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Procedure

Q-0 @& L Pke [_:J'L-?st 'D@ﬂﬁ

PeopleSoft.

Home Add to Favartes

Menu -}

Search:
®

[ My Favorites

[» Self Bemice

[ Manager Self Senvice

[ Workforce Administration
[ Time and Labor

[ Payroll for Marth Ametica
[ Organizational Development
[ Records and Enrollment
[ Get Up HRMS

[ Reporting Tools

[ PeopleTools

— My Personalizations

— My Systerm Profile

" BeopleSoft

@ Dane é ' Internet

Step Action

1. Click the Manager Self Service link.

[ Manager Self Service]
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0-0 REG/P4e BB UPES ek
PeopleSoft.
e B

Search:
® g:,I\.'Ianage;rSe;If Service

[ Wy Favorites : o o i
b SalfSanice Mavigate to self service information and activities for people reporting to you.
¥ Manag ] K] Approve Time and Exceptions K] Report Time K] View Time

[» Time Management Approve reported or payahle time, avertime Fenort tine or request ahsences, View calendars, balances, forecasted and
I Warkforee Adrministration i absence requests, and mnage Eineshest payakile fime, accumulstors and more.
[ Time and Labor exceptions. [Elpayable Ting Summar
b Payrall for Natth Ameic I Reported Time TElPayabie Tine Detai

[» Organizational Development
[ Records and Enrallment

[ GetLp HRMS

[* Reporting Taals

[» PeapleTools

- My Persanalizations

- My System Profle

@ Dane é 0 Internet

Step | Action

2. Under the Report Time folder, Click the Timesheet link.
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0-0 RBG LAeg-AB-Uba3 o
PeopleSoft.
Mew B

Search: Mew Windaw | Helo | Customize Page | = 2

[ My Favorites .
> Self Senice Report Time

[~ Manager Self Service

< Time hanagement Timesheet Summary

[ Approve Time and I
Exceptions Get Employees

= Repart Time Description Value

— Timesheet Graup D Q
[ iew Time
[ Workfarce Administration EmpliD l:IQ
[ Time and Labor
> Payroll for Morth Ameica Empl Red hor l:lo‘
[» Organizational Development
[ Records and Enrallment dob Code l:lo‘
> SetUp HRMS Job Description l:IQ
[> Reparting Tools
[: PeopleTools Depattrment l:lo\
I~ My Personalizations

- iy Systern Profile Supenvisor ID [ a
Pasition Mumber l:IQ

Home Sien out

ViewBy: | Week v Date: [warna|F (Breresh] e preyious Week Nex Wesk =2

Employees For , Totals From 09/06/2008 - 09/12/2008 B

Name Joh Reported Hours to be  Scheduled Excemo“nnrweﬂﬁulnnmed Denied Employee %‘(‘:—I Jok
I Description Hours  Approved  Hours ! Hours Hours D m =
Name 0.000000  0.000000  0.000000 0.000000 0.000000 0
Sotby| ¥ v

< | »

g‘lDone é O Inkernet

Step Action

3. Enter in the Group ID that you wish to enter hours for.

Enter D + 4 digit department # to get a list of all hourly employees that need to have
hours entered. This includes student and internal employees.

Enter S + 4 digit department number to get a list of only students.

Enter I + 4 digit department number to get a list of only internal hourly employees.
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PeapleSoft.
e B

Home Addto Favartes Sign out

Search: 5
I )
[+ My Favarites P
[ Self Service P
(7 Manager Self Service Timesheet Summary
vT;r:e Mana?‘ementd v (et Employess
KRTOVE TIFE ar Description Value
Eiceptions

= Repot Time Group ID paly Q
- Timeshest

b iew Time Empl [l

[ Warkdaree Administration
Ermpl Red Nor

[+ Titne and Labar ’ I:|Q
[ Payrallfor Narh Ametica Job Code |:|Q
[» Organizational Development
I Records and Envollment Jab Deseription |:|Q
[+ Set Lp HRMS
> Repatling Taols Deparment I:IQ
- PeoleTools )
- My Personalizations Sy I:IQ

- U Systern Profe Posilion Nurber I:lQ

View By: ‘Week

003 ‘Eﬂ st <e Preyious Wask Nest ok ==

Employees For , Totals From 09/06/2008 - 09/12/2008

Naine Job Reported Howrs to be  Scheduled Eice ptionn roved/Submitted Denied Employee %{:ﬂ sl
- Description Hours — Approved  Hours Howrs Hours ) o 1
hame 0.000000  0.000000 0000000 0.000000  0.000000 0
sy ¥
GoTo  Manager Seff Senice Y
¢ \ ¥
@ é Olnternet

Step Action

4, Enter in the first Sunday of the current pay period in the Date field.
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0-0 REAG P BSR-UbES

PeopleSoft.

Home

New indow | Helg | Custorize Page | &,

Value

o A
I
[ R
I
[
[l
L[
[l

Search:
[> My Faworites .
b SeffSenice Report Time
7 Manager Sell Senvice .
< Time Managernent Timesheet Summary
[» Approve Time and 5
Exceptions
< Repart Time Description
/ Group D

[ Yiewr Time
[» Workiorce Administration EmpllD
> Time and Labor
I: Payrall for North America Ernpl Red hbr
[ Organizational Development
[ Records and Enraliment Job Coce
I SetUp HRNS Jab Deseriptian
[ Reparting Taools
[ PeopleTools Department
I~ My Personalizations )
- My Systemn Profile Supenvisor ID

Position Mumber
View By ‘Week

v Date: 081120083 Zhetesh)

Get Emplayees

22 Previous Week

Blextitieek =>

Employees For , Totals From 08/31/2008 - 09/06/2008

L Reported Howrsto be Scheduled _ Approved Submitted Denied Employee
Name Job Description Hows Mpproved  Howrs Exception Hours H_W D
Arora Gulshan s gta”v”em Helpnstiutional gy g 000 000 00010000898
Black Jasan T gta”vdemHe'“"”smm' 000 00 000 000 0,00 10000912
Brownfngewp,  omClassmedlimied- g g g 000 000 10001875
Houly V|

¢ | »

& 5 mternet

Step Action

5. Click the Get Employees button.
Get Employees
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 Timesheet - Microsoft Internet Explorer

Fle Edt ‘iew Favortes Tooks Help |','
‘()Back v 6 ' @ @ N ,'3 Search 77 Favoites € g & E [ @‘f ﬁ 3
Aedress ‘ hittps: et st du: 7052 psphrdenJEMPLOYEE/HRMS ROLE_MANAGER, TL_MSS_EE_SRCH_PRD.GELPRORTALPARAM PTCHAY=HC_TL_MSS_EE_PRD GELIAEQRP.S V‘ @ Lks ?

O Bl|seach ¢ @Ml v O lewl & WltisPage [ Stats v () Alicbare i o ¢ » % 0snhn
PeopleSoft.

Search: Group ID Q &

Hame Addto Favartes

Sign o

[» hity F aniorites
[ Self Senice Ernpl Red Ner Q
" anager Self Senice
= Time Management Job Code I:IO\
[» Approve Time and

Exceplions Jog Descripton [
 Repor Time

i Department I:IQ

b View Time SupenisarD I:IQ

[» Warkforce Administration
[» Time and Labor Fosition Number I:IQ o
[» Payroll for horth America
[» Drganizational Development
[» Records and Enrollment

[ GetUp HRMS View By: |W99k V‘ Date: |USI3WUUS|@ zREfWSh] <q Previous Week WewtWegk ==
[» Reparting Taals
[» PeopleTools

- My Personalizations
- v Svstem Profle Employees For , Totals From 08/31/2008 - 09106/2008

Approved Submitted Denied Employes

Reported Hoursto be Scheduled

Name Job Description Hous  Approved  Hours Exception Hows Hours D
Murray, Wiakey E;Lfem Relphsitonal —ypp g ow 000 0001000089
Toad, Hogpy E;L;”em L T R Y w0 000 tommet:
¢ | t
@ é 0 Internet

bl

] Timeshest - Microsaft.. &)+ am

Step Action

6. Click an entry in the Name column.
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Oracle User
Productivity Kit

44 Timesheet - Microsoft Internet Explorer

Flle Edt View Favortes

Todls  Help |','

Q- O H A 0 Pseach < Favortes 8 A "y * [ @tv i3

Adress | hittpssherc.mis.ur.edl:PO52{psnjhrcey [EMPLOYEE /HRMS)c/ROLE_MANAGER, TL_MES_EE_SRCH PRD.GELFPORTALPARAM PTCNAY=HC_TL_MS5_EE_PRD GELIMEQRP.S v| G liks ¥

DA

w| JEACCH | 4 1l v e 15 Fage el LAl are IEU;
5.| |s h|| EME o @ NewIn B MThspage [ SebStatus + () AlMhere  {ff Video <

» ﬁ 03SignIn

@.

PeopleSoft.
Mew &

Search:
®

[> My Faworites

[> Self Senice

=~ Manager Self Service
7 Titme Management

[+ Apprave Time and
Exceptions

7 Repant Time
- Timeshget

[* Yiew Time

[* Workforce Administration

[* Time and Lahar

[+ Payroll for North America

[ Qrganizational Develaprment

[ Records and Enrollment

[ Set Up HRMS

[ Reparting Tools

[ PeopleTaols

— My Personalizations

— hty System Profile

Ao to Fa Sign out

NewWincow | Hela | Custornize Page | & 4

Timesheet

Winkey Murray
Job Title:
Dept Dest

ErnpliD: 100008984
Student Help-Institutional Pay

Cancer Pravertion Research Clr Empl RedNor. - §

0 Click for Instructions

ViewBy. |TmePeriod v Date: Parti0ne [ BRemh) < Previous Time Perioy  NextTime Periog >=

Reported Hours: 000 Hours  Scheduled Hours: 000 Hours

Hext Employee ==

From Sunday 08/31/2008 to Saturday 09/1372008
Timesheet ! Cwerrides |

Sun Mon Tue Wed Thu Fri Sat  Sun Wed Thu Fri Sat L}
831 9 914 97 9% 99 9M0  9M1 9M2 9M3  Tofal Time Reporting Co

IO I I I T
NN I O ey
NN I

Subrmit

0 Reported Time Status - click o hide

Mon  Tue

|
=

@ Daong

7 start

é ' Internet

2 Tineshest - Mirosoft, .

Step Action
7. Enter in the hours in the appropriate boxes.
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2 Timesheet - Microsoft Internet Explorer

Fie Edt View Favortes Tools Help #

Qek > O [ Poearch FFowrtes @ @-5 F-Ub i3
Address | Fittps:fherc.mis, Lri.du: 7052 pspihrdev/EMPLOYEE/HRMS/CROLE_MANAGER. TL_M33_EE_SRCH_PRD GBLIPORTALPARAM PTCHAY=HC_TL M35 EE_PRD_GBLIAEORR.5 V‘ G limks ?

W A f|sewch o E M o @ Meal HMTipe [ Setdatis + g AMtare Vo 7 » {4 0sqn
PeopleSoft.

Search: e Window | Heln | Custorizz Page | )

I

[ My Favarites

[» Belf Senvice

v Wanager Self Senvice EtmpliC: 100008984
7 Time Management IPay

[» Approve Time and

Excentions arch Ctr

< Report Time

Hotne

Etmpl Red Hbr 8

b Warkioree Administration 0813172008 & | Retes | << Prewious Time Period  Next Time Pering =»

b TimeandLebor heduled Hours: 0,00 Hours Nest Employes ==
[+ Payroll far Narth Ametica

[» Organizational Development

[* Records and Enroliment 1372008

[ Bet Up HRMS

[* Reporting Tools

[» PeonleTools

- My Persanalizations

- My Svstem Profle ]DDEEDD
]DDDDDDDD IRG - URI Infemal Regular Pay
N I

Sat Sun Mon Tue Wed Thu Fri @ Sat
90 911 9M2 913 Tolal Time Reporting Code Taskgroup

v |PSNONCATSIQ, =]
e =

PINONCATSICL (=]

<

| B

|l

@ é ‘ Internet

14 start EC&BBE o 7 3 Tineshest- Horosolt.. &) - [+ a3

Step | Action

8. Click on the Time Reporting Code

Choose IRG -URI Internal Regular Pay from the drop down menu.
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<A Timesheet - Microsoft Internet Explorer

Fie Edt View Favortes Tooks Help '?
@Back - E @ A ,'D Search 77 Favorites 8|3 & E I @?- ﬂ 3

Address | hitps:hrerc, mis.Lri echu: 7052 fpspfhrclew/EMPLOYEE HRMS|c/ROLE_MANAGER. TL_MS3_EE_SRCH_PRD, GBLTPORTALPARAM PTCHAY=HC_TL_MSS_EE_PRD_GRLIAEOPP.S V\ Go | lirks ?
ﬁm | B &‘v|Search| q|p i Mal v ) NewIM | & IMThis Page C] SekSkatls vy AIM Share @{ Yideo + » -ﬂ} OsignIn

@ .
PeopleSoft.
Mew B

Search: Mew Windanw | Help | Custornize Page | &, W)

I

[ My Favarites
> Belf Senvice
7 Manager Self Service EmpliD: 100008984

= Tirne Wanagement fent Help-Institutional Pay

Home A to Favorites Sign out

[> Approve Time and

E?(Eemmns icer Prevartion Research Cir ErnplRed Mor: - &
7 Repart Time

- Timeshee fions
[> View Time

b Workfaree Administration ‘erind v| Date: |93f3”2003“ﬂ % Refesh | == Pravigus Time Period ~ Next Time Period =

b Tirne:and Labor 000Hours  Scheduled Hours: .00 Hours Nest Emplavee =

[ Payroll far Narth America
/2008 to Saturday 09/13/2008

[ Qrganizational Dewelopment
[ Records and Enrallment

[ et Up HRMS Oventides
[* Reporting Tools - (
[» PeopleToals A

]DDDEH H 4H 4|| 4||:||:| - II;::-\.j::lr:t:fn;H:gul:arF':a v|
o o T
| I v Pt

Submit

atatus - click to hide v
¢ \ )

@ é 0 Inkernet

- My Personalizations
- ity System Profile

a Times

Step | Action

9. Click the Submit button.
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A Timesheet - Microsoft Internet Explorer

File Edit Wiew Fawortes Tools  Help :ﬂ,'
Qe » ) ¥ @ G Poseards Frrawrtes @ O-5 @-0De @ 3
Address \ ttpsejherc. fis.uri ;7052 pspy e EMPLOYEE [HRMS < [ROLE_MANAGER. TL_MSS_EE_SRCH_PRD, GELPORTALPARAM_PTCHAY=HC_TL_MSS_EE_PRD_GELZAEQPP.S V| Go Lk ”

o A v\ Search o E el - @ NewI & MTisfage [t v ) AMictee | G vieo 7 » % 0smin
PeopleSoft.

Search: New Windarw | Help | Custorrize Page | &

|®

> My Favorites Timesheet

Hoine Adi to Favores Slign ot

b SalfSanite Submit Confirmation

= Manager 32/f Senice
= Time Management
[ Apnrove Time and V
Excaptions The Submitwas successful,
= Repor Time

Repored Time for the Time Period of 2008-08-31 o 2008-08-13 i3 submitted

[ View Time 0K
[» Warkforce Administration -
[» Time and Labor
[> Payrall far Morth America
[ Qrganizational Development
[» Recards and Enrollment
[» et Up HRMS
[ Reparting Tools
[» PeopleTools
- Mty Personalizations
- Wty Systern Prafile

|l
o

&] Done S Irteret

Step | Action

10. Click OK

11. | Click on the Next Employee link to bring up the next employee in the list.
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<3 Timesheet - Microsoft Infernet Explorer

File Edt View Favortes Took  Hep :'l

OBack - ) D D A ,L ) Saarth 77 Favorltes 0| L.p‘ * I &; ﬁ 3

A5 | ) s e i OS2 dev{EWPLOYEE RNEICIROLE_MANAGER,T_HG3 BE_SRCH PR GELIPORTALPARAM PTCUAN=HC 153 BE pR0_celsiecrpsiv| [ s Lnls
QM p ﬁ§.|.| Search‘q|p v v N 8 MilhsFage [ SetStahs v ) AMShare {§ Vdeo » {4 Ospin

@ .
PeopleSoft,
M @

Home Sign out

Search: New Window | _Q\CusmmmePaueIm, &
[ My Favorites TiITIEShEEt
[» Self Senice
> Manager Self Senice Hoppy Toad ErnpliD: 100003128
VTD”IB Manaﬁementd JobTile:  Student Help-Instiutional Pay
pprove Timne & ‘ .
Excepfions DeptDest  pancer Prevention Research i Ermpl Red Nor. 7
7 Report Time
- Timesheet 0 Click for Instructions
[ View Tirne ) - i = o ) ‘ )
b Warkioree Administration View By: |T'”‘9PE”°CI "| Date: |UBI3WUUB“§J G Refrsh <« Previous Time Period e Tirme Perind ==
b+ Time and Labor ReportedHours:  000Hours  Scheduled Howrs: 000Hours =< Previous Erployes Ned Ermployee ==

[ Payroll far Morh America
[» Organizational Devalopment
[ Records and Enroliment

DSBWF].HRMS Timesheet | Overries |
[ Reporting Tools - -
b PeapleTools Sun Mon Tue Wed Thu Fr| Sﬁl Sun Mnn Tue Wed Thu Fi  Sat

From Sunday 08/31/2008 to Saturday 0913/2008

B31 9 92 93 gm0 M1 912 93 Total TImeRepnrtlrIgCD

DDDDDDDDDDDDDD [
N ey A
rrrrrrrre et L

Submit

0 Reported Tirne Status - clickto hide

- bl Personalizations
- hly Siystern Profile

-~
|/
| =

@ é 0 Inkernet

a Tirneshest - Microsaft, . '<__." - 406PM

Step | Action

12. | Continue entering hours for each student as done for the previous one.

13. End of Procedure.
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