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Procedure

a URI E-Campus System - Microsoft Internet Explorer

Fle Edit VYiew Favorites Tools Help |ﬂ'

eﬁad(va@@(h‘pkarm‘in‘@‘ﬁvontes@@-%vJ‘@@}@ 5

Wy Web Search | Psearch |+| address @) o, rercmisar e T032pspescey Y EVPLOYVEE HRM h Ptab=DEFALLT s He

PeopleSoft.
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Search:
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[ My Favorites

I URI Advisor Appt Scheduling
[» 3elf Senice

[» Manager Self Senice

l» Waorkforce Administration

[ Time and Lakar

[» Payroll for North America

[» Organizational Development
[» Records and Enrollment

[» Financial Aid

[» SetUp HRMS

[ Reporting Tools

l» PeopleToals

- My Personalizations

- My System Prafile
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g
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Step | Action

1. Under the Menu Bar, Click on the Manager Self Service link

[ Manager Self Service)
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a Base Navigation Page - Microsoft Internet Explorer

Fle Edt View Favorites Tools Help

e&m-o-@@;{hpSearm*Favorims@‘Bv%vu“(fj@}@ i

My Wieh Search| Hearch || Address @htms:ffecampus.umedu:?01sfpspfsahrprod;EMPLovEE;HRMSJstEBLIB_FfrPP_sc.HOMEPAGE.HeldFormule j Go

PeapleSoft,
Ve &

Home | AddtoFavortes

| Sign out

Search:
) ; Manager Self Service

b My Favarites _ _ _ - _
I Seff Sepvice Navigate to self service information and activities for people reporting to you.
+ [anager Self Senice Approve Time and Exceptions View Time

[+ Time Management Approve reported or payable time, overtime and absence requests, and View calendars, balances, forecasted and payable time, accumulators
b Workforce Administration Manage excepions. and more
b Tirme and Labar | Reported Time | Payable Time Summary
0> Payroll for North America IE Payabe Time Detai

[» Organizational Development
[» Records and Enrallment

[» Financial Aid

[» SetUp HRMS

[» Reparting Tools

[» PeopleTaals

- My Persanalizations

- My System Profile

¢ [T T e
M I@ Base Navigation Page... @ ﬁg; 541 AM

Step Action

2. Under the Approve Time and Exceptions folder, click on Reported Time.
=] 2|
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a Reported Time - Microsoft Internet Explorer Jﬂﬂ
File Edit View Favorites Tools Help | "'lr

2 A ; - = -
@Ead-@-ﬂ@xﬂ‘pmm *Fauorit&s@ @-gﬁ,-J‘@@k@j =
My Web Search | Psearch | »| address |@ hth:s:,f,-’ecampus‘ur\.edu:?U16,fpsp,-'sahrprodeMPLOYEE,I'I-IRMS,JC,J'C»'-\P’I'URE_'I'IME_AND_LABOR.TL_MSS_EE_j Go

PeopleSoft. —
Mo B

Add to Favorites | Sign out

Search: Mew Window | Help | Custarnize Page | ,, =
[ My Favorites .
b Self Senice Approve Reported Time
7 Manager Self Senvice -
= Time Management Tlmesheet Summary
= Approve Time and = GelEmployees
Exceptions Descrint Val
— Reported Time escription ale

> View Time Group ID |d4010 Q
I» Worldorce Administration
> Time and Labar EmpliD I Q
[ Payroll for Narth America I—
[» Organizational Development Empl Red Nor Q
b Record_s and Enrallment Job Code I—Q
[ Financial Aid
I 3etUp HRMS Job Description I Q
[» Reporting Tools
I» PeapleTools Department I Q
— My Personalizations )
- My System Profile SupenvisorlD I Q

Position Number I Q |

ViewBy: |Week 7| Date: [071712007 ) (BRefresh) e presious Week Next Wesk »»
Employees For , Time Needing Approval From 07/44/2007 - 0712012007 o
4 F
] Done r |— r |— ﬁ%— i nternet

) start] [ &) Reported Time - Hic.. « W sa2 M

Step | Action

3. To get a listing of your employees, type in the Group ID that you want.

D+department number (i.e. D4010) will give you all employees in your department
that need to have hours entered.

S+department number (i.e. S4010)will give you a list of your students

I+department number (i.e. 14010) will give you a list of your internal employees that
need to have hours entered.
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4 Reported Time - Microsoft Internet Explorer B

]
A 2

ezl JoupDE ’

Psearch |+ Address I@htms:fﬂwerc.mis‘uri.edu:?UEprspfcsdev1fEMPLOYEEfHRMSfchAPTURE_ﬂME_AND_LABOR.ﬂ_MSS_EE_SFj Go

Fle Edt View Favorites Todls Help

eBad( v \) v D @ %‘pSeardﬂ *Favorites E’}

Wy Wieh Search I

PeopleSoft.

_Home | AddioFavories | Sionout
Search: New Windaw | Help | Customize Page | = 4]
[ My Favarites \
5 URl Adisement Approve Reported Time
[» Self Service .
 Manager Self Senice TII'I'IEShEEt Summary
7 Time Management =
= Approve Time and o Get Employees
Exceptions Description Value
- Reported Time Group D |D4UWU Q

[ Repart Time

b View Time EmpliD [ q
[» Workforce Administration l—
[> Time and Labor ELL .
[» Payrall for Morth America Job Code I Q

[ Organizational Development

[ Records and Enrollment Jab Description | Q
[ Financial Aid
[ SetUp HRNS Department I Q
[ Reporting Toals )

b PeapleTools Supenisor|D | Q

- My Personalizations )
- My Syt Frofle Fositon Nurmber I Q ~

View By: IWEEK 'I Date: UTHU]QUUJ E‘j £ Retiesh =2 Previous Week et Week ==

Employees For , Time Needing Approval From 07/14/2007 - 07/20/2007 v
q )

A [TT T BRwee
Ml@ Reported Time - Hicr.. a iyl asian

Step Action

4, Make sure the Date falls within the pay period week you wish to approve hours for.
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#) Reported Time - Microsoft Internet Explorer 18| x|
Fle Edit View Favortes Todls Help 4'
B L ; ; IR — -
egmvk)-D@%‘pSearm %{Favoﬂtes@@'Kﬁ'_J \j@}@ %
My Web Search I Address I@htlps: Jfherc.mi 7032 pap fcadey 1/EMPLOYEE/HRMS c/CAPTURE_TIME_AND_LABOR.TL_MSS_EE
I)eopleSOfts Home | Add to Favorites | Sign out
Search: Naw Windaw | Help | Customize Page |,1 A
[ Ny Favarites .
||> URI Adviserment Approve Reported Time
[» Self Senvice .
- lanager Self Senvice Timesheet Summary
= Time Management =
7 Approve Time and o s
Exceptions Description Value
- Reported Time Group ID |D4D1D Q
[ Repart Time
b View Time EmpliD | Q

[ Workforce Administration l—
[* Time and Labor 2L L Q

[ Payroll for Marth America Jab Code |

[+ Organizational Development A
[ Records and Enroliment Job Description I Q
[* Financial Aid

[ Set Up HRMS Department I—O\
[+ Reporting Toals ‘
I PeapleToals Supenisor|D | T Q

— My Personalizations )
iy Sustem Profle Pasition Number | Q |

View By |Week 'I Date: 07!10!‘2001 [ [@Refech | << Pravious Week Next Wegk ==

Employees For , Time Needing Approval From 0711412007 - 072012007 =
q »

F DT (B [ temet
) start| | &] Reported Time - Hicr.. « Bl asian
8 5t2t] [ Reported Tme -t [« 2 st

Step Action

5. Click on Get Employees.

Get Employees |
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7 Reported Time - Microsoft Internet Explorer MEIES

Fle Edit View Favorites Took Hep "’I
/ | U ‘ A~ :

eEad(-\)-D@\_lj pSearmNFavorltes@ﬁvhﬁvu”'\j@}@ i

My Weh Searcn | Paearch |»| Address I@htms:ffherc.mis‘uri.edu:?U32fpsp,’csdev1fEMPLOYEEfHRMSfchAP'ﬂ.IRE_'I'IME_AND_LABOR.'I'L_MSS_EE_SFj Go

PeapleSoft.

Home | AddtoFavories | Sign out
. ‘
Search: : I J
@ Pasttion Mumber I Q
[+ My Favorites
g gzw{ggﬁsemem Selectan employee and click on the apprave or deny hutton below to approve or deny the emplovee's
- Janager Sef Senvce time. Click onthe employee's name to view, approve andior deny the emplovee’s time. You may select
< Time Hanagement different view by options - by week, by date, all fime befare or all fime after the specified date.
< Apprave Time and
Excegtons ViewBy: | Veek Hlovate 0200 Bhebed)  cpioustiesk Nedleskos
- Reported Time
[ Report Time
[ View Time
b Warkfarce Administrafion Employees For , Time Needing Approval From 07/08/2007 - 0711412007
[ Time and Labor
[ Payroll for North America . Hourstobe Reported  Scheduled . Approved/Submitted Denied
b Organizaional Development | et Hame Ablescrplon — pvoed Hows  Hows P hours Hours
» Records and Enrallment o
1 Financial Aid M Adams Winker Student Help-Institutional 20,00 20,00 000 000 00
[ SetUp HRHNS B Pay
[ Reparting Tools e T Student Help-nstiutional
> PeogleTols " Murray Maggie Pay 18.00 18.00 0.00 0.00 0
- Wi Personalizations Studert Help-nstiuional
- My Sistem Profil [ Shepard, Jack Pay F 1850 1550 0.00 0.00 00
ottt  Oclearsl gy |
Aagrave Selectd | Deny Selectd. |
GoTo:  Manager Self Senice
Time lanagement
Repor Time —
r
i b
g |_|_|_|_|E_ @ Internzt
fﬂstart”@ Reported Time - Mic.. « W g5
Step Action
6. Here is a list of all employees in the Group ID that have hours needing approval.

To view them individual, click on a name.
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#} Reported Time - Microsoft Internet Explorer =18 x|
Fle Edt View Favortes Tools Help |',"
A A o - :

OBack-\)-D @ Jj‘pSeardw . Favorites E) L:Z'“?"_J J@ﬁfﬂj &
My Weh Search | Psearch | +| Address I@htms:fﬂwerc.mis‘uri.edu:?U32fpsp,’csdevleMPLOYEENRMS,’chAP’H.IRE_'I'IME_AND_LABOR.'I'L_MSS_EE_SFj GO
PeopleSOft‘ Home | AddioFavores | Smou

. - - -
Search: 9 ViewBy: |TimePeiod ¥|  Date (0710812007 B (2 et == Previous Time Period  Mext Time Period = 4
S i Faiotes Reported Hours:  40.00Hours  Scheduled Hours:  0.00 Hours Next Emplavee ==
[ URI Advisement
[» Self Senvice From Sunday 07/08/2007 to Saturday 07/21/2007
7 Manager Self Serice {Timesheet | [F0

< Time Wanagement s
< Approve Time and Sun Mon Tue Wed Thu Ffni Sat Sun Mon Tue Wed Thu Fi  Sat
Excepfions 78 79 7HO T M2 TH3 TM4 M5 TH6  TMT  TM8  TM9 T2 71 Total Time Reporting Co
- Reported Time |5.UU W 500 |5.00 | | 5.00| 5000 &00 5‘00| 4U.UU|IRG-UR\ Intzrmal |
[ Repart Time
[» View Time Submit
I Workforce Administration 4'
[ Time and Labar 0 Reparted Time Status - click ta hide
[+ Payrall far Morth America )
b Organizational Development Select Date Status Total Time Reparting Code Comments
[» Records and Enrollment [T 07/08/2007 MNeeds Approval 500 RG Q
[ Financial Aid
b Reporting Toals [ 07H1/2007 Needs pproval 500IRG (2
[ PeopleTools
- My Personalizations [© 074212007 Needs Approval 5001RG Q
"L agar tulle I O7HBR007 Needs Approva 500 R6 0
[T 07H7/2007 Needs Approval 500 IRG Q
[T 07H8/2007 Meeds Approval 200 IRG Q
[T 07H9/2007 MNeeds Approval 500 IRG Q o
SelectAll Deselect All Approve Selected Deny Selected |
0 Reported Hours Summary - click to view
r‘ Ralanres - rlirk tn view A
‘ | 3
& [T T T (B wtemet
gl_'fsmt”@ Reported Time - Micr... « iy W o5ty

Step Action

7. It shows a listing of all hours for the entire pay period that need approval.
If approving all, click on Select All.
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a Reported Time - Microsoft Internet Explorer

Fle Edit View Favorites Took Help

=l8x

"‘Il

@Badﬂ v O v D @ k;j pSeardﬂ *Fauorites @

LB JoErDd 8

PeopleSoft.

My Web Search | Peearch |+| Address I@htms:,’fherc.mis.uri.edu:?U32fpsp,’csdev 1fEMPLOYEEﬂ-IRMS;’c;’CAP’H.IRE_TIME_AI\ID_LABOR.TL_MSS_EE_SFj Go

Home | AddtoFavories | Sign out
Search % Viewdy: [TmePeriod ¥| Date: [07082007 5) (@etesh)  <<Preious Time Period  Ned Time Periog»» E
bl Faunes Reported Hours: 4000 Hours ~ Scheduled Hours: - 0.00 Hours Ned Emplovee ==
[» URI Advisement
I Self Senvice From Sunday 07/08/2007 to Saturday 07/21/2007
= Manager Self Sanvice Timeshest | )
= Time Management mesiee
 Approve Time and Sn Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed T Fi  Sat
Excepiions 78 79 70 ™M1 M2 M3 A4 TA5 M6 THT M8 M9 TIX  TIM Total Time Reporting Co
- Reported Time boo oo oo oo [ [ [ [soof soo[ swo[son[ | 4000 RS- Rl ntmall
[» Repart Time
[» View Time Submit
[» Workforce Administration
[» Time and Labor © Reported Time Status - dlick to hide
[> Payrall for North America ) )
b Organizational Development | Select Date Stalus Total Time Reporting Code ~ Comments
[ Records and Enrallment [¥ 070812007 Needs Approval 500 IRG Q)
[» Financial Aid
¥ Reporting Tocls ¥ 07412007 Neads Approval 500 IRG 0
[» PeopleTools
- iy Personalizfions ¢ 074212007 Meeds Approval 500 IRG Q
" Livsictem Profle B 07A8R007 Needs Approval 500 RG !
¢ 077712007 Meeds Approval 500 IRG Q
¢ 07A8/2007 Needs Approval 500 IRG Q
¢ 074912007 Meeds Approval 500 IRG Q m
SeletAll  DeselectAll Apprave Selected Deny Selected |

0 Repored Hours Summary - click to view

P Ralanres - flick tnview
i

i

€
M ] Reportzd Time - Micr..

| )
[T T T Blemere

Step | Action

8. Click the Approve Selected button.
Apprave Selected
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J Reported Time - Mi

soft Internet Explorer
Fle Edit ‘View Favorites Tools  Help

eﬁad(va@ @ {h‘p&arm ‘L"n\L(‘Favorites @‘B'% 'J‘\j@’@

Iy Web Search I

PeopleSoft,
(e &

Search:
®)

[» ly Favorites
[ URI Advisement
[» Self Senice
= Manager Self Senice
+ Time Management
= Approve Time and
Exceptions

[ Report Time

[» View Time
[» Workforce Administration
[> Time and Labar
> Payroll for North America
[> Organizational Development
[ Records and Enroliment
[» Financial Aid
[» SetUp HRMS
[> Reporting Tools
[ PeapleTools
- My Persanalizations
- My System Profile

Are you sure you want to approve the time selected? (13204,2500)

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

o]

Psearch |+| Address I@hrn:s:,’jherc‘mis.uri‘edu:?ﬂHprsp,’csdevleMPLOYEEﬂ-IRMS,’chAP'I'URE_'I'IME_AND_LABOR.TL_MSS_EE_SF j Go

| Addto Favorites |

Sign out

New Window | Help

hittp

Cancel

@ Done
4] start] | &] Reported Time - Micr..

RN T —

Step | Action

9.
0K

Click the Ok (Enter) button.
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a Reported Time - Microsoft Internet Explorer Jﬁ ﬂ
Fle Edt View Favorites Tools Help ﬂ'
eBm-O-@@{h‘pSearm *Favorites@ @'%'J OEhmE &

Wy Ve Search |

PeopleSoft,
=)

Search:
®

I My Favarites
[ URI Advisement
[» Self Service
~ Manager Self Senice
7 Time Management
= Approve Time and
Exceptions

[ Report Time

[» View Time
[ Workforce Administration
[ Time and Lahor
[+ Payrall for Morth America
[ Organizational Development
[ Records and Enrallment
[» Financial Aid
> SetUp HRNS
[ Reporting Toals
[ PeopleTools
- My Personalizations
— My System Profile

Timesheet

HSearch | 7| Address I@htms:fﬂwerc.mis‘uri.edu:?U32fpspfcsdev1fEMPLOYEEfHRMSfchAP'ﬂ.IRE_'I'IME_AND_LABOR.'I'L_MSS_EE_SFj GO

| Add to Favortes | Sign out

New Window | Help | Customize Page |

Approve Confirmation

v

The Apprave was successful.

@ Dane

M |1 Reported Time - Hicr.

[T T B
« il a5

Step Action
10. | Click OK.
Lok]
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a Reported Time - Microsoft Internet Explorer Jilﬁ

File Edt View Favorites Tools Help 'l'lr
@BadﬂvO-D @ k;j‘jOSeardﬂ u:;/nlgFaumites {‘) ﬁv; 'J (j@ﬁ[éj %
My Ve Searcn | Aderess. 8] htps herc s r.ecu: T132]pspjcsdev:EVPLOYE HRMS/c/CAPTURE TIME _AND_LagoR.TL s £ ssv| (£ o

PeopleSoft.
(e &

| Addto Favorites | Sian out

Search: 5 View By: |Time Peiod 7|  Date |UTIUBJ‘EUUTEQ L Retresh | << Pravious Time Period Next Time Period = 4
b Wy Faverites Reported Hours: 4000 Hours  Scheduled Hours: 000 Haurs Hext Emploves ==
[ URI Advisement
[» Self Service From Sunday 07/08/2007 to Saturday 07/21/2007
7 Manager Self Semvice Timeshest
7 Time WManagement mesnee
 Approve Time and Sun Mon Tue Wed Thu Fi Sat Sun Mon Tue Wed Thu Fi  Sat
Excepions 78 78 THO 7M1 TM2 TM3 TM4 TH5 76 TMT TM8  TH9 720 721 Total Time Reporting Co
- Reported Time |5.UU |5.UU 500 |5.00 | | S.Uﬂl 500 | 500 S‘Uﬂl 4U.UU|IRG-URHnternaH

[» Report Time

[> View Time Submit

[ Workdorce Administration

I Time and Labar € Reported Time Status - dlick to hids

[» Payroll for North America ) )

{> Organizational Development Date Status Total Time Reporting Code Comments

[ Records and Enrallment 07109/2007  Approved 500 IRG Q

[» Financial Aid

> Set Up HRIS 07H0I2007  Approved 200 RG Q

[ Reparting Tools 07111/2007  Approved 500 1RG Q

I PeopleTools

iy Personalizations 071212007 Approved 200 RG Q

- My System Profile 07HB/2007  Approved 500 RG Q
07M7/2007  Approved 500 RG Q
0718/2007  Approved 500 RG Q
07M9/2007  Approved 500 IRG Q

O Reported Hours Summary - click to view b

0 Balances - click fo view

GoTo:  Manager Self Service

Timmom Flmimom oo inn mom b A4
1

| )
5 BN
lﬂﬁtart”W « 4l 52

Step | Action

11. | To continue approving by individual, click on Next Employee.
Mext Emplovee ==
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/3 Reported Time - Microsoft Internet Explorer 18]
File Edit View Favortes Tools  Help 4"
@& A JL ; R — "

@Ead{vaD @ kIj‘.}OSeard'| ¢ Favartes {‘3 @- & 'J &) ol fej @
My Web Search I Psearch || Address I@hru:s:fmerc.mis‘uri.edu:?D3prspfcsdev1,'EMPLOYEE,"r-IRMSfchAP’I‘URE_HME_AI‘ID_LABOR.TL_MSS_EE_SF j Go
I)eOpleSOfts | AddtoFavorites | Sign out
Search: fT\mesheet N d

® Sin Mon Tue Wed Thu Fri  Sat Sun Mon Tue Wed Thu Fri Sat
b Wy Favories 78 79 7M0 7M1 TM2 TM3 TM4 TM5 TM6  TM7  TM8  TM9 720 71 Total  TimeReporfing Co
Eg;‘fgg‘:ﬁg‘em [ [eo0 oo 500 [so0 | 500 [ 500 [ £00[ &m0 44,00 [Re-URI inemal |
7 Manager Self Service ;
Submit
= Time Management w
7 Approve Time and € Reported Time Status - click o hide
Exceptions
- Reported Time Date Status Total Time Reporting Code Comments
[> Report Time 07/08/2007  Approved 6.00 IRG Q
[» View Time
[ Workforce Administration D7H0/2007 - Approved BO0IRE Q
[ Time and Lahor 0711112007 Appraved G.00IRG Q
Pt LT 0722007 Approved 800 RG
> Organizational Development P ’ O
I» Records and Enrollment 071612007 Approved S00RG 0
b Financial Ad OTATI00T  Appraved 500 RS O
[» Set Up HRMS
[ Reparting Tools 071812007 Approved 2.00 IRG Q
b PeopleToals 07H912007  Approved 500 RG o
- My Personalizations
- My System Profile
@ Reported Hours Summar - dlick to view
o Balances - click to view
GoTo:  Manager Self Senice
Time Management
Punch Timesheet
Refurn to Select Employvee
q | o
@ ERRREES
@/start| | &) Reported Time - Mic.. « 0l 1014

Step Action
12. | To Approve by Group, Click on the Return to Select Employee to bring you back
to the list of employees needing time approved.
Eeturn to Select Emplovee
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a Reported Time - Microsoft Internet Explorer Jﬁ ﬁ

File Edt View Favorites Tools Help 4!'
i T = P

eﬁadﬂve-D @ \_Ij‘pSeardﬂ u:;/nlgFaumites G} LCE' _;?, 'J \'j@h [éj o

My Web Search |

PeopleSoft.
[T
®

[» My Favarites

I URI Advisement

[» Self Service

[~ Manager Self Semvice

7 Time WManagement
= Approve Time and

Aderess. 8] htps hercms . ecu: T032]pspjcsdev: EVPLOYEE IHRMS/c/CAPTURE TIME _AND_LagoR.TL s £ ssv| (£ o

Add to Favorites | Sian out
Supenisor 1D I 6}
Position Number I Q

Selectan emplovee and click on the approve or deny button below to approve or deny the emplovee's
time. Click onthe employee's name to view, apprave andfor deny the employee’s fime. You may select
different view by options - by week, by date, alltime hefore or alltime after the specified date.

Report Time

1

Exceptions
- Reported Time View By: IWEEK j Date: IU?J“] 0i2007 Eﬂ 2 Rettesh =2 Previous Week Net Weel ==
[» Report Time
[> View Time
[ Workdorce Administration
b Time and Labor Employees For , Time Needing Approval From 07H5/2007 - 0712112007
[» Payroll for North America
> Organizational Development Select Name Job Descriotion Hourstobe Reported Scheduled Excention Approved/Submitted Denied
I Records and Enroliment === = +00 DesCription Approved  Hours Hours puoM ours Hours
[» Financial Aid
[ Set Up HRMS = Student Help-Institutiona
urray, Magg 18.00 18.00 0.00 0.00 0.0
I Reporting Taals [l lagge Pay
i PeopleTaols Student Help-Institutiona
— My Personalizations I" Shepard Jack Pay 1500 15.00 000 000 00
— My System Prafile
selectdl [ cearsl  sonpy |
Approve Selected | Deny Selected |
GoTo  Manager Self Senice

Time Management

L4

of

€
f.ﬂstart| |@ Reported Time - Micr...

(T B
« W 1015

Step

Action

13.

Click the Select All button.

**Please note that when approving by group, the system only approves one week at a

time. **
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/J Reported Time - Microsoft Internet Explorer =18
File Edit View Favorites Tools Help .ﬁ'
oﬁadevD@%‘pSearm *Fauorims@@-;-J J@}@ 5

My Web Search |

PeopleSoft.
Wew @]

Search:
®

[ URI Advisement
[» Self Senice
= Manager 3elf Semice
= Time Management
7 Approve Time and
Exceptions
[» Report Time
[» View Time
[» Workforce Administration
[» Time and Labor
[> Payroll for Morth America

||> Wy Favarites

Address I@ https: {fherc.mis, uri,edu: 7032 /psp /csdey 1 EMPLOYEE HRMS /e [CAPTURE TIME_AND_LABOR.TL_MS5_EE SR j Go

| Add to Favorites

| Sian out

— :
[ a

Select an employee and click on the approve or deny button helow to approve or deny the employee's
time. Click on the employee's name to view, approve andlor deny the employee's time. You may select
different view by options - by week, by date, all ime before or all time after the specified date.

SupenisarlD

Pasitian Mumber

ViewBy: | Week x| vater [07r102007 ) BRetiesh) e provious wesk Nex Wesk =+

Employees For, Time Needing Approval From 07/15/2007 - 07/21/2007

> Organizational Development Select  Name Job Descrintion Hourstobe Reported Scheduled Excention Approved Submitied Denied
[» Records and Enroliment = = <00 Zescrption Aporoved  Hours Hours PO ours Hours
[» Financial Aid
[ 3etUp HRNS ’ . Student Help-Institutional
v Murray. Maggie 18.00 18.00 0.00 0.00 0.0
[ Reparting Tools W Hura boogle Pay
b PeapleTogls Student Help-Institutional
o =y, S ¥ Shepard Jack P 1500 1500 0.00 0.00 00
- My System Profile
setdl  CQkardl  sonpy] =
Approve Selected | Dieny Selected |
GoTo:  Manager Seff Serice
Time Management
Report Time
{ L|_
[ [T T T 15[ memet
#)start] [ &1 Reported Time - Hic.. « Bl 15 A
Step | Action
14. | Click Approve Selected

Approve Selected |
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Fle Edit View Favorites Tools Help ﬁ"
@Eadﬁ-O-@@{h‘pSeam *Fauorit&s@@v%vJ‘@@}@ =

My Web Search |

PeopleSoft.
(We &

Search:
[ My Favorites
b URI Addsement Are you sure you wart to approve the fime selected? (13504,2500)
[» Self Senice
7 Manager Self Senice Once the page is saved, the time cannat be "Unappraved”
VT":E Mana_?ementd Press OK to Apprave or press Cancel to not save the appraval
= Approve Time an
Exceptions il ﬂl
- Reported Time
[> Repaort Time
[» View Time

I» Worldorce Administration
[» Time and Labor

> Payroll far Narth America
[ Organizational Development
I Records and Enrollment
I» Financial Aid

[ SetUp HRMS

[» Reporting Tools

[ PeopleTools

— My Personalizations

— My System Profile

@ Dane
£Bsmt| €] Reported Time - Micr...

Address I@ hittps:/fherc.mis.uri. edu: 7032/psp/csdev leMPLOYEEﬂ-IRMSfchAP'I'URE_T[ME_AND_LAEOR.TL_MSS_EE_SFj Go

Add to Favorites

Hew Windaw | Help

htkp

BEEE-T T
« B a7 AN

Step Action

15. | Click the Ok (Enter) button.
QK

Page 16

Last changed on: 9/9/2008 10:25 AM



Oracle User
Productivity Kit

Business Process Document
URI-e-Campus-HR Documentation: Time Approval

a Reported Time - Microsoft Internet Explorer

Fle Edt View Favorites Tools Help

egack.O- @ @ (h‘pSearm ‘zn:(Favorites @‘ﬁ'% 'J‘\j@’ E"j

My Weh Search I

PeopleSoft.
e &

Search:
®)

[+ My Favarites
[ URI Advisement
[» 3elf Senvice
7 Manager Self Senice
7 Time Management
7 Apprave Time and
Bxceptions

[ Repart Time

[> View Time
[» Workforce Administration
[» Time and Labor
[» Payroll for North America
[» Organizational Development
[» Records and Enroliment
[> Financial Aid
[ SetUp HRNS
[ Reporting Tools
[ PeopleTools
- My Personalizations
- My System Profile

Pseardy |+ Address I@htms:fﬂwerc.mis‘uri.edu:?USprspfcsdev1fEMPLOYEEfHRMSfchAPTURE_ﬂME_AND_LABOR.ﬂ_MSS_EE_SFj GO

Timesheet

Home

| Addto Favortes | Sign out

Mew Window | Help | Customize Pag Saved

Approve Confirmation

V The Apprave was successiul,

@ Dane

M |@ Reported Time - Micr...

RENE: o

Step | Action

16. | Click OK.
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7} Reported Time - Microsoft Internet Explorer =18 x]
File Edit View Favortes Tools Help .1,"
eﬁad(vaD@?ﬂ‘p&arm‘zﬂ'\?momse}B-;vJ J@}E&j a

My \Web Search I

PeopleSoft.
(e 8

Search:
®

[> My Favorites
[ URI Advisement
[» Self Senvice
7 Manager Self Semvice
= Time Management
= Approve Time and
Exceptions
[ Report Time
[» View Time
[» Workforce Administration
[> Time and Labor
[» Payroll for Narth America
[ Qrganizational Development
[ Records and Enrollment
> Financial Aid
[» Set Up HRIS
[ Repaorting Tools
[ PeopleTools
- My Personalizations

Psearch || Address I@hﬂps:ﬂherc.m

du: 7032/sp/csclev 1/EMPLO VEE /HRMS C/CAPTLRE TIVE _AND LABCR.TL_SS_EE

- My System Profile

aloup L
EmpliD

Empl Red Nor
Job Code

Job Description
Department
Supenisor D

Position Number

There were ng employees found with Reported Time to approve hased upen your selection criteria,

| Sign out

Add to Favorites

ussvs % :
e :
[ a
[ a
[ a
[ a
[ a
[ a

View By: |Week

o ate: (07102007 ) (BRefish] << Prayious Week Next Wasl =

Employees For , Time Needing Approval From 07/08/2007 - 07/14/2007

Job Hourstobe Reported Scheduled . Approved/Submitted Denied Employ
Select - llame Description Approved  Hours Hours Exception Hours Hours D
[ MName 0.00 0.00 0.00 0.00 0.00
seletdl  OlCleardl  sonpy - a2
Approve Selected | Deny Selected |

finTer
‘Iﬂﬂ

Mananer Self Senire

| f

T Blmens

&
! start| | &] Reported Time - Hicr..

«ﬁ! 10:13 AM

Step

Action

17.

Click on the Next Week link to approve the next week.
Mext Weel ==
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File Edt View Favorites Tools Help .‘7,'
o/ L : ; I ,-
eﬁadv\)vD@\/ﬂ‘pSeamM‘Favont&s@@vhﬁ,vJ‘@@}@ &
My Web Search | Hazarch | »| Address @htqu:fﬂ1erc.mis.uri.edu:}'USprspfcsdevleMPLOYEEjHRMSfchAPTURE_ﬂME_AI‘lD_LABORTI'L_MSS_EE_SFj Go
F)eopleSOft3 Home | Add to Favorites | Sign out
m—® Supenisor D I Q
by Favoites Position Number | Q
|[> URI Advisement
[+ Self Senvice , )
< Hanager Self Senvice Select an emplavee and click onthe apprave or deny hutton below to approve or deny the emploves's
< Time Management fime. Click on the employee’s name to view, approve and/or deny the emplovee's time. You may select
© Approve Time and different view hy options - by week, by date, all time before or all time after the specified date.
Exceptions
i View By. | Week 2| vate o007 W @Reth]  ccprajouswesk  Medeskes
[ Report Time
[> View Time
[ Workforce Administration
b Time andLabor Employaes For, Time Needing Approval From 07A5/2007 - 0712112007
[+ Payroll for North America
[ Organizational Development dect Name Job Descrintion Hoursto be Reported  Scheduled Excention Approved Submitted Denied
- Records and Enrollment =me T <0b escription Approved  Hours  Hours PO Yours Hours
[> Financial Aid
[ SetUp HRNS . . Student Help-Institutional
v Murray. lagaie 18.00 18.00 0.00 0.00 0.0
> Reporting Toals W e s Pay
[ PeopleTools I
e W Shepard, Jack Sta”yde”‘ Repnsiutonal e 450 000 000 00
— My System Profile
selectdll  clearsl sty |
Approve Selected | Deny Selected |

GoTo:  Manager Self Service
Time WManagement
Report Time

-

q Ll_
@ javascript:submitAction_win0(document.wind, DERIVED_TL_MNGR_SELECT ALL); |_r|_|_|_é_ i Internet

Startl ReportedTme Micr... « AQJ 10:18 AM

Step Action

18. Click the Select All link.
Select All
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/] Reported Time - Microsoft Internet Explorer =18
File Edt View Favorites Tools Help .1,'
eﬁadiveva@/{h‘pSearm*FavorimsE}@v:\?vJ \j@}@ &
My VWeb Search | Address I@htms:fﬂwerc.mis‘uri.edu:?USprspfcsdev1fEMPLOYEEﬂ'(RMS;’chAPTLIRE_'I'IME_AND_LABOR.'I'L_MSS_EE_SFj Go
PGOplGSOft; Home | Add o Favories | Sanou
Search @ Supeniser D I a
5 iy Favores Position Number I 6}
[ URI Advisement
> Self Senvice ! )
> anager Seff Senice Select an employee and click on the approve or deny button below to approve or deny the employee’s
< Time Management time. Click onthe employee's name to view, apprave andfor deny the employee’s fime. You may select
= Approve Time and different view hy options - by week, by date, all ime hefare or alltime after the specified date.
Exceptions
- Reporied Time ViewBy: |Wesk 2| oater [o772007 B (BReteh] << previgus vieek NextWesk =
[> Report Time
[> View Time
I Workfarce Administratian
U Time and Laor Employees For , Time Needing Approval From 07/5/2007 - 07/24/2007
[ Payroll for North America
> Organizational Development ) Hourstobe Reported Scheduled _ Approved/Submitted Denied
» Records and Enroliment Select HName Job Description Approved  Hours Hours Exception Hours Hours
I» Finangial Aid
[ Set Up HRMS , | Manm Student Help-Institutional
v Nurray, Magaie 18.00 18.00 0.00 000 0a
[ Reparting Tools W s g Pay
[ PeopleTools st
i Ppe[sonalizatmns W Shepard Jack gt;ydentHelp Institutional 1500 1500 0 0o 0
— My System Prafile
selectal  ClCkaral  sonty |
Approve Selected | Deny Selected |
GoTo:  Manager Self Senice
Time Management
Repart Time
{ o
& |—|—|—|—|—[§ ) Internst
Msmt”@ Reported Time - Micr... « ﬁ! 10:13 AM

Step

Action

19.

Click the Approve Selected button.

Approve Selected
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PeopleSOft3 Home | AddtoFavories | Sign out
Ve &)

Search:

@ New Window Help

ikt

[+ My Favarites

I UR Advisement Are you sure you wantto approve the time selected? (13504 2500)
[ 3elf Senvice
7 Manager Sef Senice Once the page is saved. the time cannot be “Unapproved”
© Time Management Prass OKto Approve or press Cancel to not save the approval,
7 Apprave Time and
Bxceptions il

[ Repart Time

[> View Time
[» Workforce Administration
[» Time and Labor
[» Payroll for North America
[» Organizational Development
[» Records and Enroliment
[> Financial Aid
[ SetUp HRNS
[ Reporting Tools
[ PeopleTools
- My Personalizations
- My System Profile

Cancel

e [T T Bmens
MI@ Reported Time - Micr... «ﬁ! 10:13 AM

Step | Action

20. | Click the Ok (Enter) button.
QK
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Fle Edt View Favorites Tools

; Reported Time - Microsoft Internet Explorer

Help

=8|
L

¢ MO MOIEEN

‘ pSeardﬂ *Favorit&s @

-l B ) OENDE 8

My Web Search |

PeopleSoft.
Ve B

Search:
@

[ URI Advisement
[» Self Senvice
[+ Wanager Self Senice
= Time Management
= Approve Time and
Exceptions

[» Report Time

[> View Time

[+ Worldoree Administration
[ Time and Labor

[ Payroll for Morth America
[ Organizational Development
[ Records and Enraliment
[+ Financial Aid

[» SetUp HRNS

[ Reporting Tools

[» PeopleTools

- My Personalizations

- My System Profile

|[> Wy Favorites

Timesheet

Pocarch || Address I@htn:s:f,'herc.mis.uri.edu:}‘D3prspfcsdev1,’EMPLOYEE;HRMS,’chAP'I'URE_'I'IME_AI\JD_LABOR"I'I._MSS_EE_SFj Go

| _Add to Favorites | Sign out

New Window | Helo | Customize Pag Saved

Approve Confirmation

V The Approve was successful.

@ Done
IBStart| ] Reportad Time - Micr...

T T —

Step | Action
21. | Click OK.
22. | End of Procedure.
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