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Introduction

This guide provides step-by-step instructions for Approvers to view, modify, and approve their student
employee’s timesheet transactions in Time & Labor Self-Service (TLSS). The role of Approver of reported
time is central to the Time Labor Self-Service process, and the department’s budget. All entries should be
reviewed closely before approving.

e All hours worked must be recorded in the system and submitted for approval by the end of the
month in which a student is reporting his/her time.

e Students are encouraged to enter their time worked daily, and to discuss the expectations for doing
so with their Approver and/or Department Coordinator.

e Approvers are encouraged to approve time weekly.
e Must enter AM or PM (12-hour clock) for “In” and “Out” time.

e Student employees should not record any time before it is worked.

e Time for prior payroll cycles (or late reported time) cannot be entered via TLSS, so a paper
timesheet must be completed and submitted to the Approver and/or Department Coordinator for
submission to Payroll Services.

o Timesheets should be labeled as "Late Timesheet”
o The department is responsible for maintaining the original timesheet with “wet signatures”
for audit purposes.

Please refer to the University Payroll Calendar for campus deadlines. The calendar is located at: _
https://sdsuedu.sharepoint.com/sites/BFA/HR/payroll/Pages/Stud-Pay-Schedule.aspx. Your
department may enforce earlier deadlines, depending on your processing schedule.
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PeopleSoft Processing Steps
[0 Login and Navigation to Timesheet

Steps

Screenshots

1) Navigate to the Center for
Human Resources website at
http://hr.sdsu.edu/

2) Click on Current Employees,
SDSU Intranet and loginwith
your student SDSUid and
password.

3) Click on PeopleSoft under the
Home menu on the left.
Bookmarks the site forfuture
use.

- Office 365

fki SAN DIEGO STATE
UNIVERSITY

Home
HF Documents

¥ PeopleSoft

4) Login to PeopleSoft:
Enter your SDSUid (e.g.
jsmith@sdsu.edu) and password.

5) If you have not claimed your
SDsSUid, visit SDSUid.sdsu.edufor
information and instructions. Be
sure to visit the FAQ page to
answer commonly asked
questions about SDSUid.

6) Please use Chrome orFirefox
browsers.

PeopleSoft
Sign-In
SDsUid (e.g. jsmith@sdsu.edu)

Password

™ Enable Accessibility Mode

If you haven't claimed your
SDSUid, visit SDSUid . sdsu.edu
for information and instructions.
Be sure to visit the FAD page to
answer commonly asked
questions about SDSUid.

Please use Chrome or Firefox
browsers.
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A) Verify hours worked on Timesheet
Navigation: Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions >

Reported Time

Processing Steps

Screenshots

1) Navigation to Approve
Reported Time:

Main Menu > Manager Self
Service > Time Management >
Approve Time and Exception >
Report Time

| Main Menu « ‘ > Manager Self Service » > Time Management = > Approve Time and Exceptions = >

Search Menu:

®

-
>

Reported Time

L Self Service L

; {
© Fppove Tme andExce| . Neported Tme

‘u Time Wanagement
Ewrontinne

1 Manager Self Service

- - =

2) Select “"Get Employees”to
list all records needing an
approval

» View By: It is
recommended that you
approve time weekly,
and enter the
appropriate first day of
the week that you wish
to view.

Search Criteria by Value:

» Use the "Department”
field to filter employees
listed by department.

» Or filter by timesheets
by “Emplid” or "Name”

» If no filters (“Value”)
are input, results will list
every active student
employees on that has
time to approve.

Approve Reported Time
Timesheet Summary

|Employee Selection Criteria

Description Value

Groug 1D Q
Empl 1D Q,
Empl Red Mbr Q
Last MName Q
First Name Q
Joh Cade Q
Department Q
Morth American Paygroup o Q
Position Number Q

Clear Selection Criteria Save Selection Criteria

Get Employees

i}

View Instructions

¥ Show Schedule Information

Viewﬁ@ v| Date: [DB/01/2018 [N Retrash |

=< Previous Week Mext Week ==

> If you filtered on Include Absence

“"Department,” all

student workers within

that department have

time to approve will be

listed.
NOTE: Approvers should
not approve records of
employees outside their
area of responsibility.

3) Click on the emp|0yee Employees For Michael Williams, Time Needing Approval From 06/04/2018 - 06/10/2018
name to view their Select  MName Jobh Hours to be Reported Scheduled o Approved/Sut |
t|mesheet Description Approved Hours Hours f Hours
Spring Danny Jasmine | Student Asst 12.50 14.50 0.0o 0.oo
Stnt Trainee
Wyinter Alex Cn-Cmps 2728 478 000 240
WS
Select All Deselect All
Approve Selected Deny Selected
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The Timesheet displays the
following details (for the
employee selected) in the
header:

e Name

e Employee ID

e Job Title

¢ Employee Record Number

Make sure that you are in the
correct timesheet for the
employee. Many students have
multiple appointments across
campus. The Employee
Record Number will determine
the correcttimesheet.

The timesheet for the employee
displays for the time period
selected. This timeframe can be
updated by making changes to
the following fields. Be sure to
select the Refresh button (with
the green arrows) after making
changes:

4)View By: Enter valuesto
match the time frame
needed

5)Date: Enter the start
date of the week/month
can be changed by
entering a new date and
clicking the “Refresh”
button.

4) Verify that your employee’s
hours on the timesheet are
accurate and fall within the
parameters of the job. It is
important to check hours
bydayand Total Reported
Hours by week.

Hours for Student
Assistants or ISAs should
not exceed:
e 20 hours per week
(While school is in
session)

Are corrections needed?

Ifyes: Go to Section B)
Review and Correct

Reported Time before
proceeding to Section D.

If no corrections are needed,
proceed to Section C
Approve Reported Time.

Timesheet

Alex Winter Empl 1D

100422813

Job Title:  Stdnt Trainee On-Cmps WS I Employee Recard Mumber.

0

o

Select for Instructions

Week

View By: Y| +Date:  DB/04/2018 |5 (% Retresh | | << Previous Week

=< Previous Employee

Reported Hours: Scheduled Hours:  0.00 Hours

From 06/04/2018 to 06/10/2018
Timesheet | [F=)

4.75 Hours Show all Punch Types

Status In Out Punch Total

Meeds
Approval 10:00:004M) | 12:15:00PM 225 [ESU

Select Day  Date

I:I & Mon B

\_» Approved

askgroup

Z0000PM) | 4-30-00FM TE0 Sl
O e s New CcsU
O wed 86 Newy =l
O T B New CcsU
O FioEm New csu
O sat Em New csu

O s B0 New Csu

Approve Selected

Submit Clear

Deny Selected

v
Select All Deselect Al

0 Reported Hours Surmmary - select to view

9 Balances - select to view

Mext Week ==

Time Zone

PST

I

FST

0

FST

0

FST

0

FST

0

PST

e

PST

0

PST

e

Date
Q 61
Q 64
Q a8
Q a8
Q a7
Q &8
Q 61
Q, 610

L

e e e i AN U
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B) Review and Correct Timesheet (Before Approvals)
Navigation: Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Reported Time

During the current pay period, Student Assistant or Approver can correct times/hours on the timesheet.
If errors are discovered after the 5th of the month approver’s deadline, the Approver should contact
Payroll Services as soon as possible so that an adjustment can be made, and the student will receive an
adjusted pay warrant.

Before making any corrections within TLSS, Approvers are encouraged to consult with their employee,
and ask the student to make changes, if possible. If the student cannot make the changes, the Approver
or Coordinator may do so on the employee’s behalf. When an Approver changes time reported, they
should add comments to the record.

Processing Steps Screenshots

. Employees For Michael Williams, Time Needing Approval From 06/11/2018 - 06/17/2018
1) Click on the employee’s ploy anee

H Job Hours to be Reported Scheduled _ Approved/Sul 1
n_ame to access thelr SeleciggiHame Description Approved Hours Hours —**°F Hours
timesheet. :

Stdnt Trainee
On-Crps 17.25 17.25 0.0o 0.0
WS
2) Review and identify the
necessary corrections.In Timesheet
this example, Monday,
Alex Winter Empl 1D 100422613
6/11 has 1450 hOUrS Job Title: Stent Trainee On-Crops WS Employee Record Mumber. 0
reported in one day.
Select for Instructions
3) ConSU|t Wlth StUdent View By: Week ¥ | *Date: DB/11/2018  [5] (2 Refresh | << Previous Week et Week ==

Assistant to find out what it
should be. In this example,
AM was entered by error

MNext Employee ==
Reported Hours: 17.25 Hours Scheduled Heurs:  0.00 Hours Show all Punch Types
From 06/11/2018 to 06/17/2018

for 6/11. His reported time Timesheet | [E50)
Should have been 2_5 Select Day Date Status In Qut Punch Total Taskgroup Time Zone Date
o) MNeeds . p— = 1
hours. & Mon B/ Approval 2:00:004M§  4:30:00PM 14 500 CsU Q PST Q 611 L +|
. oy Needs a a = ¥
Thls Student a|SO forgot to v~ Tue 612 Approval 9:15:00AM | 12:00:00PM) 275 CsuU Q [PST Q, 612 T
enter his time worked for SO Wed |B1S New ey Q st Qes  E
Thursday, 6/14. Om s e [T su Pt awme B @
O Fi ES News csu a lpst Q 15 E
O st B8 MNewr csu Q PST Q 616 =| (1l
O s BT Mewr Csu Q PST Q BT = &
v Approve Selected Deny Selected
Select Al Deselect All
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4) To correct the AM/PM error on Reported Hours: 850 Haurs Scheduled Hours: D00 Hours  Show all Punch Types
6/11, clear the field and enter From 06/11/2018 to 06/17/2018
the time as 2:00 PM for “In”. Timesheet | [F53)
AlSO add the 3 25 hOUrS Select Day Date Status In Qut Punch Total Taskyroup
’ . — Meeds 1
that the student worked on L4 Mon  B/11 P —— 2-00:00PM 4:30:00PM 2.50QC5U (6]
6/14. Enter 11:15 AM and QO Tie B2 Epesrdnia\ 59:15.00aM | 12:00:00PM 275 [csu Q
2:30 PM. —
G2 wWed  B/13 e CsU 6]
e Select Submit button O oy e Needs 9¢ s N
when all corrections have ~ ™ Approval 1119 00AWL 290, 00PM i |
been made.
Timeshest

e Confirmationdisplays.
e Select "OK”

Submit Confirmation

V’ The Submit was successful.

Time for the Week of 2018-06-11 to 2018-06-17 is submitted

5) Corrections were made for both

View By: | Yveek

¥ | *Date:

06/11/2018  [[51)

%% Refresh |

== Previous Wit

6 /13, and 6/15; however, the |reported Hours: Scheduled Hours: 000 Hours  Show all Punch
total hours now reflects 21.50  [From 06/11/2018 to 06/17/2018
greater than 20 for this Lipeshost, F
Select Day Date Status In Out Punch Total 1
workweek. 2 Mon B11 Mesds 2:00:00PM| | 4:30:00PM 250
e Approwal .
By law, the_hours worked O Tee B2 Essfial 9:15:004M) [ 12:00:00PM 275
must be paid, but the . Mg
employee should be counseled (> wved B3 Aol 2:00:00AM| | 4:30:00FM 7.50 |
. - Meed
about CSU policy and the 2 Thu B4 P 115:00aM [ 2:30:00PM 328 |
Approver should monitor the O Fri B/15 Esif\/al 9:00:008m) [ 2:30:00PM 550 |
employee’s schedule more
closely.
6) To enter comments: Meeds
e Select the callout icon | Wed B3 Approval A:00:004M 4-30:00FM 7.80
under Comments forthe — M
. ) ) eeds e e
Date in question v Thu /14 Approval 11:15:004M 2:30:00FM 828
e Enter comments. M
- ) eeds
e Select Save Fri B Approval 5:00:004M | 2:30:00PM 5.50
If necessary, additional
comments may be added to Comments
the record by inserting
additional rows using the Alex Winter Ermployee ID: 100422613
plUS icon to the rlght Job Title: Stint Trainee On-Cmps WS Employee Record Mumber: O
Date Under Repeort: 0R/13/2018
Note: Once Comments Personalize | Find | View Al | & |
are SaVed, yOLI dO not haVe Operator Id DateTime Created  Source Comment
access to delete or edit the
Com ments_ 1 848484848 O6/25/2018 5:20FPM Time Reporting Worked extra 2 hours for future student project
Save Cancel
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C) Approve ReportedTime

Navigation: Main Menu > Manager SelfService > Time Management > Approve Time and
Exceptions > Reported Time

Processing Steps

Screenshots

1) Start Date = select View
By All Time After, enter
last day of the pay period
to include the first and
click on Refresh

2) Enter a department
code or other filters if
needed, or leave blank

3) Click on Get Employees

Clear Selection Criteria Save Selection Criteria Get Employees

Wiew Instructions

View Byl [ All Time After Date:( |05/31/2018) |50

Include Absence

o

¥ Show Schedule

Employees For Michael Williams, Time Needing Approval After 06/31/2018

button Empl
Joh Hours to he
4) Select appropriate Description Approveq CmPloyee D Fed Job Departi
employee by clicking on Student Asst 9.75 100422813 11870 40111
their name
Winter Alex Student Asst 14.00 100422813 21870 40111
Special Note: Do not use .
2 N Stdnt Trainee
to view by All Time Wirter Alex on-Crmps 2375 100422813 01871 4011
Before you will get an WS
error message.
. Timesheet
5) Verify that hours arecorrect.
Alex Winter Ernpl D
6) Select: Ch.eCk the boxes Job Title:  Student Asst Ermployee Record M
that you wish to approve.
A\Y ”o\; H
Use the SeIeCt A" llnk If oSE\EEthr\nstructmns
you wish to approve all of
the hours listed. View By: | ¥Veek ¥ | spate:  OB11/2018 5] (4 Retresh | <= Previous We:
== Previous Em
7) SeleCt the” Approve Reported Hours: 5 75 Hours Scheduled Heurs:  0.00 Hours Showy all Punch
Selected” button From 06/11/2018 to 06/17/2018
Timesheet | [F5W
Select Day Date Status In Out Punch Total Tz
IMEORTANT: Selecting "OK” & Mon B ESSrdusval 1:00:00PM| | 2:00:00PM 100l
is the equivalent to your N
. (&) eeds o o
5|gnature on a paper v Tue Bi12 Approval 3:00:00P M 5:30:00PM 280 \C
timesheet. It authorizes O wed B3 Essf\/al 330.00PM | 545.00PM 225 C
Payroll to issue a pay I
N v~ Thu Gi1d Mew C
warrant for the time O ri o N -
reported. Once Payable time hatll -
. [
is approved, no changes or ol Gl hew =
corrections can be made to &2 Sun BT Mews c
the Approved time. Deny Selected
Deselect All
Submit Clear

5) Click OK to process.

Wessage

ArE yOU sure you want to approve the time selected? {13504 ,2500)

Once the page is saved, the time cannot be "Unapproved”
Press OK to Approve or press Cancel to not save the approval

| Cancel
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D) To Enter Hours on the Student’s Behalf and Approved (After the 15t of the month, students lose access

to the timesheet for the prior month)
Navigation: Main Menu > Manager SelfService > Time Management > ReportTime > Timesheet

Due to unforeseeable circumstances, student assistants are unable to report their hours in a timely
matter. Approver has access to enter their hours and approved at the same instance.

On the Timesheet page, you will click on "Get Employees” to see a list of names, follow the processing
steps. Approver must select the correct employee record and enter times.

Processing Steps

Screenshots

1. View By option is Week
or Day.

2. The list includes all the
student employees you
have access to, and able to
determine if any student
employees have not
reported any times (zero
hours in reported hours).

3. Find the correct record and
click on the employee’s

View By: | Week - Date: [06(10/2018 |[5i) (@ Refresh |

Employees For Michael Williams |Totals From 06/04/2018 - 06/10/2018|

<= Previous Week hNext WWeek ==

Job Reported  Hours to be

Name

v Exception

" Denied Hours Employee ID

0.00 2.00 100560223

0.00 0.00 IDD4944D4

250 0.00 100422813

Description Hours  Approved Hou
Spring,Danny Student Asst 14.50 12,50 0.00
Summer,Susan Student Asst 0.00 0.00 0.00
Stdnt Trainee
Winter Ales On-Crnps 475 225 0.00
WS
Winter Ales Student Asst 0.00 0.00 0.00
Winter, Ales Student Asst 0.00 0.00 0.00
Winter Ales Student Asst 0.00 0.00 0.00

0.00 1)

=

0} 100422813

0.00 uf

o

0f 100422813

o

0f 100422813

0.00 uf

Employees For Michael Williams, Totals From 06/11/2018 - 06/17/2018

name to access their Ty Joh Reported  Hourstobe  Scheduled _ Approved/Submitted
. Eams Description Hours Approved Hours © Hours
timesheet.
Studertt Asst 0.00 0.00 0.00 0.00
4. The Timesheet displays the Alex Winter Ernpl 1D
following details in the header: Job Title:  Student Asst Employee Recard Mur
e Name
ID
* . oSeIect for Instructions
¢ Job Title .
e Employee Record Number View By:| | VVeek Y | *Date:  DBN1/2018 [ | % Refresh | << Previous Weel
. << Previous Empl
Timesheet date ranges may be EVIRHS =P
displayed in different ways by Reported Hours: 0.00 Hours Scheduled Hours:  0.00 Hours Show all Funch Ty
changing the defaults in the following From 06/11/2018 to 06/17/2018
pull down menus: .
Timesheet | [0
* YIeW By: You can select the Day Date Status In Out Punch Total Taskgroup
time entry calendar by Day, O " | cal
Week or Time Period el LLEIL Sl
(month). J Tue B2 Mew 8:30am 12:30pm Csu
e Date: The start date of the B
week/month can be changed ~ Wyed B3 ey 1:00pm 4:00pm csu
by entering a new date and 2 Thu B4 Mew 9:30am 11:30am csU
clicking the “Refresh” button. = N
S n BTe TEw csy
5. The status is New. Must enter () Sat 616 New Cau
times with AM/PM to get the t:) Sun BI17 My csl
correct “In” and “Out” time.
Review the times entered for -M Clear A
aply Sched.
each date.
6. Click on Submit to finalize
entry. Click on Ok on
confirmation page.
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7. Verify that hours arecorrect.

View By: | vWeek v | “Date:  [D6A1/2018  |[5) (2 Retrazh = Previous Ywer
8. Select: Check the boxes that == Previous Emi
Reperted Hours: 9.00 Hours Scheduled Hours: 0.00 Hours Showw all Punch ~

you wish to approve. Use the
“Select All” link if you wish to

From 06/11f2018 to 06/17/2018
Timesheet ===»

approve a“ Of the hours |ISted' Select Day Date Status In Out Punch Total Ta
2 won Bi11 ey =
9. Select the“Approve — P
Selected” button €2 Tue 612 Assrasval B:30:00aM) | 12:30:00PM 4.000C
2 wved B3 Essi‘s\/al 1:00:00F 4:00:00P R 3.00|c
IMPORTANT MESSAGE: 2 Thu 614 ESSE‘;’@I 2:30:00aM) [ 11:30:004M oo fc
Selecting "OK" is the equivalent > Fri A5 T - T T -
to your signature on a paper O sat BB e [
timesheet. It authorizes < sun BT et =
Payroll to issue a pay
- ) Approve Selected Deny Selected
warrant for the time Select All Deselect &1l
reported. Once Payable time is Subrmit Slear

approved, no changes or
corrections can be made to the
Approved time.

Message
10. To enter comments:

a. Select the callout icon
under Comments for
the Date in question

b. Enter comments.

c. Select Save Once the page is saved, the time cannot be "Unapproved”

Press Ok to Approve or press Cancel to not save the approval.

Are you sure you want to approve the time selected? (13504 2500)

Cancel
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E) Review and Correct Exceptions

Exceptions are posted once reported time is "Submitted”, and the Time Administration process is run.
Time Administration is scheduled to run every day at night.

All exceptions need to be reviewed on the Timesheet and corrected if possible prior to Payroll Services
approving “Payable Time” to be transmit to State Controller’s Office. There are different levels of
exception Severity:

4)High: Exception MUST be corrected. Time for this date will not be processed while in a “"High”
exception status. Corrections are made on the Timesheet.

5)Medium: Hours can be “Allowed”, if it cannot be fixed. The most common exceptions include:

6)Student hours exceed 20 (Medium) - ok if student is working while classes are not in session
(i.e. winter or break)

7)More than 24 hours reported (in one day) (High) — Usually a keying error when the employee
meant to enter time with a decimal point.

Navigation: Main Menu> Manager Self Service > Approve Time and Exceptions > Exceptions

Processing Steps Screenshots

Review Exceptions:

1) Enter a department code or | Manage Exceptions

leave b|ank, then select Employee Selection Criteria

“Get Employees” and all of Description Value

the exceptions for student Group 1D Q
workers in your department Empl ID Q
will display. Ernpl Red Nbr Q

Last Mame

You may wish to filter by
individual employees by
using “Last Name” or

“Emplld Department Q
Marth American Paygroup

First Mame

Job Code 3

Position Number

2) Analyze Exceptions:

. Clear Selection Criteria Save Selection Criteria Get Employees
Severity:
e See notes above ®
) ) Wiem Instructions
¢ Medium exceptions ERTEEEn
can be cleaned up —
using step Exceptions Find | 2] B&l  First 4 1-20r2 @ Last
#3 belOW. Overview Details Ei

Exception
Allow 0

Description Date Hame Job Description Sewverity

e High exceptions need
adeStmentS made tO TL=30002 Student hour exceed 20 D3AM16/2017  Aztec Jonathan Stdnt Trainee On-Cmps WS Medium

the employee’s
Timesheet (step #4 on

the next page) Click this button to resalve non-setup related exceptions ance reported time has Clean Up Exceptions
been corrected using the Timesheet page. This buttan will anly resolve exceptions
with a source of Time Yalidatian-Elapsad or Punch.

TLX20002 Student hour exceed 20 0317/2017  Aztec Jonathan Stant Trainee On-Crnps W3 ediurm

Al All

3) Clean up Exception:

e Allow = Click on
the checkbox

e Select the Save button
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The next stepwill demonstrate
how to make corrections in an
employee’s timesheet.

4) The exception for this
student displays as, “More
than 24 hours reported.”
This is a High exception and
cannot be fixed on the
Manage Exceptions page.

Manage Exceptions

< Employee Selection Criteria
Description Value
Group ID
Empl ID

Empl Red Nor
Last Name
Job Code
Depariment
Supervisor 1D
Workgroup

Clear Selection Criteria Save Selection Criteria

view Instructions
[> Filter Options

Q
Q
Q
Q
Q
Q
Q
Q

T N U S e N g I S g g A U T b e s U i e i,

Exceptions Find |0 B8 First B 116 07 16 B Last
Overview || Details
Allow ﬁ;{ception Description Date Name Job Description Severity
O TLx0154D 081512014 Brdg Stdnt Asst
O TLX90002 Student hour exceed 20 07/03/2014 Brdg Sidnt Asst Medium
O TLX90002 Student hour exceed 20 07M6/2014 Brdg Stdnt Asst Medium
O TLX90002 Student hour exceed 20 07M7/2014 Brdg Stdnt Asst Medium
=™ Man ce— e .—%M
Correct Exceptions Report Times
5) Navigate to the Timesheet Summary
employee’s timesheet: {¥Employee Selection Criteria
. Description Value
Main Menu> ManagerSelf .
. . Group 1D Q
Service > Time -
Management Empl ID 1003939921 Q
> Report Time > Timesheet| EmplRod Nor Q
Last Mame QC
e Enter the employee’s *
Emplid or Last Name First hame Q
View B “Week” e =
[ ] =
A\ Department Q,
e Date = First calendarday NOrth American Paygroup a
e Click on “Get Position Mumber Q

Employees” button

6) Select the employee’s name

Clear Selection Criteria Save Selection Criteria

Get Employees

¥ Show Schedule In

view By: |week v| Date: [03/13/2017 5] @ Refresh) < Previous Week Ne
Employees For Mary Approver, Totals From 0311372017 - 03/19/2017
N Joh Reported Hours to he Scheduled E - ApprovedSubmitted D
Qe Description Hours Approved Hours -RCeption Hours '
Stdnt
Trainee On- 0.00 0.00 0.0d & | 0.00
Crnps W3
Aztec Jonathan Student Asst 0.00 0.00 0.00 0.0o
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7) View By: Select “Time Period”

8) Date: Enter the first day of
the reporting period

9) Make correction by
overwriting the value in
the field.

10) Select the “"Submit”button.

Note: After Timesheets are
corrected, the Approver will
need to wait for the Time
Administration process to run
before seeing the results on
the Exceptions page.

Time Administration is
scheduled to run every day
at:

10:00 AM
2:00 PM
6:00 PM

Timesheet
Loren Hansen

Job Titie:

©salsct for Instructions

Brdg Stdnt Asst

View By:

Frme Perod V|

Reported Hours:

From Friday 08/01/2014 to Sunday 08/31/2014
Timesheet

Fri Sat
an a2
2.00
Save for Later Submit
o Reported Time Status - select to hide

Reported Time Status

Date Status

08/01/2014 Submitted
08/04/2014 Submitted
08/05/2014 ‘Submitted
08/06/2014 ‘Submitted
08/07/2014 Submitted
08/08/2014 ‘Submitted
081212014 ‘Submitted
08/13/2014 ‘Submitted
08/14/2014 ‘Submitted
08/15/2014 Submitted

Sun
a3

Total Time Reporting Code

8.00 REG
8.00 REG
8.00 REG
7.50 REG
7.50 REG
8.00 REG
7.50 REG
8.00 REG
8.00 REG

80.00 REG

*Date: 08/01/2014 |[5]

150.50 Hours Scheduled Hours:

Mon Tue Wed
8/4 85 8l
2.00 8.00 7.50

10 First B 1-10 of 10 B Last

Comments Excepfion
¢ &
[®]

o

(@] 1
= &
o ]
o

o

= &
o &

Thu
a7

7.50]

11) There should be no more B e ogtag HOUTS SUMIANA SEI8EL 10 VI e it e e oo e P e
exceptions for this
employee. Wead THi Fr
a3 an4 ans
ann a nn (Man Y
Reported Time Status 2l i Al 1505 I
12) Enter a Comment. (See DMS — v \ Furz;ml;;f:. oo
step #6 on page 9 of this — Approed & bolREG o
document) 03/18/2014 Approved 6.00 REG C:.:
03/19/2014 Approved 300 REG C.i
03/20/2014 Approved 400 REG C_r
0372412014 Approved 1.00 REG =)
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F) How to run T&L Student Reported Hours Report

The Time and Labor module only allows you to view a student assistant at a time. In order to view all
student’s time, a Time and Labor report was created to show reported times during a specific pay period for
a department ID or payable hours report. If you have more than 2-3 student assistants, you will want to
run this report periodically to audit your student’s time.

This report will include all active student workers who reported or have not reported their hours. To assist
approvers to follow-up with student workers who may forgot to report their hours and check who have
reported their hours.

The enhancement to the existing report, the result has four files. They are the Summary (existing report),
Reported Time Details, Future Job Transactions and Active Positions Data Reports. These reports are
intended to assist approvers in reviewing and approving hours in a timely matter.

SDTLO06_XXXXXXXX_1_Summary - the existing report with added data fields of Last Hire Date,
Expected End Date, Term Date and Approver Name (reports to on position data). If the Approver Name is
blank or incorrect, it will be best practice to submit request to HRIS to update the approver for the student
position.

SDTLO06_XXXXXXXX_2_Reported_Time_Details - this file is useful for approvers to review and audit
before approving the hours on timesheet. It contains the following data fields: Reported Date, Total Hours,
Date Entered by Student, Last Person Updated, HR Status (active or inactive), Termination Date, Date
Comments Entered and Comments.

Please note:

If students are terminated, you will not have access to approve their hours. It is best practice to approve
the hours worked before submitting a Student Employment Authorization (SEA) form to terminate
employment.

Inactive Students with *** in the reported date field indicates hours reported past the
termination date.

SDTLO06_XXXXXXXX_3_Future_Job Transactions - this file has the future job transactions processed
by Payroll Services, it will be helpful to know what positions are ready for student assistants to enter their
hours. The effective date is future dated from the pay period you entered on the run control page. For
example, if you entered 7/30/2019. The file will return all the job transactions processed effective after
7/30/2019. The file will be blank if there’s no future job transactions.

SDTLO06_XXXXXXXX_4_Active_Positions_Data - this file has a list of all active student assistants’
positions within the department(s) you have access to. Reviewing the position data periodically and
keeping the Approver Name current will help with timesheet approval. Use this file to select a valid position
number for Student Employment Authorization (SEA) form submission. If any positions are no longer in
use, it will be best practice to inactivate them by submitting a PAR form.

The steps to run the report is unchanged, the instruction is on the next page.
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Navigation: Main Menu >Workforce Administration > SDSUReports> TL Student Reported Hours

Processing Steps Screenshots
1. Need Run Control ID, Option A — New user to PeopleSoft report, add a New Value tab
create new or use TL Student Reported Hours
existing ID

. Find an Existing Value | Add a New Value
A. Add a New Value tab: if you

have never created a run control
before, a run Control ID must be | Run Control ID: bb
created before you can run the
report. Click on the Add a New
Value tab. Enter your initials and Add
clickon [

B. Find an Existing Value tab: if Option B - Find an Existing Value tab

you already have created a Run| T- StudentReported Hours

Control |D, C“Ck on Search , If Enter any information you have and click Search. Leave fields blank for a list of all values.
there is more than one run
control, search results will
update below. Click on the
appropriate run control id, the
report page will display.

Find an Existing Value Add a New value

Search Criteria

Search by: Run Contral ID begins with ph

[T Case Sensitive

Search | Advanced Search
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2. In order to run a report
for specific pay period,
you must enter the end
date. Use the hyperlink
to view the Payroll
Calendar for find the
correct end date.

3. Must enter a Department
ID, use the lookup to
view the department
name and select a
Department ID.

4. You have the option to
insert more departments,

click on the *'to add
more.

TL Student Reported Hours

Run Centrol ID: bh Report Manager Process Maonitar

Enter Pay Period End Date for the report

“Pay Period End Date: i) To find the Pay Period End Date, click here

Enter Department(s) 1D
Personalize | Find | view All | (2
| & First ‘4 1 of
1 & Last
Department

1 a[EH =

% Add | Update/Display

5. Click Save (for future
use) and click Run.

Continue on to Process
Scheduler Request page.

TL Student Reported Hours

Run

Run Contrel ID: bh Report Manager Process Monitor

Enter Pay Period End Date for the report

*Pay Period End Date:] 08/01/2017 1 51

To find the Pay Period End Date, click here

Enter Department(s) 1D

Personalize | Find | View Al | L2
E Must enter pay period end date,

| B Fist ¢ 120f lust enter, pay period end date
2 L. department, click Save and Run.
ast b L L L R LA L 1
Denadment
150040 SYEINE
2 58005 B[+ =]
=] Motify % Add || 2] Update/Display
6. On Process Scheduler Process Scheduler Request
zequeSt Ipast’el;sol?NSXe*rve::l UserID 802228358 Run Control ID b
ame selec an
click OK. Return to the ServerName PSUNC . =] Run Date |08/24/2017 e
run control page, click on Recurrence =] Run Time |5 09 10FM Reset to Current DaterTime
Process Monitor link. Time Zone a

The report type and
format is defaulted to
Web and PDF. The other
format is CSV and export
the resuilts to Excel.

*Selection of the server
is required for the first
run.

Process List
Select Description

2 TL Student Hourly Report

“Format Distribution

| |FDF - |3|5tr|hut|m

“Type
Web

Process Type

SOUR Report

Process Hame

SOTLOOB

Cancel

o]
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7.

8.

On the Run Control ID
page, click on Process
Monitor link.

The process name is
SDTLO006, wait for the
Run Status/Distribution
Status to change to
Success and Posted.

Click on the Details link,
click on View Log/Trace
to view the PDF file.

Process List
View Process Request For

User ID|B02223369 Q

Sarver| x
Run Stalvi] =

Process List

Sulect Instance Seq. Process Type

PFrocess Detail

Process
Instance
Mame
Flun Status
Run

Run Contrsl ID &b
Lecatlan
Server

Recurrance

Date/Time

Request Created On
Run Anytime After
Began Process At

Ended Process Az

e | ElEs B

Mame -} Instance

Distribution Status >| W Save OnRefresh

Process Nama Usar

Trpe
Deseription
Distribution Status
Update Process
© Hold Request
© Queue Request
P Cancel Request
T iDelets Request
# Re-send Centent

Actions

Hun Date/Time

© Restart Requast

1 | . - Refresh
] b past
Hun Stats , 2"""" Dataits
e | [Fosd | [Detas |

10. Click on SDTLO06.pdf link to

view the report results.

View Log/Trace

532789

Report
ReportID 207596 Process Instance
Name SOTLOOG Process Type SOR Report
Run Status Success
TL Student Hourly Report

Distribution Details

Distribution Node

File List

SOTLOOG. pf

SGR_SDTLOOB 532789 log

s0t006_532788 . out

HSDPRD Expiration Date

File Size (bytes)
g 906

1,565

T

12/01/2017

Datetime Created

0872472017 5:14:30.207426PW PDT
0872472017 5:14:30.207426PW PDT
08/24/2017 5:14:30.207426FPM PDT

San Do State Usiversizy

11. The fields on the report Report: SDTLONS Time and Labor Shdemst Ruparted Houss Page 2 i
are the following: o ———— e e s ot o s et
] 10008684 Brdyg Srudest Tene, O 187 mﬂ q«u: :;:; Appraved  OEOLZ0NT
b Red ID _ 10008684 Brdg Student Trme.Cxr 1w ‘:.;‘I:\y‘ Agproved  OERLE0IT
« Emplid & Record o
I N
L] Name Sub- Total S 5 sme
° Position Number ] 100D4SE4  Brdg Shudent Tene,Os | mﬂ ‘uu; ;m' Approved  DRNLZ0Y
e Position Title (Working
Title) TOTAL  § 321708
e DeptiD
e Job Code (Class Code)
e Hourly Rate
e Total Hours
e Calculated Gross (Total
Hours x Hourly Rate)
e Status (Approved, Need
Approved or Denied)
¢ Pay Period End Date
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G) How to run T&L Student Payable Hours Report

This report will include student workers who have reported hours and approved, transmitted to
the State Controller’'s for payment.

Navigation: Main Menu >Workforce Administration > SDSUReports> TL Student Payable

Hours

Processing Steps

Screenshots

1. Use an existing Run
Control ID you have
saved from the previous
report. It will have the
same Pay Period End
Date and Department
IDs.

Find an Existing Value tab

Favorites » Main Menu »

ORACLE’

TL Student Payable Hours

Enter any infarmation you have and click Search. Leave fields hlank for a list of all values

Find an Existing Value Add a New value

Search Criteria

Search by: Run Control IDhegins W\t

[T Case Sensitive

Advanced Search

> Workforce Administration » > SDSU Reports » > TL Student Payable Hours

2. Change the data on the
Run Control page if you
want to run the report
for other Pay Period End
Date or by Emplid (s).

3. Must delete the Dept ID
if you are running the
report for a specific
Emplid or multiple
Emplids. Need to insert
a row to enter more
Emplids. This option is
to help review the
payable hours for a
specific employee.

4. Click on Run once you
have updated your
selection. Continue on
to Process Scheduler
Request page.

By Department IDs sample

TL Student Payable Hours

Run Contrel ID: Regort Manager Process Mostor

l *Pay Period End Date: 0AT12017 3 l I To find the Pay Périod End Date, click here [

Personalize | Find | View?2 | (2
| B 1of4 | B First 4 12ef
Last 2
Fmpl I OR Department
1 0, 1+ +[=
3, LE] =
a Retumn ta Sear ify »
By Emplid sample
TL Student Payable Hours
Run Contral 1D bt Fepon Manager

“Pay Period End Date: 0901720 To find tha Pay Pericd End Date_click hars

ew Al | K2 Fersansize nd | View Al | 2

v 120f B rist e

2-\8 Last 1% Last

Empl 10 OR

Department

W Save * Retumn to Search =1 MNotity » Add
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5. On Process Scheduler Process Scheduler Request
RequeSt page’ UserID 802228369 Run Control ID b
e Leave the Server Name
as PSUNX | Server Namel PSUNK ﬂ | Run Date 08/25/2017 [
Recurrencel ﬂ Run Time 217 21PM Reset to Current Date/Time
° Type as Web Time Zone Q
[ Format as PDF Process List
- Select Description Process Name Process Type “Type *Format Distribution
¢ CIICK on OK. ~ TL Student Approval Report SOTLOOS SCOR Report Web ~| | FDF « | [Distribution
¢ Return to the Run
Control ID page.
The report type and Cancel
format is defaulted to
Web and PDF. The other
format is CSV and export
the results to Excel.
6. On the Run Control ID
A TL Student Payable Hours To,view the resuits
page, click on Process \
Monitor link.
Run Control ID: bih Report Manager | Frocess Monitor | Lo
Process Instance:532981
Enter Pay Period End Date for the report
“Pay Petiod End Date:|08/01/2017  [[3{ To find the Pay Period End Date, click here
Enter either Emplid(s) or Department(s) D
Personalize | Find | view All | £ Personalize | Find | Yiew All | 2
Hd—il First ‘4 1ef1 |Ld—§1 First ‘4 12 of
b Last | 2 ‘b Last
Empl ID OR Department
1 qQ [+ [= | 1 50040 Q|H =
2 G006 Q| =
HlSave | |[Gh Return to Search [=] Natify & Add
7. The process name is
SDTLOO05, wait for the
Run Status/Distribution Bipsuantis:
Status to Change to View Process Request For
Success and Posted. UserDECITEIEE QL Type | =[G = i [Gee 5
Servar| > Name Q Instancze to
Run Status x Distribution Status x| F Save On Refresh
Process List Personalize | Find | View All | B2 | b Last
Seloct Instance  Seq. Process Type :'I'I"'I:" User fun DaterTime Run Status gj:'l’l:f"‘i"" Detalls
m S3n08 SOR Repon =:-;-.' | [ Cetaii= |
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8. Click on the Details link,
click on View Log/Trace
to view the PDF file.

Process Detail

Process

Instance 532961

Mame S|

9. Click on SDTLO05.pdf link to

Run Status

TL Student Approval Report
Distribution Details

Distribution Nede HSDFRD

File List

Name

SOTLO005 pof
SOR_S0OTLON5_532881 Iog
=dtl005_532881 out
Distribute To

Distribution 1D Type

User

Return

- Run
view the report results.
Run Contrel ID b
Location Serve
Server PSL
Recurreance
Date/Time
Request Created On [
Run Anytime After |
Began Process At [
Ended Process At [
O C
View Log/Trace
Report
ReportID 207868
Name sSOTLO0S
Run Status Success

Type

Description 1

Distribution Status
Update Process

 Hold Request

© Queue Request
@ Cancel Request
T Delete Request

7 Re-send Contant © Restart Request

Actions

Process Instance 5320981 Message Log

Process Type SOR Report

Expiratien Date 12/02/2017

File Size (bytes) Datetime Created

5,877 0B/25/2017 2:27:40.429120PM PDT
1,565 0B/25/2017 2:27:40.429120PM PDT
511 0B/22/2017 2:27:40.428120PM PDT

“Distribution 1D
B022278364

10. The fields on the report
are the following:

Repori: SDTLO0S
—-— ]

RedID EnpIDRCD  Name

¢ Emplid & Record
¢ Name

Legend fir Status Colammn
Approved-

Transmited-

e Position Number

e Position Title (Working
Title)

. DeptID

e Job Code (Class Code)
e Hourly Rate

e Total Hours

e Estimated Gross (Total
Hours x Hourly Rate)

e Status (Approved or
Transmitted)

e Pay Period End Date

SanDiegp Stae Univemity

Time and Lahor §tudent Payahle Hours Page 1

Pay Feriod EndDate:  08/01/2017

Position _ Pasition Tifle Job Cd Houly Rt TotalHours Est.Gross  Siatw PPEnd Date

10004684 Brdg Stadent Tene O 1875 Teansmitted 081012017
10004684 Brdg Stadent Tene O 1875 Teansmitted 081012017
10004684 Brdg Shudent TmeOxe 1875 Teansmitted DFML20L7
10004684 Brdg Stadent Tene O 1875 Teansmitted 081012017

TOTAL  § 3186.64

approved payshle Touss, processed by Payeell  ervizes
fransmitted 10 State Contnller s Office for payment
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Business Process Guides and training video are available on Time and Labor SharePoint site:
https://sdsuedu.sharepoint.com/sites/BFA/HR/payroll/Pages/Time-and-Labor.aspx

Student Pay Day Schedule: https://sdsuedu.sharepoint.com/sites/BFA/HR/payroll/Pages/Stud-Pay-Schedule.aspx

If you have any questions or concerns regarding Time and Labor, please call Payroll Services.  Here is the
Link to find your Payroll Technician: https://sdsuedu.sharepoint.com/sites/BFA/HR/payroll/Pages/Payroll-

Technician.aspx
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