Personalize Fage

e
Maintain Time Reporter Data
- If necessary, update the value for the Employment Record 0
Organizational Relationship Employee Time Reporter Type. Gioup Membership
Time Reporter Data a 1ot2[v] B Mo viewan
-
“Effective Date |02/05/2020 * “Status - Active ~ *| -
“Time Reporter Type I Elzpsed Time Reponer _\ﬂl
- Payrall
Elapsed Time Template |SOH_EXDFLT Q I:)D:PJ\ W Send Time to Payroll
Punch Time Template Q Click the Time Reporter Type
. drop—down arrow. pmmitment Accounting
Time Period ID | HISEMIMONTH @ o
For TasKgrﬂup
“Workgroup | BU13EX Q, Ex Hourly/Salaned BU 13 For Depariment
r:-'
‘Taskgroup |PSNONTASK  Q Non Task Taskgroup
Task Profile ID qQ
TCD Group qQ
Restriction Profile ID Q
Rule Element 1 Q
v
Miasla e oo L1 "
4 >

If necessary, update the value for the Time Reporter Type.

Click the Time Reporter Type drop-down arrow.
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'-k..- AL A ||indormat Asd To P @
*:JsHuJ" W .H.l Fortd = Hatficatian N,;-TI.EH

Mew Window Help Personalize Fage

Maintain Time Reporter Data

A D Employment Record n
Organizational Relationship Employee Badne Delai Group Mermbership
Time Reporter Data Q 1ot2fv] B Mo view Al
o
*Effective Date | 0206/2020 | . *Status  Active o 5| =
“Time Reporter Type 3 =
Punch Time Reporier Payroll
Elapsed Time Template |SOH_EXDFLT Q V' send Time to Payroll
H ; it Exception Hourly Default ni-Tame-ia Faye
[ ™\
Fun)
Select one of the following options in the Time Reporter Type field. ,
Ating
An Elapsed Time Reporter is required to report the number of hours spent
while working for the State. All salaried employees are elapsed time reporters.
A Punch Time Reporter is required to report the exact time of entry and exit
at the work site. Hourly employees may be punch time reporters.
Select ‘Next’ to continue.
Re
\ ”
Rule Element 1 =1
W
LTI PA P | "
< >

Select one of the following options in the Time Reporter Type field.

An Elapsed Time Reporter is required to report the number of hours spent while
working for the State. All salaried employees are elapsed time reporters.

A Punch Time Reporter is required to report the exact time of entry and exit at
the work site. Hourly employees may be punch time reporters.

March 10, 2020 — Version 1 Page 162



HAWA| Informatio Course 120 — Time and Leave
Porta

Timekeepers Course

Favaortes ™ Main Mena ™ PayToll Proceasing Mamnbain Tins: Reposter Data # Home | Sign Ot
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Mew Window Help Personalize Fage

e
Maintain Time Reporter Data
A D Employment Record n
Organizational Relationship Employee Badne Delai Group Mermbership
Time Reporter Data Q 1ot2fv] B Mo viewan
o
“Effective Date |02/06/2020 4 *Status  Active v * |-
“Time Reporter Ty pe | SEREES IR
NS Click Elapsed Time Reporter
Elapsed Time Template |SOH_EXDFLT @ from the list of options. I
H ; = Exception Hourly Defau i g
Punch Time Template Q,
R Commitment Accounting
Time Period ID |HISEMIMONTH . @, Manthly
For Taskgmup
“Workgroup | BU13EX Q Ex Hourly/Sataned BU 13 For Department
r:-'
‘Taskgroup |PSNONTASK G Non Task Taskgroup
Task Profile ID qQ
TCD Group qQ
Restriction Profile ID Q
Rule Element 1 Q
v
Miasla e oo L1 "
£ >

Click Elapsed Time Reporter from the list of options.
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Favartes ™ Main Mena Payroll Froceasing Maintain Timse Reporter Oata # Home | Sign Out
| T | [ —
SELHAWAI 2 wne T @
BALLE] Hatthcatan HavHar
Mew Window Help Personalize Fage
e
Maintain Time Reporter Data
e ent Record n
Organizational Relationship  Empioyee,  If necessary, update the value for either the Elapsed poersivp
Time Template or the Punch Time Template.
Time Reporter Data Mo View Al
o
“Effective Date |(0Z/06/2020 o *Status  Active 4 || -
“Time Reporter Type | Eiapsed Tima Reporter w|
Payrall
Elapsed Time Template |SOH_EXDFLT Q V' send Time to Payroll
H ; = Exception Hourly Default ni-Teme-Ia Faye
Punch Time Template Q,
= Commitment Accounting
Time Period ID |HISEMIMONTH @, o Manthly
For TEISKQYGLEP‘
*Workgroup |_'|rll‘|'=rv 0 Ex Houry/Salaged B3 For Department
“Taskgroup Note: The field you complete is based on the employee’s Time
Reporter Type. For example, if the employee is an Elapsed Time
Task Protile ID : d .
Reporter, enter a value in the Elapsed Time Template field.
TCD Group
Restriction Profile ID Select ‘Next’ to continue.
Rule Element1 | — o’
W
------------ L1 "
< >

If necessary, update the value for either the Elapsed Time Template or the
Punch Time Template.

Note: The field you complete is based on the employee’s Time Reporter Type.
For example, if the employee is an Elapsed Time Reporter, enter a value in the
Elapsed Time Template field.
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Mesw Window Help Personalize Fage

~
Maintain Time Reporter Data
S D Employment Record n
Organizational Relationship Employee Badne Delail Group Mermbership
Time Reporter Data Q 1ot2fv] B Mo view Al
-
“Effective Date |02/06/2020 -4 *Status  Active v * |-
“Time Reporter Type | Eiapsed Tima Reporter v|
Payrall
Elapsed Time Template |SOH_EXDFLT ﬁ W Send Time to Payroll
H ; = . Exception Hourly Default ni-Teme-Ia Faye
Funch Time TEI'I1F|.EIE
o PEHGATD = . . itment Accounting
ime Perio HISEMIKIOMTH For thIS E)CB"'IPIE', EIICk th'E Elﬂmd T'im. gy
r 1as gmup
Template look up icon (magnifying glass).
*Workgroup |BU13EX P P { [ B8 ] r Department
- " ":_;
‘Taskgroup |PSNONTASK  Q Non Task Taskgroup
Task Profile ID qQ
TCD Group qQ
Restriction Profile ID Q
Rule Element 1 Q
W
Miasla e oo L1 "
< >

For this example, click the Elapsed Time Template look up icon (magnifying
glass).
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Look Up Elapsed Time Template

Time Reporting Tempiate ID | begins with || [|

Description | begins wih ] |

Basic Lockup
Click the link for the template to be
used for this employee.

1-2ot2[v] b

Time Reparting Template ID Description

Flapsed Templale - Mo Oplions

Exceplion Hourly Defaull

Click the link for the template to be used for this employee.

For this example, click the SOH_EXDFLT link.
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! HJ_.,lF Add To P @
L1 l Hatrfication HavHar

Mesw Window Help Personalize Fage

e
Maintain Time Reporter Data
— D Employment Record n
Organizational Relationship Employee Badne Delail Group Mermbership
Time Reporter Data Q 1ot2fv] B Mo view Al
o
“Effective Date |(02/06/2020 [ “Sfatus  Active v 5| =
“Ti R rts o
me Reporter Type | Liapsed | |f nacessary, update the value in the -
. . . oYy rox
Time Period ID field.
Elapsed Time Template |SOH_EX Wl 8end Time to Payroll
Punch Time Template Q,
R i Commitment Accounting
Time Peried ID | HISEMIKMONTE HI Semi Monthiy
For Taskgrﬂup
“Workgroup |BU13EX ’$ Ex Hourly/Salaned B 13 For Department
*Taskgrou SNONTAS 4
karoup [PSNUNTASE | Click the Time Period ID look up
Task Profile ID icon (magnifying glass).
TCD Group
Restriction Profile ID Q
Rule Element 1 Q
v
Miasla e oo L1 "
< >

If necessary, update the value in the Time Period ID field.

Click the Time Period ID look up icon (magnifying glass).
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Look Up Time Period ID

Click the link for the Time Peried ID
to be used for this employee.

HI Semi Monthly

BivWeekly Penod- 3 Delvered

Year Period - PS Delivered

Click the link for the Time Period ID to be used for this employee.

For this example, click the HISEMIMONTH link.
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Hatheaton HawHar

Mesw Window Help Personalize Fage

e
Maintain Time Reporter Data
S D Employment Record n
Organizational Relationship Employee Badne Delail Group Mermbership
Time Reporter Data Q 1ot2fv] B Mo view Al
o
“Effective Date |(02/06/2020 [ *Status  Active v 5| =
“Time Report
me Reporter Type | Liapsed | |f nacessary, update the value -
) ) ayro
in the Workgroup field.
Elapsed Time Template |SOH_EX Wl 8end Time to Payroll
Punch Time Template Q,
R Commitment Accounting
Time Period ID |HISEMIMONTH - @, Manthly
For Taskgmup
“Workgroup | BU13EX E Ex Hourly/Salaned BU 13 For Depariment
‘Taskgroup |PSMNONTASK Non T3k Taskarcun
Task Profile ID )
Click the Werkgroup look up
TCD Group icon (magnifying glass).
Restriction Profile ID
Rule Element 1 Q
v
Miasla e oo L1 "
< >

If necessary, update the value in the Workgroup field.

Click the Workgroup look up icon (magnifying glass).
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Look Up Workgroup

Workgroup | begins with[™] |

Description | begins with[v]

Click the link for the Werkgroup to
be used for this employee.

89-0ay Hirss
| Ext HourlyrSalaried BU 01

Ex Hourly/Salaried BU 02

| Ex Hourly/Salaried BU 03

Ex Hourly/Salaried BU 04
x Hourly/Salaried BU 13

Casual EEs

Click the link for the Workgroup to be used for this employee.

For this example, click the BU13EX link.
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AT i W

Hatheaton HawHar

Mesw Window Help Personalize Fage

e
Maintain Time Reporter Data
— — D Employment Record n
Organizational Relationship Employee Badne Delail Group Mermbership
Time Reporter Data Q 1ot2fv] B Mo view Al
o
“Effective Date |(02/06/2020 [ *Status  Active v 5| =
“Time Report:
me Reporter Type | Liapsed | |f nacessary, update the value -
) ] ayro
in the Taskgroup field.
Elapsed Time Template |SOH_EX Wl 8end Time to Payroll
Punch Time Template Q,
R Commitment Accounting
Time Period ID |HISEMIMONTH . @, Manthly
For Taskgmup
“Workgroup | BU13EX Q, Ex Hourly/Salaned BU 13 For Depariment
. b
‘Taskgroup |PSNONTASK =
Click the Taskgroup look up
Task Profile ID qQ 2 s
icon (magnifying glass).
TCD Group qQ
Restriction Profile ID Q
Rule Element 1 Q
v
Miasla e oo L1 "
4 >

If necessary, update the value in the Taskgroup field.

Click the Taskgroup look up icon (magnifying glass).
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Look Up Taskgroup

Taskgroup neglnswrm. |

Click the link for the Taskgroup to be
used for this employee. Hasic Lookup

1-4ofd[~] b

Descripbion

DAGS

DHS
PSNONCATSK | Commitment Accounting

n Task Taskgroup

Click the link for the Taskgroup to be used for this employee.

For this example, click the PSNONTASK link.
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Fawarites ™ Main Menu ™

I"i'éJJ-lul':ll'l:l'all."ﬁ'.l o Rorta

Maintain Time Reporter Data

PayToll Proceasing

Organizational Relationship Employee

Time Reporter Data

*Effective Date

“Time Reporter Type

Elapsed Time Template

Funch Time TEI'I1F|.EIE

Time Peried ID

“Workgroup

“TasKgroup

Task Profile ID

TCD Group
Restriction Profile ID

Rule Element 1

0ZI06/2020

Elapsed Time Reporter
SOH_EXDFLT Q@

Q

HISEMIMONTH @,

BU13EX Q
PSNONTASK Q
q,
Q
0,
0,

Maintain Time Reporter Data

D
Badne Delail

# Home | Sign Out

™ Ny

Hatheaton HawHar

Mew Window Help Personalize Fage

Employment Record n

Group Mermbership

1of2p] » M View All
b “Status  Active w o || =
v.
Payrall
W Send Time to Payroll
Exception Hourly Default ni-Teme-Ia Faye
Commitment Accounting
Hi:Sem uorﬂnh{ For Taskgrﬂup
Ex Hourly/Salaned BU 13 For Depariment
=
r:-'
Mon Task Taskgroup
Click below the serell bar to
move to the bottom of the page.
]
>

Click below the scroll bar to move to the bottom of the page.
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Hatheatan HawvHar

ayro
~
Elapsed Time Template | S( i qQ
p P SOH_EXDFLT Excaption Hourly Defaul Wl Send Time to Payroll
Funch Time Template Q,
Commitment Accounting
Ti Period ID 5 4
ime Perio HISEMIMONTH = @ HI Semi Monthly
For Taskgroup
“Workgroup |BU13EX =] Ex Hourly/Salaned B 13 For Department
‘“Taskgroup |PSNONTASK Q, Non Task Taskgroup
Task Protile ID Q
TCD Group Q,
Restriction Profile 1D Q
Rule Elsment 1 Q
Rule Elsment 2 qQ
Rule Element 3 q
Q
Click the Save button. Q
Q Hawsaiian Time
Return to Search Notify Refresh Update/Display Include History Correct Histery
W
< >

Click the Save button.
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Hatheaton

HawHar

The system is now configured to report time for this ersonaiize Page

e
— employee using the new parameters.
Maintain Time Reporter Data il s B
__ | . r ployment Record n
Select ‘Next’ to continue. | 7
Organizational Relationship E ! Mermibership
Time Reporter Data Q 1ot2fv] B Mo viewan
o
*Effective Date |02/06/2020 -4 *Status  Active v * |-
“Time Reporter Type | Eiapsed Tima Reporter v|
Payrall
Elapsed Time Template |SOH_EXDFLT Q M Send Time to Payroll
H ; = Exception Hourly Default ni-Teme-Ia Faye
Punch Time Template Q,
R Commitment Accounting
Time Period ID |HISEMIMONTH @, Manthly
For Taskgmup
“Workgroup | BU13EX Q Ex Hourly/Sataned BU 13 For Department
r:-'
‘Taskgroup |PSNONTASK G Non Task Taskgroup
Task Profile ID qQ
TCD Group qQ
Restriction Profile ID Q
Rule Element 1 Q
w
Miasla e oo L1 "
£ >

The system is now configured to report time for this employee using the new
parameters.
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ol HAWAe

Congratulations!

You’'ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Report Rapid Time

Lesson Scenario

In this lesson, you will learn to use rapid time entry.

The Rapid Time Entry page is used by the Timekeeper
to quickly report time for a group of employees. The
Timekeeper selects employees, and then enters the TRC
(Time Reporting Code) and the gquantity of hours.

Select ‘Next’ to continue.

Report Rapid Time

Lesson Scenario
In this lesson, you will learn to use rapid time entry.
The Rapid Time Entry page is used by the Timekeeper to quickly report time for

a group of employees. The Timekeeper selects employees, and then enters the
TRC (Time Reporting Code) and the quantity of hours.

March 10, 2020 — Version 1 Page 177



o HAWA ey

Course 120 — Time and Leave
Timekeepers Course

! 1 ¥ i
H A ", Vormato w Pag rocessi
c.'v .'|."‘\.v‘\".-"".|| Lo Payroll Processing

Online PCS Personal Data

{ Begin by navigating to the Rapid Time page.

T L

General Deductions Report Manager
M
A 12l oRacLE
& FEOPLESDFT
Query Viewer Employee Tax Data

ORACLE
FEQPLESDFT e
g
L

PCS Approvals

Click the NavBar icon.

Job Data

Contact Us

Begin by navigating to the Rapid Time page.

Click the NavBar icon.
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Click the Navigator icon.
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MavBar: Navigator

i Fusion Integration 3

Recent Places

Workforce Development

Organizational Development »

Administer Training 3

Click Time and Labor on the list of options.
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MavBar: Navigator

4= | Time and Labor

Enroll Time Reporters

Reports »
Alerts »
OPA Integration »
Time and Labor Set Up Center

Click Report Time on the list of options.
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MavBar: Navigator

& | Report Time i|
[
Recent Places |

Time Entry for Open Assignment

Staffing Time

Mass Assignment Rate Changes

Timeshest Lockdown

Click Rapid Time on the list of options.
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Favoriles = Main Manu =

LHAWAI ™

> Payril Frocessing > RBpid Time

#& Home
Add To = i @

Modifi cathon HavBar

Sign Out

The Rapid Time search page displays.

MNew Window | Help Bl

Rapid Time

Enler any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value I Add a New Session

Click the Add a New Session tab.

v Ssarch Criteria

Session Number = ~
Description  hegins vath |

User ID  begins with ||

[ICase Sensitive

| Search | Clear | Basic Search EI Sawe Search Criteria

Find an Existing Value Add a New Session

The Rapid Time search page displays.

Click the Add a New Session tab.
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Favoriles = Main Manu =

LHAWAI ™

Time and Labhaor = > Repon Time =

»  RApid Time

#& Home
-

Modifi cathon HavBar

Sign Out

Mew Window | Help | Personalize Page | & -
Rapid Time
Rapid Session Information
“Description Session Number 5099599009
*“Template Type Punch Time Reporter il Session Status  Nat Submitted
“Template Q Last Updated  Q1/30v20 12:23:08FM
*Processing Mede  Replacement 124 User ID
Rapid Detall Information
H Q The Rapid Time page displays. 11 0f1[¥]
T . Complete the Rapid Session Information section.
] Select ‘Next’ to continue.
Add or Remove Rows
Rows to Add 1 ¥ Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selected Row(s)
W
{ >

The Rapid Time page displays.

Complete the Rapid Session Information section.
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Favoriles = Main Manu = »  TimeandLahor = > Reporn Time

LHAWAI ™

»  RApid Time

#& Home
Add To = ? @

Modifi cathon HavBar

Sign Out

Enter a Deseription for this session of up to
30 alphanumeric characters.

Help Personalize Page

Rapid Time

Rapid Session Information

“Description r I
Click in the Deseription field.
*“Template Typs = Funch Time Reporter ii
“Template Q Last Updated  01/30v20 12:23:08FM
*Processing Mede  Replacement 124 User ID
Rapid Detall Information
B Q 1-10f 1]V
Delete “Empl ID Empl Record “Date
- Q 0Q
Add or Remove Rows
Rows to Add 1 [« Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selected Row(s)
v
< >

Enter a Description for this session of up to 30 alphanumeric characters.

Click in the Description field.
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Favoriles = Main Menu = > TimeandLahar = > He

4 HAWAII s

»  RApid Time

#& Home
Add To = r @

Modifi cathon HavBar

Sign Out

Mew Window | Help | Personalize Page | & -
Rapid Time Process Maonitor
Rapid Session Information
“Description I I Session Number 5099599009
*“Template Type Punch Time Reporter | Session Status  Nat Submitted
“Template :08PM
For this example, type ‘Test Rapid Time’ in
Processing Mode | Replacement the Description field and press the Tab key.
Rapid Detall Information
B Q 1of 1]]
Delete “Empl ID Empl Record “Date
& Q Y
Add or Remove Rows
Rows to Add 1 [« Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selected Row(s)
v

For this example, type ‘Test Rapid Time’ in the Description field and press the

Tab key.
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Favoriles = Main Manu = > TmeandLabhor = > RepoTime = >

LHAWAI ™

Rapid Time #& Home Sign Out

Add To : @

Modifi cathon HavBar

=]

Select a Template Type of either Elapsed res

Personalize Page

Rapid Time Time Reporter or Punch Time Reporter. i " iy
TOCESs Manitor
Rapid Session Information
“Description Test Rapid Time Session Number G096009509
“Template Type I'F’ill'll‘-h Tume RF—'Pﬂﬂ.H |i] I Session Status Mot Submittad
“Template a Last Updated  01/30/20 12:23:08PM
*Processing Mode Replacement
Click the Template Type drop-down arrow.
Rapid Detall Information
|-',' Q 1-10f 1]V
Delete “Empl ID Empl Record “Date
& Q Y
Add or Remove Rows
Rows to Add 1 [« Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selected Row(s)
W
< >

Select a Template Type of either Elapsed Time Reporter or Punch Time
Reporter.

Click the Template Type drop-down arrow.
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Favoriles = Main Manu = > TmeandLahor = > RepoiTime = > Rapid Time #& Home Sign Out

HAII'HJE\ | e I" I 1 AddTo = .,P @

Modifi cathon HavBar

Mew Window | Help | Personalize Page | & -
Rapid Time Process Maonitor
Rapid Session Information
“Description Session Number 5099599009
“Template Type Session Status  Naot Submitted
“Template ted  01/30/20 12:23:08PM
‘Processing Mede  Replacemel  Select Elapsed Time Reporter fromthe | o
list of options.
Rapid Detall Information
|-',' Q 1-10f 1]V
Delete “Empl ID Empl Record “Date
& Q Y
Add or Remove Rows
Rows to Add 1 [« Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selected Row(s)
v
< >

Select Elapsed Time Reporter from the list of options.
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Favoriles = Main Manu = > TmeandLabhor = > RepoTime = >

LHAWAI ™

Rapid Time #& Home Sign Out

Add To : @

Modifi cathon HavBar

Select a pre-defined Template for simplified
data entry.

Help Personalize Page

Rapid Time

Rapid Session Information

“Description Test Rapid Time Session Number $999595599
*Template Type Flapsed Iime Reporter | Session Status  Not Submitted
“Template @ Last Updated  Q1/30/20 12:23:08PM
*Processing Mode Replacement s

Click the Search icon (magnifying glass).

Rapid Detall Information

o oQ
Delete  “Empl ID Reanpl Name “Date Punch T
O Q 0Q =]
Add or Remove Rows
Rows to Add 1 ¥ Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selectad Row(s) >
o >

Select a pre-defined Template for simplified data entry.

Click the Search icon (magnifying glass).

March 10, 2020 — Version 1 Page 189



HAWA‘ \rn‘orman Course 120 — Time and Leave
Porta ,

Timekeepers Course

Look Up Template

Template Type Elapsed Time Reporler

Rapid Time Template | begins w’rlhlE” I|

Description |begiwsm1n|7|||

- Clear [ Cancel | Basic Lookup

Search Results

1101+ »

Description
efault Template for Ex Hrly

For this example, click the DEFEXHRLY link.
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Favoriles = Main Manu = > TmeandLabhor = > RepoTime = >

LHAWAI ™

Rapid Time #& Home Sign Out

Add To : @

Modifi cathon HavBar

=]

Select the Processing Mede. For this example,
select Addition to create new time entries.

Help

Personalize Page
[l

Rapid Time

Process Monitor

Rapid Session Information

“Description Test Rapid Time Session Number G096009509

*“Template Type Flapsed Tme Reporder | Session Status  Not Submitted
“Template |DEFEXHELY x Q Last Updated (1/30v20 12:23:08PM
*Processing Mode I_Replat:ernem E] User ID

Rapid Detall Information
m Q Click the Processing Mode 14

drop-down arrow.
Empl

Delate “Empl 1D Record Date TRC
O Q oQ &l

Add or Remove Rows

Rows to Add 1 73 Copy Down Values from Last Row Add Row{s)

[ Increment Date
Select All Deselect All Delete Selected Row
L
< >

Select the Processing Mode. For this example, select Addition to create new
time entries.

Click the Processing Mode drop-down arrow.
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: HAII'HP\ | fior '_. | | (0 ? @

Modifi cathon HavBar

Mew Window | Help Personalize Page =

[l
Rapld Time Process kMonitor
Rapid Session Information
“Description Test Rapid Time Session Number G0950095399
*Template Type Flapsed Iime Reporter | Session Status  Nat Submitted
“Template |PAddition Last Updated  01/30/20 12:23:08PM
“Processing Mode User ID
Click *Addition’ on the list of values.
Rapid Detall Information
m Q 11
- Empl .
Delete Empl ID Record Name Diate TRC
O Q oQ &l
Add or Remove Rows
Rows to Add 1 4 Copy Down Values from Last Row Add Row{s)
[ Increment Date
Select All Deselect All Delete Selected Row
v
< >

Click ‘Addition’ on the list of values.
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Time and Labar =

Report Time = >

Rapid Time #& Home Sign Out

Add To : @

Modifi cathon HavBar

Rapid Time

Rapid Session Information
“Description

“Template Type

“Template

“Processing Mode

Rapid Detall Information
o Qa

Test Rapid Time

Mew Window | Help | Personalize Page | & o

Process Monitor

Session Number £996599599

[€

Session Status  Not Submitted

Q

Flapsed Tme Reporder
DEFEXHELY
Addition

The system displays the Session Number as 9999999999
until you save the page, at which time it automatically
assigns a session number.

Last Updated 01/30020 12-23-03PM -

Select ‘Next’ to continue.

Delate “Empl 1D
O Q
Add or Remove Rows
Rows to Add il
Select All
bt (hsa2 his. i ac o hhsSe EAPLOVEE HRMS /)

\,
Record
0Q, |

73 Copy Down Values from Last Row Add Row{s)
[ Increment Date

Deselect All Delete Selected Row

L
>

The system displays the Session Number as 9999999999 until you save the
page, at which time it automatically assigns a session number.
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; Tmeandlabor* 3> ReperiTime= > Rapid Time # Home Sign Out
1 HAWA > "
WA Motifcaion  Mavbar
Mew Window | Help | Personalize Page | & o
Rapid Time Process kMonitor
Rapid Session Information
“Description Test Rapid Time Session Number G096009509
*“Template Type Flapsed Iime Reporter 1~ Session Status  Nat Submitted
*Temiplate; [DECEXHELY = Last Updated  01/30/20 12:23:08PM
“Processing Mode
Enter the appropriate data in the Rapid Detail Information
_ section. First, enter the Empl ID and the Empl Record for the
S o Cu el s employee whose time you are entering.
H q 11
- Empl .
Delete Empl ID Record Name Diate TRC
_ I_ Q I 0Q =
Add or Remove Rows
Rows t CIICk n the El'l'lpl ID ﬁeld lopy Down Values from Last Row Add Rowis)
- - crement Date
Select All Deselect All Delete Selected Row
v
Wtns /hahsA2.hia. hawaii. v nead hohsaE EMPLOYEE HRMS 50 ) b

Enter the appropriate data in the Rapid Detail Information section. First, enter
the Empl ID and the Empl Record for the employee whose time you are
entering.

Click in the Empl ID field.

March 10, 2020 — Version 1 Page 194



HAWA| Informatio Course 120 — Time and Leave
Porta

Timekeepers Course

Favoriles = Misin Mame ~ » TimeandLabor * > ReporiTime = > Rapid Time #& Home Sign Out

HAWAII ™% T

Modifi cathon HavBar

Mew Window | Help | Personalize Page | & o
Rapid Time

Process Monitor

Rapid Session Information

“Description Test Rapid Time Session Number G096009509

*“Template Type Flapsed Iime Reporter | Session Status  Nat Submitted
*Temiplate; [DECEXHELY = Last Updated  01/30/20 12:23:08PM
*Processing Mode Addition | User D
Rapid Detall Information
m Q 11
- Empl n
Delete Empl ID Record Name Diate TRC
o ) . : &
For this example, type 00011000’ in the

Empl ID field and press the Tab key.

Add or Remove Rows

Rows to Add 1 = Copy Down Values from Last Row Add Rowis)
[ Increment Date
Select All Deselect All Delete Selected Row
L
< >

For this example, type 00011000’ in the Empl ID field and press the Tab key.
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2 HA&IFH.{" | far Ll AddTo ~ o @
Wi R Motification  MavBar
Mew Window | Help | Personalize Page | & o
Rapid Time Process Monitor
Rapid Session Information
“Description Test Rapid Time Session Number G096009509
*Template Type Flapsed Iime Reporter | Session Status  Nat Submitted
[ i ™\
“Templ dated Q130720 12:23:08FM
The Empl Record field defaults to ‘0" r i
“Processing Mg User D

Do not change the default unless the employee
has multiple jobs with the State of Hawaii.

Rapid Detall Information
Select ‘Next’ to continue.

m Q 11
\ o
Deleta “Empl 1D “Date TRC
| 00011000
Add or Remove Rows
Rows to Add 2 ¥ Copy Down Values from Last Row Add Rowls)
[] Increment Date
Select All Daselect All Dalete Selected Row
v
< >

The Empl Record field defaults to ‘0’.

Do not change the default unless the employee has multiple jobs with the State
of Hawaii.
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Modifi cathon HavBar

Mew Window | Help | Personalize Page | & o
Rapid Time Process Monitor
Rapid Session Information
“Description Test Rapid Time Session Number G096009509
*Template Type Flapsed Iime Reporter | Session Status  Nat Submitted
r '\
“Templ z 01/30/20 12:23:08PM
Mext, enter the Date, the TRC, and the Quantity of hours E
‘ProcessingMd  for the time you are entering for this employee.
_ For this example, the employee was called back to work
S wp el s for three hours on January 21, 2020.
m Q 11
Select ‘Next’ to continue.
Delete “Empl ID “Date TRC
\ o
O 00011000 Q| 0Q,
Add or Remove Rows
Rows to Add 2 ¥ Copy Down Values from Last Row Add Rowls)
[] Increment Date
Select All Dasalect All Dalete Selected Row
W

Next, enter the Date, the TRC, and the Quantity of hours for the time you are
entering for this employee.

For this example, the employee was called back to work for three hours on
January 21, 2020.
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Favoriles = Main Manu =

VifA
'HJL\

formatic
Forta

Rapid Time
Rapid Session Information
“Description
“Template Type

“Template

“Processing Mode

Rapid Detall Information
m Q
Delets “Empl ID

| 00011000

Add or Remove Rows

Time and Labhaor = > Repon Time =

Test Rapid Time

Flapsed Tme Reporder

Rows to Add 2

Select All

DEFEXHELY
Addition
Empl
Record e
Q| 0Q
Daselect All

Click the Calendar icon.

Rapid Time

[€

[<

¥ Copy Down V,

Mew VWindow

Session Number
Session Status
Last Updated

User D

#& Home
-

Add To + \
Motification

Sign Out

®

MavBar

Help | Personalize Page | &

[l
Process Monitor

5099599599

Mat Submitted

01r30°20 12:23:08FM

“Date

[ Increment Da

Click the Calendar icon.

Rowis)

Delete Selected Row
v
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I|I“|{..| | fiar ,;'.::: r @
W) rta Mofification  Haviar

Mew Window | Help | Personalize Page | & =
Rapid Time

Process Monitor

Rapid Session Information

“Description Test Rapid Time Session Number G096009509

*Template Type Flapsed Iime Reporter | Session Status  Nat Submitted
“Template DEFEXHRLY Q. Last Updated  (Q1/30/20 12:23:03FM
*Processing Mode Addition | User D
Calendar
Rapid Detall Information
| January ﬂ 2020 |
o Qa el £ E
15 M T WT F &
- Empl
Delete Empl ID Record Name 1 9 3 4 C
5 6 7 B 8 10 M
0 00011000 Q 0Q, ?
12 13 _14 15 16 17 18
P2 23 24 25
Add or Remove Rows Click 21* to select 1/21/20 i ’
the b B 27 28 20|30 N
Rows to Add 2 i Liate 3]
Select All Deselect All | ™ {Current Dale Row
w
{ >

Click ‘21’ to select 1/21/20 as the date.
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Main Manu = > TmeandLahor = > RepoiTime = > Rapid Time #& Home Sign Out
,_.' | far ket AddTo = ‘- @
! Hotification  MawHar
MNew Window | Help Personalize Page = "
Process Monitor

est Rapid Time Session Number  §985399599
“lapsed Time Reporer L Saccion Statu Rl Sk maithe -
'EFEXHRLY Select the appropriate Time Reporting Code for the
\ddition hours you are entering.

Note: You may need to scroll to the right side of the

page to see the remaining field on this row.

i ’ I: Wiew All
Empl Name “Date TRC Quantity
Record
Q [1]=1 D1r2112020 [
Click the icon (magnifying glass) for

i S —— Search (magnifyi g.g )

- the TRC (Time Reporting Code) field.

Increme:
Deselect All
W
{ >

Select the appropriate Time Reporting Code for the hours you are entering.

Note: You may need to scroll to the right side of the page to see the remaining
field on this row.

Click the Search icon (magnifying glass) for the TRC (Time Reporting Code)
field.
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Look Up TRC

Time Reporting Code heginswiml ||

_ Clear || Cancel | Basic 1 ookup

Search Results

View 100 4 4 |1-320i32[v] » ¥

Time Reporting Code

Click ‘CLBK1’ from the list of options.
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Favoriles = Main Manu =

A

Time and Labar =

Rapon Time = Rapid Time

#& Home
-

Moiifi cathon HavBar

Sign Out

Mew Window | Help | Personalize Page | A
Process Monitor
est Rapid Time Session Number  §985399599
Slapsed Time Reporler | Session Status Mot Submitted
EFEXHRLY Q Last Updated  01/30v20 12:23:08PM
\ddition 1™ User ID
1-1 of 1]V Wiew Al
Empl Name “Date TRC Quantity
Record
Q 0Q | NancyDoe 0172112020 :l [ELBK1 Q :
id 2 B Copy Down Values from Last Row Click in Quantity field.
[ Increment Date
Dasslect All
W
< >

Click in Quantity field.
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Favoriles = Misin Mame ~ » TimeandLabor * > ReporiTime = > Rapid Time #& Home Sign Out

LHAWAII % T

Moiifi cathon HavBar

Mew Window | Help | Personalize Page | A
Process Monitor
est Rapid Time Session Number  §985399599
Slapsed Time Reporler ™) Session Status Mot Submitted
EFEXHRLY Q Last Updated  01/30v20 12:23:08PM
\ddition 1™ User ID
1-1 of 1]V Wiew Al
Empl =
Record Name Date TRC Quantity
Q 0Q | NancyDoe 0172112020 :l CLBK1Q :
Type ‘3" in the ntity field
id 3 i Copy Down Values from Last Row w:i i h Tq:.k
[ Increment Date s pre55t EA8 el
Deselect All
W
< >

Type ‘3’ in the Quantity field and press the Tab key.
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Favoriles = Misin Mame ~ » TimeandLabor * > ReporiTime = > Rapid Time #& Home Sign Out

- HA‘IH | Add To o @

WA

Moiifi cathon HavBar

Mew Window Help Personalize Page = o
Process Monitor
est Rapid Time Session Number  §985399599
“lapsed Time Reporer L' Saccion Statuc Mok Cubmaitied
'EFEXHRLY Most TRCs are set up to accept hours as input. There are a few
\ddition TRCs, such as Uniform Pay, that accept an amount as the input.
Select ‘Next’ to continue.
1-1 of 1]V Wiew All
Empl Name “Date TRC Quantity
Record
Q 09 | MNancyDoe D1r2112020 [ |CLHK1Q I I 3|
id 7 b Copy Down Values from Last Row Add Rowi{s)
[ Increment Date .
Deselect All i Delets Selected Rowls)
w
< >

Most TRCs are set up to accept hours as input. There are a few TRCs, such as
Uniform Pay, that accept an amount as the input.
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Favoriles = Misin Mame ~ » TimeandLabor * > ReporiTime = > Rapid Time #& Home Sign Out
! HAII'“ | Add To + ‘- @
WA Mot cathan HavBar
Mew Window | Help | Personalize Page | & o
Rapid Time Process Monitor
Rapid Session Information
*Description IES‘E Rapid Time Session Number 5499995889

snplierType Use the Add or Remove Rows section to add additional time

“Template entries for this employee or other employees. YEPL

“Processing Mode
For this example, Nancy Doe was also called back on 1/29/2020.

Rapid Detail Information Select ‘Next’ to continue.
o Qa \ 4 1-1
, Empl ‘
Delete Empl ID Record Name Diate TRC
L 00011000 Q 0Q,  Nancy Doe 01/21/2020 CLBK1

Add or Remove Rows

Rows to Add 2 ¥ Copy Down Values from Last Row Add Rowis)
[] Increment Date
Select All Daselect All Delete Selected Row
b
httos/ ThohsS2 hinhawaii.ooe'ese hohsS2ERMPLOYEE/HREMS s i >

Use the Add or Remove Rows section to add additional time entries for this
employee or other employees.

For this example, Nancy Doe was also called back on 1/29/2020.
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LHAWAII % T

Modifi cathon HavBar

Mew Window | Help | Personalize Page | &

[l
Rapld Time Process Monitor
Rapid Session Information
“Description Test Rapid Time Session Number G096009509
*“Template Type Flapsed Iime Reporter | Session Status  Nat Submitted
“Template DEFEXHRLY Q Last Updated (1/30v20 12:23:08PM
*Processing Mode  Addition 2
e Sl — For this example, add one additional row.
o Qa 1-1
- Empl .
Delete Empl ID Record Name Diate TRC
] 00011000 Q 0 Mancy Doe 0172172020 CLEK1
i " Double-click the number ‘2" in
or Remove Rows
the Rows to Add field.
Rows to Add E ast Row Add Row{s)
eS—— e | s e
Select All Daselect All Dalete Selected Row
v
httos: A ThohsS32 hinhawaii.ooy ‘osod ho b8 ERMPLOYEE/HEM S s l )

For this example, add one additional row.

Double-click the number ‘2’ in the Rows to Add field.
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Favoriles = Main Manu = > TmeandLahor = > RepoiTime = > Rapid Time

A

#& Home Sign Out

Lo

Modifi cathon HavBar

Rapid Time

Rapid Session Information

“Description Test Rapid Time

*“Template Type Flapsed Iime Reporter | Kl
“Template DEFEXHRLY
*Processing Mode  Addition 2
Rapid Detall Information
m Q
- Empl
Delete Empl ID Record Name
u DOCH1000 Q 09, Nancy Doe

Mew Window | Help | Personalize Page | &

~
Process Monitor
Session Number £996599599
Session Status  Not Submitted
Last Updated  01/30v20 12:23:08FM
1-1

“Date TRC

0172172020 CLEK1

Add or Remove Rows

Rows to Add

Type ‘1’ in the Rows to Add field
and press the Tab key.

t Row Add Rowis)

Selact All Desslect All |

httos: {hohsS2. hin hawaii.oow nsn hohsS2 (EMPLOYEE/HEMS/ s [

Dalete Selected Row
v

Type ‘1’ in the Rows to Add field and press the Tab key.
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Favoriles = Misin Mame ~ » TimeandLabor * > ReporiTime = > Rapid Time #& Home Sign Out
- HA'IIH.{',' | far Ll Add To + : @
W/ g Motifcaion  Mavbar
Mew Window | Help | Personalize Page | & o
Rapid Time Process kMonitor
Rapid Session Information
“Description Test Rapid Time Session Number G096009509
*“Template Type Flapsed Iime Reporter 1~ Session Status  Nat Submitted
Templatp— o fal 08P
*Processing Med  If most of the fields from the previous row have the same values
as the row you are adding, make sure the Copy Down Values
from Last Row box is checked.
Rapid Detall Information Select "Next’ to continue.
H Q 11
- Empl .
Delete Empl ID Record Name Diate TRC
L] 00011000 Q 0Q, Mancy Dos 01/21/2020 CLEK1
Add or Remove Rows
Rows to Add 1 I ¥} Copy Down Values from Last Row I Add Rowls)
[ Increment Date :
Select All Daselect All Dalete Selected Row
v

If most of the fields from the previous row have the same values as the row you
are adding, make sure the Copy Down Values from Last Row box is checked.
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Favoriles = Main Manu =
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Time and Labaor = > Repon Time = > Rapid Time

#& Home Sign Out

Add To = l-P @

Mot cation MavBar
Mew Window | Help | Personalize Page | & o
Rapid Time Process kMonitor
Rapid Session Information
“Description Test Rapid Time Session Number G0950095399
*“Template Type Flapsed Iime Reporter 1~ Session Status  Nat Submitted
*Temiplate; [DECEXHELY = Last Updated  01/30/20 12:23:08PM
*Processing Mode Addition b User D
Rapid Detall Information
m Q 11
- Empl .
Delete Empl ID Record Name Diate TRC
O 00011000 Q, 0Q, | Nancy Doe : 20 CLEK1
Click the Add Row(s} button.
Add or Remove Rows
Rows to Add 1 ¥} Copy Down Values from Last Row i Add Rowls) I
[] Increment Date
Select All Daselect All Dalete Selected Row
v

Click the Add Row(s) button.
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Repon Time = > RApid Time

#& Home

Sign Out

- HA'IIH | Add To i @
WA Motfication  Maviar
MNew Window | Help Personalize Page =
4 [l
ime Process Monitor
ssion Infermation
For this example, the Empl ID, Empl Record, TRC, and Quantity remain the same. You
only need to change the Date to January 29, 2020.
*Proc Select ‘Next’ to continue.
ail Information
1-2 of 2|V
“Empl ID Empl o me “Date TRC
Record
00011000 Q, 0Q | NancyDoe o121/2020 =] cLBK1Q
LO011000 q 0Q | Nancy Doe p121re020 ) | cLBKIQ
emove Rows
Rows to Add q ¥ Copy Down Values from Last Row Add Row{s]
L Increment Date b

Boioaa A

For this example, the Empl ID, Empl Record, TRC, and Quantity remain the
same. You only need to change the Date to January 29, 2020.
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Main Mem =

A

ime

ssion Infermation

“Description Test Rapid Time

*Template Type Flapsed Time Reporter
“Template DEFEXHRELY
“Processing Mode Addition
ail Information
st Empl
T Racord
00011000 Q o
00011000 aQ aQy
emove Rows
Rows to Add 1
Bl s Al P cileaa A

Click the Calendar icon.

Time and Labar =

Repon Time = Rapid Time

#& Home
Add To = ? @

MavBar

Sign Out

Hoitificatian
Mew Window | Help | Personalize Page =

Process Monitor

Session Number §985399599
[ Session Status Mot Submitted
Q Last Updated  01/30v20 12:23:08PM
o] User ID
1-2 of 2|V

Name Click the Calendar icon.  [R¢
Nancy Doe
Nancy Doe

¥ Copy Down Values from Last Row

L Increment Date
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Favoriles = Main Menu = > TmeandLahor = > RepoiTime = > Rapid Time ﬂ' Home Sign Out
WA | e Add To + : @
W/ : Motfcaion  Mavbar
MNew Window | Help Personalize Page =l "
ime Process Monitor
ssion Infermation
“Description Test Rapid Time Session Number 983309500
*Template Type Flapsed Time Reporter Jhd} Session Status  Not Submitted
"Templata JOEFERHELY o Last Updated  01/30:20 12:23:08PM
“Processing Mode  Addition | User ID
Calendar
ail Information
January j 2020 j
S M T w T F 3
- Empl
Empl ID Recary Name 102 3 4
5§ 8 7 8 8 10 M1
00011000 Q 09 | MancyDece
12 13 14 15 16 17 18
0001000 aQ aQ | MancyDoe 19 20|24 |22 23 24 25
iy
: 30 21
Click ‘29’ to select 1/29/20
B Fnve as the date.
Rows to Add 1 H iCurrent Dalel
L Increment Date ™
Bl s Al P cileaa A

Proizss Boizzecd Facdat

Click ‘29’ to select 1/29/20 as the date.
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ime

ssion Infermation

“Description  Test Rapid Time

*Template Type Flapsed Time Reporter [
“Template DEFEXHRELY
“Processing Mode Addition v
ail Information
st Empl
Empl ID Record Name
00011000 Q 09 | MancyDece
00011000 qQ 0Q | Mancy Dos
emove Rows

Rows to Add 1

L Increment Date

Boioaa A [ — ]

¥ Copy Down V4

Rapid Time

#& Home
-

Modifi cathon HavBar

Sign Out

MNew Window | Help Personalize Page =

Process Monitor

Session Number §985399599
Session Status Mot Submitted

Last Updated  (1/30:20 12:23:08PM

User ID

1-2 of 2|V
“Date TRC
012112020 5] CLBK1Q
|o1rzar020| ]| CLBKIQL

Click below the serell bar to move
to the bottom of the page.

Proizss Boizzecd Facdat

Click below the scroll bar to move to the bottom of the page.
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HAWAII ™% T

Moiifi cathon HavBar

T = o (T 1L NOL SLUDMTAEd
[l
IEREXFIREY: Q Last Updated  (1/30420 12:23:08PM
Addition i User ID
1-2 of 2|+ View All
RGE::.IE’dI Name "Date TRC Quantity
Q oQ Nancy Doe 01/21/2020 :I CLBK1Q 3.000000
Q, 09 Mancy Doe 012852020 ]| CLBK1 QU 3 D000
id 9 ¥ Copy Down Values from Last Row Add Rowi{s)
[ Increment Date
Deselect All Delete Selected Row{s)
h Submit
Click the Submit button.
Add Update/Display
v
< >

Click the Submit button.
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Reported Time entered in this session will be added. (13504,10052)

If you intended for previcusly added fime to be replaced or comected, select
the Cancel button and change the mode ta Replace or Comechon and
resubmit.

If you meant to Add Reported Time using this session, select the Ok button.

Click the OK button to continue with the submission process.
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The session has just been submiled o Reported Time (13504 400)

You will not ke able fo edit this session unhl it has completed processing. To
edit re-enter this page.

If the session remains bocked for an unusual amount of time, check the
process monitor for more details. The process name is TL_RAPIDTIME.

Click the OK button to the processing message.
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Favoriles = Miin Mame ~ » TimeandLabor = > ReporiTime = > Rapid Time #& Home Sign Out
&l H Hﬁ,uﬁ | P
Mot cation HawHar
Elapsed Time Reporler I Session Status  Submitted lo Time Adrmin I i
DEFEXHRLY Last Updated  (01/30/20 12:54:42PM
Addition User ID
[ ™\
During validation, the system checks all the time reporting code and task data you have
entered for the session. It also verifies that the status of each employee is Active.
Invalid transactions appear on the Manage Exceptions pages for the manager's review.
All ime transactions are converted to reported time, whether exceptions are created or not.
For those reported time entries that have related exceptions, the time can be corrected in
the time reporting page.
d 1 Select ‘Next’ to continue.
Desslect All Delete Selacted How(s]
Submit
Add Update/Display
W

During validation, the system checks all the time reporting code and task data
you have entered for the session. It also verifies that the status of each employee
is Active.

Invalid transactions appear on the Manage Exceptions pages for the manager’s
review.

All time transactions are converted to reported time, whether exceptions are
created or not.

For those reported time entries that have related exceptions, the time can be
corrected in the time reporting page.
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Favowilles Main Mem =

Time and Labaor = > Repon Time = »  RApid Time

#& Home Sign Out
o] HAWA[rerses P
W/ . Mothcabon  MavHar
B o R e ons
Elapsed Time Reporler Session Status  Submitted lo Time Admin i
DEFEXHRLY
Peklion Resolve exceptions and run the Time Admin process to generate payable time.
Select ‘Next’ to continue.
oY View Al
Empl e Date TRC Quantity
Record
0 Nancy Doe 0112172020 CLBK1 3 000000
0 Mancy Doe 8200 Gl BK1 3 000000
4d 1 % Copy Down Values from Last Row Add Row(s)
Incrememnt Date
Desslect All Delete Selacted Rowy(s)
Submit
Add Update/Display
W

Resolve exceptions and run the Time Admin process to generate payable time.
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Favoriles = Main Manu = » TmeandLahor = > RepoiTime = > Rapid Time #& Home Sign Out

Hodih catwon HavBar

SEL HAWAII LA

Elapsed Time Reporler Session Status  Submitted lo Time Admin i
DEI'D(HRLY Last Updated  (1/30020 12-54-42PM 3
Addition :
All entries made on the Rapid Time Entry page are posted to the employees’ timesheets.
PeopleSoft workflow initiates from the timesheets. This includes manager approval when
applicable, and then the time entries are posted to Payroll for processing.
W Al
Select ‘Next’ to continue. |
\ ” tv
0 Mancy DCoe 0172172020 CLBK1 3000000
0 Mancy Doe 011292020 CLEKI 2 000000
4d 1 % Copy Down Values from Last Row Add Row(s)
Increment Date
Desslect All Delete Selacted Rowy(s)
Submit
Add Update/Display
W

All entries made on the Rapid Time Entry page are posted to the employees’
timesheets. PeopleSoft workflow initiates from the timesheets. This includes
manager approval when applicable, and then the time entries are posted to
Payroll for processing.
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Congratulations!

You’'ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Congratulations!

You’ve completed
this section of training. You must click here to correctly

close/save your progress when

you have finished viewing or
completed your module.

Got it!

To continue close the lesson by selecting
the small black *X’ in the right-hand
corner of the course.

Do not close the browser window.

END

Congratulations!
You’ve completed this section of training.

To continue, close the lesson by selecting the small black ‘X’ in the right-hand
corner of the course.

Do not close the browser window.
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