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Time and Labor - HR Staff - HCSD
Job Data

Time and Labor Introduction

Welcome to the Time and Labor for HR Staff module. This manual documents the New Process
to enroll eligible employees into Time and Labor, and is intended for users already
knowledgeable of the Job Data pages in Workforce Administration. The Time and Labor
Enrollment Process is currently for biweekly and some monthly employees that clock.

An eligibility setup table is used to determine the Pay Groups to enroll in Time and Labor. When
a change in Job Data occurs, it will automatically trigger the Time and Labor processing. The
values affecting Time and Labor will be checked: Business Unit, Pay Group, Pay from
Schedule Indicator, Job Action, Job Effective Date, Compensation Codes and any of the Pay
Rules.

These changes if any, will take effect on the pay period begin date for the Job Data effective
date.

For hires, rehires and termination actions, the pay period begin date will be the job data
effective date.

Job Data - Compensation Data 9.1

Procedure

This section documents the new Time and Labor changes in the Job Data process on the Payroll
and Compensation Tab.

By the end of this section, you will be able to:
Access an employee Job Data

Enter Time and Labor Pay Rules
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Step Action

1.
panels as follows:

This exercise begins in the Job Data Compensation tab. Navigate to the Job Data

Main Menu > Workforce Administration > Job Information > Job Data

PS9HRTRNG:s0
PSSHEWEBDEV11 RCE
Favorites - Main Menu > Workforce Administration > Job Information > Job Data

Payroll Compensation

Job Information

Home | AddtoFavortes | Sianout

Dew window | Help | Customize Page | &

Empl ID:
Empl Record: 0

John Doe SRR
Employee

Payroll Information Find  First B0 4 or2 D Last

Effective Date: 05/18/2012
Effective Sequence: 0 Action: Pay Rale Change

HR Status: Adlive Reason: Sal Inc-Merit Inc/Pay Inc Uncl
Payroll Status: Adlive Job Indicator: Primary Job

Go To Row

Current

Payroll System: Payroll for North America

Payroll for North America

NMF A Fullime FacultyStaff (New Or

Combination Code:

Pay Group:
Employee Type: & @ saanies Holiday Schedule:
Tax Location Code: A & Louisiana

GL Pay Type: ] FICA Status:

NHS @, NOHOLSD

Medicare only -
Edit CharfFields

Employment Data Earnings Distribution

Job Data

Benefits Program Participation ‘

(5] save | EMReturn to Searchl = Notity | 2 Refresh AU

date/Displa | =7 include History | [27 Correct History |

WorkLocation | Job Information | Job Labor | Payroll | Salary Plan | Compensation

Step Action

Click the Compensation tab.
Compensation ]
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites © Main Menu > Workforce Administration > Job Information > Job Data

Hnma | AddtoFavorites |  Sian out

Mew Window | Help | Customize Page | /EH +

 Comparative Information

Change Amount:

Job Information Compensation

John DoefFEis = Empl 1D:

Employee Empl Record: 0

Compensation fing  First K 4 ora D agy

Effective Date: 051812012

Effective Sequence: o Action: Pay Rate Change

HR Status: Active Reason: Sal Inc-Herit IncPay Inc Undl

Payroll Status: Active Job Indicator: Primary Job

Current |

Compensation Rate: 5,013.625] usD @, *Frequency: M2 yontnly

000000053 usp  Montnly
Change Percent: 0.000 Compa-Ratio:
Annual 60,163.440000 usp  Daily 231307846 USD
Monthly 5,013.620000 USD  Hourly 28924731 USD
Default Pay Components

Pay Components
[ amounts gESrERIN]NCHaTGES | CawERET

"Rate Code: seq (comp Rate Currency Frequency Percen

1[MAMNTH (@ 0 | 50136200005 |usD @ [m @,

Customize | Find | 0 28

First Il 4 or 1 B Lot

it

Calculate Compensation

Time and Labor Pay Rules

Begin Date:

Time & Labor Status:
Pay from Sched: [

I —" S —

Inactivate/Do Not Enroll: [

Action

Rate Code.
=

a

The Pay Components will stay as is; no changes for Time and Labor. Please select a

Click the Down scrollbar.

Click the NAMNTH - Default NA Monthly
MAMNTH  Default NA Monthly

link.

Enter the desired information into the Comp

Rate field. Enter "8200.00".

Click the Calculate Compensation button.
Calculate Compensation
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites © Main Menu > Workforce Administration > Job Information > Job Data

Work Location | Job Information

Mew Window | Help | Customize Page | /EH +

Hnma | AddtoFavorites |  Sian out

JobLabor | Payroll | SalaryPlan | Compensation

John DoefFEis Empl 1D:

Employee Empl Record: 0

Compensation Find  First Bl 1 or2 D Lot
Effective Date: 05/18/2012 m‘
Effective Sequence: 0 Action: Promotion

HR Status: Adtive Reason: Promotion-Unclass/Admin Duties

Payroll Status: Adtive Job Indicator: Primary Job

Current

Compensation Rate: 8,200.005] usD @, *Frequency: M2 yontnly

 Comparative Information

Change Amount: 3,186 380000 usD Monthly

Change Percent: 63.554 Compa-Ratio:

Annual 98,400.000000 usb Daily 378461538 USD

Monthly 8,200.000000 usD Hourly 47.307692  USD
Default Pay Components

Pay Components
| amounts JIiEsntres) ] ickanges [ canversion

(comp Rate

First Il 4 or 1 B Lot

Customize | Find | 7| 28

Currency Frequency Percent

Time and Labor Pay Rules
Begin Date:

Time & Labor Status:

Pay from Sched: [

Inactivate/Do Not Enroll: [
S —"Y

S —

Step Action

Maintain Time Reporter Data page.

Time.

page in job data.

The Pay from Schedule indicator is the key to setting the Time Reporter Type on the

Check the Pay from Schedule box if the time reporter type is Elapsed time.
Workgroup = Exception Reporter, Time Reporter Indicator = Elapsed Time

Do not check the Pay from Schedule box if the time reporter type is Punch
Workgroup = Positive Reporter, Time Reporter Indicator = Punch Time

NOTE RCD#: Only one empl record can be enrolled in Time and Labor. If an
employee has two active jobs, the Time and Labor enrollment program will enroll
the employee with a template defined. All employees with template 9999 and 9994
will have a row inserted in job data and will be marked with the DO NOT
ENROLL check box on the Time and Labor pay rules section of the compensation
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PSOHRTRN:s
PSSHEWEBDEV11  RcB
Favorites - Main Menu > \Workforce Adminitration > Job Information > Job Data
Compensation Rate: 8,200,005 |USL &, *Frequency: ML Monthly

Home | AddtoFavortes |  Sign out

» Comparative Information

Change Amount: 3,186.3800005] UsD  Montnly
Change Percent: 63554 Compa-Ratio:
Annual 98,400.000000 usp  Daily 378461538 USD
Monthly 8,200.000000 USD  Hourly 47307692 USD
Default Pay Components

PAVCcchnenls
Amounts  THGGH0E Tm TCmversm =

Time and Labor Pay Rules

Begin Date: Time & Labor Status:
Pay from Sched: [ Inactivate/Do Not Enroll: [

Weals: @, OverTime: @

Shift 2| @, WeeKEnd: @,

Shift 3¢ @ CallBack: @,

Holiday Wrkd: @
Job Data Emplovment Data Eamings Distribution Benefits Program Participation
[5] save | [GFReturn to Search | =] Notify | £ Refresh Eupdatenispla | = Include History | [ correct History |

Work | ocation | Job Information | Job Labor | Pavroll | Salary Plan | Compensation

O 0 ] v

Step

Action

Only the Pay Rules that apply to your business unit will be displayed. You can
reference the Appendix (T & L Setup

Rules) for additional information on Time and Labor Pay Rules for your business
unit.

In this example: LSUNO Pay Rules are used for all of the Time and Labor Pay
Rules in this exercise.

QL

a

10.

Click the 30 MIN AFTER 5 HRS AND 15 HRS link.
30K 30 MM AFTER 5 HRS AND 15 HRS

11.

Click the Look up Shift 2 button.
@

a

12.

Click the SHIFT 2 3P-11:30P 2 HrMin link.
52 AP1130F SHIFT 2 3P-11:30P 2 HrMin|

13.

Click the Look up Shift 3 button.
@

a

14.

Click the SHIFT 3 11P-730A 2 HrMuin link.
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Step Action
15. Click the Look up OverTime button.
OJ
16. Click the 40 OVERTIME 1.0/1.5 link.
|34|:| 01-F 40 OVERTIME 1.0/1.5 |
17. Click the Look up WeeKEnNd button.
OJ
18. Click the WKND 6 7A SAT 7A MON NoMin link.
WE TATA  WHKND 6 7A SAT 7A MOM NoMin
19. Click the Look up CallBack button.
OJ
20. Click the CALL BACK CASH @ 1.0/1.5 link.
CBP-V CALL BACK CASH @ 1.0/1.5 |
21. Click the Look up Holiday Wrkd button.
OJ
22. Click the Holiday Pay Worked link.

|HPW-HOL Holiday Pay Worked |
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PSOHRTRN:s

PSSHEWEBDEV11  RcB
Favgrites | Main Menu > Workforce Adminstration > Job Information > Job Data

Compensation Rate: 8,200,005 |UsL) [, *Frequency: WS onthly
 Comparative Information

Add to Favorites |

Sign out

Change Amount: 2,332.2500005] UsD  Montnly
Change Percent: 68.490 Compa-Ratio:

Annual 98,400.000000 usp  Daily 378461538 USD
Monthly 8,200.000000 USD  Hourly 47307692 USD
ey onenie

Pay Components | Fna | |

First Il 4 or 4 B Last
Amounts |iCanirois ) [ Changes ) || Canversion

*Rate Code Seq (Comp Rate

1 [NAMNTH @ 0 | 8,200.000000 5 |USD @, [ @ =

Calculate Compensation

Time and Labor Pay Rules

Begin Date: Time & Labor Status: Never Enrolled in T&L
Pay from Sched: [ Inactivate/Do Not Enroll: []
Meals: [30MIN @, 30MINAFTER5HRS AND 15HRS  OverTime:40_O1-R (&, 40 OVERTIME 10A5 L
Shift 2/52_3P1130P ©, SHIFT 2 3P-11-30P 2 HilMin WeeKEnd: W6_7ATA [, WKND 6 7A SAT 74 MON NoMin
Shift 3:53_11F730A 2, SHIFT 3 11P-730A 2 Hrblin CalBack: CBFYV |3, CALLBACKCASH@ 1015

Holiday Wrkd:[HPW-HOL (9, Holiday Pay Worked

Job Data Employment Data Eamings Distribution Benefits Program Participation

[l save | B Returnto Searthl [=] Notify | > Refresh

Work | ocation | Job Information | Job Labor | Pavroll | Salary Plan | Compensation

Eupdateispla | = Include History | [ correct History |

<1

Step Action

23. Click the Save component and return (Enter) button.
Save
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PSOHRTRN....

Favorites © Main Menu > Workforce Administration > Job Information > Job Data

Effective Date: 051812012 I
Effective Sequence: 0 Action: Pay Rate Change
HR Status: Active Reason: Sal Inc-Merit Inc/Pay Inc Unel
Payroll Status: Active Job Indicator: Primary Joo
current [} B

Compensation Rate: 5200.005]  [USD & “Frequency: ML wonthy

~ Comparative Information

Change Amount: 333325000050  USD  Mantniy

Change Percent: £8.490 Compa Ratio:

Annual 93400000000  USD  Daiy 378481538 USD

Wontnly 8200000000  USD  Hourly 47.307692  USD

Pay Components customize | Find | | 28 First B0 4 g4 B Lost
Amounts | 1Eorirole | Chianges | Canversion

*Rate Code Seq |Comp Rate (Currency Frequency Percent
0 @

1[NaMNTH @ 0 | 8,200.000000 5 |USD @,
Calculate Compensation
Time and Labor Pay Rules

Beqgin Date: Time & Labor Status: Never Enrolled in T&L

Pay from Sched: [] InactivateiDo Not Enroll: []
Meals:[30MIN 3, 30 MINAFTER 5HRS AND 15HRS  OverTime:40_O1R (2, 40 OVERTIME 1.01.5 L4
Shift 2/52_3P1130P . SHIFT 2 3P-11:30P 2 Hilin WeeKEnd:[W6_7A7A [, WKND 6 7A SAT 7A MON NoMin
Shift3/53_11P730A @, SHIFT 311P-730A 2 Hrblin CallBack: (CBP-V @, CALLBACKCASH@ 1.01.5

Holiday Wrkd: HPW-HOL @, Holiday Pay Worked

« i ] v

Step Action

24, When a hire or rehire job action is entered it triggers special Time and Labor
processing. Upon saving the data, the process checks to see if the employee is
eligible for Time and Labor based on the Business Unit, Pay Group and Pay from
Schedule Values.

If the employee information is validated as eligible, the employee will be enrolled.

The following will occur:

1. Create a new active row in the maintain Time Reporter Date Page.

2. Create a new active row in the Badge Panel in Personal Information.

3. Update the earliest change date for the employee. The earliest change date is
found on the Timesheet.

The effective date of this change in Time and Labor will be the Job Data effective
date for the action.
End of Procedure.
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Maintain Time Reporter Data

Time and Labor Enrollment Panel 9.1

Procedure

THIS PROCESS IS CREATED FOR YOU AND THERE IS NO NEED TO ACCESS THIS
PAGE.

NAVIGATION IS BEING PROVIDED FOR GENERAL INFORMATION ONLY.

The Maintain Time Reporter Data page documentation is included in this manual so you are
aware of a new PeopleSoft delivered pages that will be automatically completed when you
hire/rehire or update an employee's job record.

The information will be based on the information in Job Data including the custom Time and
Labor Enrollment Pay Rules section of the Compensation page.

The following actions will cause a new or updated row to occur automatically on the Maintain
Reporter Data page:

1. Add/Change/Delete an entry in the Compensation Pay Components Grid

2. Add/Change/Delete a pay rule.

3. Change the business unit, Pay Group or pay from schedule box

4. Hire/Rehire, Terminate an employee.
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Step

Action

1.

Click the Main Menu button.

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs
Favorites | Main Menu

Personalize

Search Menu:

3 Seff Service

3 Manager Seff Service

3 Workforce Administration
Benefits

Compensation

Time and Labor

Payroll for North America
payroll Interface
Workforce Development:
Organizational Developme
Enterprise Learning
Workforce Monitoring
Set Up HRMS

Reporting Tools
peopleTools

LSUHSC Processes

[E] My Personalizations

rocoooorooooorow

6]
6]
6]
6]
6]
6]
6]
ca

v v o ov v A

Report Time

View Time

Process Time

Approve Time

View Unprocessed Time

View Exceptions and Attendance
Enroll Time Reporters

Reports

Home Add to Favorites Sign out

Help

Step

Action

Point to the Time and Labor link.
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PS9HRTRNG: s il
PSOHEWEBDEV11 RcB Home Add to Favorites Sign out
Favorites . Main Menu
Search Menu:

Persanalize Help
®

3 Seff Service L3
(3 Manager Self Service »
3 workforce Administration 4
3 Benefits L3
& compensation L3
3 Time and Labor
3 Payrol for Horth America| =} Report Time r
3 payroll Interface & View T‘m? '
3 Workforce Development £ Process Time :
3 Ogmastons Deveopne 53 e X
B2 Enterprise Leaming 3 View Exceptions and Attendance 3
£ Workforce Montoing gl Time Reparters >
3 Set Up HRMS 3 Reports »
3 Reporting Tools
3 PeopleTools r
3 LSUHSC Processes 3
(5 My Personalzations

Step Action

3. Point the Enroll Time Reporters link.

4, Click the Maintain Time Reporter Data link.
|=] Maintain Time Reporter Data
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Timeand Labor » Enroll Time Reporters » Maintain Time Reporter Data

Add to Favertes | Sian out
New Window | Help | £

Maintain Time Reporter Data

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

Find an Existing Value

Maximum number of rows to return (up to 300). (300

Empl ID: beginswith ~ |
Empl Record: = -
Name: begins with ~ |

[Tinciuge History [ Case sensitive

search | Clear |Basicsesreh (3 Save Searc Griteria

Step Action

5. Enter the desired information into the Empl ID field. Enter "7 - digit Employee ID
Number™.

6. Click the Search button.
Search

PS9HRTRNG:s0
PSSHEWEBDEV11 RCE
Favorites - Main Menu > Time and Labor > Enrol Time Reporters > Maintain Time Reporter Data

Maintain Time Reporter Data

John Doe’ 1D: - EmplRecord: 0

Organizational Relationship: Employee Badge Detail
Time Reporter Data First Il 4 o+ Il Last
2
Effective Date: 0310712011 “ Status:  Active
Time Reporter Type: Punch Time Reporter Payroll
Elapsed Time Template: Send Time to Payroll
Punch Time Template: Commitment Accounting
Time Period ID: For Taskgroup
Workgroup: BPOS_RPTR Biweekly Positive Reporter For Department
2
Taskgroup: BIWEEKLY “  BIWEEKLY
Task Profile ID:
TCD Group:

Restriction Profile ID:

Rule Element 1:

Rule Element 2:

Rule Element 3:

Rule Element 4:

Rule Element 5:

Time Zone: csT Central Time

7 ave | B Return to Search | i oty | & Refres

| JZ incluge History
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Step Action

7. This completes Time and Labor Enrollment Panel.
End of Procedure.
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Badge Panel - Process to send SSN number to Time and Labor

Badge Panel 9.1

Procedure

THE BADGE PANEL - Process to send SSN number to Time and Labor

THERE IS NO NEED TO ACCESS THIS PANEL TO CHANGE THE SSN.
NAVIGATION IS BEING PROVIDED FOR GENERAL INFORMATION ONLY.

A process runs each night that detects a SSN change in Personal Data, and automatically changes
the SSN in Time and Labor. The Badge Panel documentation is included in this manual so you
are aware of a new PeopleSoft delivered page that will be automatically completed when an
employee is firstenrolled in T & L.

The Badge Page is used by the T & L process to retrieve the employee's SSN. The Badge
Number is the SSN. When an employee first enrolled in T & L, this panel is automatically
generated and contains the employee's SSN that was entered into the Personal Information page
of Workforce Administration. Badge type will always default to CLK= clock.
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Step Action

1. Click the Main Menu button.

PS9HRTRN:s0

PSOHEWEBDEV11 Rcs Home | AddioFavories | Signout
Favorites | Main Menu
Search Menu:

Personalize @ Help

3 self Service

3 Manager Seff Service

3 Workforce Administration
(3 Benefits

&3 compensation

3 Time and Labor

3 Payroll for North America
3 Payroll Interface

33 Workforce Development
3 Organizational Development
{3 Enterprise Leaming

3 Workforce Monitoring

3 set Up HRMS

3 Reporting Tools

3 PeopleTools

3 LSUHSC Processas

[E] My Personalizations

v e v v r vy rrv ooy ov oy oy v A

Step Action

2. Point to the Workforce Administration menu.

3. Point to the Personal Information menu.

4, Click the Badge menu.

=] Badge
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Favorites © Main Menu > Workforce Administration > Personal Information > Badge

Badge

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

Find an Existing Value

PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | Addto Favorites |  Sian out

New Window | Help | &

Maximum number of rows to return (up to 300). (300

Empl ID: begins with v
Name: begins with ~
Last Name: begins with ~

Second Last Name: begins with v
Alternate Character Name: begins with ~
Middle Name: begins with ~

[Tinclude History [] Correct History [ Case Sensitive

search | Clear |Basicsesreh (3 Save Searc Griteria

Main Content

Step

Action

Enter the desired information into the Empl ID field. Enter "7 - digit Employee ID

Number".

Click the Search button.
Search
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Favorites © Main Menu > Workforce Administration > Personal Information > Badge

Badge
John Doe Empl ID:
Badge Type

Badge Type: FL 2 crock

Badge Information

“Effective Date:  03/07:2011 [

*Badge Number:

Find | View Al First Bl 4 or1 I Lot
Empl Record: 0d, FHE

Find [ view i First Kl 4 or 4 B Last

*Status: adive v #[=]

Expiration Date: £l

Comment:
Save | @ Return to Search | ] wotity | JFlupesstevissiay | 2 metuge wistory | [ comect History

PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | Addto Favorites |  Sian out

Mew Window | Help | Customize Page | /&

Step

Action

View results.

This completes Badge Panel.
End of Procedure.
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