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Time and Labor Timekeepers — LSUNO V9.1

Time and Labor Introduction - LSUNO
Introduction

The Louisiana State University Health Science Center at New Orleans (LSUHSC) Timekeeper
manual has been developed as a comprehensive guide for instruction on the proper use of the
PeopleSoft Time & Labor System for Time and Attendance. PeopleSoft Time &

Labor automates the manual processes related to tracking employee’s time. It applies complex
pay rules which enforce policies more effectively. This manual contains the information
needed to learn the functions and procedures involved in entering timesheet information into
Time and Labor.

Timekeepers should review employee's time information weekly to identify any discrepancies.
The Time Detail reports are to be run at the end of the pay period and must be distributed to
the employees for their review and signature to ensure that each employee is paid correctly.

PeopleSoft Time & Labor will allow you to accomplish the following:

+ Collect the time information of employees.

* View employee's timecards.

» Make edits to employee's timecards to add, delete or change punches when necessary.

« Access, generate and run various types of reports.

+ Create and manage schedules for employees that can be used to ensure accurate payment to
employees based on work they are scheduled to perform; track attendance of employees; and
track accruals.
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Time and Labor Timesheet Overview

Navigation and Overview of Timesheet - LSUNO

Procedure

By the end this topic, you will be able to:
» Access an Employee's timesheet from the PeopleSoft main menu.

» Overview of an employee's timesheet and its components.

'\‘/‘7 Overview of Hourly Timesheet

A timesheet is a record of an employee's beginning and ending work time each day
or each job. The Timesheet is where the time an employee spends in job related
activities is entered, reviewed, edited and approved. In PeopleSoft Time and Labor,
the timesheet workspace is divided into these areas:

e The Header - List the employee's ID, Record Number and Name

o Empl Data section - All data displayed in this section comes from the
Job Data record.

« Begin and End Data - Pay Period from the Pay Calendar Table.

« Pay Rule Line - Summary of the custom Pay Rule section from the
compensation page in Job Data.

e TL Leave Data - Summary of Vacation and Sick leave.

o Timesheet Grid - Where time is entered and displayed.

« Time Admin Status - Status of the Run Admin Process.

o Payable Time Totals - Total hours by TRC (Time Record Code) and
Weeks.

« Payable Details - Summary of hours by TRC for current pay period.

o Schedule - List employee's work schedule.

Punches represent a person's actions and mark the time for the starting or stopping of
a work interval. Punches can be added, edited, and deleted from within the hourly
timesheet grid.

Page 3



Training Guide
Time and Labor Timekeepers LSUNO V9.1

PS9HRTRN
WEBRCB2

Personalize Content | Layou

Step Action

1. Click the Main Menu button.

Main Menu ~

Page 4




Training Guide
Time and Labor Timekeepers LSUNO V9.1

Favorites Main Menu

Search Menu:

Manager Self Service Personalize Content | Layou
Time and Labor

Set Up HRMS

PeopleTools

lr v v v - @

=]

=]

=]

83 Reporting Tools
=]

1 [LSUHSC Processes
B

My Personalizations

Step Action

2. Click the LSUHSC Processes menu.
| LsuHSC Processes b
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Favorites ¥ Main Menu #A Home

Search Menu:

Manager Self Service Personalize Content | Layoul
Time and Labor
Set Up HRMS

Reporting Tools

r v v v v

PeopleTools
LSUHSC Processes

mrreoeewr

3 [Time and Labor |
|

My Personalizati

Step Action

3. Click the Time and Labor menu.
Time and Labar »
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Favorites ¥ Main Menu #& Home

Search Menu:

Manager Self Service Personalize Content | Layou
Time and Labor
Set Up HRMS

Reporting Toals

L Y

PeopleTools

LSUHSC Processes
& Time and Labor
My Persor [&=] IUSE Y

T
£ Report »
&3 Inquire »

mrroorer

Step

Action

Click the Use menu.
|Llse r
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Favorites ¥ Main Menu #A Home

Search Menu:

3 Manager Self Service 3 Personalize Content | Layout
8 Time and Labor >
3  setUp HRMS »
[ Reporting Tools L3
3 PeopleTools >
3 LSUHSC Processes = ]
Q My Personalizations Time and Labor B Use

B Regor [ Assign work Schedule

ERT El  Manage Schedules

g
< >
Step Action
5. Click the Timesheet menu.

Timesheet
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Timeandlabor ¥ > Use ¥ > Timesheet /‘\ Home

PS9HRTRN
WEBRCB2

New Window | Help | T
Timesheet
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Empl ID: [egins with ][ ]
Red# = v
Date: = ~ [

Name: begins with v

Location Set ID: Q
Location Code: [begins with v/| Q
ClassInde:  [= v | v]
FPTime:  [= V] v
SetiD: SHARE Q,
Department: Q

Status: = v [Active v
[Clcase sensitive

Search Clear | Basic Search s Save Search Criteria

Step Action

6. Enter the desired information into the Empl ID field. Enter "Empl ID".
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Time andLabor ¥ > Use ¥ > Timesheet

PSO9HRTRN
WEBRCB2

Timesheet

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

Find an Existing Value

Search Criteria

Empl ID: begins with v x
Red#: = v
Date: = ~

Name: begins with v

Location Set ID Q
Location Code: Q
Classindc:  [= M v
FPTime:  [= MNl v
SetiD: SHARE aQ
Depariment: Q
Status: = v| [Actve v

[case sensitive

@
Clear | Basic Search & Save Search Criteria

A& Home

New Window | Help | &

Step

Action

Click the Search button.
| Search |
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Favorites ¥ Main Menu ~ > LSUHSC Processes ¥ > TimeandLlabor ¥ > Use ¥ > Timesheet /‘\ Home

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page | [

A

Time Entry
Empl ID: Red# O John Doe
< Empl Data Data E]

Class Indc: Classified F/P: Full-Time Std Hrs:  40.00 Plan Description Accrual Timesheet Leave

Meal: 30 MIN AFTER 5 HRS AND 15 HRS  Term Dt: L it e i

50 Sick aTHTNG 1260.700

Job Code: 165070 O G 51 |vacalon  |07A7/6 1317.500

Dept ID: NO

Begin Date:  09/12/2016 End Date:  02/25/2016  Pay Rule

B oavel Date: [D8A9/2016 |5 & Retresn) == Previous Period  Next Period >

Date Day | Xfer |in out TRC Hours E;v": m"l’“""z m“f’ :::,‘:l”“” m cc:;;"'"
| = [owrizig fmon [ O [ [1E0][ af ] [— v [ Q
[+]| =] |owrtang frue | [0 [ iED | Qi ] [ V] V] [ Q
[+]| (=] |osriare [wea [ 7 | [ [60][ of ] [ V] V] [ Q
| = fowizns e [ O [ [ 50| af ] [ V] [ v [ Q
B B EER [ [ o [ ] [ V] [ Q
[+]| =] fosnimne [sat [ O [ [160][ af ] [ V] V] [ Q
| = [owians fsun [ O [ [ 50| af ] [ ] [ v [ Q
[#]| = |oartarts |wen | O [ (e | Q] [ v] V] [ Q
[+]] =] |osone frue | O | [ [160]] aQ [ ] v [ Q
[#]| =] |osrzims |wea | O | e <\ [ v [ ] [ <
| E fogzzne |me | O [ [ ol ] ] [ @ v
[+]| =] |osane [Fn [ [ [Tl al ] [— [ Vi [ Q
< >
Step Action

The Employee's EmplID, Record Number, and Name are displayed on the Header,
located at the top of the Timesheet.
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Time and Labor ¥ > Use ¥ > Timesheet

PS9HRTRN

WEBRCB2
New Window | Help | Personalize Page | =L ~

Time Entry
Empl ID: Red# 0 John Doe
< Empl Data

Class Indc:  Classified F/P: Full-Time Std Hrs: 4000

Meal: Term Dt:

30 MIN AFTER 5 HRS AND 15 HRS Sk 1260.700
Job Code: 163070 OVT: 40 C1R 51 Vacation  [o7n7iie | 1317.500

Dept ID: NO

Begin Date: 03/12/2016 End Date:  0%/252016  Pay Rule

Bsave) Date: (081912016 [/ Retash) <= Previous Period  Next Pericd >
b oo [erfn  Jow | [mc [wow [Gome [semTeelummnd [cubeck [owmie [Commer

[#]| =] |oan2i16 |Mon | [T | [ mE]| Q] [ V] [ v [ Q

[#]| =] foenans |Tue | O | [ [159]| Q) V] V] [ Q

[#| =l {ogriane |wea | O ] [ [ 5 Q| [ v [ ] \ Q

[+ [=] osrisie [thu | [T ] \ [E] | ] (- ] \ Q

[#| E fogrens |Fi | O | [ RE| all | [ v [ ] \ Q

[#| El ogrnmre [sa | O | [ [ 5 Q| [ v [ ] \ Q

[+]| (=] fosrizre [sun | [0 ] \ [E] | ] (- ] \ Q

[#| = ognsns [mon | O | [ RE| all | [ v [ ] \ Q

H|Efoszone |ee | O =] al [ v [ v [ &

[+]) ] fosz1its |wed | [ [ [RED | Q] [ ] [ v [ Q

[ =] foer2ie jmu | O || \ izl af [ ] [ V] \ a v
(il [=] |ogrzars_|Fri | [ [RiEA all | [ V] [ vl [ Q 5

Step Action
9. The EMPL Data section provides a summary of the employee's Job Data.

The fields are defined as follows:

Class Indc: Classified or Unclassified.

Meal: Defines the rules of a meal deduction.

Job Code: Job code and description of position.
DeptID: Department number and Name.

F/P: Full-time or Part time indicator.

Std Hrs: Number of standard hours worked in a week.
Term DT: Blank for all active employees.

OVT: Defines overtime compensation options.
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeand Labor ¥ > Use ¥ »» Timesheet

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page | ﬁn A

Time Entry
Empl ID: Red# 0 John Doe
« Empl Data
Class Indc:  Classified F/P: Full-Time Std Hrs:  40.00
Meal: Term Dt:
30 MIN AFTER 5 HRS AND 15 HRS Sick 1260700
Job Code: 163070 OVI: 40 G1R 51 Vacalion  |[O7TH7THE | 1317.500
Dept ID:

| Begin Date:  09/12/2016 End Date:  09/25/2016 |PayRu|e| ‘

(S Date: (031812016 [/ Retresn) << Previous Period  Next Period >>
Date Day | Xfer [in Out TRC Hours E;v": :';L“F""E m :ﬂ,‘;‘:f” m Cc:',:""'

| = Joernzie {mon | O | [ el al ] [ V] [ V] [ Q

[#]| = foenans |Tee | [ | [ BE]] =N [ [V [ Q

[#]| =] [oartans |wea | O [ [ic | al ] [ v] [ VI [ Q

| = Joensns e | O | [ e al | [ vl [ v [ Q

[#| = osmans [ri | O | \ [ af [ ] [ ] \ Q

#| = foanze [sa | O [ [ic) | al ] [ V] [ VI [ Q

| = Joarnans {sen | O || [ el al | [ v [ v [ S

[#| =] Joartars won | O || \ [ af [ ] [ ] \ Q

[+]| [=] [osarts [Tue | [T ] \ D] Q] [ V] [ ] [ Q

[#| =1 [oaz1i18 |wea | O || [ el al | [ v [ v [ &

[#| E fogzzite |[mu | O \ E] ol - ] \ Q v
(1] =1 losrans |Fi =l [ IEN al | [— [Vl [ Q >

Step Action

10. Begin Date: Begin date of the Pay Period from the Pay Calendar table.
End Date: End date of the Pay Period from the Pay Calendar table.

The Pay Rules link is a summary of the custom Pay Rule section on the
Compensation page in Job Data.

Click the Pay Rule link.
| Pay Rule|
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeand Labor ¥ > Use ¥ » Timesheet

PS9HRTRN
WEBRCB2
New Window | Help | Personalize Page | =Le
Pay Rules
Pay From Schedule
Workarp: BPOS_RPTR Biweekly Positive Reporter OverTime: 40_01-R 40 OVERTIME 1.0/15
Meal: 30MIN 30 MIN AFTER 5 HRS AND 15 HRS WeekEnd:
shift 2: CaliBack: CBP-V CALL BACK CASH @ 1.01.5
Shift 3: Hol Worked:  HPW-HOL Holiday Pay Worked
Return
Step Action
11. Pay Rules Section:

The Pay From Schedule checkbox located at the top of the Pay Rules Section. In this
example the check box is not checked, and the employee will not be paid from
schedule. If the Pay From Schedule checkbox is checked, the employee is paid from
their schedule.

The Pay Rules are defined as follows:

Workgrp: Designates if employee punches time or just exceptions.

Meal: Defines the rule for meal deduction.

Shift2: Indicates if the employee is eligible for Evening shift differential pay.
Shift3: Indicates if the employee is eligible for Night shift differential pay.
Overtime: Defines overtime compensation options.

Weekend: Indicates if the employee is eligible for Weekend shift differential pay.
Callback: Defines Call-Back compensation options.

Hol Worked: Defines compensation options for holidays worked.
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥

PS9HRTRN
WEBRCB2

Pay Rules

Pay From Schedule

> Timeand Labor ¥ >

Workgrp: BPOS_RPTR Biweekly Positive Reporter OverTime:
Meal: 30MIN 30 MIN AFTER 5 HRS AND 15 HRS WeekEnd:
Shift 2: CaliBack:
Shift 3: Hol Worked:

Training Guide

Time and Labor Timekeepers LSUNO V9.1

40_01R

CBP-V

HPW-HOL

Use ¥ >

Timesheet #& Home

New Window | Help | Personalize Page | =K

40 OVERTIME 1.0/15

CALL BACK CASH @ 1.01.5

Holiday Pay Worked

Step

Action

12.

Click the Return button.

| Return
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Time and Labor ¥ > Use ¥ > Timesheet

PS9HRTRN

WEBRCB2
New Window | Help | Personalize Page | =L ~

Time Entry
Empl ID: Red#: 0 John Doe
< Empl Data

Class Indc: Classified F/P: Full-Time Std Hrs: 40.00

Meal: 30 MIN AFTER § HRS AND 15 HRS  Term Dt: o oo T

Job Code: 163070 OVT: 40 C1R |51 Vacation  [071718 | | 1317500

DeptiD:  NOT101000 LSUNO Anatomy

Begin Date:  03/12/2016 End Date:  0%/252016  Pay Rule

S Date: |09/19/2016 [ 2 Refresh << Previous Period  Next Period >>

h and Elapsed Deta 2 4 »
o o [ [0 Jou e o [cimy [pumToe i [caue [ovra [comme
[#]| [=] {oort2116 Mon | [T || [ mE] | Q [ V] [ ] [ Q
[#]| [=] foerane |Tue [ O | [ mE Q [ V| [ v [ Q
| = Joanans {wea | O || [ e Q [ vl [ v [ Q
[#]| [=] |oertsme |Thu | O | [ mE| Q [ v [ ] [ Q
#H|E oanens [Fi | O [ (18]l Q [ V] [ v [ Q
FH|E fognme [sa | O | [ e | Q [ V] [ v [ Q
[#][ [=] |ogrzns |sw | [ ] [ [ =) Q [ ] [ v [ Q
[+]| =1 fosreits |mon | O || [ I [ [ v| ( v| ( Q
| = fogrzoms |ue | O | 5 Q v v Q
(=] [=] [oerzire |wed | O || [ IRE Q, [ v [ V] [ Q
[+ = Joerzzie {u | O | [ Wl [ | V| [ v [ Q v
[+]] [=] foarz3re |Fri [ml | [ A Q [ v| [ v| [ Q
< >
Step Action
13. The Time and Labor Leave Data section provides summary information regarding

an employee's Sick and Vacation leave.

The fields are defined as follows:

Plan Type: Numerical value assigned to a leave option for which the employee is
eligible. 50 - Sick, 51 - Vacation.

Description: List full description of the Plan Type.

Accrual Date: Last Date the leave accrual ran for this employee.

Timesheet Balance: Outstanding balance that will be processed the next time leave
accrual runs.

Leave Balance: Balance of leave for a specified plan type as of the last time the
accrual process ran.
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeand Labor ¥ > Use ¥ > Timesheet #& Home
PS9HRTRN
WEBRCB2
Bsave) Date: (0311912016 [/ Retresn) << Previous Period  Next Period > ~
Date Day | Xfer [in Out TRC Hours g';"'e“ :g“lm’"’z I':'(’:"h‘:
| = Joarizis {mon | O | [ [ | afl | [ ] [ a
[#]| = foenans |Tee | [ | [ mE]| Q] [ V] [V [ Q
[#]| =] [oartans |wea | O [ [ic | al ] [ v] [ [ Q
| E foanss [mu | 0O | [ (18] all | [ V] [ V] [ Q
[+]| [=] foanere |Fi | [0 [ BE] Q|| [ v V] [ Q
#| = foanzs [sa | O [ [ic | al ] [ v] [ VI [ Q
| = Joernans {sen | O | [ e al | [ vl [ v [ Q
[#| =] |oartars won | O || \ [5 ol ] [ ] [ ] \ Q
[#| =1 [oozone [re | O [ [ic] | el ] [ V] [ VI [ Q
[#I| =1 [oaz1i18 |wea | O | [ el al | [ v [ v [ &
[#| = foez2re [ou | O [ [15]] =\ [ ] [ Q
=] = |oerzane | [ [ mE] el ] [ ] [ ] [ a
[#I| =1 |ograrns [sa | O || [ el al | [ v [ v [ &
[#| E gz |sen | O | \ (E | | ] ] ] \ Q
B save
%}% Earliest Chg Dt |Run TA?
ey |paseoe [n
09/12/16 Mon | 8:30AM v
J - >
Step Action
14. The Punched and Elapsed Time Detail sections is also referred to as the Timesheet
Grid.

Page 17



Training Guide
Time and Labor Timekeepers LSUNO V9.1

Column Heading Description

Plus [+] Button - Add another Row to Time sheet
Minus [-] Button - Delete Row from Time sheet
Date - Date the punch occurred.
Day - Day of week.
Xfer - Check box to indicate the employee floated to another department, or links
punch data sets when an employee punches In and Out multiple times on a schedule
workday,
NOTE: Xfer will always be checked if punch times is from clock with transfer

In Time - Time recorded as an in punch, when the employee starts their work day
Out Time - Time recorded as an out punch, when the employee ends their work day
TRC - TRC's (Time Record Codes) used to manually enter time, i.e. Leave.

NOTE: Cannot be used with punch time

Hours - Number of hours punched or leave time associated with specified date.
Cumulative - List a cumulative total of all hours in the pay period as of a specific
day. Cumulative hours should not be confused with Payable Hours.

Skip Meal - Timekeeper can indicate if employee will receive pay for a meal break.

Hazard/ In Chrg - Indicates if change in compensation is warranted based on the
employee encountering a specified hazard or working in a more senior capacity.
Callback - Indicates the employee is due Call Back compensation.

Override Overtime - The business unit has the ability to override overtime with
either 1.0 or 1.5 cash

Comment Code - Comment Code used by the Timekeeper to specify reason for
Manual Edits, or Overtime Override

Account Code - LSUNO payroll utilizes the account code feature if time is paid by
another department.

Edit CF - LSUNO Payroll unitizes to edit the Account Code.
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ > Timesheet

PS9HRTRN
WEBRCB2

B save Date: [09/19/2016 5% Refresh | << Previous Period  Next Period >> A

Day Cumu [ skipTake [Hazard/  [Callbacki [Override [comment
Date lative | Meal InChrg  |NoPay Code

E
§

09712118 |Mon [ BE
[ [ 15
[ [ &
[ |5
[ [ 15
[ [ &
[ |5
[ [15
[
\
[
[
\
[

L2

091316 |Tue

09/1416 |Wed

09M5M16 | Thu

09166 |Fri

091716 |Sat

091216 |Sun

091916 |Mon

09720116 [Tue [BIE]
[5
[
[IE
[5
&

0972116  |'Wed

09/22/16 |Thu

09723116 |Fri

09/24116  |Sat

] =)0 ) ) ] g
| 0] [ 0] [0) 0] ] [ { 0] @f 01} [} [ 0
o|o|o|ojo|o|o|o|o{o|o|oo o] §
plelplpl|elp|p|e|o|p|p)|p B 2
Ay

1<]

<
plelpfple|ple|ole|p|s)e #

09/25(16 |Sun

@

b
|.|L

@

5 Time Admin Status
Last Update Earliest Chg Dt [Run TA?

08/01/16
6:00:34PIM

02/15/2016 N

'+ Schedules B

ooy [t T [Ena e |

09/1216 Mon | 8:30AM 5:00PM

Step Action

15. The Timesheet Colors used to highlight row or field indices the following:

Grey Row - Row that is being edited

Green Row - Indicates a Holiday

Red Row - Indicates an error on the row.

Yellow Row - Indicates a row has been added to the timesheet.

Red Field - Indicates a missed punch.

Purple Field - Indicates a Transfer was recorded, and the OUT punch was missed
on the original punch.
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Favorites Main Menu » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ » Timesheet

PS9HRTRN
WEBRCB2
S| = |owztns [wea | [ | [ [ 6]l Q [ V] V] [ Q A
| = |ozrzzne o | O I el Q [ ~| [ vl [ <
]| [=] |oorzams |Fri o [ IREA | Q [ V| [ V] [ a
]| [=] |osr2ane [sat mN [ IR aQ [ V| [ V] [ a
| =] |ozrzsne [sen | OO I el Q [ ~| [ vl [ Q
B save
Lostdodate | Eortiest ChoDt |RunTA?
ey |oenseois |n
o
4 Payable Totals
jmc  [Tothours 1 [ [ [ [ | [oorizie_[won |s30am  [s00PM
Total Week 1 0.00 0936 |Tue |530AM |500PM
Total Week 2 0.00 09114116 |Wed |8.30AM  |500PM
Total Leave 0.00 0SAEMG  [Thu |3:30AM  |500PM
kol Period 0.00 0911616 |Fi |8:30AM  [5.00PM
R B
0911316 |sun
091916 |Mon |8:30AM _ |5.00PM
092016 |Tue |3.30AM  |500PM
092116 |Wed |8:30AM  [5.00PM
0922716 |Thu |8:30AM  |500PM
0572316 |Fi |30AM [500PM
092416 |sat
0972516 |Sun
£\ Return to Search v
< 2>
Step Action
16. Time Admin Status process calculates Payable Time. The process runs a new

Business Unit every 5 minutes, therefore every Business Unit should re-calculate the
Payable Time once an hour.

Last Update Date/Time: Displays last date and time the Time Admin Process ran.

Earliest Chg Dt: The earliest change date represents the earliest day changed, not
the date the change occurred.

Example: The current date is 9/19/16 and the timekeeper deletes the punched time
for 09/01/16. The earliest change date is changed to 09/01/16. If the punch time for
9/16/16 is deleted, the earliest change date remains as 09/16/16.

NOTE: Manual entries made to the timesheet will not appear in Payable Totals
section until the Time Admin process runs and re-calculates the time.
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Favorites Main Menu » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ » Timesheet

PS9HRTRN
| = fooins |wea | [ [ [ [ 6]l Q [ V] V] [ Q ~
| = fosrzane [mu | O I el Q [ ~| [ vl [ <
| = |oorzzr1s |Fri o [ mE| Q [ M I M [ Q
#]| [=] |osr24118 |sat mN [ IR aQ [ V| [ V] [ a
| = fosrzzre [sun | O I el Q [ ~| [ vl [ Q
B save
Earliest Chg Dt
050118
otiey |omnseos |n
e | 091216 |Mon |330AM  |500PM
Totalweek1 | 0936 |Tue |530AM |500PM
TotalWeek2 | 09114116 |Wed |8.30AM  |500PM
TotalLeave | 0SH5M6  |Thu  |2:30AM  |5.00PM
Total Period -
Lo . 0911616 |Fi |8:30AM  [5.00PM
R B
0911316 |sun
091916 |Mon |8:30AM _ |5.00PM
092016 |Tue |3.30AM  |500PM
092116 |Wed |8:30AM  [5.00PM
0922716 |Thu |8:30AM  |500PM
0572316 |Fi |30AM [500PM
092416 |sat
0972516 |Sun
£\ Return to Search v
< >

Step Action

17. Payable Time Totals Section list hours by Time Record Code.

TRC - List Time Reporter Code for which the time is assigned.

Total Hours - Total hours for the corresponding Time Reporter Code.
Total Week 1 - Total Hours for Week 1.

Total Week 2 - Total Hours for Week 2.

Total Leave - Total leave for pay period.

Total Period Hours - Total of all hours for pay period.

NOTE: Due to rounding rules Total Period Hours can differ from the Total hours
listed on the Time Grid.
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Favorites Main Menu » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ » Timesheet

PS9HRTRN
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B save

“wTime Admin Status
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o

4 Payable Totals

jmc  [Tothours [ [ [ [ [ [ D926 |Mon |B:30AM  |500PM

Total Week 1 0.00 0936 |Tue |530AM |500PM

Total Week 2 0.00 09114116 |Wed |8.30AM  |500PM

Total Leave 0.00 0SH5M6  |Thu  |2:30AM  |5.00PM

Total Period -

Lo 0.00 0911616 |Fi |8:30AM  [5.00PM
R B
0911316 |sun
091916 |Mon |8:30AM _ |5.00PM
092016 |Tue |3.30AM  |500PM
092116 |Wed |8:30AM  [5.00PM
0922716 |Thu |8:30AM  |500PM
0572316 |Fi |30AM [500PM
092416 |sat
0972516 |Sun

£\ Return to Search v

< >

Step Action

18. Payable Detail section:

Date - Date of the time reported

Day - Day of the week

TRC - Time Reporter Code

Quantity - Hours associated with the TRC

Department - List Dept Id if the person floated to another department.

19. Payable Detail section:

Status:
AP-Approved
CL-Closed
DL-Diluted
ES-Estimated
IG-Ignore
NA-Needs Approval
NO-No Pay
OE-Online Estimate
PD-Distributed
RP-Rejected by Payroll
RV-Reversed Check
SP-Sent to Payroll
TP-Taken by Payroll
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Favorites Main Menu » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ » Timesheet

PS9HRTRN
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B save
“wTime Admin Status
Lastiodats | Eoriiest ChoDt |RunTA?
otiey |omnseos |n
o
-+ Payable Totals
jmC  [Tothours | 1 [ [ [ [ | oz [won |s30am  [s00PM
Total Week 1 0.00 0GA3ME  [Tue |E30AM |500RM
Total Week 2 0.00 09114116 |Wed |8.30AM  |500PM
Total Leave 0.00 0SAEMG  [Thu |3:30AM  |500PM
kol Period 0.00 0911616 |Fi |8:30AM  [5.00PM
R B
0911316 |sun
091916 |Mon |8:30AM _ |5.00PM
092016 |Tue |3.30AM  |500PM
092116 |Wed |8:30AM  [5.00PM
0922716 |Thu |8:30AM  |500PM
0572316 |Fi |30AM [500PM
092416 |sat
0972516 |sun
£\ Return to Search v
< 2>
Step Action
20. The Schedules section displays the employee's current work schedule if one has
been assigned in the system. The Schedules column information is defined as

follows:

Date: Calendar date the employee is scheduled to work.
Day: Day of the week the employee is scheduled to work
Start Time: Time the employee is scheduled to begin work.
End Time: Time the employee is scheduled to end work.

If the employee does not have an assigned schedule, there is no start and end time
displayed on the schedule.
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Favorites Main Menu » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ » Timesheet

PS9HRTRN
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4 Payable Totals

jmc  [Tothours | [ [ [ [ [ | [oorizie_[won |s30am  [s00PM

Total Week 1 0.00 0936 |Tue |530AM |500PM

Total Week 2 0.00 09114116 |Wed |8.30AM  |500PM

Total Leave 0.00 0SAEMG  [Thu |3:30AM  |500PM

Total Period -

Lo 0.00 0911616 |Fi |8:30AM  [5.00PM
R B
0911316 |sun
091916 |Mon |8:30AM _ |5.00PM
092016 |Tue |3.30AM  |500PM
092116 |Wed |8:30AM  [5.00PM
0922716 |Thu |8:30AM  |500PM
0572316 |Fi |30AM [500PM
092416 |sat
0972516 |Sun

£\ Return to Search v

< >

Step Action

21.

Once the Time Admin process has completed, if exceptions have been detected on
the timesheet the Exceptions section will display to the right of the Time admin
Status box. In this example, so exceptions are displayed. High level exceptions are
flagged by the system and display on the timesheet as a Red Field.

NOTE: All high level exceptions must be corrected for time to calculate for that
day.
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Favorites ¥ Main Menu ~ » LSUHSC Processes ¥ > Timeand Labor ¥ > > Timesheet /‘\ Home
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£\ Return to Search v
< >

Step Action

22, This completes the Introduction and Overview of Timesheet.
End of Procedure.
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Access an Employee's Time sheet

Add Punches to the Timesheet

Procedure

In this topic you will learn how to Add Punches to the Timesheet.

Step Action

1. The Timekeeper must enter time (In and Out punches) for employees that do not
have an assigned schedule, such as Student Workers and Transients. Employees who
have been assigned a schedule in the system will clock in and out using Web Clock.
Punch information will automatically transfer from Web Clock into the employee's
timesheet. Timekeeper's will on occasion have to enter punch information if the
employee forgets to clock in or out.

Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeandlabor~ > Use™ » Timesheet
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Step Action

2. NOTE: Bread Crumbs display at the top of the panel and provide navigation to
the timesheet.

Main Menu > LSUHSC Processes > Time and Labor > Use > Timesheet
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Step Action

3. In this exercise, you will enter time for the entire pay period onto the timesheet.

NOTE: Only Leave and other manual edits to the timesheet (i.e. missed punches,
On-Call, TRC, etc.) will need to be added by the Timekeeper if the employee is has
been assigned a schedule in the system.

4, To enter data onto the timesheet, simply click on the appropriate field and type the
information directly into the cell.

Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ Time and Labor ¥ Use ¥ > Timesheet

PS9HRTRN
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v
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Step Action

5. Enter the desired information into the Mon In field. Enter "8:28a".

NOTE: When entering regular time, the system will automatically default to

AM unless specified. When entering punch information using Regular Time, you
must designate PM. You can enter "'a" to designate AM and *"p** to designate PM.

Military Time can also be used instead of regular time.

6. Enter the desired information into the Mon Out field. Enter "5:05p".
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Step Action

7. Military Time

Military Time is a 24-hour clock notation system. It utilizes a four (4) digit format,
hhmm, as a means of distinguishing between day and night. The first two digits
represent the hour of the day and the last two digits the minutes of the hour. For
example, 0330 represents 3:30 AM and 1700 represents 5:00 PM.

A time separator (colon) is not used when entering Military Time (i.e. 0330 rather
than 03:30) unlike when entering regular time. Using Military Time, if the time
entered has a preceding zero (i.e. 0330) it indicates day or AM time. If the time has a
preceding 1 or 2 (i.e. 1500 or 2300) it indicates night or PM time. Midnight (12:00
AM) is designated by two zeros (00). You will not enter AM or PM when entering
punch information in a Military Time format. However, time must be entered using
all four digits.

Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ Time and Labor ¥ Use ¥ > Timesheet

PS9HRTRN
Beave) Date: [D2/20/2016 [/ feresn ) << Previous Period  Next Period >> ~
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Step Action

8. Enter the desired information into the Tue In field. Enter "0831".
9. Enter the desired information into the Tue Out field. Enter "1659".
10. Enter time for the remainder of the pay period based on the schedule displayed in

the lower right corner of the panel.
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Favorites ¥ Main Menu » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ » Timesheet

PS9HRTRN
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Step Action

11. You can Save changes made to the timesheet at any time. When you Save your
information, the system will automatically update any manual edits made to the
page. Payable Time, however, will not be calculated until the Time Admin process
is run.

Click the Save button.

ﬁ Sawve

12. NOTE: Punch information entered as Military Time is converted to regular time
once the timesheet is saved.

13. Rounding Rules
There are two (2) Rounding Rules that are applied to an employee's time when the
Time Admin process is run. The Rounding Rules are:

» The 6-Minute Rounding Rule - Applied to an employee working according to a
pre-defined schedule; and

» The Tenth-Hour Rounding Rule - Applied to an employee working without or
outside a schedule.
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Step Action

14. The 6-Minute Rounding Rule

The 6-Minute Rounding Rule is applied to an employee's time when the employee is
working according to a schedule. The 6-Minute Rounding Rule will not apply if an
employee is working at any time other than according to his/her pre-defined
schedule (i.e. Call-Back time).When the employee clocks In or Out within 6 minutes
of his/her pre-defined scheduled Start and End time, the system will "round" his/her
time to the scheduled Start and End time.

For example, on Mon, 09/12/16, the employee is scheduled to work from 8:30AM
until 5:00PM. The employee clocked In at 8:28AM and clocked Out at 5:05PM. The
employee clocked In and Out within 6 minutes of her scheduled Start and End time.
Therefore, when the Time Admin process is run, the system will "round" her time

to her scheduled Start time of 8:30AM and End time of 5:00PM and display the
"rounded” time on the timesheet.

15. The Tenth-Hour Rounding Rule

The Tenth-Hour Rounding Rule is applied when an employee is working without a
schedule or outside his/her schedule (i.e. Call-Back time). The Tenth-Hour
Rounding Rule will also apply to an employee who is working according to a
schedule, but is considered Tardy for work, comes in early to work, or works past
his/her scheduled Start/End time (i.e. clocks In or Out more than 6 minutes from the
scheduled Start or End time). The Tenth-Hour Rounding Rule will "round" time to
the nearest tenth of the hour.

For example, on Tue, 09/14/16, the employee is scheduled to work from 8:30AM
until 5:00PM. The employee clocked In at 8:45AM therefore, the employee is
considered Tardy. The 6-Minute Rounding Rule will not apply due to the employee
being Tardy. The system will "round" her Start Time to the next tenth when the
Time Admin process is run.

16. NOTE: Time rounding changes will not display in the Timesheet itself. Actual
clock information will remain as displayed in the Timesheet. Rounding changes
are viewable in the Payable Totals section.

NOTE: Payable Totals will not change until Time Admin has been run.

17. Any leave taken during the pay period will display in the TL Leave Data box in the
Timesheet Balance column once the timesheet is saved. In this example, no leave
was taken so the Timesheet Balance column is blank.

18. Rounding changes are displayed in the Payable Time section. The Payable Total for
Week 1 is 39.70 and 39.70 for Week 2. The Total Period Hours are 79.40.

NOTE: The Cumulative column total in the timesheet is 79.89. The Cumulative
total does not reflect rounding changes and will remain unchanged when Time
Admin is run.

19. The TRC option displayed Is RGB which stands for RGB - Regular Bi-WeekKly.

Page 31



Training Guide
Time and Labor Timekeepers LSUNO V9.1

Step

Action

20.

NOTE: When the Time Admin process is run, if there are any Exceptions needing
immediate review an Exceptions section will display to the right of the Time
Admin Status section. In this example, no Exceptions were indicated.

Exceptions needing immediate review are flagged by the system and display on the
timesheet as a red field.

All High level exceptions must be corrected in order for time to calculate for that
day.

21.

This completes Add Punches to the Timesheet.
End of Procedure.
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Correct and Delete Time

Procedure

In this topic you will learn how to Correct and Delete Time.

Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Time andLabor ¥ > Use ¥ > Timesheet
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Step Action
1. Correcting Time is accomplished by clicking into the appropriate row/column field,

and typing the corrected data into the cell. In this exercise, you will correct the time
punch in the Monday Out field from 5:05PM to 4:55PM.

Enter the desired information into the Mon Out field. Enter "4:55p".

NOTE: Punched or clocked time should never be corrected or deleted without
selecting a Comment Code, which will display on the timesheet.

2. Click the Save button to save the manual edit made to the timesheet.
ﬁ Sawve
3. When the system detects an error on the timesheet, it will highlight the row or field

containing the error in red. In deciding how to correct the issue, you will need to
determine the cause of the error.
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Timeandlabor ¥ > Use ¥ > Timesheet
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Day [StariTime [End Time v
2>

Step

Action

For Tuesday, 09/16/16 the timesheet shows the employee worked 31.51 hours on
that day. If the Hours calculation is greater than the difference between the In and
Out times, most likely the date of the Out punch is incorrect.

Click the Choose a date button to check the Out punch date.
5]

The calendar shows that the Out punch date is 09/17/2016.

Click the Close button.
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Timeandlabor ¥ > Use ¥ > Timesheet

PS9HRTRN
Bsave) Date: [DS/20/2016 [/ feresn << Previous Period  Mext Period > ~
Date Day | Xfer [in out TRC Hours [Cumu | BapTake I'.']"E"’h‘"?' m“” ey

]| =] |ognzre |wmon | [ |[a:28Am [[455PM |[0[H ERE IR | v [ v [ e}
[+ =] |oorane |Tue | [ |[&:31AM [[4:59PM (|05 7.96 16.07| v| [ v [ Q
[+]] [=] |oor1ane |wea | [ }EMAM (5:01PM ']_EEU 778 23.83| v| I v [ Q
#| = |oensne e | O ||W [a:s5Pm [0 ) 798| 3181 v| | v| [ Q
[#]| [=] |oener6 |Fri [] [[:33am |5:04Pm ol 5| 63.32| v| [ v| \ Q
[ Jormne [sa | O | [ (5] o] v v [ )
G = oo [se | 00 [ I v Y [ a
[+]] =] |ograme |Mon | [ ||_§:27AM (5:03PM '!_E 3.0 71.42| v| I v [ Q
[+]| [=] |oor2016 |Tue [ |[B:a0am ||[506Pm [0y 793 7935 v [ v [ Q
a.wAm 5:06PM |0l ' w
[#]] =] oer2im6 |wea | O [[8:25AM ||[@53PM [T 7.6 873 V| [ V| [ Q
[#]| =] |oerz2rte |The | [0 [[B:24am |502PM |0 8.13| 9544 v| [ V| [ Q
[#]| [=] |osr2ar16 |Fri [0 |[[:30am [457Pm (|05 7.95| 103.39|| v| | v| [ Q
1| Josans [s | O | [ s v v [ Q
G| Joeesns [sn [ O] [ ElE ] v [ Q

Step Action

6. To correct the problem you will have to re-enter the information on a new row and
delete the old row.

Click the Add a new row at row 5 button.

4]

Enter the desired information into the Fri In field. Enter "8:33a".

Enter the desired information into the Fri Out field. Enter "5:04p".

Click the Row 5 Clear Balance button to delete the original row.

[=]
10. Click the Save button.
| ﬁ Save
11. There is also a double-punch for Fri, 09/20/16. You will need to delete the red

highlighted row to remove the double-punch data.

12. You can Delete Time for a particular day by clicking on the minus sign (-), or Clear
Balance Button, to the left of the Date field. The Clear Balance button only deletes
time punch information. It will not delete information displayed in any of the other
column fields.

Click the Row 9 Clear Balance button.
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Step Action
13. Click the Save button.

ﬁ Save

14. The system has removed the red double-punch row and updated the timesheet.
NOTE: Payable Time is not re-calculated until the Time Admin process is run.
The Time Admin process begins running a new Business Unit every 5 minutes. It
takes approximately 15 - 20 minutes to re-calculate a Business Unit. Therefore,
every Business Unit should re-calculate once an hour.

15. This completes Correct and Delete Time.

End of Procedure.
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Enter and Change Leave

Procedure

In this topic you will learn how to Enter and Change Leave.

Step Action

1. In this exercise, you will enter the Leave Code for paid Sick Leave (LBS) for
Thursday, September 15th and Friday, September 16th.

Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ > Timesheet

PS9HRTRN
Bsave) Date: [JS/20/2016 [/ fetresn <= Previous Period  Next Period =+ ~
ARl nn
Date Day | Xfer [in out TRC Hours [Cumu | SkdpfTake m m‘” Quenide | Comment

[#]| [=] {01216 mon | [T |E23am ||255PM ([ 785 785 [ V] [ Q

[ [=] [oar3rs |Tue | [0 [[E31AM ||[459PM ([0 7.9 1501 V| [ v [ Q

[#]]| [=] [osr14m16 |wed | [ [[EasamM |[501PM |[o 776 23.67| V| [ V| [ Q

[#]) [=] [oensne |Thu | [ [[26am [|[230Pm ([0 5.56( 29.23 v| I v| [ aQ

[+]| [=] [osrare |Fri |l [ (] (R [ V| [ M [ [s

| forme [s2 [ O || [ ] s C [ Q)

[ = foenas [sn [ O | [ 1E S v ) [ a

[#]| [=] [oerere |Mon | [ |j&:27AM |503PM [0 210 3733 V| I v| [ Q

[+]| [=] [osrzame |Tue | [ |[E40aM |506PM ([0 73| 45.26( ~| [ M [ [sY

[#| [=] [oerz118 |wea | [ |m|m [0 76| 53.22| V| [ V| [ a

[#I| [=] fogrz2i16 |Thu | [0 |je:24aM |502eM [0 213 61.35 v| [ v| [ a

[#]] [=] [osrzare |Fri O |[a30am |[457PM [0/ 795 69.30|] v [ v] [ Q

[#]| [=] |oerzane [sat | [ || [ (= el v I v I Q

1|l osesie [sn | O [ i [ Y] [ [ 2

-
%}]{% Earliest Chg Dt |Run TA?
Egg?’lgw 090512016 [Y

1 Payable Deta El 3 n G ' Schedules B
|+ Payable Totals

o [om [1Ac [Ouwnity [oeparment [Savs  [esson | [Dar  [Day [Saiime [Enoime |
Lt 0en2116_|mon |res | 300 Estimated | | [oerizne [won [s30am  [smopm v
RGB 79.40] T + + T 1 [mranae  I+- lnanaes Te-nnres 1
>
Step Action
2. The employee left early on Thursday and did not work on Friday. You will need to

add another row for Thursday and Friday to enter the Leave Time.

Click the Add a new row at row 4 button.

|

3. When a row is added, the system will highlight the row in yellow.
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Favorites v Main Menu > LSUHSCProcesses ¥ > Timeandlabor™ > Use™ > Timesheet #& Home
PS9HRTRN
WEBRCB2
SE Date: (0972072016 [ Retrash | <= Previous Period  Next Period >> ~
h and EI D " [l »
Date Day | Xfer |in out TRC Hours | | ok e oy | verme, |Gonarent
[#]| [=] [oar218 |Mon | [ ||m (4:55PM |05 795  7.95| v [ v [ aQ
[#]]| [=] [osrt3ne |Tue | [ ||W [a5ePM |0 798 15.91| V| [ V] [ aQ
[#]]| [=] [oarane |wea | [T [[E:a5am [[s01Pm |05 776 2367 v| I v| [ Q
[+]] [=] |oar5m6  [Thu O Iﬁ'm@ 556( 20.23| v \ v] [ Q
1| =1 [oerrse [ [ 0 || [ o] | [ v ) [ a
| =1 [osrer1e |Fr O [ ] (R I v [ ] [ Q
B[ [ [s2 | O | [ ] [ _— [ a
[ = Josrats [sn | O | [ B a | [+ v [ o
[#]| =] [oerere |Mon | [0 |j&:27AM |503PM [0 210| 3733 V| [ M [ @
| =] fosrzars |Tue | [T |E:40AM |ym (IE] 73| 45.26( ~| [ M [ [sY
[#| [=] [oerz1i18 |wea | [ ||m|ym (o 76| 53.22| v| [ V| [ a
[+ =] fosrz2re |thu | O ||m [5:02PM ([0 213| 61.35( V| [ M [ @
[#]] [=] [oorz3rs |Fri [ |[B30am |[[#57PM [0 795 69.30] V| [ V| [ Q
[#| [=] |oerzan [sat | [ || [ (= all v I vl I Q
[#]| =] fowrzsre [sun | O || [ W] - V] I V] I Q
B save
“w Time Admin Status
H%uurf% Earliest Cha Dt |Run TA?
e |nomsi2016 |Y
v
>

Step Action

4. Leave Code options are listed in the TRC Search list. This includes all paid and non-
paid leave codes, as well as the On-Call code of CP1.

Click the Look up TRC button.
|2
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Main Menu

Look Up TRC
PS9HRTRN
WEBRCB2

Business Unit: LSUNO
Workgroup BPOS_RPTR Previous Period  Next Period == ~
Time Reporting Code: | begins with v
Description: begins with v
=] foari2nts |vion | [ LookUp || Clear || Cancel | Basic Lookup
=] |osnzne [Tue | O
= Search Results
+ 0011416 [Wed
g View 100 First ‘@ 7otz W Last [
[=] [oer516 |Thu [ |[e26am [|2:30°M Time Reporting Code Description [ a
[=] |ogr1sr16 |Thu O | H CHE Cancel Holiday Entitement Q
- cPi ON CALL PAY
[=] |osr6rs |Fri O |l I\ cP2 ON CALL PAY WEEKEND [ a
= [osrme [sa | O JBT ON-JOB TRAINING Q
l | AN TEAVE - ANNUAL BW WAGE
= foansns [sen | O | I\ =3 TEAVE - SICK BWEERLY WAGE [ a
=1 [oerare |von | O |[ezram ||5oaed WP FIMLA LEAVE - HOURS ONLY T Y
1 Lc LEAVE - CIVIL WAGE
[=l|osrzone |Tus | [ [[s40am |[i508e0 = LEAVE - EDUCATIONAL WAGE Q
[=] |oarz1Me |wed B2sam ||a53eM - LEAVE - BEREAVEMENT WAGE
EIE I L LEAVE - JURY DUTY WAGE Q
=l fosrzzii6 |Thu | O |[E24AM ||[5:02PM Lim LEAVE - MILITARY WAGE [ a
LLs LEAVE - SPECIAL WAGE
[=] [ogrz3re |Fri [:30am |[[4:57PM
=R Il Lw1 LWOP UNAUTHORIZED [ &
[=] |ogr24116  |sat O |l Il Lw2 LWOP AUTHORIZED Q
soP SUSPENDED WITHOUT PAY
09/25/16  |Sun
HE O Il SWP SUSPENDED WITH PAY | I
v
>

Step Action

5. Select the appropriate Leave Code from the list.

Click the LAN - Leave - Annual BW Wage link.
LAN LEAVE - ANNUAL BW WAGE
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ > Timesheet

PS9HRTRN
Bsave) Date: [02/20/2016 [/ fetresn ) <= Previous Period  Next Period =+ ~
Date Day | Xfer [ out TRC Hours [Cumu | SkdpfTake m m‘” Quenide | Comment
[#]] [=] [osr216 |mon | [T ||m [a:55PM [0 795 7.95 V| [ V] [ aQ
]| [=] [oen3ne |Tue | [ [E31AM |[[@5gPm |05 798 1591 V| [ v [ Q
[+]] [=] [osr14m16 |wed | [ [[E45aM ||E01RM |05 776| 23.67| V| [ V| [ Q
[#]] [=] [oensne |Thu | [ [[26am [|[230Pm ([0 5.56( 29.23 v| I v| [ aQ
G| = Joerse [me [0 [ Y ™ Vi [ X
Bl E I EEE [ s o] Y _— [ a
[+]| =] foen7me |sat | O || [ ] (Y . [ v| [ V| [ aQ
[#| =] foerae |sen | O || [ (] (Y [ V| [ M [ [s
[#]] [=] [osrs6 |Mon | [ [[Ez7amM |[5:03PM |[of s10| 3733 V| [ V| [ Q
[#]| [=] [oerzon6 |Tue | I i|8:40AM (08P ([0 7.03| 45.26( v| [ V| [ a
[#| =] foerz1m6 (wWea | O ||m [453PM |[0= 7.06| 53.22( V| [ M [ @
[ = fosrzzii6 |Thu | [ [[EzeamM ||502Pm o 313[ 61.35] V| [ V| [ Q
[#]| [=] |ogrzane  [Fri [ ([e30am |[a57Pm |[Of 7.85| 69.30( v| [ V| [ a
[#]| =] Joorzans [sat | O || W] - V] I V] I Q
El[Eosss [sn [ O] [ i Y v [ 2
& save
“w Time Admin Status
pastiodate | EariestCho Dt [munTA2
S |D9f05i2|]15 |v
P'!'Nﬂ"hh Tot Hours F T T T : T — T 1 > v

Step Action

6. Time is not indicated for leave hours, so you will enter the number of leave hours
taken in the Hours field.

NOTE: TRC hours are recorded using elapsed time (hours). Thus, time can only
be recorded in increments of a tenth (10th) of an hour. A tenth (10th) is equal to 6
minutes.

Enter the desired information into the Thu field. Enter "2.5".
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Time and Labor ¥ > > Timesheet #& Home
PS9HRTRN
WEBRCB2
Bsave) Date: [02/20/2016 [/ fetresn ) <= Previous Period  Next Period =+ ~
Date Day | Xfer [in out TRC Hours [Cumu | SkdpfTake m m"’ Quenide | Comment

[#]] [=] [osr216 |mon | [T |E:28AM [a:55PM [0 795 7.95 V| [ V] [ aQ

]| [=] [oen3ne |Tue | [ [E31AM |[[@5gPm |05 798 1591 V| [ v [ Q

(]| [=] |oar4r1s |wed | [ Iﬁm@ 776| 23.67| v [ v [ aQ

[#]] [=] [oensne |Thu | [ [[26am [|[230Pm ([0 5.56( 29.23 v| I v| [ aQ

G| = Joerse [me [0 [ E Y I I Y [ 2

Bl E I EEE [ R Y _— [ a

[+]| =] foen7me |sat | O || [ ] (Y . [ v| [ V| [ aQ

[#| =] foerae |sen | O || [ (] (Y [ V| [ M [ [s

[#]] [=] [osrs6 |Mon | [ [[Ez7amM |[5:03PM |[of s10| 3733 V| [ V| [ Q

[#]| [=] [oerzon6 |Tue | I i|8:40AM (08P ([0 7.03| 45.26( v| [ V| [ a

[#| =] foerz1m6 (wWea | O ||m [453PM |[0= 7.06| 53.22( V| [ M [ @

[ = fosrzzii6 |Thu | [ [[EzeamM ||502Pm o 313[ 61.35] V| [ V| [ Q

[#]| [=] |ogrzane  [Fri [ ([e30am |[a57Pm |[Of 7.85| 69.30( v| [ V| [ a

[#]| =] Joorzans [sat | O || [ W] - V] I V] I Q

El[Eosss [sn [ O] [ i Y v [ 2

“w Time Admin Status

pastiodate | EariestCho Dt [RunTA2

S |D9f05i2|]15 |v

[« Payable Totals i Sotus  [Resson | [Date  [Day [StanTime |EnaTme | v

TRC Tot Hours F T T T T T T 1 o - —— - mmme s >

Step Action

7. Click the Look up TRC button for Friday, September 16th.
Q,
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e Look Up TRC
B Help
Business Unit LSUNO
B save revious Period  Next Period >= ~
Workgroup: BPOS_RPTR
Deta Time Reporting Code: [begins with w||
Date Day Xfer |in Out Description: begins with i c""'"‘EI"
[=] |ogr12r16  |Mon O |8:28AM [4:55P] Q
Look Up Clear Cancel | Basic Lookup
[=] |ogr3re |Tue O |[E31am ||#5ar: Q
=1 [oorame [wea | [ [Eesam |Eotm Search Reslts [ Q
View 100 First ‘@ ta7or17 @) Last
= 5 E
=] [oerisite |Thu 0 |8'25AM EEIE Time Reporting Code Description | Q
[=] |oersie | Thu O CHE Cancel Holiday Entitiement Q
- CP1 ON CALL PAY
+ 0911616 [Fi
=l i ol CP2 ON CALL PAY WEEKEND | &
[=] |osr7re [sat O |l JBT ON-JOB TRAINING [ Q
LAN LEAVE - ANNUAL B WAGE
El |oartarte |sun | O == TEAVE - SICK BIWEEKLY WAGE] L
[=] |osrisi6 |Mon | [ |E27AaM ||E:03PM LFM FMLA LEAVE - HOURS ONLY [ Q
LLC LEAVE - CIVIL WAGE
=l Joarzonte |Tue | OO |B'ADAM D06EM |\ LEAVE - EDUCATIONAL WAGE Q
[=] |ogrz1i16 wed | O |a:25AM 4:53RM LLF LEAVE - BEREAVEMENT WAGE a
LLJ LEAVE - JURY DUTY WAGE
=l foerzite [mhu | [ |[s2sam|[502PM | LEAVE - MILITARY WAGE Q
[=] |ogr2ane  |Fri [ |[e30am ||«:57PM LLS LEAVE - SPECIAL WAGE aQ
Lw1 LWOP UNAUTHORIZED
=] Jogizarte |sat | [ Lw2 LWOP AUTHORIZED Q
Elfoszsie [sn [ O [ T | %°F SUSPENDED WITHOUT PAY  a
SwP SUSPENDED WITH PAY
DatelTime Earliest Chg Dt |Run TA?
08120/16
12:51:46PM |”9’"5’2”‘5 |Y
e B B2 [ payable Detail
++ Payable Totals - v
— o] oate  [ow |
< >

Step Action

8. Click the LBS Leave - Sick BiWeekly Wage link.
LBS LEAVE - SICK BIWEEKLY WAGE

9. Enter the desired information into the Fri field. Enter "8".

10. Click the Save button.
B Savejl

11. Once you have Saved your changes, the system will automatically include the leave
time to the Cumulative total.

NOTE: Cumulative time is not Payable Time. Payable Time is calculated when
the Time Admin process is run.

12. In this exercise, an incorrect Leave Code has been entered on the timesheet for
Thursday. You will change the Leave Code from Annual Leave (LAN) to Sick
Leave (LBS).

13. Click the Row 4 Look up TRC button.
Q

14. Click the LBS - Leave - Sick BiWeekly Wage link.
LBS LEAVE - SICK BIWEEKLY WAGE

15. Click the Save button.

|E53ve1
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Step

Action

16.

NOTE: The total number of Sick Leave hours entered on the timesheet displays in
the Timesheet Balance column/Sick row located in the TL Leave Data section.

Annual and sick leave listed in the Timesheet Balance column is not subtracted
from the Leave Balance. Annual and sick leave balance adjustments are made
when the Accrual process is run.

17.

This completes Enter and Change Leave.
End of Procedure.
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Enter a Non-Pay Code

Procedure

In this topic you will learn how to Enter a Non-Pay Code.

Step

Action

It is important to note that Non-Pay codes must be used with other paying codes
for the employee to be paid correctly.

In this exercise, you will enter Non-Paid Leave information for an employee for the
entire next pay period. The employee will be on FMLA Leave beginning on
09/26/16 and continuing through 10/09/16.

Favoriles ¥ Main Menu ¥ » LSUHSC Processes Time and Labor ¥ > Use ¥ Timesheet
PS9HRTRN
Bsave) Date: [JS/2572016 [/ fetresn << Previous Period ~
Date Day | Xfer [ out TRC Hours [Cumu | Skdp(Take m m‘” SoaD ||eepna

[#]| =] [oer12i18 |Mon | [ |E28AM ||a55PM [0 785 7.95( v [ V] [ a
[#]]| [=] oar3rs |Tue | [0 [[E31AM ||[459PM ([0 7.9 1501 V| [ v [ Q
[#]]| [=] [osr14m16 |wed | [ [[EasamM |[501PM |[os 776 23.67| V| [ V| [ Q
[+]] [=] [oensn6 |Thu | [ [[B:26am [[230Pm ffofE 5.56( 29.23 v| \ v| ( a
[+]| [=] [osrare |Fri |l [ (] (R [ V| [ M [ [s
| forms [sa [ O || [ [ [ _— [ Q]
G| = [oerae [sn [0 | [ IE] I Y Y [ a
[#]| [=] |oargrte |Mon | [ |[2:27am |s0zPm |0 2.10| 37.33 v [ v [ a
[+l [=] |oarzone |Tue | [ [[&40am }W’E@ 793| 45.26| v [ v [ Q
[+ =] {oez118 |wea | OO mlm [0 7.96| s3.22( ~| [ M [ @
[#]| =] fosrz2ite |Thu | [ |[E24aM |E02PM [0 213| 61.35( V] [ V] [ a
[#]] [=] [ogrz3r8 |Fri O |[e30am |[a57PM [0 795 69.30|] v [ v] [ Q
[#| =] |oorzare [sat | O || [ (W] (- v I v I Q
[#]| = Joarzsits |sun | O | [ (] (IS V] V] [ Q

B save
Last Update ;
= Earliest Chg Dt |Run TA?
09120116
12:51-46PM 09/05/2016 Y
[+ Payable Detail — B E m=0p o0 s
| w Payable Totals
e |
0912116 |mon |ReB 2.00 Estimated 02112116 [Mon |a30aM  [sooPm | N
Ipee 79.40] | | ! —— 5

Click the Next Period >> link.

Mext Period ==
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ > Timesheet

PS9HRTRN
B save Date: [09/26/2016 [ % Refresh | << Previous Period  Next Period >> ~
Xfer
#| = |oerzsie {mon | O | [ el iQ [ V] [ M| [ &
[#| =] |osrzrie |Tue | O || I WEN a [ [ ] [ Q
[+]| [=] [osrzare |wea | O || [ INED Q, I v] ( V| [ Q
| = Joerens {mu | O || [ el Q [ v [ v [ S
[#]| =1 |oarzants |Fri o I = | Q [ ] [ ] [ Q
+1| =1 [1o118 |sat 0o [ INED Q, I v] ( V| [ Q
| = |ronzis {sen | O | [ el Q [ v [ v [ S
[+ = |ronzns {mon | O | I = | Q [ ] [ ] [ Q
[#1] = |romans {ree | O | I WE Q [ V] ( V| [ Q
[+ = |romsie {wea | O | [ mE [ [ M [ v [ &
[#] = |1omsrs {the | O | [ [ 1= | a [ V] [ ] [ Q
| =] [100718 |Fri o I e Q [ V] [ V| [ Q
#| = [romzs [sa | O [ mE( Q v | [ a
] = |1omsrs {sn | O | [ mEN| Q [ M ( ~| [ Q
B save
%}% Earliest Cha Dt |Run TA?
FECr S (=L TR

Date Day
0026116 [Mon [a:30aM  [s:00PM

Step Action

3. When an employee is on FMLA, Worker's Comp, or On-Job Training, you will
enter a Non-Pay Code for hours worked. All Leave Codes are listed in the TRC
Search option.

NOTE: Non-Pay Codes are used for tracking purposes only; they do not indicate
whether an employee is paid for the hours worked or not.

Click the Mon Look up TRC button.
QL

4. The Non-Pay Codes are listed with other TRC leave options.
The Non-Pay Codes are:

JBT On-Job Training (an In and Out punch must be recorded)
LFM FMLA Leave — Hours Only

LWC Worker's Comp 1.0

UK1 Unscheduled ST K-Time Used

UK2 Unscheduled 1.5 K-Time Used

UNA Unscheduled Annual Leave

UNS Unscheduled Sick

NOTE: An In and Out punch must be recorded for On-Job Training.
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Look Up TRC

Bag =
BRCE Help
Business Unit LSUNO
[SEN Workgroup BPOS_RPTR revious Period  Next Period >> ~
Deta Time Reporting Code:
Date Day | Xfer |in out Description: E |
ime |Code
[=] arz8i16 mon | [ Look Up Clear Cancel | Basic Lookup Q
[=] |ogrzzie [Tue | O Q
Search Results
T — |
B [vazat |wed o View 100 First ‘@ 1470017 @) Last ‘ &
[=] |oer2ei16 |Thu O Time Reporting Code Description Q
=1 |oarzare |Fri O | ’_ CHE Cancel Holiday Entitlement ‘ Q
CP1 ON CALL PAY
=l Jomne |sat | O cP2 ON CALL PAY WEEKEND [ Q
Jonze s e ON-JOB TRAINING I
H|E o= LAN LEAVE - ANNUAL BIW WAGE =
[=] [10/03r16  |Mon O LBS LEAVE - SICK BIWEEKLY WAGE [ Q
= Jonate | ’—lLFM FMLA LEAVE - HOURS ONLY |
= e (O] [Lc LEAVE - CIVIL WAGE ‘ A
= [1oms16 |wed | O LLE LEAVE - EDUCATIONAL WAGE Q
LLF LEAVE - BEREAVEMENT WAGE
T | 1
L |fasis | || @ LLJ LEAVE - JURY DUTY WAGE &
[=] 100718 |Fri O LLM LEAVE - MILITARY WAGE
Q
LLS LEAVE - SPECIAL WAGE
T . —
ey ==t U Lw1 LWOP UNAUTHORIZED S
[=] |1omm9r6  |Sun O Lw2 LWOP AUTHORIZED Q,
SOF SUSPENDED WITHOUT PAY
[CET SwP SUSPENDED WITH PAY
%‘_‘I{% Earliest Chg Dt |Run TA?
09120116
1251a6pM  [0U0N2018 Y
3 v Payable Detail
|Date  |oav [7RC o
r r r r T 5
Action
Click the LFM - FMLA Leave - Hours Only link.

Time will not display in the In/Out fields. You will therefore, need to enter the total
elapse number of non-paid hours into the Hours field for the specified day.

Enter the desired information into the Mon Hours field. Enter "8".

NOTE: FMLA, Worker's Comp, and Unscheduled Leave must have the same
number of recorded hours on a row containing either payable or unpaid leave
data.

Click the Add a new row at row 1 button.

E

Click the Row 2 Look up TRC button on the added row to select either a payable or
unpaid leave code.

Q
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Fav Main Menu Time and Labor

Look Up TRC

PS9HRTRN
WEBRCB2

Business Unit;

Workgroup: BPOS_RPTR 2
Time Reporting Code:
Description:
O |l i | LookUp || cClear || Cancel |Basic Lookup
0ar26i16 [Mon | [ ff | Q
Search Results
09727116 [T
v o Il View 100 First ‘@ t1a7or17 @) Last L&
oorzaite (wed | [ f I Time Reporting Code Description &
09129116 |Thu O CHE Cancel Holiday Entitlement Q
l | CP1 ON CALL PAY
0930116 |Fri Ol I\ cPz ON CALL PAY WEEKEND Q
BT ON-JOB TRAINING
100116 |Sat
=] Il LAN LEAVE - ANNUAL BW WAGE [
1002116 [Sun O Il LBS LEAVE - SICK BIWEEKLY WAGE Q
Tomae [won | O] || il LFM FMLA LEAVE - HOURS ONLY ‘ T
Lc LEAVE - CIVIL WAGE
1046 |Tee | O || Il LLE LEAVE - EDUCATIONAL WAGE &
LLF LEAVE - BEREAVEMENT WAGE
10/0516 | Wed
g | I LLJ LEAVE - JURY DUTY WAGE &
10/06116 [Thu O Il LLM LEAVE - MILITARY WAGE Q
LLS LEAVE - SPECIAL WAGE
1010716 | 5 1 [ (S e LWOP UNAUTHORIZED [ &
1002116 |Sat O | Il |Lwz LWOP AUTHORIZED | Q,
SoF SUSFENDED WITHOUT FAY
e [ | 10 ] | swP SUSPENDED WITH PAY [ la
v
>

Action

Click the LW2 - LWOP Authorized list item.
|Lwz2 LWOP AUTHORIZED |
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Favorites ¥ Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor¥ > Use~¥ » Timesheet

PS9HRTRN
WEBRCB2
Bsave) Date: [09/26/2016 [ Retresh) <= Previous Period Next Period >> ~
Date Day | Xfer |in out TRC Hours | |k e [ hare ™ | Guoriae: [Conem™
[#]] [=] |oarz6m6 |Mon | [T | [ [ 1E|Fm | =00 [ v [ M| [ Q
[+]] [=] osrz6e |mon | [0 [ [Eve e [ V] [ Vv [ &
[H| =] fosrzzre |Tue | O || [ mE( al | | V| | V| [ Q
[#]| [=] [oor2zi1s |wed | [ |l [ [ =] af [ V] [ a
[+]| [=] ogrzerte |mhu | O || [ WE( al | | V| | ~| [ Q
[+]| [=] [osrzare |Fri |l [ mE( al | | V| | V| [ Q
[#]| =] [1om115 {sat | [ |l [ [ af [ [~ [ a
[ & [0z s | O | \ ] e 4 \ 5
[#| =] {10026 |Mon | O || [ mE( al | | V| | V| [ Q
| = |roats [rue | O | [ [ &)l af [ [ [ Q
[#| [=] |10m518 [wea | [ || [ e al ] [ V] [ ] [ aQ
#[ = [1aoane [mu | O] [ [150]| =\ [ V] [ V] [ Q
L] =] 10076 |Fri 0l [ [ &)l af [ [ [ Q
[#]| [=] |10mane [sat | [ || [ e al ] [ V] [ ] [ aQ
[#[ = [1amere [sn [ O] [ ED| al ] [ V] [ v [ Q
SE)]
v Time Admin Status
pestipdate | EarliestCha Dt [Run TAZ
FECr O 1T |Y
v
>

Step Action
10. Enter the desired information into the Row 2 Hours field. Enter "8".
11. Enter the desired information into the Tue TRC field. Enter "LFM".
12. Enter the desired information into the Tue Hours field. Enter "8".
13. Click the Add a new row at row 3 button.
&
14. Enter the desired information into the Row 4 TRC field. Enter "LW2".
15. Enter the desired information into the Row 4 Hours field. Enter "8".
16. Repeat steps for the employee's remaining scheduled work days of the pay period.
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ > Timesheet #& Home

PS9HRTRN
Date: (0972672016 [ & Retrash | << Previous Period  Next Period >» ~
Date Day | Xfer |in Out TRC Hours [Ctmu [ SkipTake I':.’f:‘",": | |
[+]] [=] [ogrz66 |Mon | [T || ( IRIET [N (X0 [ v | v [ Q
(]| [=] |oar26r18 |mon | [ || [ | [E|[twz2 & |(s.00001 [ v ( V| [ Q
[H| =] fogrzzre |Tue | O || [ = (R (X | V| | ~| [ Q
[+| [=] fogrz7rte |Tue | O | [ [ 5 |[cwz ™ @ |=.00000 [ v [ v| [ Q
[#]] [=] |oer2ar1e |wed | [T | [ [E]|Fm Q| 800 [ v] [ | [ Q
(]| [=] [ogrzsrte |wed | [ || [ | 57]owz | @ |[e-0000 | v| | ~| [ Q
[+]] [=] fogrzerts |Thu | O | [ IRIE [N (D) I v ( v [ Q
1| = [omene [ | O || [ G e B v v [ Q
[+]| [=] [oerzare |Fri (m i [ e (e (X | M | ~| [ Q
E[Eoesors [ | O [ (& |wz_ozomn v - [ a
[ Efiooms [sa [ O] [ e v v [ a
[#H| = 10216 [sun | O || [ e al ] [ V] [ ] [ aQ
[#]] [=] [1o00316 |mon | [T || [ EE (SN (X [ V| [ v| [ Q
[#]] [=] [1003116 |Mon | [T [ & |[cwz | @ |[s-0000i [ V| [ ~| [ Q
[#H| = |romane Tee | O || [ e (e (X | M | ~| [ Q
H| oot [e [ O [ 5|tz oo Y — [ a
(] [=] [100516 |wed | [T | [ [ E|Fm o f =00 [ V| ( v| [ Q,
L[ =1 [1omse [wea | O | [ 5|tz afsoom ] C [ Q
(] [=] [ro08n6 |Thu | [ || ( [ [E|rm @ 800 [ v| ( v| ( Q
[+| [=] {1066 |Thu | O || [ [ 5 |twz @ |s.00001 [ V| | v| [ Q
+|| [=] |1o0716 |Fri O [ [ | o 800 [ v] [ | [ Q v
Rl B PRSP — — I Ir IR IRy [N — I 1L Ir 1 Ir -~
< >
Step Action
17. Click the Save button to save the manual edits made to the timesheet.

ﬁ Sawve

18. This completes Enter a Non-Pay Code.
End of Procedure.
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Cancel and Restore a Meal Deduction

Procedure

In this topic you will learn how to Cancel and Restore a Meal Deduction.

Step Action
1. The Skip Meal column indicates whether a meal deduction(s) is being taken. If the
Skip Meal field is blank, a meal deduction is being taken. If the Skip Meal field is
populated, the meal deduction is cancelled.
2. There are four (4) options available in the Skip Meal drop-down list: Blank, 1st,

2nd, All and Take. In this exercise, you will Create and then Cancel a Meal
Deduction.

NOTE: A Meal Deduction will occur on the 5th and/or 15th hour based on the
employee's In and Out time. See Pay Rules for additional information on when a
meal deduction(s) is taken.

Favoriles ¥ Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor¥ > Use™ > Timesheet

PS9HRTRN
B save Date: [09/20/2016  [] 2 Refresh << Previous Period  Next Period >> A
Xfer Cg:'nement
[#]| =] {oort2116 [Mon | O |[&:28AM [|a55PM ([0 7950 7.95 < [ v| [ Q
[+]| [=] [oerane |Tue | [ |E31AM |asePM [0 786 1591 V] [ M| [ Q
[#]| =] |oor1arne |wed | [T [[s:45am [s01Pm |0 778 23.67 v | v [ [s%
[#]] [=] Joansie |The | O [E26am ||[z30PM o 556 20.23 V] [ V] [ Q
| foenene [ | O | [ (] — - [ ] [ Q
| = foenmrs [sa | O |5 Q [~ [ v [ a
[+]] [El fosnaie |swn | [ \ [E |l Q [ v ] \ Q
[#]| [=] [oertere [mon | [ |E27am ||503PM ([0 s10| 3733 v] ( V| [ Q
]| [=] [ogrz0n6 |Tue | [0 [[z:40am [[2:06Pm |05 7.93| 45.26( ~| | ~| [ Q
[#| = o216 (wed | [0 |B25aM ||253eM ([ 796 53.22 v ( v [ Q
[H| =] oozt |Thu | [ |[E24am |502PM [0 813| 61.35(] V| [ ~| [ Q
[+I| [=] [osrzare |Fri O |[z30am [[457em |0 7.95| 69.30 v | ~| [ s}
[#]| =] [oorzame |sat i [ IRE Q [ V| [ v [ Q
[#]] [=] [ogrzsr6 |sun | [ || [ I Q [ V| [ V] [ Q
& save
post ibdate  |EadiestCho Dt [RunTA?
3;3?,;«2?@1 08/05/2016 |v
o] ([ I——— View All LAl On o0
| Payable Totals Day -
e [rottours 0o :
0912116 |Mon [RGB 2.00 Estimated [partzte won [s30am  [sooem | v
RGB 7940] | + + + + + + Il PR T TI S EEn YTy Tomnms 1
>
Step Action
3. Click the button to the right of the Mon Skip/Take Meal field.

v
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Favoriles ¥ Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor¥ > Use~¥ > Timesheet ’ﬁ\ Home
PS9HRTRN
WEBRCB2
Bsave) Date: (0972072016 [ % Rerasn | <= Previous Period  Next Period >> ~
d Elapsed Deta & [l »
Date pay | Xter |in out TRC Hours [Ctmu [ SkipTake I':g",": m"” LoD e
[+]] [=] |oan216 |Men | [ ||m [4:55PM |f[05) 795 7.95 [ | \ Q
[ = Joernane Jrue | 1 Jlesram [wsern [o 798 15.91"%\%— [ ] [ Q
[#]| =] |oor1arne |wed | [T [[s:45am [s01Pm |0 7.78| 23.67||TAKE | ~| ( Q
(]| [=] foarsms |Thu | [ Iﬁ'm ss6| 2023 v [ V| [ Q
EEICEEN | [ s | ) - [ Q
[H| =] foenme |sat | O || [ el al ] | V| | ~| [ Q
[#]| [=] foenans |sen | [ | [ EL] af [ ] [ Q
[#]] [=] |oer1grE |Mon | [ W‘W‘rﬁ@ s10| 3733 v] [ | [ Q
[#]| =] foorzons [Tue | [ |a<0am ||[s0sPm ([0 7.93| 45.26 v | ~| ( s}
| =] [osrz1i16 |wed | [T ||m [453FM ([0 796 53.22| V] [ V] [ Q
]| [=] [osrz2rt6 |Thu | [ [[B24am |[[502Pm |0 813| 61.35( V| [ v| [ Q
[+]| [=] [ogrzare |Fri [ |fe:30am |f[a57Pm [0 7.95| 6930 v| | ~| [ Q
[#| = Joszarts |sat | O || [ MEL] af [ V] (I [ Q
[ S oensie [sn | 0 || [ s - - [ a
=E|
v Time Admin Status
tostlodate | FariestCha Dt [munTA?
e |nomsi201s |Y
BN ryaieneas [ BB = 0On 00 s
| Payable Totals
T s ) G [ 0 ) N N G = =
< >
Step Action
4. Click the 1ST option from the drop-down list to cancel the first meal deduction.

NOTE: You can select the 2nd option to cancel the 2nd meal deduction. You can
select All to cancel the 1st and 2nd meal deductions.

1T ]
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ > Timesheet

PS9HRTRN
WEBRCB2
Bsove) Date: [02/20/2016 [/ fetresn ) << Previous Period  Next Period > ~
Date Day | Xfer [in out TRC Hours [Cumu | SkipTake ::‘é""‘: m‘” Querride | Comment
[+]| [=] |oer12i16 |Mon | [ |[&:28am |455PM |[0E) 795| 7.5 [ v [ Q|
[#| = foernans |Tue | [0 [[E31am |afeem |[0F 7.96| 1591 v [ v [ Q
[+]] [=] [osr14m16 |wed | [ [[E45amM ||E01RM |05 776| 23.67| v [ V| [ Q
[#]] [=] [oensne |Thu | [ [[z26am [|[230Pm ([0 556| 29.23( v| ( v| ( Q
[+]| [=] [oerare |Fri 0|l [ e al ] | V| | V| [ Q
B[ [ [s2 | O | [ G [ [ [ )
| = oo [sn | O | [ EE v i [ a
[#]| [=] [oerere |Mon | [ |j&:27AM |503PM [0 z10| 3733 v| ( v| ( Q
[+]| [=] [osrzome |Tue | [ |[E40aM |506PM ([0 73| 45.26| V] [ M [ Q
[#| [=] [oerz118 |wea | [ |m|m [0 7.6 53.22| V| | ~| [ Q
[#I| [=] fosrz2i16 |Thu | [0 |je:24aM |502eM [0 213 6135 v| | v| [ Q
[#]] [=] [oorz3rs |Fri O |[a30am |[4:57PM [0/ 785 69.30| v| [ M| [ Q
[#| [=] |oerzan [sat | [ || [ e al ] [ V] [ ] [ aQ
[#]| =] fowrzsre [sun | O || [ WEN al | [ v [ ] [ Q
-
testiodale  |EariestchoDt [RunTA?
ey |pomsene v

B Payable Deta B 3 ] oL s+ Schedules e
|+ Payable Totals

— Dt [Om [IRC [Qusnity [Department |[Saws  [Reason | [Dse [y [stantme [Enovme |
e "'"7’9_40 0en2116_|mon |res | 300 Estimated | | IDQHEHG IMon IBBDAM IEDDPM | v
I e | L e e = — R
Step Action
5. A Comment Code may be added to explain why the meal deduction(s) were

cancelled.

Click the Mon Look up Comment Code button.
Q

6. You can select a Comment Code from the list by clicking on the appropriate
Override Reason Code or Description option.

Click the SHORT - Staffing Shortage link.
SHORT Staffing Shortage

7. Click the Save button.
B Savejl

8. If a meal deduction(s) has been cancelled in error, you can Restore the Meal
Deduction(s).

Click the button to the right of the Mon Skip/Take Meal field.
M
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Time and Labor ¥ > > Timesheet #& Home
PS9HRTRN
WEBRCB2
Bsave) Date: (0972072016 [ % Retrash | <= Previous Period  Next Period >> ~
[+]| [=] |ogrn216 |Mon | [ ||m [4:55PM f[05) 8.45  8.45 = I v [SHORT @
[#]] [=] [oer13r18  [Tue O ||W [4:59PM [0/ 796 16.41 ?;;E [ V] [ Q
[#]] [=] [oanane |wed | [T [[s:45am [[s01Pm |05 776 2047 ~] I ~| [ Q
[+]| [=] [osrsre |Thu | [0 |EzeAM |z30PM [0 556 2073 V| [ V| [ Q
[ Joerene [ | O || [ ] Y g [ B
[H| =] foenme |sat | O || [ ] (R [ ~| [ M [ @
1| 1 [osrtats [sn | O || [ HE] ) . - v | a,
[#]| [=] [oartere |mon | [T W‘W‘rﬁ@ 810| 37.83| v [ v [ a
[#]| =] fogrzons [Tue | [ |ja20am ||[s0sPm [0 7.93| 45.76 v [ ~| | [s%
[+ [=] [osrz116 |wed | [ ||m (a53PM [0 795| 5372 V| [ V| [ Q
[#]| =] [osrz2rt6 |Thu | [ [[B24am |[502Pm [0 3.13| s1.85 V| [ V| [ Q
[+ =] |oerzane [Fri [ |[[e30am |[457Pm [[0F 7.95) 69.80( v| [ M [ @
[ foezens [s2 [ O] [ ] Y v [ a
[ Eossits [sn [ O] [ ElE Y v [ a
& save
“w Time Admin Status
tostlodate | FariestCha Dt [munTA?
e |poms2016 |v
Date Day Start Time | End Time
Joar2i6 [Mon [e:30am [s0oPm | v
| Py T T~y | 1
>

Step Action

9. Click the Blank list item from the drop-down list.

10. Highlight "SHORT" and press the Delete button to remove the Mon Comment
Code.

|SHORT |
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ > Timesheet #& Home

PS9HRTRN

Date: [09/2072016  [5% Refrash | == Previous Period Next Period > ~

Date Day | Xfer |in out TRC Hours | |k e oy | verie, |Gonment
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Step Action

11. Click the Save button.
E Save:l

12. This completes Cancel and Restore a Meal Deduction.
End of Procedure.
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Enter Holiday Pay

Procedure

In this topic you will learn how to Enter Holiday Pay.

Step Action

1. HOLIDAY HOURS IN TIME AND LABOR

The correct input of hours on a holiday is imperative to the payroll process. Proper
input of holiday hours ensures the employee is paid correctly, and in a timely
manner. It reduces the burden of correcting time improperly input.

The LSUHSC Holiday Calendar determines holiday schedules. Generally, holiday
schedules are uploaded in PeopleSoft Time and Labor prior to time being input.
Therefore, when an employee’s timecard is viewed, the holidays should appear on
the timecard in green. There are key points to remember before entering time for
holiday pay into PeopleSoft Time and Labor.

Employees shall be eligible for compensation on holidays observed except:

1. When the employee’s regular work schedule averages less than 20 hours a week;
2. When the employee is on transient/restricted appointment or student workers;

3. When the employee is on leave without pay (LWOP) immediately preceding and
following the holiday period;

4. When the employee is on an intermittent work schedule.

Holidays for Part Time Employees-Less than 40 but more than 20 hours per week:

If a holiday falls on a part-time employee’s day off; the employee would receive
compensation in an amount prorated to the number of hours normally worked. For
example, if a part-time employee is scheduled to work 32 hours a week, Tuesday
through Friday and a holiday falls on Monday, the employee should receive 6.4
hours of holiday pay (80% of 8 hours). However, if the holiday falls on Tuesday,
Wednesday, Thursday or Friday (a regularly scheduled workday), then the employee
should receive 8 hours of holiday pay.

2. Scenario 1
Scheduled holiday - employee does not work and is not scheduled to work.
The green rows on the timesheet reflect holidays. If the holiday shown is correct, no

further action is required. Once the timesheet is saved, the summary will reflect
HOL-8 (Assumes the employee is paid for 8 Holiday hours).

3. Scenario 2

Scheduled holiday - employee works 4.30 hours on the holiday.
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeand Labor ¥ > Use ¥ » Timesheet

PS9HRTRN
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Step Action

4. Enter the desired information into the Mon field. Enter "6:30am".

5. Enter the desired information into the Mon field. Enter "10:45am".
mon | [ |[E30am || l

6. Click the Save button.

7. NOTE: After Time Admin is run, the hours worked will be reflected in the
Payables Total and Payable Details boxes as HPW. The paid Holiday hours
(HOL) have been reduced from 8 to 3.70 since the employee worked 4.30 hours.

8. Scenario 3

Scheduled holiday - employee is on Leave Without Pay - Authorized on the day
immediately preceding the holiday and the day after the holiday.
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Timeand Labor ¥ > Use ¥ > Timesheet #& Home
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DatelTime Earliest Chg Dt |Run TA?
09/28/16
izi0aw  |090272016 |Y
Day Start Time End Time
082916 [Mon_[8:30am [5:00em v
082016 [Tue [830am  Ts:00Pm 5

Step Action

9. Record Pay Code LW2 with the number of LWOP hours.
NOTE: The Cancel Holiday Code must also be entered to cancel the holiday.

Click the Look up TRC button.
]
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PSOHRTRN ookt IR
Wi (%
Business Unit; LSUNO
Workgroup: BPOS_RPTR

Time Reporting Code: [begins with | |

Elapsed Time Detail

Description: [begins with ~]| |

LookUp || Clear || Cancel | Basic Lookup

[+)f [+

[+

View 100 First (&' 1a7orr7 (8 Last

[+

Time Reporting Code Description
CHE Cancel Holiday Entitlement &
CcP1 ON CALL PAY Q
CP2 ON CALL PAY WEEKEND
JBT ON-JOB TRAINING

LAN LEAVE - ANNUAL BW WAGE
LBS LEAVE - SICK BIWEEKLY WAGE
LFM FMLA LEAVE - HOURS ONLY
Lc LEAVE - CIVIL WAGE

LLE LEAVE - EDUCATIONAL WAGE
LLF LEAVE - BEREAVEMENT WAGE
L LEAVE - JURY DUTY WAGE
Lm LEAVE - MILITARY WAGE
LEAVE - SPECIAL WAGE

LWOP UNAUTHORIZED
LWOP AUTHORIZED
SUSPENDED WITHOUT PAY
SUSPENDED WITH PAY

2 B ECR) ECH] 3 ) 2
ololo|o

[+

[+]

7 Time Admin Status

>
Step Action
10. Click the LW?2 link.
Lw2
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Time and Labor ¥ > Use ¥ > Timesheet ’ﬁ\ Home
PS9HRTRN
B save Date: [09/11/2016 |[5{ 2 Refresh <= Previous Period  Next Period > N
Daie Dy | Xier |in out TRe rours |CH [ (v [Nopey |overume |Temmter [Goae ™ [Coa
1+1[ =1 Joarcare [won | [ [a2sam[s0en [ofsy sos| sos[ ] I (| al Q
(+|| [=] |osmore [Tue | ] [B:31AM [[4:58PM [O[5 7.95| 16.03 v [ ~ ~Il aff |
[+]| [=] [oa3116 |wed | [ [=32am |503PM ol s01| 24.04( v [ ~IE vl all af
[+]| [=] [oamm116 |Thu | [ [z28am [[4:4ePm oL 788| 31.92| v I ~ vl all a
[#][ =] fosnzre |Fi | O | [ e (e - [ V] T || a| af
[+]] (=] [oanane Jsat | [ | [ mE Q [ v] I al af
[#][ [=] |osioante |sun | ] | [ | = [ V] [ (| afl Qf
[+][ =] [osmsie |won | [ | [ | [ Q [ V] T || a| af
1+]] (=] [oanars |Tee | [ | [ | Q [ V] L~ al af
(+|| [=] [osi07i16 |wea | [ [s29am |4:5ePM o[ s00| 39.92( v I ~ vl all o
|+|[[=] [oammarte |Thu | (] [=:30am |[5:05PM i\u@ s.08| 48.00| v [ vl al a
[+]| =] [oomare |Fri [ [a33am |[5:028M |!E 708| sseg| ] [ ~ alfl a
[+|| =] [oarore [sat | [ [s27am |[4:57PM |]E|§ s00| 63.98( v I ~ vl all o
[ Josmne s [ O] [ IE] V] | af a
& save
“w Time Admin Status
tostiodale | Eariestcho Dt [RunTA?
e |u9{0212u15 |v
08/28/16  |Mon ;B 8.00 Estimated W
ERYTIPPI E— e [e— foz20M6  TTee [3:30am Tsooem 1 3
Step Action
11. Enter the desired information into the Fri field. Enter "8".

i | Ol | [NE] DTRICY
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Timeand Labor ¥ > Use ¥ > Timesheet #& Home
PS9HRTRN
WEBRCB2
(=E| Date: [0A11/2016 |5 2 Ratrasn ) << Previous Pericd  Next Period >» P
|+ Punch and Elapsed Time H
pate  |oay | er fin TRC  [Hours | |Weal - |inchig |NoPay - |overtime [Transter - |Gode . |Code
[ = Josane [wen | 07 [2saw [oom [oR sog[ sos| ] I [ | a af
[+]| [=] |o2@06 [Tue | [] [=:31AM [||4:58PM |m|31 795 16.03) M ( ~ ~ff all Ql
(+]| [=] |oa2118 [wed | [ [B:32am [[5:03Pm |\u@ 801 24.04 v \ ~ [ v all al
[+]| [=] [0am1/16 [Thu | [] [=:26Am [l4:a0Pm 0[50 738 3192 v \ [ ~|I all al
[+| =] Josm2rs |Fi | O [ ] RSN (- [ ] [ | a|l a
[+| =] Josmans sat | O | [ c e . [ v 2 | a a|
| =] Joomars Jsun | O [ Ef o [ v T | | Q| a|
[+I[ =] Joamsite [mon [ O [ E [ ] [ | al af
1|1 [omnerte [t | 01 | [ E ] | af al
[+|[ [=] [oam7i16 |wea | (1 [z:20am [4:58PM 0[5 s.00| 30.02| v \ ~ vl al a
[+]] [=] [osmarte [Thu | ] [&:30aM |[5:05PM |]E|§] 508| 48.00( v I ~ vl all o
[+][ [=] [osar16 |Fri [] |&33am |5:02PM i\u@ 798| 5598 v \ ~ vl all al
[+|| [=] [oarore [sat | (1 [z:27am |[4:57PM |m 2.00| 6398 v \ ~ vl al a
[ Joarnne s [ O] [ I ] [ | af q
=EX)
“w Time Admin Status
%”rf% Earliest Cha Dt |Run TA?
e |no022016 |Y
Start Time End Time
08/29/16 |Mon |RGB 8.00 Estimated 08/29/16 _ |Mon |8:30AM 5:00PM (¥
| Pryerr P e e | ol | Em—— 1 loazore  True Taaoam  [sooem 5

Step Action

12. Click the Look up TRC button.
']

Page 62




Training Guide
Time and Labor Timekeepers LSUNO V9.1

Look Up TRC

PS9HRTRN
WEBRCB2
Business Unit: LSUNO

Workgroup: BPOS_RPTR
Time Reporting Code: [begins with ~|| ]
D jon: [begins with »||

+ Punch and Elapsed Time Detail

| Lookup || Clear || Cancel |Basic Lookup

=] )

Search Results
View 100 First @ qazortr O Last
Time Reporting Code Description

|CHE Cancel Holiday Entitement |

cP1 ON CALL PAY

=] )

cP2 ON CALL PAY WEEKEND
JBT ON-JOB TRAINING
LAN LEAVE - ANNUAL B\W WAGE

LEAVE - SICK BIWEEKLY WAGE
FMLA LEAVE - HOURS ONLY
LEAVE - CIVIL WAGE
LEAVE - EDUCATIONAL WAGE
LEAVE - BEREAVEMENT \WAGE
L LEAVE - JURY DUTY WAGE
LLMm LEAVE - MILITARY WAGE
LLs LEAVE - SPECIAL WAGE
Lwi LWOP UNAUTHORIZED
w2 LWOP AUTHORIZED
SUSPENDED WITHOUT PAY
SUSPENDED WITH PAY

LBS
LFM
LLC

2] )

()| [+

[+

[+

[+]

7 Time Admin Status

ble Detail

Step Action

13. Click the CHE link.
CHE
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Timeand Labor ¥ > Use ¥ > Timesheet #& Home
PS9HRTRN
WEBRCB2
Bzl Date: [09/11/2016 [ 2 Retresh ) << Previous Period  Next Period >» o
[ = Josane [wen | 07 [2saw [oom [oR sog[ sos| ] I [ | a af
[+]| [=] |o2@0m6 [Tue | [] [=:31AM [||4:58PM |m|gg 795 16.03) M ( ~ ~ff all Ql
(+]| [=] |oa2118 [wed | [ [B:32am [[5:03Pm |\u@ 801 24.04 v \ ~ [ v all al
[+]| [=] [0am1/16 [Thu | [] |=:26Am [l4:a0Pm o[58 738 3192 v \ [ ~|I all al
| =] fosozts [Fi | O | [ o af o ] I [ | af af
[+| =] Joamans st | O | [ (B & | [ v 2 | a a|
| =] Joomars Jsun | O [ E:] - [ v T | | Q| a|
[ = [oemsite [won | 1 | [ G ) [ ] I [ | a a
1| [oanerte [t | 01 | [ E ] | af al
[+|[ [=] [oam7i16 |wea | (1 [z:20am [4:59PM 0[5 s.00| 30.02| v \ ~ vl al a
[+]] [=] [osmarte [Thu | ] [&:30aM |[5:05PM |]E|§j] 508| 48.00( v I ~ vl all o
[+][ [=] [os0ar16 |Fri [] |&33am |5:02PM i\u@ 798| 5598 v \ ~ vl all al
[+|| [=] [oarore [sat | (1 [z27am |[4:57PM |m 2.00| 6398 v \ ~ vl al a
[ Joanne s [ O] [ I ] [ | af q
=EX)
“w Time Admin Status
%”rf% Earliest Cha Dt |Run TA?
e |no022016 |Y
Start Time End Time
08/29/16 |Mon |RGB 8.00 Estimated 03/29/16  |Mon |8:30AM 5:00PM (¥
| Pryerr P e e | ol | Em—— 1 loazore True Taaoam  [sooem 5

Step Action

14, Enter the desired information into the Mon field. Enter "8".

von | 7 | | | s lere a1
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Time and Labor ¥ > Use ¥ > Timesheet #& Home
PS9HRTRN
Bsave) Date: (0311172016 [/ Ratrash ) << Previous Period Next Period >> ~
nch and Ela D
Cui Skil ke |Hazard!  |Callback/ |Override |Department ‘Comment Account
Date Day Xfer |in Out TRC Hours Ial:;:l ump:Tﬂ inChrg  |MoPay  |Owertime |Transfer c$ Code
1+ =1 Joarcare [won | [ [a2sam [s0en [ofsy sos| sos[ ] I (| al Q
(+]| [=] |osmore [Tue | ] [B31AM [[4:58PM [O[5 7.95| 16.03 v [ ~ ~Il aff |
[+]| [=] [oa3116 |wed | [ [=32am |503PM ol s01| 24.04( v [ ~IE vl all af
[+]| [=] [oam116 |Thu | [ [=28am [[4:4ePM oL 788| 31.92| v I ~ vl all a
+][ =] fosnzie |Fi | O | [ | B|uve @ s00 [ V] T || a| af
[+]| (=] [oanane Jsat | [ | [ mE Q [ v] I al af
[+]] =] [oainas s | [] | [ | i 2 [ v] T | a|l af
[#][ =] [osmsie |won | [T | [ | Bifcte af s [ V] T || a| af
[+]] (=] [oanais |Tee | T | [ | 2 [ V] L~ al af
(+|| [=] [os07i16 |wea | [ [s29am [4:5ePM o[ s00| 39.92( v I ~ vl all o
|+|[[=] [oammarte |Thu | (] [=:30am |[5:05PM i\u@ s.08| 48.00| v [ vl al a
[+]| =] [oomare |Fri [ [a33am |[5:028M |!E 708| sseg| ] [ ~ alfl a
[+ [=] [oarorie [sat | [ [s27am [[4:57PM |]E|3 s00| 63.98( v I ~ vl all o
[ Joenmne [on | 0] [ B o | | v | al al
& save
% Time Admin Status
tostiodale | Fariestcho Dt [RunTA?
09120116
vt |u9102¢2u15 |v
08/20/16 RGB 8.00 Estimated v
ERYTIPPI E— e [e— foz20M6  TTee [3:30am Tsooem 3

Step Action

15. Click the Look up TRC button.
')
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PSOHRTRN ookt IR
Wi (%
Business Unit; LSUNO
Workgroup: BPOS_RPTR

Time Reporting Code: [begins with ]| |

Elapsed Time Detail

Description: [begins with ~]| |

LookUp || Clear || Cancel | Basic Lookup

[+)f [+

[+

View 100 First (&' 1a7orr7 (8 Last

[+

Time Reporting Code Description
CHE Cancel Holiday Entitlement *
CcP1 ON CALL PAY Q
CP2 ON CALL PAY WEEKEND
JBT ON-JOB TRAINING

LAN LEAVE - ANNUAL BW WAGE
LBS LEAVE - SICK BIWEEKLY WAGE
LFM FMLA LEAVE - HOURS ONLY
Lc LEAVE - CIVIL WAGE

LLE LEAVE - EDUCATIONAL WAGE
LLF LEAVE - BEREAVEMENT WAGE
L LEAVE - JURY DUTY WAGE
Lm LEAVE - MILITARY WAGE
LEAVE - SPECIAL WAGE

LWOP UNAUTHORIZED
LWOP AUTHORIZED
SUSPENDED WITHOUT PAY
SUSPENDED WITH PAY

2 B ECR) ] ) ) 2
ololo|e

[+

[+]

7 Time Admin Status

>
Step Action
16. Click the LW?2 link.
Lw2
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Timeand Labor ¥ > Use ™ > Timesheet #& Home
PS9HRTRN
Bsave) Date: [08/11/2015 [  Ratresh) << Previous Period Next Period >> ~
nch and Ela D
Daie Dy | Xier |in out TRe rours |CH [l (v [uopey |overume |Temater [Goae T [Coa
1+1[ =1 Joarcare [won | [ [a2sam[s0en [ofsy sos[ sos][ ] I [ | af af
L+]| =] [osmone |Tee | [ e3tam |+sePm [Of 795 1603 V] [ ~IL_ a|l af
[+]] [=] |oa31r16 [wed | ] sm:napm BE s01| 24.04( v I ~ el all o
|+]| [=] [osm1r18 [Thu | [] |s26am [[4:4sPM o[ 788| 31.92| v I ~ vl all a
| = foanzrs [rn | O [ | Fifeaz G so0 [ v T || al a|
[+]] (=] [oanane Jsat | [ | [ B e [ v] I al af
+1[ =] [osare [san | 1| [ e ] | af q
[+| =] Josnsie Jmon | O [ | Fifcre @ =00 [ v T || al a|
[#]] [=] [oanais |Tee | O | [ Gz ] [ V] L~ al af
[+]]| [=] [osm7/16 [wed | [] |s28am [458PM o[ s00| 39.92( v I ~ vl all o
|+|[[=] [oammarte |Thu | (] [=:30am |[5:05PM i\u@ s.08| 48.00| v \ ~ afl |
[+]| =] [oomare |Fri [ [a33am |[5:028M |!E 708| sseg| ] [ ~IE vl all af
[+]] [=] [osrtore [sat | [] [s27am [[457PM |]E|§ s00| 63.98( v I ~ vl all o
[ Josmne s [ O] [ IE] V] | af a
B save)
“w Time Admin Status
ﬁ% Earliest Cha Dt |Run TA?
e |u9{0212u15 |v
08/28/16  |[Mon ;B 8.00 Estimated W
ERYTIPPI E— e [e— foz20M6  TTee [3:30am Tsooem 3
Step Action
17. Enter the desired information into the Tue field. Enter "8".

Tee | O | | | s sz el
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Timeand Labor ¥ > Use ¥ > Timesheet #& Home
PS9HRTRN
WEBRCB2
[SES Date: [02/11/2016 [ frecn | <= Previous Pericd  Next Period > o
|+ Punch and Elapsed Time H
Date  |oay | er fin TRC  [Hours | |Weal - |inchig |NoPay - |overtime [Transter - |Gode . |code
[ = Josane [wen | 07 [2saw [oom [oR sog[ sos| ] I [ | a af
[+]| [=] |o2@06 [Tue | [] [=:31AM [||4:58PM |m|31 795 16.03) M ( ~ ~ff all Ql
(+]| [=] |oa2118 [wed | [ [B:32am [[5:03Pm |\u@ 801 24.04 v \ ~ [ v all al
[+]| [=] [0am1/16 [Thu | [] [=:26Am [l4:a0Pm 0[50 738 3192 v \ [ ~|I all al
| = fosozte [Fi | O | [ (e[ af o V] [ (| af af
[+| =] Josmans sat | O | [ c e . [ v 2 | a a|
| =] Joomars Jsun | O [ Ef o [ v T | | Q| a|
[+]| =] Jososie Jmon | [ [ | [Hfcre o so0 [ v 2 | a|l a|
1| [omnerte [1e | 01 | [ EEE ] | a af
[+|[ [=] [oam7i16 |wea | (1 [z:20am [4:58PM 0[5 s.00| 30.02| v \ ~ vl al a
[+]] [=] [osmarte [Thu | ] [&:30aM |[5:05PM |]E|§] 508| 48.00( v I ~ vl all o
[+][ [=] [osar16 |Fri [] |&33am |5:02PM i\u@ 798| 5598 v \ ~ vl all al
[+|| [=] [oarore [sat | (1 [z:27am |[4:57PM |m 2.00| 6398 v \ ~ vl al a
[ Joarnne s [ O] [ I ] [ | af q
=EX)
“w Time Admin Status
%”rf% Earliest Cha Dt |Run TA?
e |no022016 |Y
Start Time End Time
08/29/16 |Mon |RGB 8.00 Estimated 03/29/16  |Mon |8:30AM 5:00PM (¥
| Pryerr P e e | ol | Em—— 1 loazore True Taaoam  [sooem 5

Step Action

18. Click the Refresh Timesheet button.

I"'q"..- Refrash |
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PS9HRTRN
WEBRCB2

+ Punch and Elapsed Time Detail

=] )

3] 12
(O Do Do Cobf Lol f Do Doy Copf Lol Coff Loy o Do o

=] )

) R ] 3

7 Time Admin Status

Training Guide
Time and Labor Timekeepers LSUNO V9.1

<< Previous Period Next Period >>

i (O
OB
T [ O

Message

Do you wish to save any changes you may have made?

No || Cancel |

B T e
o [
N a5
T |5l &

< Schedules

1 lozm0r6  [Tue Te30am  Tsoopm 1

Step

Action

19.

Yes

Click the Yes button to save the changes to the timesheet.
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeand Labor ¥ > Use ¥ > Timesheet #& Home
PS9HRTRN
WEBRCB2
[SE Date: [09/11/2016 [5/% Rehash) == Previous Period  Nexi Period > ~
o e T o [ [ o [ e [ [ [t
(+|| [=] |0s2918 [Mon | [ [3:25AM [[5:00PM |m so8| 808 v ( ~ ~ff all o
1+1[ =1 Joazone [rue | [ [3ram [wseen [ofs 7os[ 1603 ] I [ | af af
(+|| [=] |oa2118 [wea | ] [B:32Am [[s:03pm  [0[5 201 24.04 ~| \ ~ [ ~|I alfl af
[+]| (=] [oomime [Thu | (1 [=z6aM |4:4sm|_ﬁ 738 31.902( v I ~ el all o
[+]] [=] [osm2118 |Fri w2 (| 800 | Q
[+][ =] [oarmarte |sat | 7 | [ Bl af [ VI L~ af af
[+ =] |ogarte [sun | OO [ [ B af [ I vl af Q|
[+]] [=] [osims16  [men [CHE || 800 [ Q
[+]| [=] |ogm6i16 |Tue L2 (@ s.00 [ @
[+|| [=] [oom7i16 [wed | [] |=20am |455PM o[ s00| 30.02( v I ~ el all o
[+]] [=] |osmane [Thu | [] [&-30am [[5:05PM |]E|§ s08| 48.00| v I ~ vl all o
[+][ [=] [oamar1e |Fri [] |z33am |[l5:02PM i\u 798| 5598 v \ ~ afl |
[+]] [=] [oortore [sat | [ |=27AMm |457PM |E s00| 6398 v I ~ el all o
[ = Joanne s [ O] [ I ] i | af q
Bsave)
v Time Admin Status
%%_,”r% Earliest Cha Dt |RunTA?
e |po022016 |v
v
>

Step Action

20. This completes Enter Holiday Pay.
End of Procedure.
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Enter On-Call Time

Procedure

In this topic you will learn how to Enter On-Call Time.

Step

Action

LSUNO have employees who are on call in the event of an emergency. They are
paid a flat amount for the hours they are on call. In the event of an emergency, they
would report to work, clock in and clock out when they leave. During these work
hours they do not receive their on call pay. When they finish working, they are back
on call. Itisentered as a TRC with hours.

In this exercise, the employee is On Call for Wednesday and Saturday.

TRC Code CP1 - is the code used for employees on call during the week.
TRC Code CP2 - is the code used for employees on call on the weekend.

Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ > Timesheet

PS9HRTRN
WEBRCB2
Bsave) Date: (0912612016 [/ Refresh ) << Previous Period  Next Period >» A
Punch and Elapsed Deta 2 q »
Date Day | Xfer |in Out TRC Hours [Ctmu [ SkipTake I':I’éa',':' "':';:,';'f” ey
[#]] =] Joarzsrte |mon | [ || [ e a [ ] [ V] [ a
[#| =l Joezris e | O | [ mE]] a [ v [ I [ a
[#]| =] [oorzsie {wea | [ || [ [ Q [ v [ ] [ Q
[#| =] |oarzents |Thu | [T | [ [ =] o [ ] [ v [ Q
[#]| = foezone [ea | O | [ [ 5] Q [ V] [ ] [ Q
| = [ro0me {sa | O [ [ 5]l Q [ v [ ] [ Q
[#| =] |1am2i16 |sun | [T | [ [ =] o [ ] [ v [ Q
[#I| = [10m3r18 {mon | [ || [ [ 5] Q [ V] [ ] [ Q
[#| = [roe1s |Tue | O || ( REN ] Q | v| [ v| [ aQ
(=] [=] [1oms6 |wed | O | [ IRE Q [ v [ V] [ Q
(] [=] [ro08r6 |Thu | [ || [ I [} | v| [ V| [ a
[+]| [=] [1007116  |Fri (ml |l [ mE Q I v [ v [ Q
| = |roans {sat | [ || [ [ &)l a [ [ v [ Q
(] [=] [1o0er6 |sun | [ || [ I [} | v| [ V| [ a
& s=v
astiodate | Eariest Cha Dt [Run TA2
o |DQ{05#2015 |Y
B 5 W payable Detail View Al B o Opn 00 s [l scheduies i
D Prys Foss oste  [pov [fRC Ousnity [Depsrtment [Stswws [Resson | [Dafe  [Day |StariTime [EndTime |
| | 0026116 |Mon |B:30AM  |5:00PM v
Total Week 1 0.00] e — rr——— |
< >
Step Action
3. Click the Look up TRC button.
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Step

Action

4.

Click the ON CALL PAY link.
| cP1 ON CALL PAY

Enter the desired information into the Wed field. Enter "12",

Click the Save button.

E Sawve

F Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor¥ > Use™ > Timesheet

PS9HRTRN
WEBRCB2
(SE] Date: (0912612016 [/ Retash) << Previous Period  Next Pericd >
h and Elapsed Time Deta 2 1 )
Date bay | xfer |in out TRC Hours [Ctmu [ SkipTake ,':f:"',": mnw ey

[#]| [=] |oerzrt6 [mon | [T || [ mE| al | [ V] [ ] [ Q

| = Joerzrie e | O | [ mE| al ] [ V] [ v [ Q

(41| [=] |ogrzare  |wea cP1 @ 12.00] Q

[#| =] |oarzerns o | O [ (e al— ] ] (I [ Q

+| =1 oemons [Fe O [ WE( al | [ vl [ v [ Q

H[ = [oome [sa [ 0] [ REN | 5 [ V] [ v [ Q

[#| =1 [rom216 [sun | O ] [ (e al ] ] (I [ Q

[#1]| = |romans {mon | | [ WE( al | [ vl [ v [ Q

| = [1onee [ree | O ] [ [ 150]| =\ [ V] [ V] [ Q

| = [1omse |wea | 01 [ E1( a| | [ M [ V| [ Q

[#| =1 [romee [ro | O [ WE( al | [ vl [ v [ Q

#H[E [aome [ [ O [ [150]| =\ [ V] [ V] [ Q

H| = [tomas [sa | O [ E1( a| | [ M [ V| [ Q

[#I| =1 [romes [sw | O [ WE( al | [ vl [ v [ Q

& save

“w Time Admin Status

tastiodate | Eariest Cho Dt [munTA2

e |D9f05i2|]15 |v

v Schedules B

[bwe — [oay [Sntme [Eotime |

Mon | 8:30AM 5:00PM

Step

Action

Click the Look up TRC button.

Y
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Fav Main Menu

Time and Labor

Look Up TRC

PS9HRTRN

Business Unit. LSUNO o
Workgroup: BPOS_RPTR
Time Reporting Code: [begins with w||
Description: begins with »
|| mraiicy Monl (RSN | | | LookUp || cClear || Cancel |Basic Lookup
[=] fogrz76 |Tue | O | |l (I
Search Results
[=] |narzar16  [wed Q,
View 100 First ‘@ ta7or17 @) Last
[=] |oarzarte |Thu my Il Time Reporting Code Description l:lq
[=] |oerzars  |Fri O |l Il CHE Cancel Holiday Entitiement I:lq
CP1 ON CALL PAY
[=] Jromis [sat | [ | | [c=2 ON CALL PAY WEEKEND | L a
= [romz21e [sen [ T | II JBT ON-JOB TRAINING &
LAN LEAVE - ANNUAL BW WAGE
[=] |1omarts [Mon | [ || I LBS LEAVE - SICK BIWEEKLY WAGE Q
=1 [1onars [tue | 00 | I LFM FMLA LEAVE - HOURS ONLY ‘ e
Lc LEAVE - CIVIL WAGE
[=] [10mse |wea | O || I LLE LEAVE - EDUCATIONAL WAGE =
=1 [1omerte [The | O LLF LEAVE - BEREAVEMENT WAGE T
l Il L LEAVE - JURY DUTY WAGE =
[=] 100718 |Fri O | Il um LEAVE - MILITARY WAGE [ i<
e = LLS LEAVE - SPECIAL WAGE
o | i w1 LWOP UNAUTHORIZED (B
[=] 100916 |Sun O Il Lw2 LWOP AUTHORIZED Q
SOF SUSPENDED WITHOUT PAY
swP SUSPENDED WITH PAY
v
>

Action

Click the ON CALL PAY WEEKEND link.
ON CALL PAY WEEKEND
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Favoriles ¥ Main Menu ¥ » LSUHSCProcesses ¥ > TimeandLabor ™ > > Timesheet

PS9HRTRN
WEBRCB2

SE Date: (0912612016 [5/% Rehash) <= Previous Period  Next Pericd >
Date Day | Xfer |in out TRC Hours [Ctmu [ SkipTake I':f:‘",": "‘:::,';c” ey
[#]| [=] |oarzsits |Mon | [T | [ EY| Q] [ V] [ v [ Q
[#]| =] [oeme |Tue | O | [ [159]| Q) V] V] [ Q
[+ (=] |ogrzare  |wea cP1 || 1200 &
[+ [=] osizae [thu | [T ] \ E] | ] [ ] ] \ Q
[#]| [F) fosmants [ | O \ | 5| all | [ v [ V] \ Q
| = |roows [sa | O \ | Bi)crz ng' [ I [ vl \ =
[+]| [=] [1om2i6 [sun | [T ] \ (] | ] [ ] ] \ Q
[#| = |10m3rs |men | O | [ RE| al | [ v [ ] \ Q
) El oate e | [ ] [ [l af | [ v] ] [ Q
[+]] E] [1omsis |wed | O [ [RED | Q] [ ] [ v [ Q
3] N A I S| N (] (=N [ ] [ vl [ &
[+]| [=] [1007118 |Fri (ml |l [ mE al | [ v [ v| [ Q
| El Jiomens jsat | O [ [RED | Q] [ ] [ v [ Q
L] =] |romerts {sun | [ \ el af | [ v [ ] \ Q
[SESS
v Time Admin Status
pastiodate | EariestCho Dt [munTA2
S |D9f05i2|]15 |v

v Schedules B

[bwe  [oay [Sntme [Eotime |

& Home

Step

Action

Enter the desired information into the Sat field.

Enter 12",
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Favorites ¥ | MainMenu ¥ 5 LSUHSCProcesses ¥ > TimeandLabor¥ > 5> Timesheet #& Home
PS9HRTRN
Date: [09/26/2016 5] # Retresh ) << Previous Period  Next Period >> A
Date Day | Xfer |in Out TRC Hours CI D :g"lm’"’z I':‘(’:"h‘: C"" 'F"‘:f” m“n Cc:'mm_
[#]| [=] |oerzrte [mon | [T || [ e Q [ V] [ V] [ Q
[#]| =] |osrzrie |Tue | O || I WEN a [ [ ] [ Q
[#]| [=] |oerzar16  |wed B Q[ 1200 [ Q
[#]| = [oerene e | [ || \ [ 150]| aQ [ V] [ ] [ Q
[#]| =] fogzans |Fi | [ |l [ EL Q [ V] [ Q
[+]] [=] | 101716 |Sat O \ [ @'E’z Q 12| [ v [ v \ Q
[#]| = 100218 |sen | [ | \ [ 150]| aQ [ V] [ ] [ Q
[#]| =] [100316 |mon | [ |l [ EL Q [ ] [ Q
[#][ [=] 1004116 |Tue | [T || [ [l @ [ V] [ v [ @
[#1] [=] |romsie {wea | O | [ mE [ [ M [ v [ &
[#| = Jrooss e | O | [ [MED] Q [ V] [ v [ Q
[#]| = [ro0718 |Fri Ol [ [l @ [ V] [ v [ @
[+]] [=] [10m8r16  |sat (ml |l [ W Q [ v| ( ~| [ o
[#] = |1onens {sun | O | [ [ 1= | a [ V] [ ] [ Q
B save
%}]{% Earliest Cha Dt |Run TA?
09120116
tlaee  |oomseos |y
' Schedules B
oo [start T [Ena e |
00/26/16  |Mon |B8:30AM  |5:00PM v
I } ! ! | 5

Step Action

10. Click the Save button.

ﬁ Sawe l
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Favorites ¥ Main Menu ¥ > LSUHSCProcesses ¥ > Time and Labor ¥ > Timesheet ’ﬁ\ Home
PS9HRTRN
WEBRCB2
=E)] Date: (0072872015 |[5 & Ratrasn ) << Previous Pericd  Next Period >» A
Punch and Elapsed Deta - . o
Date Day | Xter |in out TRC Hours [Ctmu [ SkipTake I':f:‘",": "‘:::,';c” ey
[#][ [=] |ogizsite |Mon | [T | [ e Q] [ ] [ v [ Q
[#][ [=] |ogrz7i16 |Tue | [T || [ mE] [ Q] [ ] [ v [ Q
[+ [=] |osrzare  |wea lcP1 e | 1200 &
[#]| =] foerzents |thu | [ | [ mE] | ] [ ] [ Q
[+]| =) fosmants [Fi | O \ 5| ] ] V] \ Q
[+ [=] |1om1i16  [sat crz @[ 12.00] [ a
[+]| [=] [1om2i6 [sen | [0 ] \ [ | ] [ ] ] \ Q
[+]| =] [10m3rt6 [mon | O ] \ [15 | ] ] V] \ Q
1| = [roane e | 0| [ IE D ] [ B
G| = Jroosne [wea | 0 || [ M= o v < [ a
El I [ s o g - [ a
[H| [=] {10718 |Fri (ml |l [ mE al | [ V| [ ~| [ Q
G| S o [s2 [0 [ M= o v < [ a
[ = [romee [sn | O | \ B o) | | v v \ Q
ISE
v Time Admin Status
Last Update

Earliest Chg Dt |Run TA?

09720116
12:51:46PM

|DQIOSIZD1E |Y

Date Day |StartTime |EndTime
|ooz6rs [Mon [e:30am [s0oPm | v
e — 1

Step Action

11. This completes Enter On-Call Time.
End of Procedure.
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Manage Schedules

Manage Schedules

Procedure
In this topic you will learn how to Manage Schedules.
NOTE: Managing Schedules should only be used to change work days and or times for one

pay period. If changes effect more than on pay period, a new personal schedule should be
created in Assign Work Schedules.

Favoriles ¥ Main Menu ¥

PS9HRTRN
WEBRCB2

Perseonalize Content | Layoul

Step Action

1. Click the Main Menu button.

Main Menu ~
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Favorites ¥ Main Menu

Search Menu:

PS9HRTR|

5] Manager Self Service Personalize Content | Layouf
& Time and Labor
0 SetUp HRMS
0 Reporting Tools
&)

PeopleTools

[ v ~ - @

3 [LSUHSC Processes

D My Personalizations

Step Action

2. Click the LSUHSC Processes menu.
&3 | LSUHSC Processes v
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Favorites ¥ Main Menu

Search Menu:

Manager Self Service
Time and Labor

Set Up HRMS
Reporting Tools

L Y

PeopleTools

LSUHSC Processes

[ o o e A e A

&3 | Time and Labor
My P 1S I

A& Home

Personalize Content | Layoul|

Step

Action

Click the Time and Labor menu.

&3 | Time and Labor
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Favorites ¥ Main Menu A& Home

Search Menu:

5] Manager Self Service 4 Personalize Content | Layouf
& Time and Labor 4
0 SetUp HRMS 3
8 Reporting Tools >
3 PeopleTools »
3 LSUHSC Processes
E My Personalizations S oy [&=] I Use >
£ Report »
3 Inquire 3
< >

Step Action

4, Click the Use menu.
3 [ use »
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Favorites ¥ Main Menu A& Home

Search Menu:

5] Manager Self Service 4 Personalize Content | Layouf
&3 Time and Labor 4
0 SetUp HRMS 3
0 Reporting Tools 3
3 PeopleTools »
3 LSUHSC Processes |
&3 Time and Labor
D My Personalizations B Use
Assign Work Schedule
£ Report 8 o
B3 Inquire Manage Schedules
D Timesheet
< >

Click the Manage Schedules menu.

|j l Manage Schedules!l
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ > Manage Schedules

PS9HRTRN

WEBRCB2
New Window | Help | Perscnalize Page | F2l ~
Date Range Schedules
Employee Selection Criteria
:::::::'19' Group o Q
Empl ID Q
Empl Record Q
Last Name Q
First Name Q
Business Unit (s}
Job Code Q
Job Description Q
Department :Q
Supervisor 1D Q
Reports To Position Number Q
Location Code (s}
Company Q
North American Paygroup Q
Global Payroll Paygroup aQ
Workgroup Q
Taskgroup Q
Posifion Number a,
Clear Selection Criteria Save Selection Critenia Get Employees
v
< >
Step Action
6. You will enter your seven-digit Department ID number into the Department field.
The New Orleans designation, 'NO' must precede the seven-digit Department ID
number. If you do not know your Department ID number, you can search for it using
the Look up Department feature to the right of the department field.
Enter the desired information into the Value field. Enter "NO0000000".
Department | |]
7. Click the Get Employees button.
| Get Employees |
8. In this exercise, the employee on Line 7 will be off on Monday, 9/26/16 and the
employee on Line 8 will work on Monday, 9/26/16.
9. Click the Row 7 Monday 8.5 Hours link.

2.5 Hours

Page 82




Training Guide
Time and Labor Timekeepers LSUNO V9.1

#& Home

Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Time and Labor ¥ > » Manage Schedules

PS9HRTRN

New Window | Help | Perscnalize Page | 2l

Schedule Detail for 09/26/2016

John Doe _1 Employee ID:
Employment Record Number:0

Job Title:

@ [Flinstructions
Refresh Schedule
=Schedule Type: |Punch [~

Refresh Schedule | (Existing schedule will be cleared and refreshed based on the above selections.)

Primary Schedule
Schedule Detail | [

Shift 1D Taskgroup Off Shift In Out Time Zone Sched Hrs More
a o [O] [zooooe [io3000 a 550/ More F[=

Training Details
No training data for today

Absence Details

No absence data for today

Holiday Details
No holiday data for today

Save

Return to Manage Schedules

=] Notify

Step Action

10. Click the Off Shift option.
]

11. Click the Save button.
| Save
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Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ > Timeand Labor ¥ > > Manage Schedules "\ Home

PS9HRTRN

WEBRCB2
Total| |Monday Tuesday Wednesday Thursday Friday Saturday
e I Red® | ours| [00/2612016 0012712016 0912812016 0912912016 091302016 1010112016 ol
Me Schedule Mo Schedule No Schedule No Schedule Mo Schedule Me Schedule
1{John Doe 1 0.00
8.5 Hours 8.5 Hours 8.5 Hou 8.5 Hours 8.5 Hour 0 Hours
2|John Doe 1 85.00 2.00 PM-10:30 PM (2:00 PM-10:20 PM 2:00 PM-10:30 PM |2:00 PM-10:20 PM |2:00 PM-10:30 PM | 2:00 PM-10:30 PM
No Schedule No Schedule No Schedule No Schedule Mo Schedule No Schedule
3[John Doe 12 0.00
8.5 Hours 8.6 Hours 8.6 Hours 8.6 Hours 8.6 Hours 0 Hours
4| John Doe 1 £5.00 2:00 PM-10:30 PM (200 PM-10-30 PM | 2:00 PM-10:30 PM |2:00 PM-10:30 PM | 2:00 PM-10:30 PM | 2:00 PM-10:30 PM
8.5 Hours 8.6 Hours 8.6 Hours 8.6 Hours 8.6 Hours 0 Hours
5|John Doe 1 £5.00 2:00 PM-10:30 PM (200 PM-10-30 PM | 2:00 PM-10:30 PM | 2:00 PM-10:30 PM | 2:00 PM-10:30 PM | 12:00 AM-12-00 AM
8.5 Hours 8.5 Hours 8.5 Hours 5 8 Hours 8.5 Hours 0 Hours
6|John Doel 0 £5.00 @45 PM-5-15 AM 045 PM-E:15 AM 9:45 PM-8:15 AM  (9:45 PM-8:15 AM 0:45 PM-8:15 AM @45 PM-&-15 AM
= = = = =
0 Hours 8.5 Hours 2.5 Hours 2.5 Hours 2.5 Hours 0 Hours
7|John Doe 0 76.50 2:00 PM-10:30 PM | 2:00 PM-10:20 PM | 2:00 PM-10:30 PM |2:00 PM-10:20 PM (2:00 PM-10:30 PM | 12:00 AM-1.
0 Hours QHours 0 Hours 0 Hours. 0 Hours 0 Hours
8|John Doe 0 0.00 -10:30 PM | 2:00 PM-10:20 PM |2:00 PM-10:30 PM (2:00 PM-10:20 PM | 2:00 PM-10:30 PM | 12:00 AM-12:00 AM
8.5 Hours 8.5 Hot 8.5 Hours 8.5 Hour 0 Hours
9| John Doe [} 85.00 2.00 PM-10:30 PM 2:.00 PM-10:30 PM (2:00 PM-10:20 PM  |2:00 PM-10:30 PM | 2:00 PM-10:30 PM
8.5 Hours 8.6 Hours 8.6 Hours 8.6 Hours 0 Hours
10|John Doe [} 85.00 8:00 AM-2:30 PM 6:00 AM-2:30 PM 6:00 AM-2:30 PM  (6:00 AM-2:30 PM 8:00 AM-2:30 PM
8.5 Hours 8.6 Hours 8.6 Hours 8.6 Hours 8.6 Hours 0 Hours v
Al bt P n nc an 1:45 PM-10:15 PM _ [1:45 PM-10:15 PM | 1:45 PM-10:15 PM | 1:45 PM-10:15PM. [1:45 PM-10:15 PM | 1:45 PM-10:15 PM
<

Step Action

12. Click the Row 8 Monday 0 Hours link.

| Howurs
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Favorites ¥ Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor¥ > Use~¥ > Manage Schedules

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page |

Schedule Detail for 09/26/2016

John Doefi Employee ID
Job Title: Employment Record Number. 0
@ [} jinsiructions

Refresh Schedule
*Schedule Type: Punch ﬂ
Refresh Schedule (Existing schedule will be cleared and refreshed based on the above selections.)

Primary Schedule
Schedule Detail

Shift ID Taskgroup Off Shift In Out Time Zone Sched Hrs More
Q Q 2.00:00P [10:30:00] Q 0.00| More [+ [=]

Training Details
No training data for today

Absence Details

No absence data for today

Holiday Details
No holiday data for today

Save

Return to Manage Schedules

(=] Notify

Step Action

13. Click the Off Shift option.
I

14. Click the Save button.
| Save |
15. The schedule for the employees on Line 7 and Line 8 has been adjusted.

The employee on Line 7 is not scheduled to work, and the employee on Line 8 is
now schedule to work,

16. In this exercise the employee's schedule on Line 5 is adjusted to work different hour
on 9/26/16.

The employee is scheduled to work 2:00 PM - 10:30 PM, but the schedule will be
adjusted for the employee to work 10:00 PM - 6:00 AM
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[E=RE=R=
frcba.pshe.lsuhsc.edu/psp/hrtn/EMPLOVEE/HRMS/</ZZ. O ~ @ © || @ Manage Schedules {07 5.7 %83
Favorites ™ Main Menu ¥ LSUHSC Processes ¥ > Time and Labor ™ Manage Schedules #& Home
WEBRCB2
Monday Tuesday Wednesday Thursday Friday Saturday
e Erm = 09/26/2016 092772016 0912812016 0972812016 0913072016 1010112016 ~
Mo Schedule No Schedule No Schedule: No Schedule: Mo Schedule Ne Schedule
1]John Doe 1 0.00
2.5 Hours 5.5 Hours 8.5 Hours 8.5 Hours 2.5 Hours 0 Hours
2|John Doe 1 £5.00 2:00 FM-10:30 PM | 200 FM-10:30 PM | 2:00 PM-10:30 PM |2:00 PM-10:20 PM (2:00 PM-10:30 PM | 2:00 PM-10:30 PM
Mo Schedule No Schedule No Schedule No Schedule Mo Schedule Me Schedule
3[John Doe 12 0.00
8.5 Hours 8.5 Hours 5.5 Hours 5.5 Hours 5.5 Hours 0 Hours
4| John Doe: 1| es.00])|[z00 PM-10:20 P PM-10:30 PM  |2:00 PM-10:30 PM |2:00 PM-10:30 PM | 2:00 PM-10:30 PM | 2:00 PI-10:30 PM
8.5 Hours 8.5 Hours 2.5 Hours 5.5 Hours 5.5 Hours 0 Hours
5| John Doe 1| es.00 FID:30 PM (200 PM-D:30 PN |2:00 PM-10:30 PM [2:00 PM-10:30 PM | 2:00 PM-10:30 PM | 12:00 AM-12:00 AM
8.5 Hours 8.5 Hours 8.5 Hours 8.5 Hours 8.5 Hour 0 Hours
&|John Doe [} 85.00 0:45 PM-8:15 AM 945 PM-6:16 AM 0:45 PM-6:15 AM | 0:45 PM-B:15 AM 9:46 PM-6:15 AM 0:45 PM-8:15 AM
= = = = =
0 Hours 2.5 Hours 2.5 Hours 8.5 Hours 2.5 Hours 0 Hours
7|John Doe ] 76.50 2:00 FM-10:30 PM | 200 PM-10:20 PM | 2:00 PM-10:30 PM |2:00 PM-10:20 PM  (2:00 PM-10:30 PM | 12:00 AM-12:00 AM
2.5 Hours 0 Hours 0 Hours. 0 Hours 0 Hours
2| John Doe 1] 28.50 2:00 FM-10:30 PM 2:00 PM-10:230 PM |2:00 PM-10:230 PM  (2:00 PM-10:30 PM | 12:00 AM-12:00 AM
2.5 Hours 8.6 Hours 8.5 Hours 8.5 Hours 2.5 Hours 0 Hours
a|John Doe 1] £5.00 2:00 FM-10:30 PM | 200 FM-10:20 PM | 2:00 PM-10:30 PM |2:00 PM-10:20 PM (2:00 PM-10:30 PM | 2:00 PM-10:30 PM
2.5 Hours 8.8 Hours 2.5 Hours 2.5 Hours 2.5 Hours 0 Hours hd

el @ r3 b

Step Action

17. Click the Row 5 Monday 8.5 Hours link.

2.5 Hours
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[E= R ==

&« @‘@ hitps://rcba.pshe.lsuhsc.edu/psp/hrtm/EMPLOYEE/HRMS/c/ZZ. O ~ @ © || (& Manage Schedules

Favoriles ¥ Main Menu ~

LSUHSC Processes ¥ TimeandLabor ¥ > Use ™ Manage Schedules

PS9HRTRN

WEBRCB2
MNew Window | Help | Personalize Page | E2l n

Schedule Detail for 09/26/2016

E
J

Employee ID:
Employment Record Number: 1

@ [} iinstructions
Refresh Schedule
=Schedule Type: |Punch

Refresh Schedule (Existing schedule will be cleared and refreshed based on the above selections.)
Primary Schedule
Schedule Detail

Taskgroup Off Shift In Out Time Zone Sched Hrs More

a o O [zoooor] 1020000 Q 50 More

Training Details
No training data for today

Shift ID

HE

Absence Details

No absence data for today

Holiday Details
No holiday data for today

Save

Return to Manage Schedules

EEN

{23 £23

#& Home

Step

Action

18.

Enter the desired information into the In field. Enter "10:00 PM".

19.

Enter the desired information into the Out field. Enter "6:00 AM".
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeandlabor¥ > Use™ > Manage Schedules #& Home

PS9HRTRN
WEBRCB2

New Window | Help | Perscnalize Page | 2l

Schedule Detail for 09/26/2016

John Dog Employee ID:

h—
Job Title: Employment Record Number: 1

€@ ) Instructions
Refresh Schedule
=Schedule Type: |Punch [~
Refresh Schedule | (Existing schedule will be cleared and refreshed based on the above selections.)
Primary Schedule

Schedule Detail
Shift ID Taskgroup Off Shift  In Out Time Zone Sched Hrs

Q O 10:00:00P| [6:00 AM 0.50| [+] (=]

Training Details
No training data for today
Absence Details
No absence data for today

Holiday Details
No holiday data for today

Save

Return to Manage Schedules

=] Notify

Step Action

20. Click the Save button.
Save |

21. The schedule is adjusted to reflect the new work hours for the employee on Line 5.
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeand Labor ¥ > » Manage Schedules

PS9HRTRN

WEBRCB2
Total| [Monday Tuesday Wednesday Thursday Friday Saturday
e I Red® | hours| [09/2612016 0912772016 0912012016 0912912016 091302016 1010112016 ~
Neo Schedule No Schedule No Schedule No Schedule No Schedule No Schedule
1{John Doe 1 0.00
8.5 Hours 8.6 Hours 8.6 Hours 8.6 Hours 8.6 Hours 0 Hours
2| John Doet 1 85.00 2:00 PM-10:30 PM (200 PM-10:30 PM | 2:00 PM-10:30 PM |2:00 PM-10:30 PM | 2:00 PM-10:30 PM | 2:00 PM-10:30 PM
No Schedule No Schedule No Schedule Mo Schedule No Schedule
3|John Doe 12 0.00
8.5 Hours 8.6 Hours 8.6 Hours 8.6 Hours 8.6 Hours 0 Hours
4| John Doe 1 £5.00 2:00 PM-10:30 PM (200 PM-10-30 PM | 2:00 PM-10:30 PM |2:00 PM-10:30 PM | 2:00 PM-10:30 PM | 2:00 PM-10:30 PM
8 Hours 8.8 Hours 8.5 Hours 5 8 Hours 8.5 Hours 0 Hours
5(John Doe 1 84.50 10:00 PM-6:00 AM (200 PM-10-30 PM | 2:00 PM-10:30 PM |2:00 PM-10:30 PM | 2:00 PM-10:30 PM | 12:00 AM-12:00 AM
=
8.5 Hours 2.5 Hours 2.5 Hours 8.5 Hours 0 Hours
&|John Doel 0 £5.00 2:45 PM-5:15 AM 245 PM-8:15 AM | 2:45 PM-G:15 AM 9:45 PM-E:15 AM 945 PM-5:15 AM
= = = =
0 Hours 2.5 Ho 8.5 Hour 0 Hours
7lJohn Doe ] 76.50 2:00 PM-10:30 PM -00 PM-10:20 PM 2:00 PM-1 2:00 PM-10:30 PM | 12:00 AM-12:00 AM
8.5 Hours 0 Hours 0 Hours 0 Hours 0 Hours 0 Hours
3|John Doe 0 8.50 2.00 PM-10:30 PM (2:00 PM-10:20 PM . 2:00 PM-10:30 PM |2:00 PM-10:30 PM |2:00 PM-10:30 PM | 12:00 AM-12:00 AM
2.5 Hours. 8.6 Hours 8.5 Hours 8.6 Hours 8.6 Hours 0 Hours
a|John Doe o 85.00 2:00 PM-10:30 PM (200 PM-10:30 PM |2:00 PM-10:30 PM |2:00 PM-10:30 PM | 2:00 PM-10:30 PM | 2:00 PM-10:30 PM
8.5 Hours 8.6 Hours 8.6 Hours 8.6 Ho 8.6 Hours 0 Hours
10|John Doe. o 85.00 8:00 AM-2:30 PM 6:00 AM-2:30 PM 6:00 AM-2:30 PM  (6:00 AM-2:30 PM 8:00 AM-2:20 PM 8:00 AM-2:30 PM
8.5 Hours 8.6 Hours 8.6 Hours 8.6 Hours 8.5 Hours 0 Hours Vv
11L.10hn Poe ol aronl[| 148 FMADIE P {145 PMADAS M |1:45 PMAD15 PM [ 145 PMADASPM | 145 PMA10:15 PM | 1:45 PMA10:15 BM
< >

Step Action

22. Click the Home link.
#& Home
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Favorites Main Menu ¥ #A& Home
PSO9HRTRN
WEBRCB2
Personalize Content | Layoul|
< >
Step Action
23. This completes Manage Schedules.

End of Procedure.
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Assign Predefined Work Schedule

Procedure

In this topic you will learn how to Assign a Predefined Work Schedule.

Step Action

1. NOTE: With the exception of Student Workers, Transients, and most Facility
Service employees, all employees have an assigned schedule. Thus, all employees
should have a schedule populated in the timesheet grid which accurately reflects
the employee's work schedule.

Favorites ¥ Main Menu ¥

PS9HRTRN
WEBRCB2

Personalize Content | Layoul

Step Action

2. Click the Main Menu button.

Main Menu ~
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Favorites ¥ Main Menu

Search Menu:

Manager Self Service Personalize Content | Layouf
Time and Labor
Set Up HRMS

Reporting Tools

coroeoere

PeopleTools
& [ LSUHSC Processes

v v v ~ - 0

D My Personalizations

< >
Step Action

3. Click the LSUHSC Processes menu.

&3 | LSUHSC Processes »
4, Click the Time and Labor menu.

4 | Time and Labaor b
5. Click the Assign Work Schedule menu.

E | Assign Work Schecule[l
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Favorites v Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor™ > Use™ > AssignWork Schedule

PS9HRTRN
WEBRCB2

New Window | Help | (&
Assign Work Schedule

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

Search Criteria

Empl ID: [pegins with v |
Reds
Date: = ~ El

Name: begins with v

Location Set ID a
Location Code: [begins with v/] Q

Class Indc:  [= v v
FiPTime:  [= v v
Set D SHARE a,
Department: Q

Status: = v [Active v/
Include History [ case Sensitive

Search Clear | Basic Search EF Save Search Criteria

Step Action

6. Enter the desired information into the Empl ID field. Enter "0000000".
Empl ID: [begins with v|| |

7. Click the Search button.

8. In this exercise, you will Create a Personal Schedule for the employee for the Pay

Period beginning October 10, 2016. The employee will work Monday - Friday, 8:00
AM - 4:30 PM.

Page 93



Training Guide
Time and Labor Timekeepers LSUNO V9.1

Favorites v Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor™ > Use™ > AssignWork Schedule

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page |

Assign Work Schedule

John Doe Employee 1D:
Job Title: Empl Record: 0

@ [} Expand fo view Instructions
Assign Schedules Personalize | Find | View All | &2 E First ‘&' 10f1 &) Last
Primary Schedule

Effective Date  Assignment Method Schedule Group  Schedule ID Description Show Schedule

04/052010  Create Personal Schedule SHARE Conversion Show Schedule

View history of Schedule Assignments, including default changes

[§lSave ||GF Return to Search | Update/Display 7 Include Histo

Step Action

9. Click the Add a new row at row 1 button.
[+

10. The Effective date is the date the new schedule will begin. This should be the pay
period Start Date.

Click the Row 1 Choose a date button.
Bl

11. Click the desired date.

12. Click the button to the right of the Row 1 Assignment Method field.

L
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Favorites v Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor ™ > Use™ > AssignWork Schedule

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page |

Assign Work Schedule

JohnDoe Employee 1D:
Job Title: Empl Record: 0
[i ] Expand to view Instructions
Assign Schedules Personalize | Find | View All | 2| E First ‘4’ 1-20f2 ‘&' Last

Primary Schedule
*Effective Date  *Assignment Method Schedule Group  Schedule ID Description Create Schedule
10/10/2016 Create Personal Schedule

Select Predefined Schedule
Use Defaull Schedule
TAE eSO e

View history of Schedule Assignments, including default changes

SHARE Q, Conversion Create Schedule [+ [=]

04/05/2010 SHARE Conversion Show Schedule [#

[FlSave ||@F Return to Search 21 Update/Display %] Include History

Step Action

13. Click the Select Predefined Schedule list item.
Select Predefined Schedule

14. Verify that the Schedule Group defaults as SHARE. If SHARE does not default,
click the Look up Schedule Group button to the right of the field and select it.
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Favorites v Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor ™ > Use™ > AssignWork Schedule

PS9HRTRN

WEBRCB2

New Window | Help | Personalize Page |

Assign Work Schedule
JonDoe Employee 1D:
Job Title: Empl Record: 0
[i ] Expand to view Instructions
Assign Schedules Personalize | Find | View All | €2 | E First ‘4’ 1-20f2 ‘& Last

Primary Schedule

*Effective Date  *Assignment Method Schedule Group  Schedule ID Description Show Schedule
HELEOIGN R | Select Predefined Schedule |2 NERLGE aQ Show Schedule |
04/05/2010 Create Personal Schedule SHARE Conversion Show Schedule =

View history of Schedule Assignments, including default changes

[E/Save ||[E" Return to Search &1 Update/Display % Include Histon

Step

Action

15.

Click the Row 1 Look up Schedule ID button.
aL

16.

Select a Predefined schedule from the search results.

These schedules are the most commonly used schedules at LSUHSC-NO Campus.
If a schedule it not listed, it will be necessary to create a new schedule to assign to
the employee.

Click the 8:00A-4:30P M-F link.
3-00A-4:30P M-F
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Favorites ¥ Main Menu ¥

LSUHSC Processes ¥ > Time and Labor ¥ Assign Work Schedule #& Home
PS9HRTRN
WEBRCB2
New Window | Help | Personalize Page |
Assign Work Schedule
John Doej Employee ID:
Job Title: Empl Record: 0
[i ] Expand to view Instructions

Assign Schedules

Personalize | Find | View All | 2] B First (0 12072 () Last
Primary Schedule

*Effective Date  *Assignment Method Schedule Group  Schedule ID Description Show Schedule

10/10/2016 Select Predefined Schedule  v| |SHARE Q) |3:00A-4:30P M-F |Q 8:00A-4:30P M-F Show Schedule [# [=]

04/05/2010 Create Personal Schedule SHARE Conversion Show Schedule [#

View history of Schedule Assignments, including default changes

[5/save ||[ah Return to Search ] Update/Display | Include

Step Action

17. Click the Show Schedule link.

Show Schedule
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Favoriles ¥ Main Menu ¥ » LSUHSCProcesses ¥ > TimeandLabor ™ > > Assign Work Schedule #& Home
PS9HRTRN
WEBRCB2

From Date: 1011072018 Load Calendar | prgyious period  Next Period ~

Schedule Calendar Personalize | Find | \ i First ‘4 1140714 ‘& Last
Shift Time | Configurable Tolals

Day Date DUR  Workday ID Shift ID In Out Time Zone Sched Hrs Shift Detail

Monday 1010/2016 8:00:00AM 4:30:00PM CcsT 850 Shift Detail

Tuesday 101172016 8.00:00AM 4:30:00PM csT .50 Shift Detail

Wednesday 1011272016 2:00:00AM 4:30:00PM CsT 8.50 Shift Detail

Thursday 101372016 2:00:00AM 4:30:00PM CST 8.50 Shift Detail

Friday 10M14/2016 8:00:00AM 4:30:00PM CcsT 850 Shift Detail

Saturday 1015/2016 8:00:00AM 4:30:00PM CcsT

Sunday 1016/2016 8:00:00AM 4:30:00PM CcsT

Monday 101772016 5.00:00AM 4:30:00PM csT .50 Shift Detail

Tuesday 10M12/2016 2:00:00AM 4:30:00PM CsT 8.50 Shift Detail

Wednesday 10M19/2016 8:00:00AM 4:30:00PM CsT 850 Shift Detail

Thursday 1072012016 8:00:00AM 4:30:00PM CcsT 850 Shift Detail

Friday 1072172016 8:00:00AM 4:30:00PM CcsT 850 Shift Detail

Saturday 1072212016 8.00:00AM 4:30:00PM csT

Sunday 10/23/2016 2:00:00AM 4:30:00PM CST

oK Cancel v

Step Action

18. Click the OK button.
oK
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Favorites v Main Menu ¥ > LSUHSC Processes ¥ > Timeand Labor ¥ > Assign Work Schedule

#& Home

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page |

Assign Work Schedule

John Doe Employee 1D:

Job Title: Empl Record: 0
[i ] Expand to view Instructions

Assign Schedules

Personalize | Find | view Al | 2] First (4" 1-20f2 (& Last
Primary Schedule

*Effective Date  *Assignment Method Schedule Group  Schedule ID Description Show Schedule

10/10/2016 Select Predefined Schedule  v| |SHARE Q) |8:00A-4:30P M-F |Q 8:00A-4:30P M-F {Show Schedule [# [=]

04/05/2010 Create Personal Schedule SHARE Conversion Show Schedule [#

View history of Schedule Assignments, including default changes

[ah Return to Search

21 Update/Display & Include History

Step Action

19. Click the Save button.

[5Gl Save |

20. This completes Assign a Predefined Work Schedule.
End of Procedure.
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Assign or Create Work Schedules

Procedure

In this topic you will learn how to create a new work schedule for an employee.

NOTE: With the exception of Student Workers, Transients, and most Facility Service
employees, all employees have an assigned schedule. Thus, all employees should have a
schedule populated in the timesheet grid which accurately reflects the employee's work
schedule.

Favorites ¥ Main Menu ¥

PS9HRTRN
WEBRCB2

Personalize Content | Layoul|

£ >
Step Action
1. Click the Main Menu button.
2. Click the LSUHSC Processes menu.
(3 |LsUHSC Processes v
3. Click the Time and Labor menu.
(3 |Time and Labor ’
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Step Action
4. Navigation to Assign or Create Work Schedule:
Main Menu > LSUHSC Processes > Time and Labor > Use > click the Assign
Work Schedule menu.
0 fuse ’
5. Click the Assign Work Schedule menu.

E

Assign ‘Work Schedule

Favoriles ¥ Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor¥ 3> Use™

PS9HRTRN
WEBRCB2

Assign Work Schedule

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

Find an Existing Value

i Search Criteria

Empl D! [begins with ~[f ]

Reat

Date: = ~

Name

Location Set ID:[ begins with | Q
Location Code: Q
ClassIndc:  [= v v/
F/P Time: = v V]
Set ID: SHARE a
Depariment: Q

Status: [= ~|  [Active v

Include History [ case sensitive

> Assign Work Schedule

New Window | Help | =l

Step Action
6. Enter the desired information into the Empl 1D field. Enter "0000000".
Empl 10 [ begins with v|| ]
7. Click the Search button.
| Search
8. This exercise will Create a Personal Schedule for the employee for pay period

10/10/16. The employee will work from 9:00 AM - 5:30 PM.
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Favorites v Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor™ > Use™ > AssignWork Schedule

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page |

Assign Work Schedule
John Doel Employee ID:
Job Title: Empl Record: 0
@ [} Expand to view Instructions
Assign Schedules Personalize | Find | View All | £2] E First ‘4 10f1 ) Last

Primary Schedule

Effective Date  Assignment Method Schedule Group  Schedule ID Description Show Schedule
04/052010  Create Personal Schedule SHARE Conversion Show Schedule
View history of Schedule Assignments, including default changes

[§)Save ||GF Return to Search 7 Update/Display J Include Histo

Step

Action

Click the Add a new row at row 1 button.
[+

10.

The Effective Date is the date the schedule change will begin. This should be the
pay period start date.

Click the Row 1 Choose a date button.

11.

Click the desired date.

&
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Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > Time and Labor ¥ Assign Work Schedule "\ Home
PS9HRTRN
WEBRCB2
New Window | Help | Personalize Page |
Assign Work Schedule
John Dog Employee 1D:
Job Title:

Empl Record: 0
(i ] Expand to view Instructions

Assign Schedules

Personalize | Find |view il | 2] B First 4
Primary Schedule

120f2 & Last

*Effective Date *Assignment Method Schedule Group Schedule ID

Description Create Schedule
10/10/2016 Create Personal Schedule  wv| |SHARE Q, Conversion Create Schedule [+ [=]
04/05/2010 Create Personal Schedule SHARE Conversion Show Schedule [

View history of Schedule Assignments, including default changes

[F/save ||[ah Return to Search #] Update/Display J#] Include History

Step Action

12. Click in the Create Schedule field.
Create Schedule
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Favorites ¥ Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor~ > Use~¥ > AssignWork Schedule

PS9HRTRN
WEBRCB2

New Window | Help | Perscnalize Page | 2

Definition Schedule Shifis

JohnDoe .. Empl 1D

Job Title: Empl Record: 0
Schedule Details Find | View Al First ‘& 10f1 & Last

Effective Date: 10/10/2016

*Description: Conversion Short Description:  |Conversion
*Definition Type: ‘ Punch V‘ Days in 14
*Daylight Saving Rule: [Fixed Time V|

Taskgroup for Time Reporting

Default Taskgroup: Q

Task Template ID:

Time Reporting Template ID: Q

OK Cancel Apply % Refresh

Definition | Schedule Shifts

Step Action

13. Click the Schedule Shifts tab.
| Schedule Shifts |

14, Click the View All link.

NOTE: You could also check the arrow to the right of 1-7 of 14 to view rows 8-14,
rather than view all 14 rows at one time.

Wiew All

15. Some shift schedules are preloaded into the system in the Look up Shift 1D panel.

Click the Look up Shift ID button.

[}

16. Click the 9A-530P link.
9A-530P
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Favorites ¥ Main Menu » LSUHSC Processes ¥ > Time and Labor ¥ > Assign Work Schedule /‘\ Home
PS9HRTRN
WEBRCB2
Select Day Workday ID Shift 1D Off Shift In out Time Zone Sehed more Shift i3 cfanging
|| 1 Q [pAs30F | Q 9:00:00AM 5:30:00PM csT 2.50 More )
[m] 2 a a [0 [530.00AM 5:00:00PM aQ 850 More agh =
[m] E aQ a [0 [53000AM 5:00-00PM a 850 More agd 3]
O 4 [s Q [0 [83000AM 5:00-00PM Q 850 More agh [+
O 5 [s a O [53000AM 5:00-00PM a 350 More agh [+
O 6 a Q 12:00:00AM 12:00:00AM Q 0.00 More agb [+
O 7 Q Q 12:00:00AM 12:00:00AM @ 0.00 More ot [#
O 3 Q Q [] [230:00AM 5:00:00PM Q@ [ 250 More uft 3]
[m] 9 a @ [0 [530.00AM 5:00:00PM @ 3.50] More agh =
[m] 10 aQ aQ [0 [530.00AM 5:00:00PM Q 850 More agb 3]
[m] " aQ a [0 [53000AM 5:00-00PM a 850 More agh [+
O 12 Q Q [ [53000AM 5:00-00PM Q 850 More agb [+
O 13 [sY a 12:00:00AM 12:00:00AM a 0.00 More agb [+
O 14 a aQ 12:00:00AM 12:00:00AM [ 0.00 More agh [+
Working with Shift Details
¥ seiect Al Deselect Al 2 copy B paste & Clear shifs
Days in Schedule: 14 Copy Buffer Start Day: 1
*Paste Repetitions: 1 Copy Buffer End Day: 1
[} Instructions
oK Cancel Apply
Definition | Schedule Shifts v
< >
Step Action
17. If the employee works the same hours throughout the schedule, you can copy the

information in Day 1 and paste it to other days within the schedule.

Click the Day 1 Select option.

)
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Favorites v Main Menu ¥ > LSUHSC Processes ¥ > Timeand Labor ¥ > Assign Work Schedule /‘\ Home
PS9HRTRN
WEBRCB2
Select Day Workday ID Shift 1D Off Shift In out Time Zone Sehed more Shift i3 cfanging
m 1 Q, [9A-530P Q 9:00:00AM 5:30:00PM CsT 8.50 More [+]
O 2 Q Q [0 [s:20:00aM 5:00:00PM Q 8.50| More agh [#]
O 3 aQ Q [0 [5:30:00aM 5:00-00PM Q 8.50| More agh E3)
O 4 Q aQ, O [22000AM 5:00-00PM aQ 850/ More agh [+]
O 5 aQ a, O [53000AM 5-00-00PM a, 50| More agh [+]
O 6 Q Q 12:00:00AM 12:00:00AM Q 0.00 More agh [+]
O 7 Q a 1Z:00:00AM 12:00:00AM a 0.00 More agh [+
O 3 Q a [0 [E:30:00AM 5:00:00PM a 350 More agh =
O 9 Q Q [0 [520:00aM 5:00:00PM Q 8.50| More agh E3}
O 10 Q Q [0 [5:30:00aM 5:00:00PM Q 8.50| More agh [#]
O 1 5% Q [0 [5:30:00aM 5:00-00PM Q 8.50| More agh [+]
O 12 Q Q, O [223000AM 5:00-00PM Q 850/ More agh [+]
O 13 Q a, 12:00:00AM 12:00:00AM a, 0.00 More agh [+]
O 14 Q aQ 12:00:00AM 12:00:00AM Q 0.00 More agh [+
Working with Shift Details
¥ seiect Al Deselect Al B paste & Clear shis
Days in Schedule: 14 Copy Buffer Start Day: 1
*Paste Repetitions: 1 Copy Buffer End Day: 1
[} Instructions
oK Cancel Apply
Definition | Schedule Shifts v
< >

Step Action

18. Click the Copy link.

%I Copy
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Favorites ¥ Main Menu » LSUHSC Processes ¥ > Time and Labor ¥ > Assign Work Schedule /‘\ Home
PS9HRTRN
WEBRCB2
Select Day Workday ID Shift 1D Off Shift In out Time Zone Sehed more Shift i3 cfanging
[m] 1 Q [pAs30F | Q 9:00:00AM 5:30:00PM csT 2.50 More )
[m] 2 a a [0 [530.00AM 5:00:00PM aQ 850 More agh =
[m] E aQ a [0 [53000AM 5:00-00PM a 850 More agd 3]
O 4 [s Q [0 [83000AM 5:00-00PM Q 850 More agh [+
O 5 [s a O [53000AM 5:00-00PM a 350 More agh [+
O 6 a Q 12:00:00AM 12:00:00AM Q 0.00 More agb [+
O 7 Q Q 12:00:00AM 12:00:00AM @ 0.00 More ot [#
O 3 Q Q [] [230:00AM 5:00:00PM Q@ [ 250 More uft 3]
[m] 9 a @ [0 [530.00AM 5:00:00PM @ 3.50] More agh =
[m] 10 aQ aQ [0 [530.00AM 5:00:00PM Q 850 More agb 3]
[m] " aQ a [0 [53000AM 5:00-00PM a 850 More agh [+
O 12 Q Q [ [53000AM 5:00-00PM Q 850 More agb [+
O 13 [sY a 12:00:00AM 12:00:00AM a 0.00 More agb [+
O 14 a aQ 12:00:00AM 12:00:00AM Q 0.00 More agh [+
Working with Shift Details
¥ seiect Al Deselect Al 2 copy B paste & Clear shifs
Days in Schedule: 14 Copy Buffer Start Day: 1
*Paste Repetitions: Copy Buffer End Day: 1
[} Instructions
oK Cancel Apply
Definition | Schedule Shifts v
< >
Step Action
19. Enter the number of times you wish the system to repeat copying the selected

information into the shift details panel.

Enter the desired information into the Paste Repetitions field. Enter "4".
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Favorites ¥ Main Menu » LSUHSC Processes ¥ > Time and Labor ¥ > Assign Work Schedule /‘\ Home
PS9HRTRN
WEBRCB2
Select Day Workday ID Shift 1D Off Shift In out Time Zone Sehed more Shift i3 cfanging
[m] 1 Q [pAs30F | Q 9:00:00AM 5:30:00PM csT 2.50 More )
E 2 a a [0 [530.00AM 5:00:00PM aQ 850 More agh =
[m] E aQ a [0 [53000AM 5:00-00PM a 850 More agd 3]
O 4 [s Q [0 [83000AM 5:00-00PM Q 850 More agh [+
O 5 [s a O [53000AM 5:00-00PM a 350 More agh [+
O 6 a Q 12:00:00AM 12:00:00AM Q 0.00 More agb [+
O 7 Q Q 12:00:00AM 12:00:00AM @ 0.00 More ot [#
O 3 Q Q [] [230:00AM 5:00:00PM Q@ [ 250 More uft 3]
[m] 9 a @ [0 [530.00AM 5:00:00PM @ 3.50] More agh =
[m] 10 aQ aQ [0 [530.00AM 5:00:00PM Q 850 More agb 3]
[m] " aQ a [0 [53000AM 5:00-00PM a 850 More agh [+
O 12 Q Q [ [53000AM 5:00-00PM Q 850 More agb [+
O 13 [sY a 12:00:00AM 12:00:00AM a 0.00 More agb [+
O 14 a aQ 12:00:00AM 12:00:00AM Q 0.00 More agh [+
Working with Shift Details
¥ seiect Al Deselect Al 2 copy B paste & Clear shifs
Days in Schedule: 14 Copy Buffer Start Day: 1
*Paste Repetitions: 4 Copy Buffer End Day: 1
[} Instructions
oK Cancel Apply
Definition | Schedule Shifts v
< >
Step Action
20. Select the day of the schedule where you want the system to begin copying the

information.

Click the Day 2 Select option.
O
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Favorites v Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor ™ > Use™ > AssignWork Schedule

PS9HRTRN
WEBRCB2
Select Day Workday ID Shift 1D Off Shift In out Time Zone Sehed more Eixiecirnotg)
O 1 Q [BA50P @ 9:00:00AM 5:30:00PM csT 8.50 More ]
Wi 2 Q. aQ [0 [30:00AM 5:00:00PM Q. 8.50| More agi ]
O 3 s} a [0 [230:00AM 5:00-00PM a 850/ More o ]
O 4 Q aQ O [30:00AM 5:00:00PM Q 8,50/ More agd 3]
O 5 aQ a [ [530:00AM 5:00:00PM a 8,50/ More o 3]
O 6 Q aQ 12:00:00AM 12:00:00AM Q 0.00 More o [+
O 7 Q a 1Z:00:00AM 12:00:00AM a 0.00 More agh [+
] 3 Q a [0 [E:30:00AM 5:00:00PM a 350 More agh E3]
O 9 aQ @ [0 [230:00AM 5:00:00PM @ 8.50| More o ]
O 10 Q aQ [0 [230:00AM 5:00:00PM a 8.50| More o ]
O 1 s} a [0 [230:00AM 5:00-00PM a 850/ More agd 3]
O 12 Q Q [ [30:00AM 5:00-00PM Q 8,50/ More agi 3]
O 13 aQ a 12:00:00AM 12:00:00AM a 0.00 More o 3]
O 14 a aQ 12:00:00AM 12:00:00AM Q 0.00 More agh [+
Working with Shift Details
¥ Select Al Deselect Al 2 copy & clear shis
Days in Schedule: 14 Copy Buffer Start Day: 1
“Paste Repetitions: 4 Copy Buffer End Day: 1
[} Instructions
oK Cancel Apply
Definition | Schedule Shifts v
< >
Step Action

21.

Click the Paste link.

ﬁE' FPaste

22.

As an alternative to using the Paste Repetitions option, you can also select the
checkboxes in front of the days where you want to copy the new work schedule
hours as shown in this example.

For training purposes only, days 8 - 11 are checked for you.

23.

Click the Day 12 Select option.

]

24.

Click the Paste link.

&' Faste |
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Favorites v Main Menu ¥ > LSUHSC Processes ¥ > Timeandlabor ™ > Use™ > AssignWork Schedule /‘\ Home
PS9HRTRN
WEBRCB2
Select Day Workday ID Shift 1D Off Shift In out Time Zone Sehed more Eixi e irnog
O 1 Q [9A-530P @ 9:00:00AM 5:30:00PM CsT 8.50 More [+]
O 2 Q [9A-530P Q 9:00:00AM 5:30:00PM CsT 8.50 More [+]
O 3 Q, [9A-530P (&} 9:00:00AM 5:30:00PM CsT 8.50 More [+]
O 4 Q, [9A-530P Qa, 9:00:00AM 5:30:00PM CsT 8.50 More [#]
O 5 Q, |9A-530P aQ 9:00:00AM 5:30:00PM CsT 850 More [+]
O 6 Q aQ 12:00:00AM 12:00:00AM Q 0.00 More agh [+]
O 7 Q a 1Z:00:00AM 12:00:00AM a 0.00 More agt [#]
(] 8 Q |[9A-530P Q 9:00:00AM 5:20:00PM csT 8.50 More [+
O 9 Q |[9A-530P @ 9:00:00AM 5:30:00PM CsT 8.50 More [+]
O 10 Qy |[9A-530P Q 9:00:00AM 5:30:00PM CsT 8.50 More [+]
O " Q |[9A-530P (&} 9:00:00AM 5:30:00PM CsT 8.50 More [+]
O 12 Q, |[9A-530P Q 9:00:00AM 5:30:00PM CsT 8.50 More [+]
O 13 Q a, 12:00:00AM 12:00:00AM a 0.00 More agh [+]
O 14 Q aQ 12:00:00AM 12:00:00AM Q 0.00 More agh [+]
Working with Shift Details
¥ seiect Al Deselect Al 2 copy B paste & Clear shifs
Days in Schedule: 14 Copy Buffer Start Day: 1
*Paste Repetitions: 4 Copy Buffer End Day: 1
[ Instructions
OK Cancel
Definition | Schedule Shifts v
< >

Step Action

25. The schedule information displays in Shift ID column for days 8 - 12.

NOTE: Verify that the Off Shift boxes are checked for days the employee will not
be scheduled to work.

Click the Apply button to apply the schedule information.

I Apply

26. Click the OK button.

[ ok ]
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Favorites ¥

Main Menu ¥

PS9HRTRN
WEBRCB2

Assign Work Schedule
John Doe g

«Job Title:
[i ] Expand to view Instructions

Assign Schedules

*Assignment Method

Primary Schedule

*Effective Date

» LSUHSC Processes ¥

Schedule Group  Schedule ID

10/10/2016 Create Personal Schedule  v| |SHARE

04/05/2010

Create Personal Schedule

SHARE

Time and Labor ¥

Use ¥ >

Assign Work Schedule

Employee ID:
Empl Record: 0

Personalize | Find | view Al | 2]

Description

Q Conversion

Conversion

New Window | Help | Personalize Page |

First ‘&' 1-20f2 ‘» Last

Update Schedule

[# =
[#]

{pdate Schedule

Show Schedule

[ah Return to Search

View history of Schedule Assignments, including default changes

2| Updaie/Display ¥] Include History

Step Action
27. Click the Save button.
|5l Save

28.

In this exercise you will create a personal schedule for the 10/24/16 pay period
where the employee to work 10:00am - 6:00pm - M-F. This schedule is not
preloaded into the system, so you will need to enter the work hours directly into the
Shift Details panel to create the schedule.

29.

Click the Add a new row at row 1 button.
[+

30.

Click the Choose a date button.

31.

Click the desired date.
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Favorites ¥ Main Menu ¥

LSUHSC Processes ¥ > Time and Labor ¥ Assign Work Schedule #& Home
PS9HRTRN
WEBRCB2
New Window | Help | Personalize Page |
Assign Work Schedule
John Doe i s Employee 1D:
Job Title: Empl Record: 0
[i ] Expand to view Instructions

Assign Schedules

Personalize | Find | view il | G First 8
Primary Schedule

1-30f3 b/ Last

*Effective Date  *Assignment Method Schedule Group  Schedule ID Description Create Schedule

10/24/2016 Create Personal Schedule  v| |SHARE Q

Conversion Create Schedule H =
10/10/2016 |5 [Create Personal Schedule v [SHARE aQ Conversion Update Schedule HE
04/05/2010 Create Personal Schedule SHARE Conversion Show Schedule [#]

View history of Schedule Assignments, including default changes

[5]Save ||[ah Return to Search 7] Update/Display nclude

Step Action

32. Click the Create Schedule link.
|Create Schedule |
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Favorites ¥ Main Menu ¥ > LSUHSCProcesses ¥ > Timeandlabor~ > Use~¥ > AssignWork Schedule

PS9HRTRN
WEBRCB2

New Window | Help | Perscnalize Page | 2

Definition Schedule Shifis

John Doe Empl 1D

Job Title: Empl Record: 0
Schedule Details Find | View Al First ‘& 10f1 ¥ Last

Effective Date: 1012412016

*Description: Conversion x Short Description: ~ |Conversion
*Definition Type: ‘ Punch V‘ Days in 14]
*Daylight Saving Rule: [Fixed Time V|

Taskgroup for Time Reporting

Default Taskgroup: Q

Task Template ID:

Time Reporting Template ID: Q

OK Cancel Apply % Refresh

Definition | Schedule Shifts

Step Action

33. Click the Schedule Shifts tab.
| Schedule Shifts [I

34. Click the View All link.
Wiew All

35. Click the Select All link.

Select All

36. Click the Clear Shifts link.

Clear Shifts

37. Click the Deselect All link.

Deselect All

38. Enter the desired information into the Day 1 In field. Enter "10:00a".

39. Enter the desired information into the Day 1 Out field. Enter "6:00p".

40. Click the Day 1 Select option.
O0

41. Click the Copy link.

Copy
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Step Action
42. Enter the desired information into the Paste Repetitions field. Enter "4".
*Paste Repetitions:
43. Select the day of the pay period you want the system to begin copying the
information.
Click the Select option.
]
44, Click the Paste link.
Paste
45, The hours the employee is scheduled to work are displayed for days 2 - 5.
46. Click the Day 6 Off Shift option.
a0
47. Click the Day 7 Off Shift option.
Ll
48. You can also copy the shift information to days by clicking the checkboxes in front
of the days. For training purposes only, days 8 - 11 are checked for you.
Click the Day 12 Select option.
[l
49, Click the Paste link.
Paste
50. NOTE: You must designate which days the employee will be off shift. For training
purposes only, Day 13 Off shift is checked for you.
Click the Day 14 Off Shift option.
[]
51. Click the Apply button.
_ Apply
52. Click the OK button.

OK
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Favorites v Main Menu ¥ > LSUHSC Processes ¥ > Timeand Labor ¥ > Assign Work Schedule

#& Home

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page |

Assign Work Schedule

John D Employee 1D:

Job Title: Empl Record: 0
(i ] Expand to view Instructions

Assign Schedules

Personalize | Find | View All | 21| B First (4 13073 () Last
Primary Schedule

*Effective Date  *Assignment Method Schedule Group Schedule ID Description Update Schedule

1012412016 SHARE aQ Conversion Djpdate Scheduig H =
101012016 |[] SHARE aQ Conversion Update Schedule HE
04/05/2010 Create Personal Schedule SHARE Conversion Show Schedule [+l

View history of Schedule Assignments, including default changes

[ah Return to Search

71 Update/Display nclude History

Step Action

53. Click the Save button.

54. This completes the topic on how to Create a Work Schedule.
End of Procedure.
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Time and Labor Reports

Create/Find a Run Control ID

Procedure
In this topic you will learn how to Create/Find a Run Control ID.
NOTE: All reports are run using a “Run Control ID”. You will need to create an ID the

FIRST time you run a report; all subsequent times you will use “Search” to find your ID. You
can create more than one ID.

Favoriles ¥ Main Menu ¥

PS9HRTRN
WEBRCB2

Perseonalize Content | Layoul

Step Action

1. The Time Details Report will be used to demonstrate how to create/find a run
control ID.

Click the Main Menu button.

Main Menu ~

2. Click the LSUHSC Processes menu.

| L LSUHSC Processes |'*l
3. Click the Time and Labor menu.

| (3 Time and Labor rl
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Step Action

4. Click the Report menu.
| [J  Report Pl

5. Click the Time Details Report menu.
| |=|  Time Details Report |

6. Run Control ID
The system defaults into the Find an Existing Value tab. The first time the Time
Details report is run, select the Add A New Value tab to add a Run Control ID.
Thereafter, when the Time Details report is run, remain on the Find an Existing
Value tab to select an existing Run Control ID by simply clicking the Search button.

7. A Run Control ID must be created to run many reports in PeopleSoft. If a run
control is created that is unique to a specific report, it can be used to run future
reports. The advantage to this method is that all parameters are saved with the run
control. When running future reports you would only have to change a few
parameters (e.g. Start Date, End Date, etc.) instead of entering all report parameters.
If you create one run control to use for all reports, then you will need to change all
the report parameters each time.

8. Run Control ID

A Run Control ID is used as a means to access the Process Scheduler. You may save
parameters related to a particular process or report to a Run Control ID to minimize
data entry when running recurring process and/or reports.

A Run Control ID is:

1. Specific to the end-user's Operator (User) ID;

2. Can be entered in upper case, lower case, or mixed case;

3. Can be up to 30 characters long;

4. Characters can be either number or letters, but CANNOT include any special
characters (e.g. $, &, #, commas, apostrophes, etc.);

5. CANNOT contain blank spaces; and

6. Must be one continuous string of characters. If using more than one word the
words must be linked by an underscore.
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Favorites v Main Menu ¥ > LSUHSC Processes ¥ > Timeandlabor ¥ > Report™ > Time Details Report

PS9HRTRN
WEBRCB2

New Window | Help | (&
Time Details Report

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

Find an Existing Value Add a New Value

Search Criteria

Run Control ID:[begins with v ||

[ case sensitive

@
Search Clear | Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

9. Click the Add a New Value tab.

| Add a New Value |

10. Enter the desired information into the Run Control ID field. Enter
"time_detail_report".
Run Control 1D |

11. Click the Add button.
Add
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Report ¥ > Time Details Report

Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeand Labor ¥ >

PS9HRTRN

WEBRCB2
New Window | Help | Personalize Page |
Time Detail
Run Control ID: time_detail_report Report Manager Process Monitor Run ¢
Run Control Parameters
Start Date: [} End Date: el

Employees To Process Find | View All | Y| = First ‘4 10f1 ‘& Last
Empl ID Empl Record Group ID

Q e} @ H =

Departments to Include Personalize | Find | View All | | B First ‘4 1of1 ‘»/ Last
Department Description

1 Q =

HlSave ||[=] Nofify 5 Add || 2] Update/Display

Step Action

12. You will enter the report parameters, click save and then run your report.

For training purposes only, click the Time Details Report menu.

Time Details Repori
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Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ > Timeand Labor ¥ > Report™ > Time Details Report

PS9HRTRN
WEBRCB2

New Window | Help | [
Time Details Report

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

Find an Existing Value || Add aNew Value

Search Criteria

[ case sensitive

@
Search Clear | Basic Search & Save Search Criteria

Find an Existing Value I Add a New Value

Step Action

13. You can select the Find an Existing Value tab to search for an existing Run Control
ID. Once selected, the Report page displays the information from the most recent
Print Request.

Click the Search button.
Search

14. If you have multiple run control ids, they will display at the bottom of the page. You
will click the appropriate run control link when you wish to run future reports.

If you have only one run control id, the system will default you into the last report
run.

15. This completes Create/Find a Run Control ID.
End of Procedure.

Page 121



Training Guide
Time and Labor Timekeepers LSUNO V9.1

Page 122



Training Guide
Time and Labor Timekeepers LSUNO V9.1

TimeSheets Report

Procedure

In this topic you will learn how to Run the TimeSheets Report.

PS Desktop - Citrix Receiver
Favorites ¥ Main Menu ~

PS9HRTRN
WEBRCB1

[

Personalize Content | Layoul|

o 353 PM
S A AT
10/4/2016

Step Action

Click the Main Menu button.

Main Menu ~
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PS Desktop - Citrix Receiver = W=
Favorites A& Home

Search Menu:

PS9HRTR]

3 Manager Self Service Personalize Content | Layou
3 Timeand Labor

3 SetUp HRMS

o] Reporting Toaols

3 PeopleTodls

3 [LSUHSC Processes
B

My Personalizations

N R A Y

<

| ENEN 3

‘ S AT S

Step Action

2. Click the LSUHSC Processes menu.
LSLUHSC Processes »
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PS Desktop - Citrix Receiver (=R
Favorites + #& Home

Search Menu:

Personalize Content | Layoul|

Manager Self Service
Time and Labor

Set Up HRMS
Reporting Tools

r v v v v

PecpleTools
LSUHSC Processes

moororororo

3 | Time and Labor ¥
T

My P 1S

<

E@ - B

353 | |
1074206 |

‘ S RS

Step Action

3. Click the Time and Labor menu.

Time and Labar 2
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PS Desktop - Citrix Receiver = W=
Favorites A& Home

Search Menu:

Manager Self Service Personalize Content | Layou
Time and Labor

Set Up HRMS

v v v v v

moooeocom

Reporting Tools
PeopleTools
LSUHSC Processes
83 Time and Labor
My Personalizations 8 use >
& [report *
0 Inquire r

353 PM W

ﬁ@ ~ B2 O

w
‘ Dt gmme =l

Step Action

4, Click the Report menu.
Report 2
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PS Desktop - Citrix Receiver

Favorites ™ Main Menu

Search Menu:

Manager Self Service
Time and Labor
Set Up HRMS

r v v v v

moororororw

Reporting Tools
PeopleTools
LSUHSC Processes
& Time and Labor
My Personalizations 8 use
8 Report
3 Inquire

3

[

A& Home

Personalize Content | Layoul|

<

m D

Attendance History
Early/Late Exception Report
Employee Float Report
Time Details Report

Time Sheet Audit

TimeSheets Report

Zero Paid Hrs on Scheduled Day

B o oo o

S RS

353 | |
1074206 |

Step

Action

5.

Click the TimeSheets Report menu.
TimeSheets Report |
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PS Desktop - Citrix Receiver

[N

> TimeSheets Report #& Home

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > Time and Labor ~ Report ¥

PS9HRTRN
WEBRCB1

New Window | Help | =l
TimeSheet Report

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

Find an Existing Value || Add aNew Value

Search Criteria

Search by: Run Control D begins with |

[ case sensitive

Advanced Search

Find an Existing Value | Add a New Value

e & @

353 PM W

‘ ST S

1074/2016 |

Step Action

6. Click the Search button to select a Run Control ID.

NOTE: If no results are returned, you will need to click the Add a New Value tab
to create a Run Control ID.

| Search
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PS Desktop - Citrix Receiver

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > Time and Labor ™

PS9HRTRN
WEBRCB1

TimeSheet Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Add a New Value

Search Criteria

Search by: Run Control D begins with |

[Jcase sensitive

Search | Advanced Search

Search Results
View Al First ‘& 12orz &/ Last
Run Control D Language Code

time_detail_report  English

Find an Existing Value I Add a New Value

Report * >

TimeSheets Report

(% N2 3 -

[N

A& Home

New Window | Help | =l

354 PM W
1074/2016 |

Step

Action

Click the run_reports link.

run_reports
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PS Desktop - Citrix Receiver

=S|
Favoites ¥ | ManMenu ¥ 3 LSUHSC Processes ™ Time and Labor ¥ > Report ¥ TimeSheets Report & Home
PS9HRTRN
WEBRCB1
New Window | Help | Personalize Page |
Timesheets.
Run Control ID: run_report Report Manager Process Monitor Run
Run Control Parameters
Pay Period Begin Date: [07/0412016 Pay Period End Date: (071712016 [
Employees To Process Find | View All | 11| = First ‘4 10f1 &/ Last
Empl ID Empl Record Group ID
Q 0 @Q [+[88[=]
[FlSave ||[@h Return to Search [=] Notify & Add 3 Update/Displa
= = — Il
r= - = o T 441 PM
ﬁﬁg _.:T:J Bz @ @ ’ ‘ LRI 1074/2016 |
Step Action
8. NOTE: The beginning and ending payroll period dates must be entered in order to

run the Report successfully. Failure to enter the correct payroll period dates will
produce an error when running the report.

Click the Pay Period Begin Date Choose a date button.
El
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PS Desktop - Citrix Receiver

[N
Favorites ¥ Main Menu ¥

LSUHSC Processes ¥ » Time and Labor ™ Report ¥ » TimeSheets Report /‘\ Home

PS9HRTRN
WEBRCB1

New Window | Help | Personalize Page | E2l
Timesheets.

Run Control ID: run_report Report Manager Process Monitor Run

Run Control Parameters

Pay Period Begin Date: |07/04/2016 [s i Pay Period End Date: 07/17/2016 [+

Calendar
Employees To Process July 2016 irst ‘&' 1of1 Y Last
Empl ID Empl Recor| § M TWTF S
Q 12 H =

3 4 5 6 7 8 9
10 11 12 13 14 15 16
[G/save |[a" RetumtoSearch |[ZIN| 17 18 19 20 21 22 23 s Add

24 25 26 27 23 29 30

31
Ecurrent Date (}

441 PM W

B° &0 E &

w
‘ 2 om0

=]

Step Action

9. Click the Previous Month button.
0|
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PS Desktop - Citrix Receiver (=R

Favorites ™ Main Menu ~ » LSUHSC Processes ¥ Time and Labor ¥ > Report ¥ TimeSheets Report #& Home

PS9HRTRN
WEBRCB1

New Window | Help | Personalize Page | EE
Timesheets.

Run Control ID: run_report Report Manager Process Monitor Run

Run Control Parameters

Pay Period Begin Date: [07/04/2016 [ Pay Period End Date: 07/17/2016 [

Calendar
Employees To Process June 2018 st 4 10f1 @ Last
Empl ID EmplRecol |S M T W T F S
Q 12 3 4 .1‘ :1

s[E]7 & 9 10 1

12 13 14 15 16 17 18
[Fsave ||[@h ReturntoSearch ||EIN 19 20 21 22 23 24 25 B Add
26 27 28 20 30

4/ Current Date (}

e - & 08 &

o e F
= 06|

Step Action

10. Click the desired date.
[6]
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Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ >

PS9HRTRN

[N
Time and Labor ~ Report ¥ >

TimeSheets Report # Home

WEBRCB1

Timesheets

Run Control ID: run_report Repo

Run Control Parameters

Employees To Process

Find | view Al | 2] B
Empl ID

Empl Record Group ID

Q Y

[§)Save ||[ah Return to Search [=] Notify

Pay Period Begin Date:[06/06/2016 _|[5} Pay Period End Date: [07/17/2016

New Window | Help | Personaize Page | 2l

rt Manager Process Monitor Run

First ‘&' 10of1 & Last

Q # [=

Ev Acd || H

B° o0 @@

—
; 441 PM
(2

1074/2016 |

Step

Action

11.

(51

Click the Pay Period End Date Choose a date button.
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PS Desktop - Citrix Receiver [ ===

Favorites ™ Main Menu ~ » LSUHSC Processes ¥ Time and Labor ¥ > Report ¥ TimeSheets Report #& Home

PS9HRTRN
WEBRCB1

New Window | Help | Personalize Page |
Timesheets.

Run Control ID: run_report Report Manager Process Monitor Run

Run Control Parameters

Pay Period Begin Date: |06/06/2016 |[5]  Pay Period End Date: [07/17/2016 5
Calendar

Employees To Process Find | View All | L1 | = dJuly 2016
Empl ID Empl Record Group ID S MTWTF §
Q 0@ Q 12

3 4 5 86 7 8 9
10 11 12 13 14 15 16
[FlSave ||[@h Return to Search [=] Notify 17 18 19 20 21 22 23

24 25 26 27 28 29 30
H

4/ Current Date (k.

e g o006 &

‘ ° 1074206 |

Step Action

12. You can select a month from the drop-down list.

Click the button to the right of the Month field.

V]
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PS Desktop - Citrix Receiver

(=R
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > Time and Labor ~ Report ¥ » TimeSheets Report "\Hnma
PS9HRTRN
WEBRCB1
New Window | Help | Personalize Page | E2l
Timesheets.
Run Control ID: run_report Report Manager Process Monitor Run
Run Control Parameters January
February
Pay Period Begin Date: [06/06/2016 |[5]  Pay Period End Date: [07/17/2016 EL,';";,T“
June:
Employees To Process Find | View Al | 2| B a— 2016
Empl ID Empl Record Group ID Septemper [V T F 8
October 1 2
=) 0 =) November
December 78 9
10 11 12 12 14 15 16
[F)Save ||[ah Returnto Search | |[=] Notify 17 18 19 20 21 22 23
24 25 26 27 23 29 30
31
4 Current Date 'r
- s ™
E -2 S
b = 1074/2016 |

Step

Action

13.

Click the June list item.

June
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PS Desktop - Citrix Receiver

=S|
Favorites ™ Main Menu ~ » LSUHSC Processes ¥ Time and Labor ¥ > Report ¥ TimeSheets Report #& Home

PS9HRTRN
WEBRCB1

New Window | Help | Personalize Page |
Timesheets.

Run Control ID: run_report Report Manager Process Monitor Run

Run Control Parameters

Pay Period Begin Date: |06/06/2016 |5}  Pay Period End Date: [07/17/2016 |[5]

Calendar
Employees To Process Find | View Al | | =]
Empl ID Empl Record Group ID F 5
Q [iffs (e} 1 2 3 4
5 6 7 8 8 10 11
12 13 14 15 16 17 138
[FlSave ||[@h Return to Search [=] Notify 20 21 22 23 24 25

4) Current Date »

e - & 08 &

s ||
1074206 |

[

Step Action

14, Click the desired date.
[15]
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PS Desktop - Citrix Receiver

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ >

PS9HRTRN
WEBRCB1

Timesheets.
Run Control ID: run_report

Run Control Parameters

Employees To Process
Empl ID

— =

Find | view Al | 2] B

Empl Record Group ID

Y Q

[§)Save ||[ah Return to Search

[=] Notify

Time and Labor ¥

Report Manager

[N

Report ¥ > #A Home

TimeSheets Report

New Window | Help | Personaize Page | 2l

Process Monitor

B
First ‘&' 10of1 & Last
H =
5 Add | A Update/Displa

441 PM W
10/4/2016

ST S

=]

Step

Action

15.

Enter the desired information into

NOTE: If no Empl ID is entered,
you are the timekeeper.

the Empl ID field. Enter "0000000".

the report will run for all employees for whom
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PS Desktop - Citrix Receiver

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > Time and Labor ™

Report * >

TimeSheets Report

[N

A& Home

PS9HRTRN
WEBRCB1
New Window | Help | Personaize Page | 2l
Timesheets.
Run Control ID: run_report Report Manager Process Monitor Run
Run Control Parameters
Pay Period Begin Date: [06/06/2016 |[5]  Pay Period End Date: 06/19/2016 |5
Employees To Process Find | view an | 21| B First ‘&' 10f1 ‘% Last
Empl ID Empl Record Group ID
<|Q e Q =
[Glsave ||[ah Return to Search | |[=] Notify EAdd || H a
- - aapM | |
ﬁ@ _.:T__.] m @ @ l ‘ P ET O uame =
Step Action
16. To print the report for more than one employee, click the Add a new row at row

1 button to add another employee.
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PS Desktop - Citrix Receiver
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ >

[N

Time and Labor ™ Report ¥ » TimeSheets Report /‘\ Home

PS9HRTRN
WEBRCB1

New Window | Help | Personaize Page | 2l
Timesheets.

Run Control ID: run_report Report Manager Process Monitor Run

Run Control Parameters

Pay Period Begin Date: [06/06/2016 |[5]  Pay Period End Date: 06/19/2016 |5

Employees To Process Find [View Al | | BB First @ 42012 @ Last
Empl ID Empl Record Group ID

IS 0 H =
\ a (s} a = &

[Flsave ||[@h Return to Search [=] Notify E Ada | F Upda

ﬁ@ = ﬂz @ @l‘ C e S

1074/2016 |

Step

Action

17.

Notice a second row was added. If the row is not needed, click the Delete row
2 button.

[=]
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PS Desktop - Citrix Receiver
Favorites

[N
Main Menu LSUHSC Processes Time and Labor Report TimeSheets Report

A& Home
PS9HRTRN

WEBRCB1

Timesheets

New Window | Help | Personaiize Page | B2l

Run Control ID: run_report Report Manager Process Monitor \ Run

Run Control Parameters

Pay Period Begin Date: [06/06/2016_|[5  Pay Period End Date: [06/19/2016_|[5]

(5 537 1 (s Delete Confirmation
Empl ID Empl Rec:
‘ |q | Delete current/selected rows from this page? The delete will occur when the transaction is

saved.
\ la [

Cancel
|[@lsave ||[@h Returnto Search || Nofity |

5 Add ] Update/Dispiay

ﬁ@ sl g @ @l‘ o e

1074/2016 |

Step Action

18. Click the OK button to confirm the delete process.

ok ]
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PS Desktop - Citrix Receiver
Favoriles ™ Main Menu

[ |50
LSUHSC Processes ¥ Time and Labor ¥ > Report ¥ TimeSheets Report #& Home

PS9HRTRN

WEBRCB1

New Window | Help | Personalize Page |
Timesheets.

Run Control ID: run_report Report Manager Process Monitor Run

Run Control Parameters

Pay Period Begin Date: |06/06/2016 |5}  Pay Period End Date: [06/12/2016 |[5]

Employees To Process

Find | view anl| B2 B2
Empl 1D

First ‘& 10f1 ‘¥ Last
Empl Record

a ofa 3] =

Ijﬂsave I [af Return to Search [=] Notify

L% Add

e g o0 @]

a2 | |
1074206 |

Step Action

19. Click the Save button.

|}{] Save
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PS Desktop - Citrix Receiver P e

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > Time and Labor ™ Report ¥ > TimeSheets Report #& Home

PS9HRTRN
WEBRCB1

New Window | Help | Personaize Page | 2l
Timesheets.

Run Control ID: run_report Report Manager Process Monitor Run

Run Control Parameters

Pay Period Begin Date: [06/06/2016 |[5]  Pay Period End Date: 06/19/2016 |5

Employees To Process Find | view an | &1 B First ‘&' 10f1 % Last
Empl ID Empl Record
Q 0ja [+ =
[§)Save ||[af Return to Search [=] Notify E Add | J Updaie/Displa

BC - & @ @ W ol gen

=]

Step Action

20. Click the Run button.
Run

21. Click the button to the right of the Server Name field.
[~]
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PS Desktop - Citrix Receiver

[N
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > Time and Labor ~ Report ¥ » TimeSheets Report /‘\ Home
PS9HRTRN
WEBRCB1
New Window | Help | Personaize Page | E2l
Process Scheduler Request
User ID

Run Control ID run_report
| I |
Server Name

Run Date [10/0472016 ]

Recurrence[  [¥]  RunTime[4:4Z17FM fReseto,Current Cale/iimg
Time Zone Q.

Process List

Select Description Process Name Process Type “Type *Format Distribution

]  TimeSheets for LSUNO ZZTL010 SQR Report PDF | Disiribution

O  TimeShests for HCSD zzTL019 SOR Report Distribution

OK Cancel

B° & 0 E &

Step Action

22. Click the PSNT list item.
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e - & 08 &

PS Desktop - Citrix Receiver

Favoriles ™ Main Menu ~ LSUHSC Processes ™ Time and Labor ¥ > Report ¥ TimeSheets Report

PS9HRTRN

WEBRCB1

Process Scheduler Request

User ID Run Control ID run_report
Server Name |EETT [  RunDate|10042016 B
Recurrence . Run Time [4:42-17PM Reset fo Current Date/Time
Time Zone Q

Process List

Select Description Process Name

Process Type *Type *Format Distribution
n TimeSheets for LSUNO ZZTLO10 SQR Report Web . PDF . Distribution
[0  TimeSheets for HCSD ZZTL019 SQR Report Web . PDF Distribution

OK Cancel

[

# Home

New Window | Help | Personalize Page |

— @ saem | |
=S

10/4/2016 |

Step
23.

Action

Click the Select - TimeSheets for LSUNO option.
C
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PS Desktop - Citrix Receiver

[N
Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > Time and Labor ™ Report ¥ > TimeSheets Report # Home
PS9HRTRN
WEBRCB1
New Window | Help | Personaize Page | E2l
Process Scheduler Request
User ID Run Control ID run_report
Server Name [PSNT T~ Run Date |10/04/2016 £}
Recumence[  [¥] Run Time [4:42:17PM Reset to Current Date/Time
Time Zone Q.
Process List
Select Description Process Name Process Type “Type *Format Distribution
@ TimeSheets for LSUNO ZZTL010 SQR Report . PDF || Distribution
O  TimeSheets for HCSD ZZTL018 SQR Report . PDF . Distribution

Cance

442 PM W
1074/2016 |

B 0 06 &

Step Action

24, Click the OK button.
oK |
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PS Desktop - Citrix Receiver
Favoriles ™ Main Menu

[ |50
LSUHSC Processes ¥ Time and Labor ¥ > Report ¥ TimeSheets Report #& Home

PS9HRTRN

WEBRCB1

New Window | Help | Personalize Page |
Timesheets.

Run Control ID: run_report

Report Manager Process Monitor) i Run
Process Instance: 1996299
Run Control Parameters

Pay Period Begin Date: |06/06/2016 |5}  Pay Period End Date: [06/12/2016 |[5]

Employees To Process

Find | view anl| B2 B2
Empl 1D

First ‘& 10f1 ‘¥ Last
Empl Record

a ofa 3] =

[FlSave ||[@h Return to Search [=] Notify

e g 06 @]

10/4/2016 |

Step Action

25. Click the Process Monitor link.
I Process Monitor]
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PS Desktop - Citrix Receiver P e

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > Time and Labor ¥ Report ¥ > TimeSheets Report > Process Monitor

A& Home

PS9HRTRN
WEBRCB1

New Window | Help | Personalize Page | E2l
Process List Server List

View Process Request For

user ID[E x|/Q  Type [Last 1] [Days Iﬂl
Server Name Q Instance o
Runstatus]  [¥] Distribution Status Save On Refresh
Process List Personalize | Find | View All | 3| & First 4/ 1-20f2 &) Last
Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status 's);:gj:“"““ Details
O 1996299 SQR Report ZZTLD10 10/04/2016 4:42:17PM CDT Queued N/A Details
@ 1996290 Application Engine TL_TIMEADMIN 10/04/2016 3:32:27PM CDT Success Posted Details

Go back to TimeSheet Report
[Fsave ||[=]Notify

Process List | Server List

443 PM W
1074/2016 |

B° & 0 E &

ST S

Step

Action

26.

Click the Refresh button every 10 seconds or so until you receive the following
status:

Run Status = Success
Distribution Status = Posted

Refresh |
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[N

PS Desktop - Citrix Receiver
Favorites ¥ Main Menu ¥ LSUHSC Processes

Time and Labor ¥ Report ¥ >
PS9HRTRN
WEBRCB1

Process List Server List

View Process Request For

TimeSheets Report >

Process Monitor

User ID| Q  Type [Last 1| [Days

Server . Name Q Instance to
Run Status)| . Distribution Status . Save On Refresh

Process List

Select Instance  Seq. Process Type Run DaterTime

Process Name User

ZZTLO10 10/04/2016 4:42:17PM CDT

O 1998299 SQR Report
TL_TIMEADMIN 10/04/2016 3:32:27PM CDT

@ 1996290 Application Engine

Go back to TimeSheet Report

[Fsave ||[=]Notify

Process List | Server List

=]

Personalize | Find | View All | ] | E

Run Status
Success

Success

Dis
Status

Refresh

& 1202 & Last

stribution

Posted
Posted

B° & 0 E &

Details
Details

Details

New Window | Help | Personalize Page | E2l

S

A& Home

443 PM W
1074/2016 |

Step Action

217. Click the Go back to TimeSheet Report link.
|Go back to TimeSheet Report
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Favoriles ¥ Main Menu ~

Training Guide

Time and Labor Timekeepers LSUNO V9.1

LSUHSC Processes ™

Time and Labor ™ >

Report ¥

TimeSheets Report

[

PS9HRTRN

WEBRCB1

Timesheets

Run Control ID: run_report

Run Control Parameters

Pay Period Begin Date: 06/06/2016 5]  Pay Period End Date: 06/19/2016 [

Employees To Process Find | View All | [E] | @
Empl ID Empl Record

Q (Y

[Flsave ||[af Return to Search

[=] Notify

Report Manager

First ‘&' 1of1 ®/ Last

#& Home

New Window | Help | Personaize Page | 2l

Process Monitor

[+

e g 06 @]

w3 | |

Step Action

S

10/4/2016 |

28.

Click the Report Manager link.
|Repnrt Manager
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e oo

PS Desktop - Citrix Receiver P e e

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ > Time and Labor ¥ Report ¥ > TimeSheets Report > Report Manager # Home

PS9HRTRN
WEBRCB1

New Window | Help | Personalize Page | E2l
Administration | Archives

View Reports For

User ID Type | || 2= 1 Refresh
Status| Folder| Instance to

Report List Personalize | Find [ view Al | 21 B Fist (0 12012 (&) Last

Select IRDED"" ::;nce Description gii‘:;isr:‘e Format  Status  Details

O 1078808 1995299 Hg‘gég:ﬁ ()f;‘;%a‘ Posted  Delails

O 1078839 1996290 Core Time Administration App }g??‘ﬁg?ﬁ TextFiles pocied  Details

(o)

Selenl All DDese\ectAH

Delete Click the delete button to delete the selected report(s)
Go back to TimeSheet Report
1 Save

Administration | Archives

4:44 PM W

‘ A TS

1074/2016 |

Step Action
29. Click the TimeSheets for LSUNO link.
TimeSheets for LSUNO |
30. Click the Maximize button.
ol
31. Click the File then Print to print the report.
32. In the appropriate date column note the employee's payroll information you want to

correct for the specified payroll period.

Example: The employee took 8 hours of annual leave on Monday March 5, 2012,
but the annual leave was not recorded correctly for this payroll period.

To correct the error, write the correct information on the timesheet, have the
employee sign the timesheet, then send the timesheet to the Payroll Department for
processing.

The correction will be processed on the next payroll period.
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PS Desktop - Citrix Receiver ===
5 https:/ [rcba.pshe.lsuhsc.cdu/psreports/hrirn/ 1078898 /ZZTL010_1996299.PDF - Internct Explorer
@A * [@ htps: i cba. pshe. kuhsc.edu/psreports/hrim/ 1078898 zz1L010_ O =] B |44 | reba.pshe Jouhsc.edu x TN 5g £od
File Edit Goto Favorites Help
Faparn i 2010 Louisiana State University Health Sciences Center Wags Attendance Shest B 1
Location: Pay Peniod:  06-06-2016 Thru 06-19-2016 Paygroup: NBE
Vi T = ™ T Vior T e T T
06-{ 06-07 0608 0608 06-10 06-11 06-1) 06-13 0613 0515 0616 7 06- 0610 Tonl
T [Ox E [Or |k [Ox | = [Ox I [Ox L [Ox & [Ow o | Oar L O Ik [On = I [Ox L O I
sedle | 08:30 17:00 | 08:301 17:00 § 08:30/ 17:00 | 05:30| 17:00 | 08:30| 17:00 05:301 17:00 | 05:301 17:00 | 08:30{ 17:00 | 08:30| 17:00 | 08:30| 17:00
e
ot T
can
i
5a
cig
Lar
onc | | | | | | | | | | | | | |
aer | | \ \ \ \ \ | | | \ \ \ \
John Do Eaplit Permuren SiFn: 4 .
Do T T T
Ot I Ow In_ Ow In_Owx In__Ouw In_ Our In_ Ou In_ Ow In__ Owr
I | | | I I I I
I [ [ [ I I I I
T T
‘ mmcmwamdachmhmeﬁ&%m Oteain
all: and fofward to the PAVROLT OFFKK
o HHEM
GRLOBR
A me s e M
==Y 102006 |

Step

Action

33.

Click the Close Report button.
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PS Desktop - Citrix Receiver

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ >

[N

Report Manager # Home

Time and Labor * Report ¥ > TimeSheets Report >

PS9HRTRN
WEBRCB1

New Window | Help | Personalize Page | B2l
Administration | Archives

View Reports For

User ID Type|

1 Refresh
Status| Folder| Instance to
Report List Personalize | Find [ view Al | 21 B Fist (0 12012 (0 Last
Select IRE:’W" ::;nce Description g:f:;i’r:‘e Format  Status  Details
O 1078898 1996209 fiimeShests for LS Hg‘gég:ﬁ fg‘;%a‘ Posted  Details
O 1078889 1996290 Core Time Administration App }g??‘ﬁg?ﬁ (TBQ)F Tes bosted | Details

]

Deselect All

€ Click the delete button to delete the selected repori(s)
Go back to TimeSheet Report
& Save

Administration | Archives

B &0 o @

4:44 PM W

‘ il 5

1074/2016 |

Step Action

34. Click the Go back to TimeSheet Report link.
Repo
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PS Desktop - Citrix Receiver

Favorites ¥ Main Menu ¥

LSUHSC Processes ¥ > Time and Labor ™

[N
Report ¥ > TimeSheets Report #A Home
PS9HRTRN

WEBRCB1

New Window | Help | Personalize Page | El
Timesheets.

Run Control ID: run_report

Report Manager Process Monitor . Run

Run Control Parameters

Pay Period Begin Date: [06/08/2016 |]  Pay Period End Date: [D6/19/2016 |[5]

Employees To Process Find | View All | B2 | B First ‘4 10f1 ‘¥ Last
Empl ID Empl Record
Q

[i<Y 3] =

[fSave | [ Returnto Search [=7] Notify

Of° o0 @@

—
; 445 PM
(2

1074/2016 |

Step Action
35.

This completes Run the TimeSheets Report.
End of Procedure.
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Run the Time Detail Report

Procedure

In this topic the timekeeper will learn how to Run the Time Details Report.

Step Action

1. There are four steps the timekeeper completes in order to run and print the Time
Details Report.

Step 1: Create a run control containing the parameters of the report, such as payroll
period start and end dates, department numbers or employee ID numbers.

Step 2: Send the report parameters to the server that runs the report.

Step 3: Monitor the report process to determine if the report ran successfully.

Step 4: View and print the report.

PS Desktop - Citrix Receiver =[]
Favorites

PS9HRTRN

WEBRCB1

Personalize Content | Layouf]

L) ‘ ST S

Step Action
2. Click the Main Menu button.
3. Click the LSUHSC Processes menu.
| LSUHSC Processes 3
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Step

Action

4.

Click the Time and Labor menu.
Time and Labaor 3

Click the Report menu.
Report 2

Click the Time Details Report menu.

Time Details Report

Step 1: Create a run Control ID.

If you have not previously created a run control id, the first time you print the Time
Detail Report you must create one. Thereafter, when you print the Time Detail
Report, you will click the Find an Existing Value Tab and select an existing Run
Control ID.

Click the Add a New Value button.
I Add a MNew Value

Enter the desired information into the Run Control ID field. Enter "time_details".

Click the Add button.

NOTE: Whenever you run the Time Details Report in the future, you will Search
for or enter you Run Control ID on the Find an Existing Value tab.

Add

10.

You must enter the Start Date and End Date for the Pay Period.

Enter the desired information into the field. Enter "08/29/16".

11.

Enter the desired information into the field. Enter "09/11/16".

12.

In this exercise you will run the Time Detail Report for a single employee.

Enter the desired information into the Empl ID field. Enter "0000000".

13.

Click the Save button.

) Save

14.

Step 2: Send the report parameters to the server to run the report.

Click the Run button.

Run

15.

Click the button to the right of the Server Name field.

2

16.

Click the PSNT list item.
PSNT
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Step Action

17. Click the OK button.
| oK
18. Step 3: Monitor the process monitor to determine if the report ran successfully.

Click the Process Monitor link.

Process Monitor |

19. In the Process List, you want the Run Status = Success and the Distribution Status
= Posted.

Click the Refresh button until the Run Status = Success and the Distribution
Status = Posted.

NOTE: Wait 10 -15 seconds between clicks to allow for system processing.
Refresh

20. Click the Go back to Time Details Report link.
F0 back to Time Details Report

21. Step 4: Access the Report Manager to view and print the report.

Click the Report Manager link.

Report Manager |

22. Click the Time Details link.
[Time Details
23. The Time Detail Report will open in a new window in a PDF format.
24. The Manager and Supervisor's will approve the reports by signing the last page of
the report.
25. Click the Close Report button.
IxI
26. Click the Go back to Time Details Report link.
G0 back to Time Details Report |
217. Click the Delete row 1 button.
=]
28. Click the OK button.
OK
29. In this exercise, you will run the Time Detail Report for an entire department.

Enter the desired information into the Department field. Enter "NOO000000".
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Step Action
30. Click the Save button.
) Save
31. Click the Run button.
Run
32. If the Server Name is already selected, click the OK button to continue.
If the Server Name is not selected, click the drop-down button and select the PSNT
server from the drop-down list.
| QK
33. Click the Process Monitor link.
| Process Monitor
34, You want the Run Status = Success and the Distribution Status - Posted.
Click the Refresh button.
| Refresh
35. Click the Go back to Time Details Report link.
|GD back to Time Details Report
36. Click the Report Manager link.
Feport Manager
37. Click the Time Details link.
Time Details
38. Click the Close Report button.
| x|
39. Click the Go back to Time Details Report link.
|Go back to Time Details Report
40. Click the Home button.
41. This completes the topic on Run the Time Detail Report.

End of Procedure.
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Run the Attendance History Report

Procedure
In this topic you will learn how to Run the Attendance History Report.

NOTE: Run the Attendance History report to view information on a single employee, a single
department or multiple departments.

Favorites ¥ Main Menu ~

PS9HRTRN

PS Desktap - Citrix Receiver =R
WEBRCB1

Personalize Content | Layoul|

e ||
10/4/206 |

".Q-,"‘ ‘ o [me E,‘." \;-‘;| i

Step Action

1. Click the Main Menu button.
2. Click the LSUHSC Processes menu.

| | SIUHSC Processes »
3. Click the Time and Labor menu.

| Time and Labor b
4, Click the Report menu.

Report ¥

5. Click the Attendance History menu.

Attendance History

Page 159



Training Guide
Time and Labor Timekeepers LSUNO V9.1

Step Action
6. The system defaults into the Find an Existing Value tab. The first time you run the
Attendance History report, you must select Add A New Value tab to add a Run
Control ID if you have not previously created a run control id.
Thereafter, when the Attendance History report is run, remain on the Find an
Existing Value tab to select an existing Run Control ID by simply clicking the
Search button.
Click the Add a New Value tab.
Add a New Value
7. Enter the desired information into the Run Control ID field. Enter
"attend_history".
8. Click the Add button.
Add
9. In this exercise, you are asked to run the Attendance History report for a single
employee for pay period 08/29/16 - 09/11/16. You will use the LAN (Leave -
Annual BW Wage) and LBS (Leave - Sick Biweekly Wage) Time Reporting Codes
to generate report data.
10. Enter the beginning date for the pay period in the Start Date field.
Enter the desired information into the Start Date field. Enter “08/29/16".
11. Enter the ending date of the pay period in the End Date field.
Enter the desired information into the End Date field. Enter "09/11/16".
12. Enter the desired information into the Empl ID field. Enter "0000000".
13. Select the desired Time Reporting Codes (TRC) for the report.
Click the Time Reporting Code button.
@
14. View TRC options.
Enter the desired information into the field. Enter "L".
15. Click the Look up button.
I Look Up
16. Click the LAN - Leave - Annual BW Wage link.
[LaM LEAVE - ANNUAL BW WAGE |
17. The LAN time reporting code displays in the row 1.

You will now enter or select the LBS Time Reporting Code.
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Step Action

18. Additional TRC parameters may be included by clicking the Plus (+) sign.
Conversely, TRC parameters may be removed by clicking the Minus (-) sign.

Click the Add a new row at row 1 button.

[+]

19. NOTE: If you know the TRC code you wish to use, you may enter it directly into
the TRC field.

Enter the desired information into the Row 2 TRC field. Enter "LLBS".

20. Click the Save button.
1) Save
21. Click the Run button.
Run
22. Click the button to the right of the Server Name field.
W
23. Click the PSNT list item.
PSNT
24. Click the OK button.
| oK
25. The Process Monitor allows you to determine if the report ran successfully.

Click the Process Monitor link.

| Process Monitor |

26. The Statuses indicate the status of the process:

Queued: The process is in line to run.

Initiated: The process has begun.

Processing: The process is running.

Posted: The process ran successfully.

Not Successful: The process did not run successfully.
Cancel: The process has been canceled.

27. Click the Refresh button until Status = Posted and the Time Details in the
Description column displays as a blue link.

NOTE: Please wait 10 - 15 seconds between clicks to allow for system processing.
| Refresh |

28. Click the Go back to Attendance History link.

Go back to Attendance History
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Step Action

29. Click the Report Manager link.

Feport Manager

30. Click the Attendance History link.
Aftendance History
31. Click the Close Report button.
=
32. Click the Home button.
33. This completes the topic on how to Run the Attendance History Report.

End of Procedure.
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Access and Run Predefined Time & Labor Queries
Procedure

In this topic you will learn how to Access and Run Predefined Time and Labor Queries.

PS Desktop - Citrix Receiver = e =
Favorites Main Menu

PS9HRTRN
WEBRCB1

Personalize Content | Layoul|

a9pm | |
1074206 |

S RS

Step Action
1. Click the Main Menu button.
2. Click the LSUHSC Processes menu.
LSUHSC Processes O
3. Click the Time and Labor menu.
Time and Labor 3
4, Click the Inquire menu.
Inguire =
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PS Desktop - Citrix Receiver [E=EE=m
Favorites ¥ Main Menu

Search Menu:

3 Manager Self Service > Personalize Content | Layou
3 Timeand Labor »
(3 SetUp HRMS >
5] Reporting Toaols L3
&3 PeopleTools »
(3 LSUHSC Processes
Ij My Personalizations b 8 Use N
0 Report »
0 Inquire

ol e

<

e = & O

419 PM W
1074/2016 |

‘ ST S

Step Action

5. Click the TL Queries menu.
TL Queries
6. Select the Query you desire to run from the Query drop-down list.

Click the button to the right of the Query field.
V|
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The following is a catalog of the queries available to run using the steps provided in
this topic:

Bl TL EMPLOYEE NO PAYABLE TIME - Finds all employees where the sum
of the base (regular) hours are zero for the pay period specified.

Bl TL EMPLOYEES < 80 HRS - Finds all employees where the sum of the base
(regular) hours are less than 80 for the pay period specified.

Bl TL EMPLOYEES < FTE- Finds all employees where the sum of the base
(regular) hours are less than the employees FTE for the pay period specified. The
FTE used on the Job record is as of the Pay Period End Date.

Bl TL EMPLOYEES > 80 HRS - Finds all employees where the sum of the base
(regular) hours is greater than 80 for the pay period specified.

Bl TL EMPLOYEES > FTE - Finds all employees where the sum of the base
(regular) hours are greater than the employees FTE for the pay period specified. The
FTE used on the Job record is as of the Pay Period End Date.

Bl TL EXCEPTIONS - Finds all employees with exceptions for the pay period
specified.

Bl TL GENERAL TRC QUERY - Finds all employees that have the selected TRC
for the pay period specified.

Bl TL LONG SHIFT PUNCH - Finds all employees with a punch in and out of 23
hours or more for the pay period specified.

Bl TL PUNCH WITH COMMENT - Finds all employees with a comment for the
pay period specified.

WK TL EMPLOYEES < 40 HRS -Finds all employees where the sum of the
base(regular) hours are less than 40 for the week specified.
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PS Desktop - Citrix Receiver P e

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Time and Labor Inquire ¥ TL Queries

A& Home

PS9HRTRN
WEBRCB1

New Window | Help | Personalize Page | E2l

TL Queries
Query:
. TIME .
Date:  [o T EMPLOYEES < 80 HRS 09/12/2016 Pay Period End Date: 02/25/2016
Group ID:| ) 1" EPLOYEES » 80 HRS Get Data @ Select For Instructions

BI TL EMPLOYEES > FTE

BI TL EXCEPTIONS

BI TL GENERAL TRC QUERY
BI TL LONG SHIFT PUNCH

BI TL PUNCH WITH COMMENT
WK TL EMPLOYEES < 40 HRS

419 PM W

B & @

‘ A AT

1074/2016 |

Step Action

7. Queries that begin with WK displays information for one week at a time.
Queries that begin with Bl displays information for a two week pay period.

Click the BI TL EMPLOYEES < 80 HRS list item.
|BI TL EMPLOYEES < 80 HRS |
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PS Desktop - Citrix Receiver o[ (]

Favorites ¥ Main Menu ¥ LSUHSC Processes ¥ » Time and Labor Inquire ¥ TL Queries

PS9HRTRN
WEBRCB1

New Window | Help | Personalize Page | E2l
TL Queries

Query:
Date: 09/25/2016 Pay Period Begin Date: 09/12/2016 Pay Period End Date: 09/25/2016

Group ID: Q Get Datal € Select For Instructions

B° &0 E &

Step Action

8. Date: Click the Calendar button to choose date or enter desired date (mm/dd/yy).
Click the Choose a date button.

NOTE: The system always defaults to the current pay period, and
will automatically adjust the beginning and ending pay period date according to
the Date in the Date Field.

IE]

9. Click the button to the right of the Month field.
[
10. Click the July list item.
July
11. Click the desired date.
[31
12. Click the Look up Group ID button.
||
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PS Desktop - Citrix Receiver

Favorites

[N

Main Menu LSUHSC Processes Time and Labor TL Queries

Inquire

PS9HRTRN

WEBRCB1

O . & O

TL Queries

Query: [BI TL EMPLOYEES < 80 HRS
Date:  [07/3112016 Pay Period Begin Di

Look Up Group ID
Group ID: Q

New Window | Help | Personalize Page | B2l

Help
Search by: Time Reporter Group begins with||

Look Up Cancel Advanced Lookup

Search Results

View 100 First ) qor1 (&) Last
Time Reporter Group Group Type Indicator Description
NEQ14 D NO

‘ ST S

Step Action

13. Select the desired Group ID from the Look Up Group ID search results.
Click the NB014 link.
NBO14

14. Click the Get Data button.
| Get Data

15. The Query results will display on the screen. If your query has more than 25 rows,
use the page navigation options to view the additional results.

16. This completes Access and Run Predefined Time and Labor Queries.
End of Procedure.
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Web Clock

Access and Record Time using Web Clock

Procedure
In this topic you will learn how to Access and Record Time using Web Clock.

NOTE: You should only access WEB Clock from Citrix. Any other means of accessing WEB
Clock is not recommended or supported.

- Lo i@ s
P .
L5 )(520) |22 nttp:/ /v Isubsc.edu/ £+ 0|42 15U Hestth New Crleans | ‘ iy g €22

I su Career Opportunities | Contact | Donate

Search LSU Health New Orleans| O,

NEW ORLEANS
SCHOOL OF SCHOOL OF SCHOOL OF SCHOOL OF SCHOOL OF SCHOOL OF LSu
ALLIED HEALTH PROFESSIONS DENTISTRY ‘GRADUATE STUDIES MEDICINE NURSING PUBLIC HEALTH PATIENT CARE

Monday, September 19, 2016 2:06 PM | 87°F
Prospective Students
Patients and Visitors
Students
Faculty and Staff
Residents
Researchers \
Alumni and Donors A ‘
General Information 4
Administration
Emergency Preparedness
Libraries
Hospitals
Other LSU Institutions

S O
Newsroom

Events and Campus Resources

| ren EE )

210 PM

= e om0e |

Step Action

1. From the LSUHSC home page, click the Self-Service button.
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[N =N

)| K2 hitp:/fwww.lsuhsc.edu/ps/support/selfservice.aspx P~ ” LY Self-Service - LSU Health N... | ‘ ) ok T

I su Career Opportunities | Contact | Donate
——————————————————

Search LSU Health New Orleans| .{‘
NEW ORLEANS

SCHOOL OF SCHOOL OF SCHOOL OF SCHOOL OF SCHOOL OF SCHOOL OF LSuU
ALLIED HEALTH PROFESSIONS DENTISTRY ‘GRADUATE STUDIES MEDICINE NURSING PUBLIC HEALTH PATIENT CARE

Monday, September 19, 2016 2:10PM | 89°F E & in ‘Q’ L

PeopleSoft Support -
Financials s SELF-SERVICE

Human Resources PeopleSoft
Student Administration
End User Trainin,
g Employee Self-Service Academic Self-Service
Superuser Training http:/femplo Ifservice Isuhsc.edu hitp./academicselfservice.lsuhsc.edu

Register For Training
Frequently Asked Questions

St

PeopleSoft Support Home
sz s l l Buy-U eProcurement
l D,,L}E e % https/isolutions.sciguest.com/apps/Routerilogin?
'S'“*mf-’ OrgName=L SUHSCEURL

Employee Self-Service Student Self-Service Faculty Self-Service

Buy-U eProcurement Trainin

2 y e
- 9/19/2016

]

Step

Action

Click the Employee Self-Service http://employeeselfservice.lsuhsc.edu link.

Employee Self-Service
http:/femployveeselfservice. lsuhsc.edu
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== =R
Q@\@ hitps:// prd.pshe.luhsc.edu/psp/hrprd/Zemd=lagin £~ @ ¢ |[ @ oracle Peoplesoft Sign-in % | ‘ T g £o

LSU

PeopleSoft HRSA - PSOQHRPRD 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

Ol el w|lo® &

Step

Action

3.

Enter the desired information into the User ID field. Enter "Your User ID".
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e@\@ hittps.//prel pshe.lsuhsc.edu/ psp/hrprd, Zemd=login 0~ @ ¢ |[ @ oracle Pecplesot Sign-in % | ‘ {7 5a7 %63

[ fnesl

LS

PeopleSoft HRSA - PSOHRPRD 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

9/19/2016 |

Action

Enter the desired information into the Password field. Enter "Your PeopleSoft
Password".
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g@\@ hitps://prd.pshe.lsuhsc.edu/psp/hrprd/?emd=login

P -~ & ¢ || @ orade Peoplesoft Sign-in % |

[N =
AR

LSU

PeopleSoft HRSA - PSOQHRPRD 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

Action

Click the Sign In button.
Sign In
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PS Desktop - Citrix Receiver =1 =] 5‘
[E=S(F=RE
&« @\@ https://rcba.pshe lsuhsc.edu/psp/hrtm/EMPLOYEE/HRMS/h/7ta O ~ @ & || e SN | ‘ AR

File Edit View Favorites Tools Help

Main Menu ¥

PS9HRTRN
WEBRCB1

Personalize Content | Layoul|

1240 PM

)
9/8/16

: - 1240 PM
= PR
: P a0t

Step Action

6. Click the Main Menu button.

Main Menu «
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PS Desktop - Citrix Receiver =
& Employee-facing registry content - Internet Explorer M= E
@;t % | & hitps: jrcba pshe. leuhse. edu/psp s EPLOYEE fHRMS o 2iak O 7| B || 44| 2 Employee-fadng registry con... % o ¥ o

| Fle Edit View Favorites Tools Help

p——

Search Menu:

PS9HRTR|l

3  self Service Personalize Content | Lay
3 Reporting Tools

3 PeopleTools

|+ + + o

[&] I LSUHSC Processes

[E "My Personalizations

s e —
e oo 0 @

1249 PM M

e a[me il
‘ g 5 9/8/2016 |

Step Action

7. Click the LSUHSC Processes menu.
LSUHSC Processes L4
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PS Desktop - Citrix Receiver =
& Employee-facing registry content - Internet Explorer M= E
@::: % [ https: /i cha.pshe suhse.edufpsp e tmEreLo e rvs et O = B | 41| 2 Employee-facing registry con. . % 5y

| Fle Edit View Favorites Tools Help

p——

Search Menu:

Self Service Personalize Content | Lay

Reporting Toals

- v v

PeopleTools

LSUHSC Processes

[ I e

3 |Time and Labor v

My Persor

] [emmernor- o T
Ble[ D e[o o & :

1249 PM M
9/8/2016 |

S LA TN )

Step

Action

Click the Time and Labor menu.
Time and Labor L4
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PS Desktop - Citrix Receiver

|[E=S[E=R|
/& Employee-facing registry content - Internet Explorer 5] x]
@S = [ nttos: jrcha. pshe Jsuhsc.edufpsp e ryEvPLOYEE fRis otk O ] B || 49| 2 Employee-facng registry con... A A

| Fle Edit View Favorites Tools Help

Search Menu:

Favorites ¥

Self Service
Reporting Tools

PeopleTools

v v v @

Perscnalize Content | Lay.

LSUHSC Processes

[ A

My Persor

!DIUSE |

<
[1start L.:Tj @ Employee-facing r...

n 12:49 PM
2 e

Action

Click the Use menu.
| =g
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PS Desktop - Citrix Receiver [fola ==
& Employee-facing registry content - Internet Explorer M= E
@::: - |@ https: jrcha. pshe suhsc.edu/psp/hrtrn/EMPLOYEE HRMS fn/tat O 7| By \ﬁ\ (2 Employee-facing registry con... % i ve i3

| Fle Edit View Favorites Tools Help

Favorites ¥ % Hon

Search Menu:

Self Service Personalize Content | Lay

Reporting Toals

- v v

PeopleTools
LSUHSC Processes ]

& Time and Labor
E]

[ I e

My Personalizations (=]

el Do [E o @

Step Action

10. Click the Web Clock menu.
Web Clock
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PS Desktop - Citrix Receiver

|[E=S[E=R|
/& Web Clock - Internet Explorer MEE
6: = [ @ nitps: frcba pshe. uihsc.edufpsp v tmyEMPLOYEE HRMS c/zz_- P =] B |4 | @ ek Clock x A A
| Fle Edit View Favorites Tools Help

Favorites ™ Main Menu ¥ LSUHSC Processes ¥ >  Time and Labor ™ Use ™ Web Clock

PS9HRTRN
WEBRCB2

New Window | Help | Personalize Page | 2|

Web Clock

Enter Punch

John Doe 177117 Employee 1D:

Job Title: Empl Record: 0

Enter Punch
Enter Punch Type, then Save with Enter Punch button.
Punch Type O out Enter Punch
Time Zone: csT Central Time (US)

Time Reporting Elements
Day: Thursday
Taskgroup: BIWEEKLY BIWEEKLY

TI L.:_!J @ Web Clock - Intern...
Olcl 0@t a

Step

Action

11.

You will choose your Punch Type:

Punch Type In: Records the start of work time.
Punch Type Out: Records the end of work time.

For this example, click the In option.
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PS Desktop - Citrix Receiver [fola ==
& Web Clock - Internet Explorer M= E
@Ej - |@ https: /frcha. pshe.lsuhsc.edupsp/hrtrn/EMPLOYEE HRMS fc/2Z - Dj 0| 42| 2 webdock x {3 17 £o3

| Fle Edit View Favorites Tools Help

Favorites ¥ Main Menu ¥ > LSUHSC Processes ¥ Time andLabor ¥ > U » Web Clock

PS9HRTRN

WEBRCB2
New Window | Help | Personalize Page | |
Web Clock
Enter Punch
Employee ID:
Empl Record: 0
Enter Punch
Enter Punch Type, then Save with Enter Punch button.
Punch Type @ Oout Enter Punch
Time Zone: csT Central Time (US)
Time Reporting Elements
Day: Thursday
Taskgroup: BIWEEKLY BIWEEKLY

brse| | [ wesconcmen T
el D o[E o &

1251 PM M

L
‘ 9/8/2006 | |

Step Action

12. Click the Enter Punch button.
Enter Punch
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PS Desktop - Citrix Receiver

|[E=S[E=R |
/&5 Web Clock - Internet Explorer 5] x]

| Fle Edit View Favortes Tools Help

X 3 = P P I I P | O =
6: = [ @ nitps: frcba pshe. buihsc.edufpsp v tmyEMPLOYEE HRMS/c/zz_- P =] G |4 | @ ek Clock

= [l 0y oy 5

Favorites ¥ Main Menu ¥

PS9HRTRN
WEBRCB2

Web Clock
Save Confirmation

“ The Save was successful.
The following punch has been recorded

Punch Type: In

Date: 09/08/2016
Day: Thursday
Punch Time: 12:52:00PM
Time Zone: CcsT

OK

<
Erstart| | [ (2D web clock - Intern...
- w:mJ

LSUHSC Processes ¥ >

Time and Labor ¥ Use ™ Web Clock

New Window | Help | Personalize Page | F=|

Step

Action

13.

The confirmation screen displays the Punch Type, Date, Day and the Time the
employee punched In or Out.
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PS Desktop - Citrix Receiver [fola ==
/2 Web Clock - Internet Explorer M= E
@Ej - |@ https: /frcha. pshe. lsuhsc. edu/psp fhr trn/EMPLOYEE HRMS fc /22~ Dj g +1| & WebClock x 7 f\v {ﬁ}

| Fle Edit View Favorites Tools Help

Favorites ¥ Main Menu ¥ » LSUHSC Processes ¥ TimeandLabor ¥ > Use™ > Web Clock

PS9HRTRN
WEBRCB2

<
. L -./':‘ R 2 12:53PM
[start w;!J Web Clock - Intern... ()] oys M
=
=1 )

New Window | Help | Personalize Page | |
Web Clock

Save Confirmation

“ The Save was successful.
The following punch has been recorded
Punch Type: In
Date: 09/08/2016
Day: Thursday
Punch Time: 12:52:00PM
Time Zone: CsT

E-2 5

: - 1253 PM
BN PO T
‘ : P a0t

]

Step

Action

14.

Once the punches are saved in Web Clock the employee’s timesheet is updated.
NOTE: Repeat these same steps to Punch Out.

Click the OK button.

oKk
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| Fle Edit View Favorites Tools Help
Favorites ¥ Main Menu ~

= y ol EM HRM
@;j % [ hitps: jrcba pshe. uhsc. edufpsp/hrtrm /EMPLOYEEHRMS

S]] 4| @& webaok

LSUHSC Processes ¥

PS9HRTRN

WEBRCB2

Web Clock

Enter Punch
Johr
Job Title:

Enter Punch

Enter Punch Type, then Save with Enter Punch button.
Punch Type

®n Oout
Time Zone: csT
Time Reporting Elements
Day: Thursday
Taskgroup: BIWEEKLY

BIWEEKLY

e [
Lrstart| | | (=2 webClock - Intern...
..,:.!J

Central Time (US)

Time and Labor ¥ Web Clock

New Window | Help | Personalize Page | |

Employee ID:
Empl Record: 0

Enter Punch

el D o[E o &

Action

15.

Click the Home link.

ﬁ Ho
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PS Desktop - Citrix Receiver =
& Employee-facing registry content - Internet Explorer M= E
@_E\/ - |@ https: frcha. pshe.lsuhsc.edupsp/hrtrn/EMPLOYEE HRMS fh/2tat Dj | 42 2 Employee-facng regstry con... % {0 5 isd

| Fle Edit View Favorites Tools Help

oy # Home |

Personalize Content | Layout ? Help

= e 3 A

Step Action

16. Click the Sign out link to exit PeopleSoft.
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PS Desktop - Citrix Receiver
2 Oracle PeopleSoft Sign-i

Internet Explorer

GEB - |@ https: frcha. pshe. lsuhsc. edu/psp fhr trn/EMPLOYEE HRMS f2cmd = Dj g \5\ (2 Orade PeopleSoft Sign-n

= |l

oo ]Es
(2]

AR

| Fle Edit View Favorites Tools Help

PeopleSoft HRSA - PSOHRTRN 2

User ID
| x
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 Intemet cache prior to
closing the browser windows at the end of your
session.

signin |

= EEE S

Step

Action

17.

This completes Access and Record Time using Web Clock.
End of Procedure.
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