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Online Attendance Certification - Employee

Procedure

In this topic you will learn the Online Attendance Certification - Employee process.

Step Action

1. Beginning December 1, 2016 through February 1, 2017, LSUNO will implement the
use of an online time certification process for all salaried employees. Departments
will be notified of their scheduled rollout date. The online process will replace the
current paper/email process for certifying attendance.

Outlook will be used as the means of notifying employees that certification is
required via email. The employee will certify his/her attendance within PeopleSoft
Self-Service.

NOTE: Attendance Certification must be completed by the 10th of each month.

2. The Email notification life cycle is defined as follows:

+ 5th of each month - an email notification will be sent to employees requesting
that they electronically sign their attendance certification statement.

* 9th of each month — email reminder sent to those that have not yet certified.

+ 11th of each month - Supervisors will receive an email notification to certify
attendance for each of their direct reports. The email will provide the status of each
direct report’s certification.

NOTE: Supervisor Overrides: In the event that an employee is on absence leave
and unable to certify, Supervisors can still complete their required certification by
providing an override reason (transfer, termination, extended absence, FMLA)
and comments explaining the need for the override. When the employee returns
s/he can certify for previous months.

+ 14th of each month - Supervisors failing to certify for one or more employees
will receive a reminder.

NOTE: If the employee and/or supervisor have not certified by the 15th, overdue
notices will be sent.

+ 15th of each month - Employees failing to certify receive an Overdue

Notice. Their supervisor is also notified that the employee’s certification is overdue.
+ 20th of each month — Supervisors failing to certify for their direct reports receive
an Overdue Notice. Their immediate supervisor also receives a notice.

+ 25th of each month — HR is notified of all employees and supervisors who have
not certified.
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Time Certification Statement for the month of October 2019 - Message (HT!

[YESCTM QO Tell me what you want to do...

X QI Qe Fre —owes Digs QNP &2 Q@
Dek Reply R (\- Fq _)d Y Team Emal ¥/ Done M -m Mark G ize Foll Transl, B- Z Send
- ete ] - - it it o
8 - Delete  Reply :;‘:Iy orward [3) €2 Reply & Delete ¥ Create New . =5 =- uﬂ:ad ez Epmvm i k- oom D::ND:E
Delete Respond Quick Steps & Move Tags F] Editing Zoom | OneMote ~
- Director of Human Resource Management <no-reply> Tue 11/5

Time Certification Statement for the month of October 2019 o

Your monthly time worked certification statement is available. The due date for the certification statement is the 10th of every month.

Please use one of the links below to certify or log into PeopleSoft Employee Self-Service directly and navigate to Main Menu > Self Service >

Certifications. hitps:// prd.pshe.lsuhsc.edufps

employee/hrms/c/zz_self s
On campus: zz_cert_empl.gbl
Click or tap to follow link.

Click Emplovee Certification to login to PeopleSoft and access the certification page.
‘Off campus:

Login into remote.lsuhsc.edu, click the Employee Self-Service bookmark to login and navigate to Mam Menu > Self Service >
Certifications.

Note: After signing out of PeopleSoft, be sure to sign out of the remote portal.

This message has been authorized by LSU Health Sciences Center administration for compliance with University policy for time certification.

Step

Action

On the 5th of each month, you will receive the email displayed here.

Click the Employee Certification link.
Emplovee Certification
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E=EEES

g@|@ https://rcba pshelsuhsc.edu/psp/hitrn/EMPLOYEE/HRMS/7cmd O ~ & €& ” 2 LSU Health Remote Access Po... ‘ & Oracle PeopleSoft Sign-in ‘ | A ok 3

LSLU

PeopleSoft HRSA - PSO9HRTRN 1

User ID

Password

Warning! Any information viewed during this
PeopleSoft session will be saved to your
browser's Internet cache on the computer you are
using and may be viewed by others who may also
use this computer. We recommend against
using public or shared computers to access
PeopleSoft. To protect the security of this
information, delete your Internet cache prior to
closing the browser windows at the end of your
session

Sign In I

eleld N

Step Action

4, Enter the desired information into the User ID field. Enter "LSUTIGER1".

[E=5 =l =)

e@h@ https://rcba.pshe.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/7emd O ~ @ € ” (& LSU Health Remote Access Po... | & Oracle PeopleSoft Sign-in X ‘ | {0 29 is3

LS

PeopleSoft HRSA - PSOHRTRN 1

User ID

I LSUTIGERS ’

Password

Warning! Any information viewed during this
PeopleSoft session will be saved to your
browser's Internet cache on the computer you are
using and may be viewed by others who may also
use this computer. We recommend against
using public or shared computers to access
PeopleSoft. To protect the security of this
information, delete your Internet cache prior to
closing the browser windows at the end of your

session
Sign In I

el -3 Do e
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Step

Action

5.

Enter the desired information into the Password field. Enter "GeauxTigers".

6.

Review the Leave Reported data for accuracy.

[E=1 =8 =)

&« @|@ https://rcba.pshe.lsusc.edu/psp/hitrm/EMPLOVEE/HRMS/c/Z2_ O ~ @ @ |[ @ Certfications {0 29 fsd

Favorites ¥ Main Menu ¥ Self Service ™ Certifications ﬂ Home

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page | ©F

Employee Certification

John Doeggy Empl ID:
Job Title: Empl Red. 0

10/21/2016 has not been certified

By pressing submit, | certify that all leave | have taken of any type during the monthly period is
reported, and that leave time, together with my hours worked plus paid holidays, equals the
required number of hours commensurate with the conditions of my appointment.

Certifications History Find [viewan | ] B Fist (0 1011 ) Last

Date/Time Employee

Certify |BeginDate |End Date Supervisor Name

Certified
submit| 100172016 [103112016 John Doe

Leave Reported Find | view 100 | 2] B Fist (0 11007286 (' Last
Start Date End Date Description Hours Status
091232016 09232016  MONTHLY-ANNUAL LEAVE £.00 Approved
09/09/2016 090972016  MONTHLY-ANNUAL LEAVE £.00 Approved
08/26/2016  0826/2016  MONTHLY-ANNUAL LEAVE 2.00 Approved
08/25/2016  08/252016 MONTHLY-SICK LEAVE 2.00 Approved
08/16/2016  08/16/2016  LEAVE SPECIAL MONTHLY £00 Approved
08/15/2016 081152016 LEAVE SPECIAL MONTHLY £.00 Approved
08/12/2016 08/12/2016 LEAVE SPECIAL MONTHLY £.00 Approved

v

08/10/2016  08/10/2016 MONTHLY-SICK LEAVE 2.00 Approved

elmla EE S

Step

Action

Review the certification message located above the Certification History section. By
clicking the Submit button, you are attesting that the information provided is correct.
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| |
&« @|@ hitps://rcba.pshe lsuhsc.edu/psp/hrtm/EMPLOVEE/HRMS/c/ZZ 0 ~ @ ¢ || (& Certifications () ¢ 8

Favorites ¥ Main Menu ¥ > SelfService ¥ > Cerlificaions /‘\ Home

PSO9HRTRN
WEBRCB2
New Window | Help | Personalize Page | I =
Employee Certification

Johi

Empi 1D:
Job Title: Empl Red 0

10/21/2016 has not been certified

By pressing submit, | certify that all leave | have taken of any type during the monthly period is
reported, and that leave time, together with my hours worked plus paid holidays, equals the
required number of hours commensurate with the conditions of my appointment.

Certifications History Find | View All | \ = First ‘4" 10of1 '} Last
Certify |BeginDate |End Date g‘:z’;‘:';“’ Employee | g nervisor Name

[ Submit] (10012016 |10i31/2018 John Doe

Leave Reported Find | view 100 | 2] Fist (0 11007286 (' Last
StartDate  EndDate  Description Hours  Status
091232016 09232016  MONTHLY-ANNUAL LEAVE £.00 Approved
09/09/2016  09/09/2016 MONTHLY-ANNUAL LEAVE 8.00 Approved
08/26/2016 08262016  MONTHLY-ANNUAL LEAVE 2.00 Approved
08/25/2016 08/2572016 MONTHLY-SICK LEAVE 2.00 Approved
08/16/2016  08/16/2016 LEAVE SPECIAL MONTHLY £00 Approved
08/15/2016 08152016 LEAVE SPECIAL MONTHLY £.00 Approved
08/12/2016 08/12/2016 LEAVE SPECIAL MONTHLY £.00 Approved

Vv

016 08/10/2016 MONTHLY-SICK LEAVE 2.00 Approved

@ ] EZ @ l u»:_a] @ = i 112.;;;:;115:

Step Action

8. Click the Submit button to certify your time.

NOTE: If the information provided is not correct, do not click the Submit button
and notify your Supervisor of any discrepancies.
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Main Menu

PS9HRTRN

& Certifications

|Begin Date

Certifications History

End Date

By pressing submit, | certify that all leave | have taken of any fype during
reported, and that leave time, together with my hours worked plus paid | Message
required number of hours commensurate with the conditions of my appol

Find | view ai | 2]

ime Employ!
Certified

WEBRCB2
Employee Certification
John Doe Empl ID:
Job Title: Empl Red: 0

New Window | Help | Personalize Page | 2

First You have certified the following period:

|5“DEW End Date  Supervisor Name

[10m112016

‘10!314‘2015 111712016 2:34PM

|Juhn O 10/31/2016 John Doe

Start Date

0872312016
09/09/2016
08/26/2016
08/25/2016
08/16/2016
08/15/2016
08/12/2016
08/10/2016
08/03/2016
0712912016

Leave Reported

End Date

09/23/2016
09/09/2016
08/26/2016
08/25/2016
08/16/2016
08/15/2016
08/12/2016
08/10/2016
08/03/2016
07/28/2016

Find | View 100 | & | B
Description
MONTHLY-ANNUAL LEAVE
MONTHLY-ANNUAL LEAVE
MONTHLY-ANNUAL LEAVE
MONTHLY-SICK LEAVE
LEAVE SPECIAL MONTHLY
LEAVE SPECIAL MONTHLY
LEAVE SPECIAL MONTHLY
MONTHLY-SICK LEAVE
MONTHLY-SICK LEAVE
MONTHLY-SICK LEAVE

First {—roorzey TasT

Hours  Status
8.00 Approved
8.00 Approved
2.00 Approved
2.00 Approved
8.00 Approved
8.00 Approved
8.00 Approved
2.00 Approved
8.00 Approved
1.00 Approved

Blolelale T

NN
() 2 €55

#& Home

2:34 PM [l

=

11/17/2006 |

Step

Action

9.

Click the OK button.
QK

A confirmation message displays.

10.

Click the Home link.
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o[-l
&« @ @ https://rcba.pshe.suhsc.edu/psp/hrtm/EMPLOYEE/HRMS/h/ita O ~ & @ || @ Employee facing registry c... oA

Main Menu ~ o1

|

Personalize Content | Layout ? Help

<

Blclooe O F SLEDY

Step Action

11. Click the Sign out link.

12. Additional Email Notifications
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B - Inbox - - Qutlaok L= X
HOME | SEND/RECEIVE  FOLDER  VIEW
- o —~ o~ —~ ¥ ) 3 . Search Peopl
= !__D\ G Ignore x &) (f (l &_; 2 Meeting Move to: 7 Move ) Unread/ Read earch Pecple
N ‘N. 755 Clean Up - pelete | Reolr Reol Forward 3 To Manager -| ‘EaRules- [ Categorize~ [ Address Book
ew  New elete  Reply Reply Forward [ . -
Email Trems~ & Junk~ Al EgMore~ | Team Email ¥ MoneNote [® FollowUp~ Y Filter Email -
New Delete Respond Quick Steps [0 Move Tags Find ~
<
4 Favorites All Unread Search Current Mailbox (Ctrl+E) AL | Current Mailbox ~
Inbox 1 1| D@ | FROM SUBJECT RECEIVED v -
—— PeopleSoft LSUHSC... Test HRTRN: Reminder - Time Certification Statement for the m... Thu 11/17/2016 2:47 PM
This is @ reminder that your monthly certification statement is due by the 10th of the month. Please click the link
Deleted Items
4
> Inbox 1
Drafts
Sent ftems 2 Reply €2 Reply All £} Forward
pDeisted kene PeopleSoft LSUHSC <no-reply> 247 PM
I Archive LSUHSC . . .
Test HRTRN: Reminder - Time Certification Statement for the month of October 2016
Conversation History v
Conversation History
Junk E-mail [1] This is a reminder that your monthly certification statement is due by the 10th of the month.
McAfee
Outbox Please click the link below to electronically sign your monthly time worked certification statement.
quarantine
b RSS Feeds Employee Certification
I Search Folders
a
a
= F I~ T i, Unsbie to login to: ShareRoint D -

ITEMS: 816 UNREAD: 1 THIS FOLDERIS UPTO DATE.  CONNECTED TO: MICROSOFT EXCHANGE O

Step Action

13. On the 9th of each month, employees will receive the email displayed here as a
reminder to certify their attendance.

NOTE: Complete steps 3 - 10 to certify attendance.
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oY Test HRTRN: Supervisor Time Certification Statement for the month of Octaber 2016 - Message (HTML) L= X
MESSAGE
~ ~ ~ % ) = . [=9
@ lgnore x & (E (l ﬁi; 7 Mecting Move to: 7 ¥ ‘3 Rules Mark Unread i Find
et E(" S €3 To Manager 1 1 OneNote Cotegorize~ B Related -
. Delete Reply Reply Forward [ . — Move ranslate Zoom
&5 Junk " EE More = Team Email LT EPActions- P Fallow Up - % Select -
Delete Respand Quick Steps M Move Tags I Editing Zoom ~

Thu 11/17/2016 3:04 PM

PeopleSoft LSUHSC <no-reply=

Test HRTRN: Supervisor Time Certification Statement for the month of October 2016
To

@ ¥f there are problems with how this message is displayed, click here to view it in 5 web browser.

Supervisors can now complete the October 2016 attestation process for employees that have certified. Should one of your direct reports not have the
ability to certify by the 15th, please attest and provide a reason.

Emplid | Name Employee Certified
John Doe Yes
John Doe Yes

Please click the link below by the 15th of the month to electronically sign your department's monthly certification statement.

Supervisor Certification

§, Unsbie to login to: ShareRoint

1 eI -3

11/17/2006 |

Step Action

14. On the 11th of each month, Supervisors will receive the email displayed here

showing each direct report's attendance certification status.

9 = Inbox - - Outlook ? B - X
HOME = SEND/RECENE  FOLDER  VIEW
- o —~ o~ —~ ¥ § 3 . Search Peopl
- y__\EI T Ignore x & (f (l ﬁ*_; 2 Meeting Mave ta: 7 Move 2 Unreads Read iar( eople
New Ty TECenUp- T o (‘ T 3 ToManager || HRules~ Categorize 5 Address Book
ew  New elete  Reply Reply Forward [5 . -
Email Trems~ & Junk~ Al EgMore~ | Team Email ¥ MoneNote [® FollowUp~ Y Filter Email -
New Delete Respond Quick Steps [0 Move Tags Find ~
<
4 Favorites All Unread Search Current Mailbox (Ctrl+E) £ | Current Mailbox ~
Inbox 5 1| 0@ | FROM SUBJECT RECEIVED i -
Sent Items PeopleSoft LSUHSC... Test HRTRN: Past due - Time Certification Statement for the mo... Thu 11/17/2016 3:03 PM
Your monthly certification statement is past due. The due date for the certification statement is the 10th of every
Deleted Items
4
I Inbox 5
Drafts
Sent ftems 2 Reply 2 Reply All £} Forward
poeistedRens PeopleSoft LSUHSC <no-reply= 3:03PM
I Archive LSUHSC . L
Test HRTRN: Past due - Time Certification Statement for the month of October 2016
Conversation History v
Conversation History
Junk E-mail [1] Your monthly certification statement is past due. The due date for the certification statement is the 10th of every
McAfee month.
Outbox
quarantine Please click the link below to electronically sign your monthly time worked certification statement.
I RSS Feeds
I Search Folders
a
a
[ I~ T ji, Unable to login to: ShareRoint D -~

THIS FOLDERIS UP TO DATE.  CONNECTED TO: MICROSOFT EXCHANGE O

1111772006 |

Page 9



Training Guide
LSUNO Online Attendance Certification Employee

Step

Action

15.

On the 15th of each month, employees who have failed to certify will receive the
Overdue Notice displayed here. The employee's Supervisor will also be notified that
the employee's certification is overdue.

NOTE: Complete steps 3 - 10 to certify time.

s est HRTRN: Employees and Supervisors not certified for month of October - Message tead-Only] ? - G
H Test HRTRN: Empl d Supervi ified fi h of Octaber 2016 - M: (HTML) (Read-Only) ? = X
MESSAGE

. ~ 7~ —~ £7 A (=9 e

= Ignore & rﬁ*(i 2 B Mecting | Movera? ¥ MarkUnread A% Find O\

. R €3 To Manager i W OneNote i Categorize - o [E) Related ~ 2

 Junk - eply Reply Forward [ . — Move _ ranslate ‘om

& Junk By Repy EE More E Team Email 1. EPActions~ I Follow Up - o Iy Select -

Delete Respond Quick Steps & Move Tags [+ Editing Zoom ~

Thu 11/17/2016 3:23 PM
PeopleSoft LSUHSC <no-reply>
Test HRTRN: Employees and Supervisors not certified for month of October 2016

To Cao, Son

Message | [15] Cert_Notify_HR_2023460.CSV 3 K}

The following employees and supervisors did not complete their certification for month of October 2016
Total number of employee certification needed: 9
Total number of supervisor certification needed: 4

For details see attached Cert_Notify HR_2023460.CSV.

plo|o |8 ®E o F TIET

Step

Action

16.

On the 25th of each month, Human Resource Management (HRM) is notified of
all employees who have not certified their attendance for the indicated month.

17.

This completes Online Time Certification - Employee.
End of Procedure.
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