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Time and Labor 9.1 Time Keeper Payroll - HCSDI
Time Sheet Overview

Overview of an Employee Timesheet

Procedure
In this topic, you will be provided an Overview of an Employee Timesheet.
Note: The Earl K. Long Business Unit will be used for all exercises in this manual for

demonstration purposes only. When working in Production, use the Business Unit associated
with your User ID.

Step Action

1. Click the Main Menu button.

PSOHRTRN s
PS9HEWEBDEV11 RCB
Fa\'grrtes Ma\n'Menu
Personalize SearchMenw: @ Help
3 Manager Seff Service 3
£3 Time and Labor
3 Set Up HRMS
3 Reporting Tools 3
3 PeopleTools
3 LSUHSC Processes 3
[E My Personalizations
€ Local intranet | Protected Mode: Off fa v ®100% v
Step Action
2. Point to the LSUHSC Processes menu.
3. Point to the Time and Labor menu.
4, Point to the Use menu.
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Step Action

5. Click the Timesheet menu.
| || Timesheet

PS9HRTRNG:s0
PSSHEWEBDEV11 RCE
Favorites - Main Menu > LSUHSCProcesses > Timeand Labor > Use > Timesheet

Home | Addto Favortes |

Sign out

New Window | Help | E&

Timesheet

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: begins with ~

Red: - - —

Date: = -

Name: beginswith ~[ |

Location SetID: beginswith ~| @,
Location Code: beginswith ~ | @,
Classinde: = - -
FIP Time: - - .
SetiD: begins with ~ [SHARE @
Department  beginswith ~| |3
Status: = - Adive -
[[Icase Sensitive

Search Clear |pasicSearch [GF Save Search Criteria

< | 1l ] r

Done @ Local intranet | Protected Mode: Off h v W100% v

Step Action

6. Enter the desired information into the Empl ID field. Enter "7 - digit Employee ID
Number™.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

New Window | Help | B

Timesheet

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

Maximum number of rows to return (up to 300y 300

Empl ID: beginswith + [l |
Rod#: - - — ]
Date: = - E
Name: beginswith ~| |
Location SetID: beginswith ~ | |3,
Location Code: beginswitn ~| |3

Classinde: = -

FIP Time: = - -

SetiD: begins with ~ [SHARE @

Department:  begins with + @,

Status: = + Adive -

[T case Sensitive

search | Clear |gasic Searcn [P Save Searcn Citeria

<[ m ] ’
Done € Local intranet | Protected Mode: Off v ®mI0% ~

Step Action

7. Click the Search button to display the employee's current timesheet.

Search I
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Time Entry

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | =

Empl ID: . Red#. 0 JohnDoe
~ Empl Data
Classindc: Classified  FIP: Full-Time Std Hrs: 40,00 Plan infion Accrual  Timesheet  Leave .
Type Date. Balance Balance
Meal: 30 MINAFTER 5HRSAND 15 HRS  Term Dt = = = 239435
Job Code: 112240 RN 2 OVT:  80_KTE 51 Vacation  12126M1 1700000 145.036
DeptiD:  EL2036320 INTENSIVE CARE UNIT 5v KTime  |12/26M1 7.900000 43.400
5z 15K Time |12/26M1 4
‘ Begin Date: 021202012 ~ EndDate: 030412012  PavRule ‘
Bsave) Date: 921202012 [ 2 Ratresn | == Previous Period Next Period >=
0 tagorse O
Cumu  SkipiTake Hazard! Callback/ Override Department Comment
Date Cy B P i =8 Hours | Meal InChrg  NoPay |Overtime Transfer Code
L#]| (=] 02202 [Won | [] ([6:25AM |[7:05PM | [(fs0 1216 1216 - - - I Qi Q,
| =] o211z |Tue ] [6:2anm | [o:54Pm [0 1200 2416 - - - I @ | Q
#]| =] |ozrz21z wed | [ J&i Q, - - - [ ] Q.
#]| =] |ozrzanz Thu | O J&i Q, - - - [ ] Q.
#]| (=] |ozrzan2 |Fri Lk1 @ 0.40/| 2456 I Q
#]| (=] |ozrzan2 |Fri ] [6=0am | [e:37Pm (50 1161 3647 - - - I @l Q
[+ | (=] |o2rz512 |sat Lk1 @ 050/ 3667 I Q
[+ | (=] |o2rz512 |sat ] (6258 | [e:z8Pm [0 1155 48.22 - - - I @l Q
#]| =] |ozrz612 sun Lk1 @ 080/ 49.02 I Q
[+ (=] oMz sun | (] [e:z5Am ([e:1apm |3 1131 60.33 - - - I @ | @
]| (=] 022712 (mon | [ J&i Q - - - [ ] =Y
‘L‘ | lnnmnsn e L | — | — ] — | — [ J f=2ll) (e T
« i v
Done €& Local intranet | Protected Mode: Off v B10% -

Step Action

8. The Header of the timesheet contains the EmplID, Rcd# and Name of the employee
whose timesheet is being viewed.

9. Below the Header information is the Empl Data section. The Empl Data section
provides a summary of the employee's basic Job Data elements. Job Data
information may be viewed in the Workforce Administration section. The individual
fields are defined as follows:

Class Indc: Classified or Unclassified:;

Meal: Defines when a meal deduction is taken;

Job Code: Current job code and description of position
DeptID: Current department number and name;

F/P: Full-time or Part-time;

Std Hrs: Number of standard hours worked in a week;
Term Dt: Will be blank for all active employees; and
OVT: Defines overtime compensation options.
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Step Action

10. The TL Leave Data section is to the right of the Empl Data. The TL Leave Data
section provides basic summary information regarding an employee's leave options
and hours earned. The individual fields are defined as follows:

Plan Type: Numerical value assigned to a leave option for which the employee is
eligible;

Description: Leave option associated with specified plan type;

Accrual Date: Date the system last updated leave time;

Timesheet Balance: Amount of time used by an employee since last system
update; and

Leave Balance: Current amount of leave time earned and available for use by the
employee.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Time Entry

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | =

Empl ID: . Red# 0 John Doel
~ Empl Data
Classindc: Classified  FIP: Full-Time Std Hrs: 40,00 Plan infion Accrual  Timesheet  Leave 3
Type Date. Balance Balance
Meal: 30 MINAFTER 5HRSAND 15 HRS  Term Dt = = = 239435
Job Code: 112240 RN2 OVT: 80_KTE 51 Vacaion | 12/26/11 1700000 145036
DeptiD:  EL2036320 INTENSIVE CARE UNIT sv KTime  |12/26M1 7.900000 43.400
5z 15K Time |12/26M1 4
‘ Begin Date: 021202012  EndDate: 030412012 PayRule ‘
Bsave Date: 02/20/2012 |5 (& Rafresn | <= Previous Period Next Period >»
0 tagorse O
Cumu  SkipiTake Hazard! Callback/ Override Department Comment
e Day Biegl it E Hours | Meal InChrg NoPay  Overtime Transfer Code
[+]| =] |o220H2 |Mon [ |25 |[7:05PM (5] 1216 1216 - - - I Qi Q
[#]| (=] [oz221112 |Tue | ] [6:zamm | [o:5aPm  [(0 1200 24.16 - - - [ [N Q
[#]| (=] [ozr22112 \wed | [ | = 5 - - - I @y Q
]| (=] [o2r2am2 [ Thu | [0 J&i Q - - - [ G a
#]| (=] |ozrzan2 |Fri LK1 @ 040/ 2456 I Q
[+]| (=] |ozr2ar12 Fn ] [6:208m | [s:37Pm (50 1161 3607 - - - I Q| Q
[+ | (=] |o2rz512 |sat LK1 @[ 050/ 3667 I Q
[+ | (=] |o2rz512 |sat ] (6258 | [e:z8Pm [0 1155 48.22 - - - I Q| Q@
#]| =] |ozrz612 sun LK1 @ 080 49.02 I Q
#]| =] |ozrz612 sun ] (o250 | [6:14Pm (50 1131 60.33 - - - I Q| Q@
+]| (=] |o2i2712 |Mon | [ J&i Q - - - [ G G
‘ﬂ | lnnmnsn e L | — | — ] — | — [ J f=2ll) (e T
« . v
Done € Local intranet | Protected Made: Off fh v R10% v

Step

Action

11.

Below the Empl Data section is where the timesheet Begin Date and End Date is
displayed.

The Pay Rule link displays to the right of the End Date. The information displayed
in a timesheet is governed by the employee's Pay Rule. The Pay Rule is programmed
into the system and provides a view of pertinent information on how the employee
will be paid based on designated job circumstances or events. Pay Rule data is
entered in the Workforce Administration section by the Human

Resources Department.

Click the Pay Rule link.
Pay Rule
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Home | AddtoFavortes |  Sign out

INew Window | Help | Customize Page | i

Pay From Schedule

‘Workarp: BPOS_RPTR Biweekly Positive Reporter OverTime: 80_KTE 80 COMP TIME 1.0
Meal: 30MIN 30 MIN AFTER 5 HRS AND 15 HRS WeekEnd: W3_TAT30A 'WKND3 7A SAT 730A MON NoMin
Shift 2: S2_3P1130P SHIFT 2 3P-11:30P 2 Hrlin CallBack: cav CALL BACKCASH@ 15

Shift 3: §3_11P730A SHIFT 3 11P-7:30A 2 HrMin Hol Worked: ~ KTH-HOL Holiday Pay Worked

Done € Local intranet | Protected Mode: Off 5 - H100% v

Step Action

12. The Pay From Schedule indicates if the employee is paid based on a specified
schedule or based on the punch information viewed in the timesheet.

If the Pay From Schedule is unchecked and grayed out, the employee will be paid
based on the punch information found in the timesheet. If the Pay From Schedule
box is checked, the employee will be paid according to a specified schedule.

NOTE: The Pay From Schedule is not an option for all BUs.

13. The Pay Rules are defined as follows:

Workgrp: Designates if employee will punch time or just exceptions;

Meal: Determines when a meal deduction is taken;

Shift 2: Indicates if the employee is eligible for Evening shift differential pay;
Shift 3: 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 CallBack compensation options; and

Hol Worked: Defines compensation options for holidays worked by the employee.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe

Home | AddtoFavortes |  Sign out
Favgrites | Main Menu > LSUHSC Processes > Timeand Labor > Use > Timesheet

INew Window | Help | Customize Page | i

Pay From Schedule

‘Workarp: BPOS_RPTR Biweekly Positive Reporter OverTime: 80_KTE 80 COMP TIME 1.0

Meal: 30MIN 30 MIN AFTER 5 HRS AND 15 HRS WeekEnd: W3_TAT30A 'WKND3 7A SAT 730A MON NoMin
Shift 2: S2_3P1130P SHIFT 2 3P-11:30P 2 Hrlin CallBack: cav CALLBACKCASH@ 15

Shift 3: §3_11P730A SHIFT 3 11P-7:30A 2 HrMin Hol Worked: ~ KTH-HOL Holiday Pay Worked

Done @ Local intranet | Protected Mode: Off v BI0% v

Step Action

14. Click the Return button to return to the employee's timesheet.
[ Return ]
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| PstHRTRNL, e
PSOHEWEBDEV11  Rce

Favgjites | Main Menu > LSUMSCProcesses > TimeandLabor > Use > Timesheet

CLoe Date: 03102/2012 |12 revesn ) =< Previous Period  NextPeriod == |
[+ Punch and Eapsea time ottt |
Date Day | Xfer In out TRC Hours  CUMY ;i":."k" I“:'l;'ﬁ z:::” m:{]‘:: B rm e

[#]| (=] o220m2 mon | [] [6:zsam | [7:05Pm [0 1216 1216 - - - I @l Q,

+] (=) [o221112 Tue | [ [6:z4am | [654PM [ 1200 2416 - - - I @ Q,

[+] (=] fozzon2 wed | O [ [ B @& - - - I Q| Q.

| Choamanz ma | O [E_& - - ~ [ Al Q, L

L+]| =] [o2ran2 i LK1 O 040/ 2456 I Q 1

+]| =] |o2r2412  Fri ] [630am [5:37Pu (50 1161 3647 - - - I @ Q,

4| =] |o2i25H2  sat LK1 | 050 | 3667 I Q,

L+]| (=) (022512 |sat ) e:25aM |[6:28P (= 1155 4822 - - ~ I @ Q,

L+]| =] [02/26M2  Sun LK1 @ 080/ 49.02 I Q

L+ =] lo226M2 sun | [ [e:25AM ([e14PM (0 1131 6033 - - ~ I @ Q,

| - I Ao

o e we |0 | 8] o - [ a &

]| =] 022012 | Wed Lkt @ 790/ 6823 I Q

| =] |o2i20M2 wed | [ [e:31AM  [10:37AM ({1 410 7233 - - - I 4] Q,

| =] oainz Thu | [ [6:24Am | [e:55PM | [([E 1201 8434 - - - I 4] Q,

o e [0 | 8] & - [ a &

o lewwe sa |0 | 8] & - [ a &

B ST ) — — . - [ a &

EEY

Last Update Earliest Cha .. ... =

T — i ] v
G Local intranet | Protected Mode: Off v B100% ~

Step Action

15. The options discussed below are displayed directly above the Punch and Elapsed
Time Detail/Timesheet grid:

Save: Allows you to “Save” changes made to the Timesheet in the system;

Date: Display the current date that you are working in the timesheet. You can view
a previous timesheet by changing the date and clicking the Refresh button;
Refresh: Allows you to view previous timesheets by changing the date in the Date
field;

Previous Period: Allows you to view the previous calendar period timesheet; and
Next Period: Allows you to view the next calendar period timesheet.
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PS9HRTRN:s0
PSOHEWEBDEV11  RcB Home | AddtoFavortes | Sian out
Favgjites | Main Menu > LSUMSCProcesses > TimeandLabor > Use > Timesheet
CLoe Date: 02/0412012 [E (2 Retiesn | =< Previous Period  NextPeriod == |
[+ Punch and Eapsea time ottt |
e o | gwn om | e [ows A el comes O o conmen
=] lozz012  Mon 6:254M | [7:05PM (5] 1216 1246 - - - \ @ | Q,
=] |ozr2112  Tue (624 [6:54PN (50 1200 2416 - - - I @ Q,
RSN i ] | — ) - O - [ o —
RN i ] | — ) | - O - [ o —
=] |o2;2an2  Fri LK1 O 040/ 2456 I Q
= |o2r2412  Fri 5:30AM | [6:37FM [(51 1161 3647 - - - I @ Q,
=] |o2iz5M2  sat LK1 | 050 | 3667 I Q,
=] |o2iz5M2  sat 62541 [6:28PN (50 1155 48.22 - - - I @ Q,
=| |o2:2612  Sun LK1 @ 080/ 49.02 I Q
= |oiz6M2  sun (62500 (614N (50 1131 6033 - - - I @ Q,
| - I a o
[+ (=] o2mera e 00 I BT = - - - [ =] a,
=| |o2i2012  Wed Lkt @ 790/ 6823 I Q
= |o2i20H2  Wed 6:31AM [10:37AM (31 410 7233 - - - I 4] Q,
=| |oainiH2  Thu 6:24AM [6:55PM [([31) 1201 8434 - - - I 4] Q,
s oz w0 | B o o - [ ar a
s owaz sa |0 | B o 0| - [ ar a
EEI 2 e o - [ ar a
Bsovel
v Time Admin Status
Last Update Earliest Chy ... vas =
[ — I ] v
G Local intranet | Protected Mode: Off v B100% ~
Step Action
16. The Next Period link allows you to view an employee's next timesheet.

Click the Next Period link.

17. Click the Previous Period link to view the employee's previous timesheet.
[ == Previous Period |
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PSSHEWEBDEV11  Rce
Favosites | Main Menu > LSUHSC Processes » Tmeand Labor > Use > Timesheet
CLoe Date: 02/0412012 [E (2 Retiesn | =< Previous Period  Next Period == |
[+ Punchana Elapsea time Dotat |
Date Day | Xfer in out TRC Hours  CUMY ;i":."k" I“:'l;'ﬁ z:::” m:{]‘:: B rm e
[#]| (=] o220m2 mon | [] [6:zsam | [7:05Pm [0 12146 1216 - - - I [ Q 1
+] (=) [o221112 Tue | [ [6:z4am | [654PM [ 1200 2416 - - - I Q| Q,
[+] (=] fozzon2 wed | O [ [ B @& - - ~ I Q| Q.
EIEN T 0 —— - 0 [ o — |
L+]| =] [o2ran2 i LK1 [ 040 2456 I Q. [
+]| =] |o2r2412  Fri ] [630am [5:37Pu (50 1161 3647 - - - I Q| Q.
4| =] |o2i25H2  sat LK1 | 050 | 3667 I Q.
4| =] |o2i25H2  sat ] [6z5am  [6:28Pm (50 1155 48.22 - - - I Q| Q. B
4| =] |o2r26M2  Sun LK1 @ 080 | 49.02 I Q,
\+] =] o262 Sun | [] [6z5Am [6:14PM (0 1131 6033 - - - I Q| Q.
] ) o2z mon | O [ I B = - - - I I Q
o e we |0 | 8] o - [ a o
]| =] 022012 | Wed k1 O 790 | 6823 I Q
| =] |o2i20M2 wed | [ [e:31AM  [10:37AM ({1 410 7233 - - - [ 4] Q
| =] oainz Thu | [ [6:24Am | [e:55PM | [([E 1201 8434 - - - [ 4] Q
o e [0 | 8] & - [ a o
]| =] |oai3nz | sat o { | - - - I 4] Q,
B ST ) — — . - [ a o
FEY
Last Update Earliest Cha .. ... -
[r— i ] v
@ Localintranet | Protected Mode: Off A v BI0% v
Step Action
18. The Punch and Elapsed Time Detail section may also be referred to as the Timesheet
Grid. The columns that comprise the Punch and Elapsed Time Detail are defined as

follows:

Date: Calendar days included in the pay period;

Day: Day of the week that coincides with the specified date;

Xfer: Links punch data sets when an employee punches In and Out multiple times
on a scheduled workday, or indicates if employee clocked in as a Float or In Charge
on the specified date;

In: Time that the employee began his/her work day;

Out: Time that the employee ended his/her work day;

TRC: Time Reporting Code — Identifies earnings and/or leave associated with
specified elapsed hours; and

Hours: Total number of hours associated with specified date.
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Step Action

19. Punch and Elapsed Time Detail Section (continued)

Cumulative: Running total of posted hours in the designated period. Cumulative
should not be confused with Payable Time;

Skipped Meal: Indicates if employee will receive pay for 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 CallBack compensation;

Override Overtime: Indicates the employee is approved for cash overtime on a
specified date. This option can only be elected by Payroll;

Department Transfer: Indicates the employee worked as a float in another
department; and

Comment Code: Specifies reason for Manual Edits, Overtime Override, or
Department Transfer.

20. Timesheet Colors
The colors used to highlight row or field a timesheet indicate the following:

Grey Row - Row that is being edited.

Green Row - A green row(s) indicates a Holiday.

Red Row — A red row(s) indicates there is an error on the row.

Yellow Row — A yellow row(s) indicates a row has been added to the timesheet;
Red Field — A red In or Out field(s) indicates a missed punch; and

Purple Field - Time highlighted in purple indicates a Transfer was recorded,
however, the ""Out™ punch was missed on the original punch.
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PS9HRTRN:s0

PSOHEWEBDEV11  RcB Home | AddioFavortes |  Sign out
Favgjites | Main Menu > LSUMSCProcesses > TimeandLabor > Use > Timesheet

Date: 0310472012 |5 (2 Retrezn ) <= Previous Period Nest Period => 1
[+ Punch and Eapsea time ottt |
o e SR e Hours L el lincheg  Mobay - |overime Tramster o

=] |oziz012  mon 6:254M | |[7:05PM [(50 1216 1216 - - - I @ | Q@

=] |ozr2112  Tue (624 [6:54PN (50 1200 2416 - - - [ @ Q,

RSN i ] | — ) - 0 [ o —

| Choamanz ma | O [E_& - - - [ & Q, L
=] |o2;2an2  Fri LK1 O 040/ 2456 I Q 1
= |o2r2412  Fri 5:30AM | [6:37FM [(51 1161 3647 - - - I @ Q,

=] |o2iz5M2  sat LK1 | 050 | 3667 I Q,

=] |o2iz5M2  sat 62541 [6:28PN (50 1155 48.22 - - - I @ Q,

=| |o2:2612  Sun LK1 @ 080/ 49.02 I Q

= |oiz6M2  sun (62500 (614N (50 1131 6033 - - - I @ Q,
| - - o —

[+ (=] o2mera e 00 I BT = - - - [ =] a,

=| |o2i2012  Wed Lkt @ 790/ 6823 I Q

= |o2i20H2  Wed 6:31AM [10:37AM (31 410 7233 - - - [ 4] Q,

=| |oainiH2  Thu 6:24AM [6:55PM [([31) 1201 8434 - - - [ 4] Q,

s oz w0 | B o o - [ ar a

s owaz sa |0 | B o o - [ ar a
EEI 2 e o - [ ar a

v Time Admin Status

Last Update Earliest Chy ... vas -
T — i ] v

G Local intranet | Protected Mode: Off v B100% ~

Step Action

21. Click the Down button of the scrollbar to view Time Admin Status, Payable Totals,
Payable Detail, and Schedules sections.
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PSO9HRTRN: s
PSOHEWEBDEV12 Rce
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Home | AddtoFavorites |  Sign out

+]| =] |o2i2612 sun k1 O os0 | 4902 I -
+] =] lo226M2 Sun | [ [e:25Am [6:14PH (3 1131 6033 - - - i
=] ozezz mon (0] [ I JE| @ - - - i
| (=] o812 [Tue ol W HE s - - - i
|| (=] 022012 \wed Lkt @ 790/ 6823 [ =
+] (=] |ozi2om2 wed | [ [e:31am |[10:37am [ 410 7233 - - - S el el
+] (=] |03z Thu | [ [e:z4am [e:sspm |[q50 1201 8434 - - - S el el
] [=] |oa2n2 i ool W WE e - - - el e+
] (=] joamanz  sat ool W WE e - - - S el e
+] (=] Joamanz sun [ 01 [ | @ - - - S el e
Bsave) L
i
M Earliest Chg Run TA?
Date/Time ot =

0515112 4:07:23PM |04/06/2012 |Y

[ 5 tasorss O [ast L4
IRC Tot Hours Date Day IRC Quantity Department Status Reason Date Day StartTime EndTime
CER 74.40 02/20112 Mon CER 12.00 Estimated 02i20112 Mon  6:30AM 7.00PM
DP1 74.40 02/20112 Mon DP1 12.00 Estimated 022112 Tue 6:30AM 7.00PM
HD1 24.00 02/20112 Mon HD1 12.00 Estimated 02122112 Wed
KTE 4.00 02/20112  Mon KTH 12.00 Estimated 02i2312 Thu
KTH 24.00 02/20112 Mon RGB 12.00 Estimated 022412 Fri |6:30AM 7.00PM
LK1 9.60 02/20M12 Mon SHZ 4.00 Estimated 02/25M2 Sat |6:30AM 7.00PM
RGB 70.40 0221112 Tue CER 12.00 Estimated 02/26M2 Sun |6:30AM 7.00PM
SH2 22.30 0221112  Tue DP1 12.00 Estimated 0212712 Mon
WKN 22.20 02/21112 Tue HD1 12.00 Estimated 022812 Tue
Total Week 1 60.00 02i21112 Tue KTH 12.00 Estimated 0212912 Wed |6:30AM 7:00PM
; "fnla\ Week 2 20.00 02/2112 Tue RGB = 12.00 Estimated [IE/[II‘WE Thu [6:30AM 7:00PM R T
G Local intranet | Protected Mode: Off fa v RBI0% v
Step Action

22.

Time Administration (Time Admin) is a process run automatically in the system.
The purpose of the Time Admin process is to convert Punch Time into Payable
Time. Payable Time is calculated using rounding rules, whereas Punch Time is the
actual time clocked by an employee. The Time Admin process begins running a new
Business Unit every 5 minutes. It takes approximately 15 - 20 minutes to complete
the process, so each Business Unit will re-calculate once an hour.

Any time a change is made to an employee's timesheet, the Time Admin process
must be run so that Payable Time is re-calculated. Simply saving the changes to the
timesheet will not re-calculate Payable Time. If you are unable to wait for Time
Admin to run in its regular timeframe, contact Headquarters or Shreveport Central
Payroll who will in turn notify you when the process is complete.

In the Time Admin Status box, Last Update Date/Time: is the date and time the
Time Admin Process was last run.
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Step Action

23. Earliest Chg Dt.: When certain actions are entered in Job Data, Timesheet and
Schedule the earliest change date will need to be updated. The Earliest Change Date
represents the day changed, not the date the change occurred.

Example: If the current date is 02/29/12 and the timekeepers deletes the punch time
for 02/20/12, the earliest Chg Dt. is changed to 02/20/12. If the punch time for
02/25/12 is also deleted, the earliest change date remains 02/20/12.

Run TA: Indicates the status of the Time Admin process.
Y = Need to run Time Admin;
N = No need to run Time Admin; or
X =Time Admin is currently running.

Page 15



Training Guide
Time and Labor 9.1 Time Keeper Payroll - HCSD

Q Lsuteaith

PS9HRTRN:s0

PSOHEWEBDEV11  RcB Home | AddioFavortes |  Sign out
Favojites | Main Menu > LSUMSCProcesses > Timeand Labor > Use > Timesheet

#]| (=] |o3m01M2  Thu N CETT T e 1201 8434 - - - Q@ Q T

] [=] |oa2n2 i ol W HWE e - - - el e

] (=] joamanz  sat ol W HWE e - - - el e

#]| (=] josmanz sun | O | | B @ | - - - [ e =

Bsavel
I;.::;rl:-ilémete zrlmncng RunTA?

04/25M12 12:42:02PM |04/06/2012 |Y

[ E tasoras O [ast -
TRC TotHours | |Date Dav IRC  Quantity Department Siatus  Resson Date Day StartTime EndTime
CER 74.40 02/20112 Mon CER 12.00 Estimated 02i20112 Mon  6:30AM 7.00PM
DP1 74.40 02/20112 Mon DP1 12.00 Estimated 022112 Tue 6:30AM 7.00PM
HD1 24.00 02/20112 Mon HD1 12.00 Estimated 02122112 Wed
KTE 4.00 02/20112  Mon KTH 12.00 Estimated 02i2312 Thu £
KTH 24.00 02/20112 Mon RGB 12.00 Estimated 022412 Fri |6:30AM 7.00PM
LK1 9.60 02/20M2 Mon SH2 400 Estimated 02i25M2 Sat |6:30AM 7:00PM
RGB 7040 02/2112 Tue CER 12.00 Estimated 022612 Sun |6:30AM 7:00PM
SH2 2230 02/2112  Tue DP1 12.00 Estimated 0212712 Mon
WKN 2220 02/2112  Tue HD1 12.00 Estimated 022812 Tue I
Total Week 1 60.00 02/2112  Tue KTH 12.00 Estimated 02/29M12 Wed |6:30AM 7:00PM
Total Week 2 20.00 02/2112 Tue RGB 12.00 Estimated 03/0112 Thu |6:30AM 7:00PM
Total Leave 9.60 02i2112  Tue SH2 400 Estimated 03/02M12 Fri
Total Period Hours 20.00 0212412 Fri CER 11.60 Estimated 03/0312 8at
0212412 Fri DP1 11.60 Estimated 03/04M12 Sun
T i ] '
@ Local intranet | Protected Mode: Off v R100% -

Step

Action

24.

The Payable Totals section provides information on:

TRC: Identifies all edits made to the timesheet; and
Tot Hours: Total time payable based on each edit made to the timesheet.

25.

The Payable Detail Header

The Payable Detail header allows you to view a summary of all payable information
by day. In this exercise, payable items 1-14 of 28 are shown.

Additional details may be viewed by utilizing one of the following:

Click the View All link to view all timesheet details on the screen.

Click the Arrows, First link, or Last link to move forward or backward through the
pages of items.

26.

The Payable Detail section provides information on:

Date: Calendar date of the day worked,;

Day: Day of the week worked,;

TRC: Manual or system generated edit code;

Quantity: Amount of payable time associated with each TRC code;

Department: Code to which time will charged if other than home department; and
Status: ldentifies if timesheet has been approved to pay.

Page 16




Training Guide

Q LSUHealth Time and Labor 9.1 Time Keeper Payroll - HCSD

PS9HRTRN:s0
PSOHEWEBDEV1  Roe

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

#]| =] |oaw011z | Thu N CETT T e 1201 8434 - - - [ @l Q T
[+] [=] |o3w2r2 Fri ] 1 —_— - - - I ] Q.
#] =] |oamar2  sat ] 1 —_— - - - I ] =Y
#]| (=] [oamarn2 |sun | [ 1 —_— - - - I ] =Y
B save
Last I.I-ME :I‘IESICM RunTA?

04125112 12:42:02PM |u_4mﬁr2u12 v |

|+ Payable Totals | | G |+ Payable Detail i - i

IRC Date Date End Time
CER 7440| [0220M2 [Mon CER 12.00 Estimated 022042 |Mon 6:30AM 7:00PM
DP1 7440| (0212012 [Mon |[DP1 12.00 Estimated 022112 [Tue 6:30AM 7:00PM
HD1 2400 (022012 |Mon |HD1 12.00 Estimated 02122112 |Wed
KTE 400| [oz2oMz |Mon |KTH 12.00 Estimated 02123112 |Thu £
KTH 2400| (022012 [Mon RGB 12.00 Estimated 0202412 [Fri |6:304M 7:00PM
LK1 9.60| [02120M2 |Mon |SH2 4.00 0212512 [Sat |6:30AM 7:00PM
RGE 7040| [0221M2 [Tue |CER 12.00 Estimated 0212612  [Sun |6:30AM 7:00PM
SH2 2230| [0221M2 [Tue |DP1 12.00 Estimated 02027M2  Mon
WKN 2220| [0221M2 |Tue |HD1 12.00 Estimated 0212812 |Tue N
Total Week 1 60.00| [0221M2 |Tue |KTH 12.00 Estimated 0212012 | Wed |6:30AM 7:00PM
Total Week 2 20.00| [0221M2 Tue RCB 12.00 Estimated 030112 |Thu |6:30AM 7:00PM
Total Leave 9.60| [0221M2 [Tue |SH2 4.00 Estimated 030212 |Fri
Total Period Hours 80.00| [0224M2 Fri |CER 11.60 030312 |Sat
0212412 Fi  DP1 11.60 Estimated 030412 |Sun
« i ] ’
G Local intranet | Protected Mode: Off v WI0% v

Step

Action

217.

The Schedules section displays the employee's current work schedule if has been
assigned in the system.

The system utilizes the 6-minute Rounding Rule when calculating an employee's
time based on his/her Scheduled In and Out time.

See Add Punches for additional information on the Rounding Rule.

28.

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 of the day the employee is scheduled to begin work; and
End Time: Time of the day the employee is scheduled to end work.
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PS9HRTRN:s0
PSOHEWEBDEV11  Rce
Favojites | Main Menu > LSUMSCProcesses > Timeand Labor > Use > Timesheet
[#]| =] jo2rz8t12 Tue | [ e - - ~ [ ] Q, i
[+ =] o2z wed k1 @ 790 | 6823 I Q
[+]| (=] ozr20r12 \wed | ] [631am | [10:37am [0 410 7233 - - - I Q| Q@
#]| =] |03tz | Thu S CET T e 1201 84.34 - - - I Q| Q@
+] =] joaman2  Fn 0 (s = - - - [ ] a,
]| =] |oam3nz | sat ] B & - - - I Q| Q.
G| =] |oamanz sun | O B & - - - I Q| Q.
Bsave
Lest Update EariestCha ) 1y

04125112 12:42:02PM |u_4mﬁr2u12 v |

|~ Payable Totals | | B

IRC End Time
CER 7440| (022012 |Mon |CER 12.00 Estimated 022012 Mon 630AM  7:00PM
DP1 7440| (0212012 [Mon |DP1 12.00 0221M2  Tue 630AM  |7:00PM
HD1 2400 (0212012 [Mon HD1 12.00 Estimated 0222M2 | Wed
KTE 400| [0220M2 [Mon KTH 12.00 Estimated 022312 [Thu
KTH 2400 (022012 Mon RGB 12.00 Estimated 022412 [Fri |6:30AM  |7:00PM
LK1 960 (022012 |Mon SH2 400 Estimated 022512 [Sat |6:30AM  |7:00PM
RGB 7040| (022112 Tue |CER 12.00 Estimated 022612 [Sun |6:30AM  |7:00PM
SH2 2230 (0212112 Tue [DP1 12.00 Estimated 022712 |Mon
WIKN 2220 (0212112 [Tue HD1 12.00 022812 [Tue
Total Week 1 60.00, (0212112 Tue KTH 12.00 Estimated 022012  |Wed [6:30AM  |7:00PM
Total Week 2 2000/ [0221M2 Tue RGB 12.00 Estimated 030112 [Thu |6:30AM  |7:00PM
Total Leave 960 (022112 Tue SH2 400 Estimated 030212 |Fri
Total Period Hours 80.00) (022412 Fri |CER 11.60 Estimated 030312 [Sat
0224M2 i |DPA 11.60 Estimated 0304112 [Sun i
] i ] v
€ Local intranet | Protected Mode: Off v 0% v

Step

Action

29.

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 section. 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.

30.

This completes Overview of an Employee Timesheet.
End of Procedure.
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Creating and Managing Schedules

Note: The Earl K. Long Business Unit will be used for all exercises in this manual for
demonstration purposes only. When working in Production, use the Business Unit associated
with your User ID.

Assign/Create Work Schedules

Procedure

In this topic you will learn how to Assign/Create Work Schedules.

Step Action

1. Click the Main Menu button.

Main Menu
.

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs
Favorites | Main Menu

Personalize SearchMenu: ] Help

3 Manager Self Service »
@3 Time and Labor

O3 setUp HRMS 4
3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes 4
[E My Personalizations

€ Local intranet | Protected Mode: Off fa v ®100% v

Step Action
2. Point to the LSUHSC Processes menu.
3. Point to the Time and Labor menu.
4. Point to the Use menu.
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PS9HRTRNG:s0
PSOHEWEBDEVA1  Rce
Fa\’ﬂv”tes Ma\n_Menu

Personalize Search Menu:

(3 Manager Self Service

&3 Time and Labor 4
(3 Set Up HRMS

& Reporting Tools

3 PeopleTools

(3 LSUHSC Processes

3 Time and Labor
(5 my Personalzations o use
3 Report

E Ass
3 Tnquire [5] Manage Schedule
[E] Timesheet

Done @ Local intranet | Protected Mode: Off v B10% v

Step Action

5. Click the Assign Work Schedules link.
=] Assign Work Schedule

6. Enter the desired information into the EmplID field. Enter "7-digit Employee 1D
Number®".

7. Click the Search button.
[ searcn ]

8. This exercise will create a Personal Schedule for an employee for pay period

05/14/12 - 05/27/12. The employee will work the 3p-12a M-F schedule. Select the
schedule from the preloaded options available in the Schedule Shifts panel using the
Look up Shift ID option.

9. Click the Plus (+) Sign button to add another row.
+
10. The Effective Date is the date the schedule change will commence. This should be

the pay period Start Date.

Click the Calendar button.
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Step Action

11. Click the desired date.

NOTE: A future pay period date must be selected. Schedules may not be adjusted
for previous pay periods.

12. NOTE: The Create Personal Schedules option is the preferred method of
assigning or creating work schedules. Users should refrain from using the other
options available in the drop-down list.

13. Click the Create Schedule link.

Create Schedule

14. Enter the desired information into the Description field. Enter "Temporary
Assign®.
15. You will need to enter the schedule information into the system before attempting to

Apply the schedule.

Click the Schedule Shifts tab.

16. Click the View All link to view all 14 days in the pay period.

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

| Wiew All |
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
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€ Local intranet | Protected Mode: Off v B0% v

Step Action

17. Click the Select All link.
¥ select Al

18. Click the Clear Shifts link.
& Clear shifts

19. Click the Deselect All link.
)| peselect Al
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe

Favorites | Main Menu > LSUHSC Processes » Time and Labor > Use > Assign Work Schedule
[S S s S S A .

Taskgroup: Wm Show Calendar i
Shift Details Customize | Find = First B 144 or10 B Lost
shift Time | EaAMiguabIE Tok
ot rmezons | Sehed ’K =
elements
0 11 =& [ @& o [ [ T & 0.00/ More agh [+]
O o [ om [ ][ [ = 0.00/ More ot E3) -
al 3[R a8 [ & 0.00] More HE [+]
] A A [ @& 8 [ I 1 =& 0.00 More wgh 3]
O sl m[ am [T @™ 0.00/ More ut [+
la] s & [ @& B [ [ ][ & 0.00] More LT 3
] 7 &R & @ [ & 0.00 More 2t [#]
O 8 & @ B [ J[C J[C @& 0,00/ More ot [+
al of & [ & B [T - 0.00] More HE [+]
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[ | I - 5 I I . 0.00/ More agh 3
] 2 R [ & B [ [ [ & 0.00 More 2t #
O B @ mem [ 0.00/ More ut [+
B w @[ m s [ [ [ & 0.00/ More e £
¥ selectan | Deselectan E%]r:npy B Paste £ Clear shifts
Days in Schedule: 14
L) nstoctions |

oK Cancel Apply 3 Refresh

<

] ’

G Local intranet | Protected Mode: Off v B10% v

Step

Action

20.

Some shift schedules have been preloaded into the system in the Look up Shift ID
panel.

Click the Look up Shift ID button to view available shift options.
]

a

21.

Click the 330P-12A link.
|330P-124 2:30P-12:004 |

22.

You can copy the shift information in Day 1 to other days within the pay period
rather than entering or searching for the data.

Click the Select Day 1 option.
[C]

23.

Click the Copy link.
%CUQI

24.

Enter the number of times you wish the system to repeat copying the selected
information onto the Shift Details panel.

Enter the desired information into the Paste Repetitions field. Enter "4".
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Step Action

25. Select the day of the pay period you want the system to begin copying the
information.

Click the Select Day 2 option.

26. Click the Paste link.
E' Paste
217. Enter the desired information into the Paste Repetitions field. Enter "5".
28. Click the Select Day 8 option.
29. Click the Paste link.
|t| Paste
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PSOHEWEBDEV11 RcB

Favorites . Main Menu > LSUHSCPrD(eSSES » T\meand Labor > Llse > Assign Work Schedule
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€ Local intranet | Protected Mode: Off

v ®m100% ~

Step

Action

30.

You must designate which days the employee will be off shift.

Click the Look up Shift ID button for Day 6.

|G

a

31.

Click the Down button of the scrollbar.

[-]

32.

Click the OFF link.

OFF

33.

Click the Look up Shift ID button for Day 7.

@

a

34.

Click the Down button of the scrollbar.

[-]

35.

Click the OFF link.

OFF

36.

Enter the desired information into the Shift ID field for Day 13. Enter "OFF".

37.

Enter the desired information into the Shift ID field for Day 14. Enter "OFF".
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Step Action

38. Click the Apply button.

NOTE: The Apply button must be clicked before the OK button so that changes
made to the panel will apply.

39. Click the OK button.
oK

PS9HRTRN:s0
PSOHEWEBDEV11 ReB Home | AddtoFavortes | Signout
Favorites  Main Menu > LSUHSC Processes » Timeand Labor > Use > Assign Work Schedule

Mew Window | Help | Customize Page | EEl =~

Assign Work Schedule
John Doe i ] Employee ID: P
Job Title: RN 2 Empl Record: 0

@ | Expandtoview Instructions

[Assign Schedutes customze | Find | View a1 @01 B st B 110 0122 I Lot
Primary Schedule  JE)
"Effective Date |"Assignment Method Schedule Group  |Schedule 1D Description Update Schedule
0514120125)  Create Personal Schecule SHARE @ i Temporary Assignment Update Schedule [+ |[=]
02/07/2011 Create Personal Schedule SHARE wen Conversion Show Schedule [+]
017242011 Create Personal Schedule SHARE i i Conversion Show Schedule [+]
01102011 Create Personal Schedule SHARE ‘s Conversion Show Schedule [+] 3
12127/2010 Create Personal Schedule SHARE ~ seidmmses Conversion Show Schedule [+]
1211312010 Create Personal Schedule SHARE e Conversion Show Schedule [+
11/29/2010 Create Personal Schedule SHARE ~ seidmmses Conversion Show Schedule [+]
11/01/2010 Create Personal Schedule SHARE - Conversion Show Schedule [+]
10/18/2010 Create Personal Schedule SHARE ~ siAamsss Conversion Show Schedule [+]
10/04/2010 Create Personal Schedule SHARE wen Conversion Show Schedule [+]

» View history of Schedule Assignments, including default changes

[5) save | [GhReturn to Search |UpdateDisplay | L4

Done € Local intranet | Protected Mode: Off 5 ov H100% v

Step Action

40. Click the Save button to save the changes made to the schedule.
41. In this exercise the personal schedule created was incorrect and must be re-entered.

Correct the employee's personal schedule for pay period 05/14/12 - 05/27/12. The
employee will work a 3p-11:30p M-F schedule. The schedule is not preloaded into
the system, so you will need to enter the schedule information directly onto the Shift
Details panel.

Page 26



Training Guide

O LSUHealth Time and Labor 9.1 Time Keeper Payroll - HCSD

Step Action

42. In order to create a new schedule, the current schedule displayed for the pay period
beginning on 05/14/12 will need to be deleted.

Click the Minus (-) Sign button.
You could also utilize the Update Schedule link to make changes to the schedule.

NOTE: Previously used schedules should never be deleted from the Assign
Schedules panel.

E
43. Click the OK button verify the delete.
0k
44, Click the Save button to save the changes made to the panel.
EJJ Save
45, Click the Plus (+) Sign button to add a new row.
+]
46. Click the Calendar button.
47. Click the desired date.

NOTE: A future pay period date must be selected. Schedules may not be adjusted
for previous pay periods.

48. The Assignment Method should be Create Personal Schedule. In this example, the

Create Personal Schedule defaults into the Assignment Method field. If the Create

Personal Schedule method does not default, click the drop-down button to the right
of the Assignment Method field and select it.

49, Click the Create Schedule link.
Create Schedule

50. NOTE: The Schedule information must be entered into the system before
attempting to Apply the schedule.

Click the Schedule Shifts tab.

|

51. Click the View All link to view all 14 days of the pay period.

| Wiews All |
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PS9HRTRN:s0

PSSHEWEBDEV11  RcB
Favorites * Main Menu > LSUHSCProcesses » Timeand Labor » Use » Assign Work Schedule
 shift Details customize | Fing | View 7| 301 B First K 444014 B Lost i
shirt Time [ iEGAMgurabIE TolaE

Sched Shift has
Select Day |Workday ID Shift ID Off Shift  |In Time Zone 7 changing
elements
i 6:30:00  [7:00:0C 12.50| More ogb
2 Q Q B 6:30:00 |7:00:0C Q 12 50| More agh
3 @, Q, 6:30:00  [7:00:0C Q, 0.00 More agh
4 @, @ 6:30:00  [7:00:0C @ 0.00 More wgh F

]
3]
]
[+
[+]
3]
[#]
[
]
[+
E3]
3]
[+]
3]

sl B[ @&
s & &
i R &
] I
o[ R A&
o e[l
£ - T .
- I

£}
&
8
2
=
2
2

[ @& 1250 More o
[T 12.50) More gt
[ 12,50/ More wgb
[ @& 0.00 Hore o
[ @ 0.00 More HE
[ 12,50/ More wgh
[ & 12,50/ Wore agh
[ 0.00 More wgh
B @& [ @ [ @& 0.00 ore o
] w R [ [ & 0.00 More LT

[# setectan [0 pesetectan B2 copy B Paste & Clear shifts

Days in Schedule: i

(]
oK Cancel | Apply 2 Refresh

Definition | Schedule Shifts

OoEED @O
5| & ®| @ @] &
al 3188 g &
SIEREREEIN
EEERENEI R
HIRRIERIE
sl g/lsl 8| 8 &
= (N V)

00O 0Eoenoonn
»
=
2
=

=l
£}
&
8
2
=
2
2

=
&
o
&
2
&
o
&
2

] v
itAction_wind(d *SCH_DEFN_DTL Shvi ) € Local intranet | Protected Mode: Off 5 v H100% v |

[

Step Action

52. Click the Select All link.
¥ Select Al

53. Click the Clear Shifts link.
;éf')_ Clear Shifts

54, C|ICk the Deselect All link.
| Deselect All
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Sched Shift has
Select Day |Workday ID Shift ID Off Shift |in Time Zone e [More changing
elements

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favosites | Main Menu > LSUHSC Processes » TmeandLabor > Use > Assign Work Schedule

 shift Details Customize | Find i o s 9
shitt Time [ iEGAMgurabIE TolaE

00/ More gt
!70 000 Hore o
[ & 0.00/ Wore agh
[ 0.00 More wgh
[ @& 000 Hore o
[ & 0.00/ More ogh
[ 0.00 More wgb
[ @& 000 Hore o
[ & 0.00/ Wore agh
[ 0.00 More wgh
[ @& [ oo more 5t
[ 0.00 More wgh
[ @& 000 Hore o
[ & 0.00/ More ogh

1 '7()
2 e 0,
3 R @&
al R [
C| I I
s[ & [ @
7 R &
e[ [ @
s R @&
o & [ &
£ - T I
= @& [ &
S| I
] -

OooooEoEELEEEEE
[ 2 3 3 S R R R S S )

WTWWWWW
WWWWWWW

Working with Shift Details

¥ seiectan [ peselectan [ copy [ paste & clearshits
Days in Schedule: 14

[iY ) instructions

oK Cancel Apply £ Refresh |
[ I ] '
€ Local intranet | Protected Mode: Off 5 v R100% ~
Step Action
55. You will enter the Start Time in the In column and the End Time in the Out column.
Enter the desired information into the In field. Enter "3p".
56. Enter the desired information into the Out field. Enter "11:30p".
57. Click the Select Day 1 option.
]
58. Click the Copy link.
=T 00T |
59. Enter the number of times you wish the system to repeat copying the selected
information onto the Shift Details panel.
Enter the desired information into the Paste Repetitions field. Enter "4".
60. Select the day of the pay period you want the system to begin copying the
information.
Click the Select Day 2 option.
[
61. Click the Paste link.
@ Paste
62. Enter the desired information into the Repeat field. Enter "5".
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Step Action

63. Click the Select Day 8 option.
]

64. Click the Paste link.

@ Paste

PS9HRTRNG:s0
PSSHEWEBDEV11 RCE
Favorites | Main Menu > LSUHSCProcesses » Timeand Labor > Use > Assign Work Schedule

 shift Details # st Bl g orea B oot 9
shift Time | Configurable Toiais

Shift has
Select Day |Workday ID Shift ID Off Shift i changing
elements

7] [ 300000 [11:30:C [ 8.50| ore agh (+]
] 2 O, !704 [ [zo000 [11:30:¢ ]70 8.50 More 3]
0 3 @ [ e O [moowd [3oc [ @ .50/ More [+]
a] 4 & [ @ @ [poooo [113ef [ @ 850/ More [+ B
] s| B[ @& B [poowo [1300 [ @& 8.50 Wore [+]
il o[ [ @& @ [ ][ ][ =& 00] ore ofb ]
al 7 R a8 [ & 0.00] More 2t [+
0 g @ [ @& [ [3oowo [11300 [ @ Wore [+]
0 o[ A [ @ O [o000 [11300 [ @ WMore [+]
lal o @& [ @ [ [zoo00 [1130c [ @ More [#]
0 u[ @ [ @ O [poooo [11300 [ @ Hore [+] |
Bl @[ @& [ [oooo [ag [ Hore E3] [
0 @ & @ m [ - More ugh [#]
] u[ @[ mom [ [ ][ & 0,00/ More ot [+

\Working with Shift Details

¥ selectl < Deselect All % Copy @ Paste _0_ Clear Shifts
Days in Schedule: 14 Copy Buffer StartDay: 1
*Paste Repefitions: 5 Copy Buffer End Day: 1

(]
OK Cancel Apply % Refresh i

] +
€ Local intranet | Protected Mode: Off G v ®10% ~

<[

Step Action

65. NOTE: You must designate which days the employee will be off shift. Do not use
the checkboxes in the Off Shift column for this designation.

Enter the desired information into the Day 6 field. Enter "OFF".

66. Repeat the previous step for Day 7, 13 and 14.
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Favosites | Main Menu > LSUHSC Processes » Time and

Shift Details
| shift Time |[JiConfigurable Totae

’J’Ty (Workday 1D Shift ID
i Rl @&
E] I N I Y

3 R &
al R [
C| I I
6 @, [oFF @
7 @, [oFF @
[ [ @
s R @&
o @& [ &
51| I < I
- - - ¥
13 A oFe Q,
] 1“4 @ ok @

(5 ) ) T T
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Labor > Use > Assign Work Schedule

Customiz: First Kl 4.4 or 14 B Lot

elements
0 [3ooo0 [1130c [ @& 50 More HE [+]
O [zovoo [ir3oc [ @ 850 Hore #
O [zoo00 [1130 [ @ 850 Wore [+]
[ [moooo 11300 [ @ 8.50/ More [ 7
O [zovoo [1r30c [ @ 850 lore +]
0.00 More [+]
0.00 More (#]
O [zovoo [iraod [ @ 50/ More #
O [zoo00 [1130 [ @ 50 More [+]
[ [moooo 11300 [ @ 8.50/ More [
0 [eoood [rac | @ 850 ore # 1
0.00 More [+
a0 @ 0.00] More agh (4]

Working with Shift Details

¥ selecial [ Deselectal B Copy B Paste & Clear shifts
Days in Schedule: 14 Copy Buffer StartDay: 1
*Paste Repetitions: 5 ‘Copy Buffer End Day: 1

[i] » instructions

oK Cancel | Apply

i Refresh

<

m ] '

G Local intranet | Protected Mode: Off v B10% v

Step

Action

67.

Click the Apply button to apply the changes made in the Shift Details panel.

NOTE: The Apply button must be clicked before the OK button so that changes

made to the panel will

Apply |

apply.

68.

Click the OK button.
OK

69.

@ Save

Click the Save button to save the schedule changes.

70.

This completes Assign

End of Procedure.

or Create Work Schedules.
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Manage Work Schedules

Procedure

In this topic you will learn how to Manage Work Schedules.

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Personalize S€arch Menu:

{3 Manager Self Service

&3 Time and Labor 4
(3 Set Up HRMS

3 Reporting Tools

&3 peopleTools 4
(3 LSUHSC Processes

[E] My Personalizations

@ Local intranet | Protected Mode: Off a v W100% v

Step Action
2. Point to the LSUHSC Processes menu.
3. Point to the Time and Labor menu.
4. Point to the Use menu.
5. Click the Manage Schedules link.
| =] Manage Schedules
6. In this exercise two employees will trade shifts on Monday, 05/14/12.
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB Home | AdditoFavortes |  Sian out
Favgrites | Main Menu > LSUHSC Processes » Timeand Labor > Use > Manage Schedules
MNew Window | Help | Customize Page | =
Date Range Schedules
lDescripon ~~~~ |vawe |
Time Reporter Group [ &
Empl ID [ &
Empl Record [ &
LastName [ |
First Name [ & 1
Business Unit &
Job Code [ &
Jab Description [ &
Department [ &
Supenvisor ID [ e
Reporis To Position Number '704
Location Code [ =& T
Company |
North American Paygroup [ e
Glabal Payrall Paygroup [ &
Workgroup &
Taskgroup [ &
Position Number [ &
Clear Selection Criteria | Save Selection Criteria CetEmplojees |
<7 il ’
Done @ Local intranet | Protected Mode: Off Fh v W10% v

Step Action

7. Enter the desired information into the Department Number field.
Enter "EL2036320".

NOTE: Managing Schedules will only be used to change work days and/or times
for one (1) pay period. If changes effect more than one pay period, a new personal
schedule will need to be created in Assign Work Schedules.

8. Click the Get Employees button.
Get Employees
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PS9HRTRN:s
PSSHEWEBDEV11  RcB Home | Addto Favorites |  Sign out
Favgrites | Main Menu > LSUHSC Processes > Time and Labor > Use > Manage Schedules

Date Range Schedules L

» Employee Selection Criteria

Date and Schedule Selection

Start Date:  04/30/2012 End Date: 051312012

Previgus Date Range IMext Date Range

Tuesday
05101/2012

2.5 Hours 8.5 Hours £.5 Hours 2.5 Hours 2.5 Hours 0 Hours 14
85,00 (520 AM-300 PM |8:30 AM-300 P (8:30 AM-3:00 PM  6:30 A-3.00 PM | B:30 AM-Z00 PM  |12:00 AM-12:00 AW |*

1|John Doesis b 0

0 Hours 0 Hours 0 Hours 0 Hours 0 Hours 0 Hours L
2| John Doe — 0| 000 [B30AMTO0PM (630 AMTO0 PI 1200 AN-1200 AM | 1200 AM-1Z00 AM B30 AMT-00 PM (630 AMT.00 PM ¢
0 Hours 0 Hours 12.5 Hours 125 Hours 0 Hours 0 Hours f
3| John Doe PP 0l 75.00 6:30 FM-T:00 AM | 7:00 AM-12:00 AM  6:20 PM-7:00 AM 6:30 FM-7:00 AM 7:00 AM-12:00 AM | 12:00 AM-12:00 AM  ~
= =
0 Hours 0 Hours 12.5 Hours 12.5 Hours 12.5 Hours 0 Hours f
4| John Doe PPy 0 8750 ©6:30 FM-T:00 AM | 7:00 AM-12:00 AM | 6:20 PM-7:00 AM 6:30 FM-7:00 AM ©6:30 FM-T:00 AM 700 AM-12:00 AM -
= = =
12 Hours 0 Hours 12.5 Hours 0 Hours 0 Hours 12.5 Hours -
5| John Doe oy 0l 87.00 7:00 AM-T:00 FM | 8:20 AM-T:00 PM €:30 AM-7:00 FM 6:30 AM-7:00 FM 6:30 AM-T:00 FM 6:30 AM-7:00 PM €
12.5 Hours 12.5 Hours 0 Hours 0 Hours 0 Hours 0 Hours -
6 John Doe. anubed 0 8750 6:30 FM-T:00 AM |6:20 FM-T:00 AM €:30 FM-7:00 AM 6:30 FM-7:00 AM ©6:30 FM-T:00 AM 6:30 FM-7:00 AM €
= =
12.5 Hours 0 Hours 0 Hours 125 Hours 12.5 Hours 125 Hours «
- NP a nzen (6:30 AM-7:00 PM [12:00 AM-12:00 AM |12:00 AM-12:00 AM | 6:30 AM-7:00 PM 6:20 AM-T:00 PM 6:30 AM-7:00 PM T

« D ’
G Local intranet | Protected Mode: Off v B10% v

Step Action

9. The schedule for the current pay period of 04/30/12 - 05/13/12 displays.

Click the Next Date Range link.
Mext Date Range

10. The employee's schedule for the week of 05/14/12 - 05/27/12 displays. Additional
employee information displays to the right of the schedule data.

Click the Right button of the scrollbar to view additional information.

11. Click the Left button of the scrollbar to return to the original view.

[]

12. In this exercise, the employee on line 4 will swap off days with the employee on
Line 6. The line 4 employee will work on Monday, 05/14/12 and be off Wednesday,
05/16/12. The line 6 employee will be off on Monday, 05/14/12 and work on
Wednesday, 05/16/12.

Click the 0 Hours link on 05/14/12 for the line 4 employee.

0 Hours
5:30 PM-7:00 AM
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Manage Schedules

Home | AddtoFavortes |  Sign out

Mew Window | Help | Customize Page | =

Schedule Detail for 05/14/2012

John Doejiges Employee ID:

JobTitle: RN 3 Employment Record 0
MNumber:

@ | Instructions

Refresh Schedule

*Schedule Type: | Punch

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

Primary Schedule

6:30:00F  [7:00:00¢ @, 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

=7 Wotify 5
Done € Local intranet | Protected Mode: Off fa v R100% v

Step Action

13. The employee will work a regular shift rather than being off on Monday, so the
Schedule Detail line needs to be modified to reflect the change.
Click the Delete row button.

E
14. Click the OK button.
0]08
15. Click the Refresh Schedule button.
Refresh Schedule

16. Enter the desired information into the In field. Enter "6:30p".

17. Enter the desired information into the Out field. Enter "7:00a".

18. Click the Save button.

Save

19. Line 4 of the employee's schedule now reflects he will work a 12.5 hour shift on
Monday, 05/14/12 instead of being off.
You must now change the line 6 employee's schedule to reflect he will be off on
Monday, 05/14/12.

20. Click the 12.5 Hours link for the line 4 employee on Wednesday, 05/16/12.

12.5 Hours
5:30 PM-7:00 AM
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Step Action

21. Click the Look up Shift ID button.
OJ
22. Click the Down button of the scrollbar.
23. Click the OFF link.
24, Click the Save button.
Save
25. The line 4 employee's schedule now reflects that he will be off on Wednesday,
05/16/12.

Repeat steps 12 through 24 for the line 6 employee to reflect he will be off on
Monday, 05/14/12 and will work a 12.5 shift on Wednesday, 05/16/12.

26. The schedule for the pay period 05/14/12 through 05/27/12 now reflects all needed
changes.
217. This completes Manage Work Schedules.

End of Procedure.
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Managing the Employee Timesheet

Add Punches

Procedure

In this topic you will learn how to Add Punches.

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Personalize Search Menu:

3 Manager Self Service

&3 Time and Labor 4
(3 Set Up HRMS

3 Reporting Tools

&3 peopleTools 4
(3 LSUHSC Processes

[E] My Personalizations

@ Local intranet | Protected Mode: Off a v W100% v

Step Action

2. Point to the LSUHSC Processes menu.

Point to the Time and Labor menu.

Point to the Use menu.

S e

Click the Timesheet menu.
| || Timesheet

Page 39



Training Guide

Time and Labor 9.1 Time Keeper Payroll - HCSD Q LSUHealth

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

New Window | Help |

Timesheet

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

Maximum number of rows to return (up to 300y 300

Empl ID: beginswith ~| |
Red#: = -
Date: = - E
Name: beginswith ~| |
Location SetID: beginswith ~ | |3,
Location Code: beginswitn ~| |3

Classinde: = -
FIP Time: - - .
setiD: beginswin ~ [SHARE  [&,
Department  beginswith ~| |4

Status: = - Adive -
[l case Sensitive

search | Clear |gasic Searcn [P Save Searcn Citeria

0l m ] v

Done @ Local intranet | Protected Mode: Off v B10% v

Step

Action

Enter the desired information into the Empl ID field. Enter "7 - digit Employee ID
Number™.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

New Window | Help | B

Timesheet

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

Maximum number of rows to return (up to 300y 300

Empl ID: beginswith + [l |
Rod#: - - — ]
Date: = - E
Name: beginswith ~| |
Location SetID: beginswith ~ | |3,
Location Code: beginswitn ~| |3

Classinde: = -

FIP Time: = - -

SetiD: begins with ~ [SHARE @

Department:  begins with + @,

Status: = + Adive -

[T case Sensitive

search | Clear |gasic Searcn [P Save Searcn Citeria

<[ m ] ’
Done € Local intranet | Protected Mode: Off v ®mI0% ~

Step Action

7. Click the Search button to display the employee's current timesheet.

Search I
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PSOHRTRN:s
PSSHEWEBDEV11  Rce
Favosites | Main Menu > LSUHSC Processes » Tmeand Labor > Use > Timesheet
Bsave) Date: 04125/2012 [ (2 Ratresn | == Previous Period Next Period >
[+ Punchana Elspseatime Detar | :

Date Day | Xfer In out TRC Hours Cumu  Skipfake ::?n': :ﬂ:” verle [Department jCosnent
| =] foanenz (wen | @ [ [ [ & - - - [ [ @
| = foanmmz e | B [ [\ @ ] - - - [ @, | a, -
®| = foanerz (wea | B [ | [\ @ ] - - - [ @, || a,
®| = foanernz o | B [\ @ ] - - - [ @, || a,
| = |oar20m2 |Fri I 1 - Y - - - [ @, || a,
| =] |oar21m2 |sat I 1 - Y - - - [ @, || a,
®| = foazzrnz (sn | B [ | [\ @ ] - - - [ @, || a,
®| = foarzanz (won | B [ |\ @ ] - - - [ @, || a,
®| = fodrzanz e | B [ [\ @ ] - - - [ @, || a,
®| = foarzsmz (wea | B [ | [\ @ ] - - - [ @, || a,
®| = foaerz u | B [ [\ @& ] - - - [ @, | a,
#| = |oarrnz |Fi B e & ] - - - [ @, || a,
[#]| [=] [o4r2812 |sat s = = Y - - - [ @, || a, 4
#| = foaoriz |sun | B [ [ B[ @ | - - - [ @, || a,

Beoave)

o i ] '

|Total week1 |

|o4rter12  [mon 630am  [7o0PM |

Done

€ Local intranet | Protected Mode: Off G-

Action

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

In and Out punches are imported to the timesheet from the TTE system, so you will

not be required to input regular time data into the system. The information displayed
in the timesheet is governed by the employee's Pay Rule, which is programmed into
the system.

It is your role to identify any Exceptions to the timesheet and amend them
accordingly. Known Exceptions to a timesheet include, but are not limited to, the
following:

» Missed Punches;

* TRC - including On Call and Leave;
 In Charge; and/or

» Transfers.

10.

Anytime you enter information onto the timesheet, it is considered a manual edit or
change to the timesheet. To enter data onto the timesheet, simply click on the
appropriate field and type the information directly into the cell.

NOTE: You can view the employee’s schedule in the Schedules section on the
bottom right of the page.

11.

In this exercise, you will enter all time data onto the timesheet. Generally, punches
will be imported from the TTE system. 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.
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PS9HRTRN:s0
PSOHEWEBDEV11 Res

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

Bsave) Dates 042512012 [ (2 Rehesh ) <= Previous Period Mext Period ==

[+ Punchanaeapseatme etan | 3
Date Day | Xfer In Out TRC Hours Camy  swipTake ::3: 2::'“ e e [popartment e

#| = foaneriz (won | = [ [ B[ @ | - - - [ @, || a,
F| = foanmmz e | T B[ @ ] - - - [ @, || a, -
| = foanerz (wea | T [ [ [®[ @ | - - - [ @, || a,
| = foangrnz o | T B[ @ ] - - - [ @, || a,
[#| = |oar20m2 |Fri B e & ] - - - [ @, || a,
[#| [ [oa21m12 |sat B e & ] - - - [ @, || a,
[#]| [=] |o4iz2r12  |suUn N = = Y - - - [ [ @
) = foazanz wen | @ [ [ [ @& - - - [ [ @
| = foaariz e | B ] w @ ] - - - [ [ @,
) =] foazsnz wed | @ [ [ [\ & - - - [ [ @
| = foaeriz |Thu | B ] m @ ] - - - [ [ @,
[#| =] |oaz7nz |Fri 1 - - - - [ [ @,
[#]| [=] |oar8r12 |sat 1 - - - - [ [ @, L
[#]| [=] |o4i29112  |SUn N = = Y - - - [ [ @

Bsave)

Date Day

|0arteriz  [won [e:30am  [7:00PM
[ m ] '
Done € Local intranet | Protected Mode: Off 5 ov H100% v

Step Action

12. Enter the desired information into the Mon In field. Enter "6:28a".

NOTE: When entering punch information using Regular Time, you

must designate AM or PM. In this exercise, you will **a’ to designate AM and "'p"'
to designate PM. When entering regular time, the system will automatically
default to AM unless specified.

NOTE: Military Time can also be used instead of regular time.

13. Enter the desired information into the Mon Out field. Enter "6:56p".

14. 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 (AM) time. If the time has a
preceding 1 or 2 (i.e. 1500 or 2300), it indicates night (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 notated using
all four digits.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Home | AddtoFavorites |  Sign out

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

Date:|04125(2012 |8 (2 Retresh | << Previous Period Next Period >>

|~ Punch and Elapsed Time Detail

Pate e out 3 Hours  1otive z‘:l"‘h InChrg  NoPay |Overtime Transfer Code
(=] |04r1612  Mon N . - = - [ Q[ Q,
=) Joarn7mz |Tue (| 1=} - - - - [ @, | a, =
(=] |oanterz  |wea I s & ] - - - [ o a,
=] joartorz | Thu I s & ] - - - [ o a,
=] |oarzon2 |Fri I s & ] - - - [ o a,
=] |oaizim2 |sat I s & ] - - - [ o a,
[=] |oaizzn2 |sun (| 1=} - - - - [ @, || a, |
[=] |oaizan2  |Man (| 1=} - - - - [ @, || a, 1
=] |oaizarz |Tue I s & ] - - - [ o a,
(=] |oaizsi12  |wea I s & ] - - - [ o a,
[=] |oaizér12 | Thu I s & ] - - - [ o || @,
(=] |oazznz |Fr 1Y = S - - - I Q[ a,
(=) o428z |sat (A 1 - N - - - [ Q[ a, L4
(=] |o4zor2  sun 1Y = S - - - I Q[ a,
v Time Admin Status
Last Update Estiestcha oy 1
042412 12:58-46PM [07H 112011 [v |

|+ Payable Totals
IRC

Tot Hours Quantity Department Status Reason Date Day StartTime EndTime

|Total week1 | 000 | ] [ [ [ [ | [oaner2  won [p30aM  |7o0PM |
< i ] '

€ Local intranet | Protected Mode: Off v B0k v

Step

Action

15.

Enter the desired information into the Tue field. Enter "0644".

16.

Enter the desired information into the Tue field. Enter "1854".

17.

Enter time for Friday and Saturday, and Sunday, Wednesday and Thursday of the
next week.

PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavortes |  Sign out
Favgjites | Main Menu > LSUMSCProcesses > TimeandLabor > Use > Timesheet

Date: 04125/2012 [ (2 Ratresn | == Previous Period Next Period > |

[+ Punchan Eapsea time Dotat |
Date Day | Xfer In out TRC Hours |Cumu  SKipTake mﬁ ﬁ;:’"" Qvarride
[=] |oart612  |Mon (6:28a [esep (B[ @ | - - - [ a a,
=) Joarn7mz |Tue (o6aa [[1esa [[E[ @ | - - - [ a a, =
(=] |oanterz  |wea I s & ] - - - [ o a,
=] joartorz | Thu I s & ] - - - [ o a,
=] |oarzon2 |Fri (oeaz [[18as [ @ | - - - [ a a,
=] |oaizim2 |sat (o627 [1s01 [ @ | - - - [ a a,
[=] |oaiz2n2 |sun os30  |[[1e40 [[E|[ @ | - - - [ a a, |
(=] |o4rz312  |mon 1Y = S - - - [ @, || @, 1
(=] |oarzanz |Tue 1Y = S - - - I Q[ a,
(=] |oai2512 | wed 632a [esep B[ @ - - - I & | a,
#]| =) joararz Thu | [ [620a |e53p |[E [ @ - - - [ o, a,
(=] |oazznz |Fr 1Y = S - - - [ Q[ a,
(=) o428z |sat (A 1 - N - - - [ Q[ a, L4
(=] |o4zor2 sun 1Y = S - - - I Q[ a,
v Time Admin Status
04/24112 12:58:16PM |;7111f2011 i\ |
[+ payabie Totais | [+ payabie etan |
TRC TotHours | Date Day TRC  GQuantity Department Status  Reason Date Day
|Total Week 1 000| | [ ] [ [ [ [ | lo4ner2  Mon 30AM  [7o0PM | i
<[ i ] v
€ Local intranet | Protected Mode: Off v B0k v
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Step Action

18. In this exercise, you did not Save your changes to the timesheet until all data was
input onto the timesheet. 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.

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

20. 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.

21. 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.

22, The 6-Minute Rounding Rule (continued)

For example, on Mon, 04/16/12, the employee is scheduled to work from 6:30AM
until 7:00PM. The employee clocked In at 6:28AM and clocked Out at 6:56PM. 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 6:30AM and End time of 7:00PM and display the
"rounded" time on the timesheet.
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Step

Action

23.

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.

24.

The Tenth-Hour Rounding Rule (continued)

For example, on Tue, 04/17/12, the employee is scheduled to work from 6:30AM
until 7:00PM. The employee clocked In at 6:44AM 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.

25.

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.

26.

After time admin has run, any leave taken during the pay period will display in the
TL Leave Data box in the Timesheet Balance column. In this example, no leave was
taken so the Timesheet Balance column is blank.

217.

Rounding changes are displayed in the Payable Time section. The Payable Total for
Week 1 is 56.10 and 23.90 for Week 2. The Total Period Hours are 80.00.

NOTE: The Cumulative column total in the timesheet is 79.72. The Cumulative
total does not reflect rounding changes and will remain unchanged when Time
Admin is run.

28.

The TRC options displayed are defined as follows:

CER - Certified Pay

DP1 - Department/Critical
RGB - Regular Bi-Weekly
SH2 - Shift 2 Differential
WKN - Weekend Differential
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Step Action

29. 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.

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.

30. This completes Add Punches.
End of Procedure.
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Correct and Delete Time

Procedure

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

PS9HRTRN:s0

PSOHEWEBDEV11  RcB Home | AddioFavortes |  Sign out
Favojites | Main Menu > LSUMSCProcesses > TimeandLabor > Use > Timesheet

CLoe Date: 042572012 |12 revesn ) =< Previous Period  NextPeriod == |
[+ punch and Eapsea time ottt |
e o swio ok | e [ St ok Ot aoprment  Conmen

[#] (=] 0art612 (mon | [ [6:28am | |[6:56PM | |[ofil 1196 11.96 - - - [ @ | @ N
[#]| =] |oar72 [Tue | [ [[e:adam | |[fe:54Pm | |[c50 B | 47.12 - - - [ @ | @,

[F S oansnz (wea | T [ (8 @& - - - 1 Q| a,

| Hoannz mu |3 10 I8 & | - - - [ @ | Y

[#] | [=) |oarzon2 |Fi | [ [[e:42am | |[e:46Pm | |[GE 1155| 5867 - - - [ @ | @, =
B2 || N (o .

[+ (=) oarz112 |sat | [ ([e27am | |[301PM | |[GE 8.06| 66.73 - - - [ @ | @,

[#] (=) |oarzz112 |sun | [ ([6:30am | |7-40Pm | |[CE 1266| 7939 - - - [ @ | @,

[# = oaanz won | T [ 1| I8 @& | - - - [ a, | Y (4
[# = oz [ree |3 1| I8 & | - - - [ @ | Y

[#] (=) |oarzs12 |wed | [ ([6:32am | |[e:58P0 | ([0 1193| 9132 - - - [ @ | @,

[+]| =] oarernz [Thu | [ |[620am | [553PM (5 11.90| 103.22 - - - [ @ Y

| Hoaraz Fi (3 1 s @& - - - [ @ | Y

[ = joamanz [sat |3 | |8 @& - - - [ @ | Y

El I T ] [~ [ A A

Bsovel
Last Update EarliestCha o o
View all | &) 2

‘E Mm Department | Status Date Day  StartTime End Time ; T
Done €& Local intranet | Protected Mode: Off v 0% v

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 6:56PM to 7:05PM.

Enter the desired information into the Mon field. Enter "7:05p".

2. Click the Save button to save the manual edit made to the timesheet.
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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 Lsuteaith

PS9HRTRN:s0
PSOHEWEBDEV11  RcB Home | AddioFavortes |  Sign out
Favojites | Main Menu > LSUMSCProcesses > TimeandLabor > Use > Timesheet
WED Date: 0412512012 |53 (2 hetiesn | =< Previous Period  Dext Period =» |
[+ punch and Eapsea time ottt | 1EE T s
me lonenOn e e G e M e Sve b come
(=] 0ar6/12 |Mon |e:28am |[7:05PM | (oGl 11.96| 11.96 - - - [ @ @, M
(=1 j0ar7112 |Tue [:a4am [6:54P0 | ([0 BEE| 47.12 - - - [ a, | Y
[#=joansnz wea | T [ 1| I8 @& | - - - [ Q| Y
| Hoannz mu |3 10 I8 & | - - - [ Q| Y
(=] 0arz0112 |Fri [:a2am [6:a5Pm | ([0 1155| 5867 - - - [ @ | Y =
B2 || N (o . |-
|[#]] =] [oaminz |sat [62zan | 30tew [ 8.06| 66.73 - - - [ a, | Y
(=] |oarz2112 |sun 6:30aM | |[7-40Pm | |[(H 1266 7939 - - - [ @ | Y
[# = oaanz won | T [ 1| I8 @& | - - - [ Q| Y L
[# = oz [ree |3 1| I8 & | - - - [ Q| Y
(=] |oarzs12 (Wed (3221 [6:58PM | ([0 1193 9132 - - - [ @ | @,
(=] |0arz612 |Thu (2041 [6:53PM | |[c 1190| 103.22 - - - [ @ | @,
| Hoazrz ri (@ [ |8 & | - - - [ @ | Q,
(==l joamenz [sat (= [ 8] @& | - - - [ @ | Q,
(==l joaanz sun |3 [ [ 8] @& | - - - [ @ | Q,
Bsovel
v Time Admin Status
Last Update Eariest Cha oy 74y
04125112 12:42:02PM |074maf2mz v |
View all | &) 2
Date Day TRC Quantity |Department |Status Reason | |pate Day  StartTime EndTime -
I} v
€ Local intranet | Protected Mode: Off v B0k v

Step Action

4. For Tuesday, 04/17/12 the timesheet shows the employee worked 35.16 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 04/18/2012 (grey highlight).
Click the Close button.
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Favorites | Main Menu > LSUHSC Processes » Time and Labor > Use > Timesheet

Bosve Date: 0412572012 [ (2 hetiesn | << Previous Period Mext Period >
Date Day | xfer In out TRC Hours  CUMY ;i":."k" I“:'l;'ﬁ z:::” m:{]‘:: Los rm e

[#]| (=) |o4n6rz |mon | ] [e:zeam ||[7:05Pm [ 1196 11.96 - - - [ | @, M
#] (=) o472 Tue | [ [6:44am | [654PM [ 858 4712 - - - [ [ a,
| = foansnz (wea | B [ [ B @& | - - - [ @, | a,
| = foanerz (e | B [ [ B @& ] - - - [ @, | a,
[#]| =] |o4izonz |Fri O [e:42am | [6asPn (5 1155 5867 - - - [ @ | @ =
ol S e e o | ——
[#]| =] |o42112 |sat O ([ez7an | [30tPu (& 806 6673 - - - [ [ @,
[#]| (=) |o4z2r12 |sun | ] [6:308m | |[7a0Pm [ 1266 7939 - - - [ [ @,
| = fosmanz |won | B [ [ B @& | - - - [ @, | @, (4
®| = foszanz (e | B [ [ B @& | - - - [ @, | a,
[#]| (=] |oarzsr2 |wea | [ [6:32am | [e58Pu [ 1193 9132 - - - [ , | @
[#]| =] |o4izerz Thu | [ |6:20AM | [&:53PM | |5 11.90| 103.22 - - - [ [ @,
EEIZZICE N e T~ [ a
[#]| [=] |o4r28112 |sat A 1 = 9 - - - [ @, | @
BEIZZCE ] e e T~ [ a

Boave
Last Update EstiestCha oy 1y
04i25112 12:42:02PM [04i0612012 [v |

o ——— Viewall | ) = [ EJ y1u0r20 D [Lmst

Date Day TRC Quantity |Department | Status Reason Date Day  StartTime |End Time 4

€ Local intranet | Protected Mode: Off v B0% v

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 2 button.

[+

Enter the desired information into the Tue field. Enter "6:44a".

Enter the desired information into the Tue field. Enter "6:54p".

Click the Clear Balance Button button to delete the original row.

(=
10. Click the Save button.
11. There is also a double-punch for Fri, 04/20/12. 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 Clear Balance Button button.
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Step Action

13. Click the Save button.
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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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.
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 Lsuteaith

PS9HRTRN:s0

PSOHEWEBDEV11  Rce orfes | Sin out
Favgjites | Main Menu > LSUMSCProcesses > TimeandLabor > Use > Timesheet

Date: 04/16/2012 |[5] (& Rafresn | == Previous Period Next Period == W
> Punch and Elapsed Time Detail
Cu SkipiTake Hazard! Callback/ Override Comment
Date Day | Xfer In out TRC Hours U R el e e B

(=] |o4reH2  |Mon 5:28AM |[7:05PM | |[(H) 1241 1241 - - - [ Y @ | Il

[=] |oan7nz |Tue 6440 |[5:54PM | |[(E) 1166 2397 - - - [ a | @,

[=] |oamsHz |wed ] @, - - - [ o a,

[=] |o4romz |Thu ] @, - - - [ o a,

[=] |o4rz012 |Fri 64240 |[5:a5P | |[(E 1155 3532 - - - [ | @, A

[=] |odrz1m12 |sat 6:27AM  |[3:01PM | |[(E 206 4338 - - - I @ | @, 1

[=] |oarzer2 |sun 6:30aM  |[7:40PM | |[(E 1266 56.04 - - - I @ | @,

[=] |o4sz3r12 | Mon ] @, - - - [ o a,

=] |oaizarz |Tue ] @ - - - [ o a,

[=] |odrzs12 | wed 63240 |[5:58PM | |[(E 1193 67.97 - - - [ | @, '

[=] |oaizer1z |Thu 6:20aM |[6:53P0 (50 1190 79.87 - - - [ [ @

(=] |oazznz |Fr e @ - - - [ Q[ a,

(=] |oaiz8n2 |sat e @ - - - [ Q[ a,

(=] |o4zor2 sun e @ - - - [ Q[ a,

v Time Admin Status

Last Update EarliestCha b oo

Dt
[View Al | &5 [ 5 tusorzs Diast [+ schedules

Ll Date Day TRC Quantity  Department Beason Date Day  Start Time

|cer | 8000| [04i6M2 [Mon [CER | 1200 |Estimated | | [oaner2  won [F30aM  |700PM

Imo1 " ennnl lnamzns uan mpi | anon =" I | lnamzis Tun lesnan lvanon | 22
[ I ] v
Done € Local intranet | Protected Mode: Off v Rm100% ~

Action

Click the button to the right of the Skip/TakeMeal field.

M
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PS9HRTRN:s0

PSOHEWEBDEV11  Rce
Favojites | Main Menu > LSUMSCProcesses > Timeand Labor > Use > Timesheet

Bsave) Date: 04/16/2012 | (2 Ratresn | << Previous Period  Mext Period > T
> Punch and Elapsed Time Detail
Date Day | Xfer In out TRC  Hours Camy  SkiTake ::?n': :ﬂ:” vorle [Department =

[+]| (=] |o46H2 |Mon [ 28 ||[7:05PM (5] 1241 1244 - - - \ Q| Q i

[#]| =] (04712 |Tue ) ([6:4amm | [o:5aPu (50 1166 2377 o7 - - [ a | @

®| = foanenz (wea | B | [ @ @ ] it‘LD - - [ @ |l )

[#| =] |oaronz |Thu | B ] @ TAKE - - [ a @,

[#| =] |oaszonz |Fri ) ([6:azem | [erasPy [0 1155 38532 - - - [ | @ 1

[#| =] |oazi1z |sat ) [ezzem | [301Pu (i 8.06| 4338 - - - [ | @ 1

[#]| =] |o4rz21z |sun ) (6308 | [7:a0Pm [ 1266 56.04 - - - [ | @

[#] [=] |oarz312 |Mon B ] =Y - - - [ a @,

[+ [=] |oar2am12 |Tue B ] @ - - - [ a @,

[#]| (= |o4rzsm2 |wea | ] |[6:3zam | [e:sePm | ([ 11.93| 67.97 - - - [ | @ i

[#]| (=) |o4zerz |Thu | ] [6:zomm | [e:saPm | ([ 1190 79.87 - - - [ | @

[+ =] |oazznz |Fri ] e @ - - - [ @, | @,

[#]) [=] |oarzsnz |sat ] e @ - - - [ @, | @,

[+ =] |oazonz |sun | O e @ - - - [ @, | @,

EEX
Last Update EarliestCha b oo
. o 2
04i25112 12:42:02PM [04i0612012 [v |
Wiswdl| 1= [T E s 0rz0 I [t

TRC Date Day TRC  Quantity Department Status Date

|cer | 8000| [04i6M2 [Mon [CER | 1200 |Estimated | | [oaner2  won [F30aM  |700PM

Imo " ennnl [namens tan moa inon! =" I | lnamzis Tun lesnan lvanon | 22
Qi i ] D
Done €& Local intranet | Protected Mode: Off v B100% ~

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.

5. A Comment Code may be added to explain why the meal deduction(s) were
cancelled.

Click the Search Comment Code button.
X

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 Stafiing Shortage |

7. Click the Save button.

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 Skip Meal field.

[-]

Page 55



Training Guide

Time and Labor 9.1 Time Keeper Payroll - HCSD O LSUHealth

Step Action
9. Click the Blank list item from the drop-down list or highlight 1st and press the

Delete button.
[ ]

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

11. Click the Save button.

12. This completes Cancel and Restore a Meal Deduction.
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
Friday, April 20th and Saturday, April 21st.

PSOHEWEBDEVI1 RcB
Favorites | Main Menu > LSUHSCProcesses > Timeand Labor » Use > Timesheet

CE Date: 0412712012 ) & retes | <= Provious Period Nt Period == i

[+ Puncnanaeapseatme votan | ELT
Date Day | Xfer In Out TRC  Hours Cum  SwipTake ::3: 2::'“ et e [popartment =

#]| =] |o4neH2 Mon | [ |6:25AM | [7:05PM | (i) 1266 1266 15T ~ - - [ @, [sHORT @, =
]| (=] |oar7r2 |Tue | [ [6:2emm | 654N ([ 1200 2466 - - - [ [ @,
B e e T~ [ A =
BEIZE e e T~ [ A =
[#]| [=] |or20m2 |Fri O ([630an | [e37Pu (0 1161 3627 - - - [ | @ £
[#]| =] |o4i2112 |sat O |:25am |[s:28Pu [liH) 1155 47.82 - - - [ [ @,
[#]| [=] |o4r22112 |sun [Lan @ | 080 | 4862 [ @
[+ =] |o4iz2n2 (sun | [ (6:25AM | [E:14PM | ([ 1131 50.03 - - - [ [ @,
B e e ey T~ [ al  a U
| = fodanz (e | B | [ & @ ] - - - [ @, | @
[#| =] |oaszsHz |wed k1 @[ 790 6783 [ @,
[#]| (= |o4rzsmz |wea | ) [6:31am | [10:37am [ 410 7193 - - - [ | @,
[+ =] joazernz Thu | ] [e:24mm |[e:ssPu | (3 1201 8394 - - - [ a, | a
| = |oarzrnz |Fr i I 1Y .- S - - - [ @, || @,
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Step Action
2. The employee left early on Friday and Saturday. You will need to add another row

for Friday and Saturday to enter the Leave Time.

Click the Add a new row at row 5 button.

[+]

When a row is added, the system will highlight the row in yellow.

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.
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Step Action

5. Select the appropriate Leave Code from the list.

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

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 a hour. A tenth (10th) is equal to 6
minutes.

Enter the desired information into the Fri field. Enter "0.40".

7. Click the Add a new row at row 7 button.
+]

8. Click the TRC Search button.

[
9. Click the Leave - Sick BiWeekly Wage link.

|@ LEAVE - SICK BIWEEKLY WAGE
10. Enter the desired information into the Sat field. Enter "0.50".
11. Click the Save button.
12. 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.

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

14. Click the TRC Search button.
OJ
15. Click the LAN - Leave - Annual BWWage link.
| LAM LEAVE - ARMNUAL BV WAGE |
16. Click the TRC Search button.
17. Click the LAN - Leave - Annual BW Wage link.
| Lan LEAVE - ANNUAL BYYVWAGE |
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Step Action

18. Click the Save button.
19. NOTE: The total number of Annual Leave hours entered on the timesheet

displays in the Timesheet Balance column/Vacation row located in the TL Leave
Data section.

20. 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

1. In this exercise, you will enter Non-Paid Leave information for an employee for the
entire pay period. The employee will be on FMLA Leave beginning on 04/30/12 and
continuing through 05/13/12.

[ PssHRTRNL, e
PSOHEWEBDEVI1  Res
Favorites | Main Menu > LSUHSC Processes > Tmeand Labor > Use > Timesheet
Bsave) Date: 041202012 [ (2 Ratresn | == Previous Period Next Period > 0
[+ Punchana Elspseatime Detar |
we  bm [wewm on | [mc o (o St kool opinest Common
] (=) fo4momz won | B [ | (B[ & ] - - - [ Y] a
| = foswrz e | B [ B[ @ ] - - - [ a a, 1l
®| = foswzrnz (wea | B [ | [\ @ ] - - - [ a a,
@ = foswanz e | B [\ @ ] - - - [ a a,
#| [ |oswanz |Fn B I s & ] - - - [ a a,
[#]| [=] |osismz |sat B I s & ] - - - [ a a,
®| = foswerz [sun | B [ | [\ @ ] - - - [ a a,
®| = foswrmz (won | B [ [\ @ ] - - - [ a a, 5
F| = fosweriz e | B2 [ B[ @ ] - - - [ a | @,
| = foswerz (wea | B [ [ B[ @ | - - - [ @, || a,
F| = fosorz (e | B B @ ] - - - [ @, || a,
[+ [=] |osranz |Fr i I A = N - - - [ @, || a,
[#]) [=] |osr2nz |sat i I A = N - - - [ @, || @, L
#| = fosnzrnz s | B[ [ B[ @ ] - - - [ @, || a,
EEY
Last Update Estiestcha oy 1
04125112 12:42:02PM |04i06/2012 [v |
[+ payabie Totais | | 1
|Total Week 1 000| | [ ] [ [ [ [ | [o430M2  [Mon e30AM  [7o0PM |
'l‘.,l,.‘..,, - T Anal - Py . ,‘.M.. v | . -
€ Local intranet | Protected Mode: Off 5 ov H100% v

Step Action

2. 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 Look up TRC button for Monday.
)
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Step

Action

3.

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

JBT On-Job Training

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

Click the LFM - FMLA Leave - Hours Only link.
LFm FrLA LEAVE - HOLIRES QLY

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

Enter the desired information into the Hours field. Enter "12".

NOTE: On-Job Training, 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.

+]

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

&

a

In this example you will use the LW2 - LWOP Authorized option as the leave code.

Enter the desired information into the Time Reporting Code field. Enter "L".

Click the Look Up button.
Look Lip

10.

Click the LW2 - LWOP Authorized link.
L2 LwOP AUTHORIZED

11.

Enter the desired information into the Mon field. Enter "12".

12.

Enter the desired information into the Tue field. Enter "LFM".

13.

Enter the desired information into the Tue field. Enter "12".

14.

Click the Add a new row at row 3 button.

+]

15.

Enter the desired information into the Tue field. Enter "L\W2".

16.

Enter the desired information into the Tue field. Enter "12".
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Step Action

17. Repeat steps 12 thru 16 for the employee’s remaining scheduled work days of the
pay period.

[ PseRRTRNL, e e
PSOHEWEBDEVI1  Res
Favorites | Main Menu > LSUHSC Processes > Tmeand Labor > Use > Timesheet
SE Date: 041202012 [ (2 Ratresn | =< Previous Period  Mext Period == T
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EEIZZI I e e - \ A a

@ = foswanz e | B [ B[ @ ] - - - [ a a, A

[#]| [=] |osioanz |Fri 2 e e e 1200 - - - [ @, || @
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[#]| [=] |osismz |sat 2 (e @ (1200 - - - [ @, || Y
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®| = foswerz (e | B [ [\ @ ] - - - [ a a,

#]| =) |oswerz |wea | E [ [ [[BFm @ [1200 - - - [ @, || a,

[#]| (=] [osweri2 |wed | E [ [ [[E|wz @ [1200 - - ~ [ @, || a,

#| = fosrorz e | B [[BAm @ 1200 - - - [ @, || a,
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[+ [=] |osranz |Fr i I | = Y - - - [ @, || @,

[#]) [=] |osr2nz |sat i I | = Y - - - [ @, || a,
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Step Action

18. Click the Save button to save the manual edits made to the timesheet.

19. This completes Enter a Non-Pay Code.
End of Procedure.
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Enter No Pay

No Pay can only occur if the employee works a **crossover'* shift. If the employee is not
scheduled for a ""crossover™ shift, a No Pay instance cannot occur.

A crossover shift occurs when the employee is scheduled to begin work on one day and ends
work on the next day. For example, the employee is scheduled to work 6:30 PM until 7:00 AM
the next morning. The employee must be scheduled to begin work before Midnight (6:30 PM)
and to end work after Midnight (7:00 AM the next morning) for a No Pay instance to occur.
Enter No Pay - Scenario 1

Procedure

In this topic you will learn how to Enter No Pay - Scenario 1 on the Timesheet.

Step Action

1. Scenario 1
On Friday, 05/04/12, the employee was scheduled to work from 6:30 pm until 7:00
am the following morning.

Row 5

The employee clocked in at his scheduled time of 6:30 pm on Friday, but then
clocked out at 11:30 pm due to a family emergency for a total time worked of 4.50
hours.

NOTE: In this example a meal deduction was taken. If the employee had not
taken a lunch break, the meal deduction would need to be added back in.

2. Row 6
At 1:30 AM the employee clocked back into work and worked the remainder of his
shift for a total of 5.50 hours.

Situation

The system views row 5 and row 6 as two different shifts rather than as a
continuation of the scheduled shift. Row 5 and 6 must be linked so that the system
views them as one shift.

NOTE: A corresponding row must be added to designate whether the time will be
paid or unpaid.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favojites | Main Menu > LSUHSCProcesses > TimeandLabor > Use > Timesheet
Bsavel Date:[05/1312012 B (2 Retesn | <= Previous Period Next Period > 1
Date Day | Xfer In out TRC  Hours Camy  Skifake ::?n': :ﬂ:” Sverle [Department =
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[+]| (=] |osi05H2 |sat ] (13080 [7:008m (0 500 3351 - - - I @l Q,
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[#] (=] [osw07r2 mon | ] (zo0am | [e:5eam (5 493 44.97 - - - I Q| Q, 1
30— - - - [ a
[+]| (=] [oswer2 \wed | ] ([6:zsPm | [es7am (50 1203 57.00 - - - I @l Q,
[+]| (=] o502 |Thu | ] ([6:35Pm | [7:00am (50 1191 6891 - - - I @l Q
G| =] fosranz Fi ) | 1 | - - - I Q| Q.
L+]| (=) o5H2M2 | sat || - - - I @y [ Q. L4
[+]| (=] fos3n2 sn | O [ [ B @& - - - I Q| Q.
EEX
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|Total week1 | 000 | ] [ [ [ [ | 043012 won [p30PM  |7o0AM | |
< i, ] v
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Step Action
3. Click the Add a new row at row 5 button.

NOTE: The new row will be used to designate No Pay time.

L+

4, NOTE: The new row is highlighted in yellow.

Click the Xfer option on the new row to link the new row to row 5.

]

5. Click the Xfer option on the 3rd row to link the 3rd row to rows 1 and 2.
]
6. Move the Out punch to the In field on the new row.

Highlight the Friday Out punch.

7. Right click on the Friday Out field and then click the Cut list item.

NOTE: The Out field will remain blank once you cut the punch information.

8. Right-click in the In field on the new row.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Home | Addto Favere:

s |
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Date Day StertTime EndTime

Sign out

€ Local intranet | Protected Mode: Off -
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Action

Click the Paste list item.

NOTE: The Out field on the new row will remain blank.
Paste
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Home | AddtoFavorites |  Sign out

Date: 951372012 [ (2 Ratresn | << Previous Period  Mext Period >
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v

€ Local intranet | Protected Mode: Off v B0k v

Step

Action

10.

Click the button to the right of the CallBack/NoPay field on the new (grey) row.

-]

11.

Click the NOPAY list item.

PS9HRTRN:s0
PSOHEWEBDEV11 Res

Favorites - Main Menu > LSUHSC Processes > Time and Labor > Use > Timesheet
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€ Local intranet | Protected Mode: Off 4 v ®100% v
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Step Action
12. Click the Look up Comment Code button.
o
13. Click the RECHG - Time and Labor Record Change link.
|RECHG Time and Labar Recard Chanue!
14. Click the Save button.
15. The system displays phantom punches for the two blank Friday Out fields.
16. The Hours column displays 2.00 on the new row for the time the employee was
away from work, but the hours were not added to the Cumulative day total.
NOTE: You may also view daily totals in the Payable Details section at the bottom
of the page once the Time Administration (Time Admin) process has run.

PSOHEWEBDEV11  Res

Favorites  Main Menu > LSUHSC processes » Timeand Labor > Use > Timeshest
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Step Action
17. You must now add the corresponding row designating whether the No Pay time will

be paid or unpaid.
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PS9HRTRNsso
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Step Action
18. Click the Add a new row at row 5 button.
L+]

19. Enter the desired information into the TRC field. Enter "LAN".

20. Enter the desired information into the Hours field. Enter "2".

21. Click the Save button.

22, Row 1 now designates that 2 hours of Annual Leave was taken by the employee.
Cumulative hours = 12, which is the total number of hours the employee was
scheduled to work on Friday, 05/04/12.

23. This completes Enter No Pay - Scenario 1.

End of Procedure.
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Enter No Pay - Scenario 2
Procedure

In this topic you will learn how to Enter No Pay - Scenario 2.

Step Action

1. Scenario 2
In this example the employee is scheduled to work from 6:30 PM Saturday night
until 7:00 AM Sunday morning.

Row 6
The employee did not clock in at his scheduled time of 6:30PM. The employee's
absence is unauthorized and he will not be paid for the time missed.

2. Row 7

The employee clocked in at 12:30 AM Sunday morning. Because he did not clock in
until after Midnight, the timesheet shows that no hours were worked on Saturday,
05/05/12. However, the timesheet does show the employee worked 6.0 hours on
Sunday, 05/06/12.

Situation

You will need to link rows 6 and 7, because the 6.0 hours shown on row 7 are
scheduled hours for Saturday, 05/05/12. You will enter No Pay time on row 6 for the
scheduled, non-worked hours in order to create that link.

NOTE: A corresponding row must be added to designate whether the time will be
paid or unpaid.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Home | AddtoFavorites |  Sign out

Date: 0511372012 |[5] (2 Retrezn ) <= Previous Period Nest Period =>
i o e I e o e el |inChva |Morar overtime Trancler - |Goda

=] |0a;3on2  Meon 6:26Pm | [e:59am (3 1205 1205 - - - I g Q
=| |osi01Mz  Tue 6:3aPM (7:00aM (50 1193 23.98 - - - I g Q, M
20— — - - D [ a o
| =] |os3nz  Thu | — - - - I Q| Q.
=/ |osioanz  Fri 6:28PM [7:022m (50 1206 36.04 - - - I g Q,
(=| |osimsH2 | sat (1 N - - - [ a, | =Y
—| |osi06rz  Sun [12:30aM [7:00aM (50 600 42.04 - - - I g Q, L
=| |osi071z  Mon 6:30PM [6:69AM (50 1198 54.02 - - - I g Q, 1
| hesmanz e | O [ B[ @ - - ~ [ a[ Q,
=/ |osiooHz  Wed 6:25PM [6:67AM (50 1203 66.05 - - - I g Q,
| |0si0M2 | Thu l6:35Pm | [7:00aM (30 1191 77.96 - - - [ _u Q
=| o512 i 1 = = - I Q[ a
IS = — - - [ ara
=| 051312 sun 1 = = - I Q[ a
v Tir Admin Status
04/25/12 12:42:02PM |;MUG/ZU1Z i\ |

|+ Payable Totals |+ Payable Detail
Date Day TRC Day

|;lalweek1 [ 000 | [ ] [ [ [ [ | |&Uf12 [Mon [&:30PM  |7T00AM | i
0l i ] v
€& Local intranet | Protected Mode: Off v 0% v

Step Action

3. Enter the desired information into the field. Enter "1830".

4. Click the button to the right of the Saturday CallBack/NoPay field.

[-]

5. Click the NOPAY list item.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Home | AddtoFavorites |  Sign out

Bsave Date: | 05/13/2012 [50( £ Refresh | < Previous Period  Next Period ==

[+ Puncnanacapseatime petan |
e b [xn  fow | o s oot |l oo e fopmert commen

= |o4:2012  Mon 6:26PM (6:69AM (50 1205 12.05 - - - I g Q,
=| |osiniH2  Tue 6:34P1 (7:00A0 (31 11903 23.08 - - - I e Q, |-
o oz wea | 0| | B o o - [ o —
s oz me [0 | B & 0| - \ ar @
=| |osioanz  Fri 6:28PI (7:024M  |[([31) 1206 36.04 - - - [ 4] Q,
=| |ossH2  sat 1830 || =] & - - NOP. v [ Q| Q,
=| |osioer2  sun 12:30A1 (7:00A0 (31 600 4204 - - - [ 4] Q,
=| |osi071H2  Mon 6:30PM [6:59AM |[([31) 1198 54.02 - - - I 4] Q, 3
L+ =] |os08H2  Tue 1 - - - [ =] a,
=/ |osinoHz  wed 6:25PM (6:57AM (31 1203 66.05 - - - [ 4] Q,
= |osHonz Thu 6:35PM (7:00aM ([0 1191 77.96 - - - [ 4] Q
=l josnz i T e e - - - I ] =Y
EIEN e | —— - - a0 - \ A @ U
=] josi1an2  sun T e e - - - I ] =Y
v Time Admin Status
Lest Update Eotiestcha oy
0412512 12:42.02PM [04/06/2012 |y |

|~ Payable Totals 1= K e BT
IRC Dafe  Dav IRC  Quantity Date Day StartTime |End Time
[Totalweek1 | 000 | [ [ [ [ [ | 043012 won [G30PM  [7o0AM | A
. i | = i — i | .
€ Local intranet | Protected Mode: Off v B0k v

Step Action

6. Click the Saturday Look up Comment Code button.
1@,

7. Click the RECHG - Time and Labor Record Change link.
|RECHG Tirne and Labor Record Chanue|
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe

Favojites | Main Menu > LSUMSCProcesses > Timeand Labor > Use > Timesheet
Bsevel Date: 08/13/2012 1) (@ Ratres ) == Previous Period Mext Period == 1
[+ Puncnanaeapseatme votan |
Date Day | Xfer In Out TRC  Hours Cam  SwpTake I':tz-"i: 2::'“ et e [popartment e

+] =] [o430M2 mon | ] [6z6Pm ([650am ({0 1205 1205 - - - I Q| Q.

| =] |osioiH2 Tue | [ [6:34Pm | [7:00am | [(E 11903 23.08 - - - I e Q e
L+ (=] oswor2 wed | ] | [ [[E @& - - - I 4] Q,

L+ (=] foswan2 it O] | | [[E & - - - I 4] Q,

4| =] |osinan2 Fri [ e:28PMt |[7:024M (5] 1206 36.04 - - - [ 4] Q

#]| =] |osio5H2 | sat O e3P || B @ - +  NOP. v \ @ [RECHG @

+]| =] |osioeH2 sun | [ [12:30AM [7:00am | (=0 600 4204 - - - [ 4] Q

#|| =] |osio7H2 Mon | [ [s:30PM | [&:59AM | [([= 1198 54.02 - - - [ 4] Q 1
L+ (=] foswer2 mwe | ) | [ [[E @& - - - I 4] Q,

+]| =] |osiooH2  wed | [ [s:25Pm [e:57AM | [(E 1203 66.05 - - - [ 4] Q

L+]| (=] [05H0M2 |Thu | ] ([6:35Pm | ([7:00am [0 1191 77.96 - - - I Q| Q.

]| =] |osn1M2 || O - - - I Q| =Y

L#]| (=] |osn2m2 |sat || O - - - I Q| =Y B

[+]| (=] fosmanz s | O | | B @ - - - [ Q| Q

Bsave
Lest Update Eotiestcha oy
0412512 12:42.02PM [04/06/2012 |y |
Date Day
!ToiaIWeeH ! o.m)! [ [ [ [ [ [ | !umuhz !Mnn !5 30PH !7 00AM 1 |
! I | '
G Local intranet | Protected Mode: OfFf “h v R10% ~

Step Action

8. Click the Xfer option on row 7 to create the link between rows 6 and 7.

=

9. Click the Save button.

10. The system displays a phantom punch for the blank Out field.

11. The Hours column displays 5.50 No Pay hours, but the hours were not added to the
Cumulative day total. The total hours should be 5.50 based on the punch
information. However, the system has taken a meal deduction on both rows 6 and 7
since total work hours on each row is greater than or equal to 5 hours.

NOTE: You may also view daily totals in the Payable Details section at the bottom
of the page once the Time Admin process has run.

12. In this example the Skip a Meal Deduction must be selected for row 6 to correct for
the system taking a meal deductions on rows 6 and 7.

13. Click the button to the right of the Skip/Take Meal field.

14. Click the 1ST list item to skip the first meal deduction.

15. Click the Save button.
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Step Action

16. The total hours in the Hours column now displays 6.0 hours rather than 5.50 hours.
You must now add a corresponding row designating whether the No Pay time will
be paid or unpaid.

17. Click the Add a new Row at row 6 button.

+]

18. Enter the desired information into the TRC field. Enter "LW1".

19. Enter the desired information into the Hours field. Enter "6.0".

20. Click the Save button.

21. This completes Enter No Pay - Scenario 2.
End of Procedure.
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Enter Charge Pay
Procedure

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

NOTE: This function will automatically populate from TTE when an employee clocks in using
the In Charge Clock Code #80.

Step Action
1. Click the Main Menu button.

Home AddtoFavorites | Sign out
Favorites  Main Menu

Personalize Search Menu:

| ® (@ Hep

3 Manager Self Service

3 Time and Labor

3 set Up HRMS 4
3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes 4
[E] My Personalizations

€ Internet | Protected Mode: On G v ®100% ~

Step Action
2. Point to the LSUHSC Processes menu.

3 Point to the Time and Labor menu.
4, Point to the Use menu.
5

Click the Timesheet link.
|| Timesheet
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Timesheet

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

Find an Existing Value

Training Guide
Time and Labor 9.1 Time Keeper Payroll - HCSD

Home | AddtoFavorites |  Sign o

Enewwindow e & nitp

Maximum number of rows to return (up to 300): [300

Empl ID: begins with ~ |
Red#: = -
Date: [

Name: begins with ~
Location SetID: begins with ~ O‘
Location Code: begins with + @,

Class Indc: -

FIP Time: = - -

SetID: begins with + [SHARE @,

Department:  begins with + @,

Status: = ~  Adive -

[[Icase Sensitive

Search Clear . |Basic Search [ Save Search Criteria

7] ] -
Done

€D Internet | Protected Mode: On fa v ®100% v

Step

Action

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

Number",

Click the Search button.

In this exercise, the employee will receive In Charge pay for all day Monday (04/16)
and Tuesday (04/17) and on Sunday (04/22) from 5:06PM and 7:02PM.

Also note Sunday has a missed punch indicated by the red field in the Out column.
The Out field should display a "ghost punch" rather than indicating a missed punch.
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PS9HRTRNss0
PSOHEWEBDEV11 RcB
Favovntes MalnvMenu > LSUHSCEm(esses > T\mearld Labor > Uvse > Timesheet
Bsave) Date: (0412912012 5] 2 Ratresn | == Previous Period Next Period >> i
> Punch and Elapsed Time Detail
Date Day Xfer In out TRC Hours CUm™Y f"::."lr"k’ ::?n': :ﬂ:” m:;':: '::’::;"f"‘ 'é;"ﬂ"""‘
#]| =] |o4neH2 Mon | [ [e:25AM [7:05PM | [([) 1266 1266 - - - I Q| @ r
#| =] (04712 |Tue ) ([o:zamm | [o:54Pu ([0 1200 24.66 - - - [ | @
| = |oanerz |wed | B (= & - - - [ @, || a,
| = foanenz e | B | [\ @ ] - - - [ @, || a,
| = |oar20m2 |Fri Lan @[ 040 2508 [ @ =
[#| =] |oazonz |Fri ) (608 | [e:37Pu (0 1161 36.67 - - - [ | @
[#]| =] |oazi1z |sat Lan @[ 050 37a7 [ @
[#]| =] |oazi1z |sat ) ([ezsem | [e:zePy [ 1155 48.72 - - - [ | @
[#]| =] osz2rn2 |sun | [ [:2smn | & - - - I a, [ a, ol
]| =] |o4iz212 sun | [ (5:08PM | [7:02PM | (5] 193] 5065 - - - [ [ =X
) =] foazanz wen | @ [ I [ & - - - ( Q| @
®| = fodzanz (e | B | [ @ @& ] - - - [ @, || a,
[#| =] |oaszsHz |wed LK1 @, [ 790 5855 [ @
[#]| (= |o4rzsm2 |wea | ] |[e:zeam | [10:37am | [ 418 6273 - - - [ | @
[#]| [=] |o4sz612 |Thu T ([ezamm | [o:55Pm [0 1201 7474 - - - [ | @
| = |oarzrnz |Fr i I 1Y - S - - - [ @, || a,
]| (=] |oar28m2 |sat i I 1Y - S - - - [ @, || a,
®| = foamorz s | B [ [\ @ ] - - - [ @, || a,
B savs
Last Update Earliest Cha |pp a7 s
= 8 ?i.analintranet\Pmtectadeie‘CW v B100% 1
Step Action
9. Click the button to the right of the Hazard/In Chrg field.
10. Click the In Charge from the drop-down list.
In Charge]
11. Click the button to the right of the Hazard/InChrg field.
12. Click the In Charge from the drop-down list.
[In Chargg]

13. When a day's time is split between two rows, as shown here for Sunday, 04/22/12,
the Out field highlighted in red should appear as a "ghost punch". A "ghost punch"
is shown as a purple punch and indicates the employee has moved to another job,
department, or status during the shift.

In this example, the Sunday punches are viewed by the system as separate instances
rather than collectively. By clicking the Xfer box on the 2nd row, this will link the
punches together and create the needed "ghost punch".

14. Click the Sun option on the added line.

[
15. Click the button to the right of the Hazard/Inchrg field.
-
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Step Action

16. Click the In Charge list item.

17. Click the Save button.

18. Once you Save your manual edits, the red field indicating a missed punch displays
the "ghost punch".

NOTE: Payable Time will not be updated until the Time Admin process runs.

19. This completes Enter Charge Pay.
End of Procedure.
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Enter Floats

Procedure
In this topic you will learn how to manually Enter Floats.

NOTE: Employees will usually clock in for a float and then Xfer. Both will need to be checked
on the timesheet by the Timekeeper. Employee floats will typically be entered at the time clock
when the employee uses Clock Code #5. Manual entry of floats will need to be completed to
correct erroneous or incomplete data.

Step Action

1. In this exercise you will Transfer an employee to department EL2036360 for all day
Monday and Tuesday, 02/20/12 and 02/21/12.

You will need to enter the time the Transfer originally began, so a new row must be
added to the timesheet.

PS9HRTRN:s0
PSOHEWEBDEV11 Res

Favorites  Main Menu > LSUHSC Processes » Timeand Labor > Use > Timesheet
Bsave Date: 04/27/2012 |[5 (& Rafresn | == Previous Period Next Period >»
> Punch and Elapsed Time Detail

Date Day | Xfer

— Hours Cumu  SkipTake Hazard!  Callbackl Override Department Comment

Meal InChrg  NoPay Overtime Transfer

04116M2 |Mon | [ o0sPu [lis] 1216 1216

as5PM | [[(0 1185 2401
][y
][y

04117112 Tue

04118112  Wed

RN
CRIRNIE ]
A 4] a4

04119112  Thu

4]

I

0420112 Fri

(e

0420112 Fri

15

o

A EE 5] 85 | ] 998

o
Fd
=
5]
4
1
‘
)

04i2112 | Sat

5
o
g

i

i
K
2

‘

.

.

o

042112 |Sat ] 20PM |[(3)

0422112 | Sun

£

(5 2281 7168 - - - [ @
(3
(5@

K1 @

0412212 |Sun ]

0423112 Mon

o

04i2412  Tue

o

sl

04i25M2 |Wed

iG]
sepn (i[5 1
=]y
=]y
=] -y

04i25M2 |Wed

04i26M2  Thu

04i27TM2  Fri

04i28M2 | Sat

B ] | B B B B ) ] E R R
(1| O | | 0| | | G| 0| [ G 0| [ &) | [ @ o
: 5
5
5
]

;O ;O ;O ;O ;O ;O ;O ;O LO LO LO LO LO LO LO LO LO Lo

oooo@

|2
4 4 4 44
;O;O;O;O;O

1N

04/29M2 | Sun

B save

Last Update EarliestCha . 745 -

O i ] '

€ Local intranet | Protected Mode: Off 5 ov H100% v

Step Action

2. Click the Add a new row at row 1 button to add the transfer information.

[+]
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PSOHRTRN:s
PSSHEWEBDEV11  Rce el et L e
Favosites | Main Menu > LSUHSC Processes » Tmeand Labor > Use > Timesheet
Bsavel Date: 04/2772012 [B) (& Refiesn | == Previous Period Next Period == |
[+ Punchanaeapseatme otan |
i o Ll SO TR Hours U el linchig  Nobar  [overtime Tranater . |Code
(=] |o4r1812  Mon 6:254 | [7:08Pn | |[(5 1216 1246 - - - [ a, | Q
[=] |04r16112 | Mon =S = - - [ | Q@
(=] (041712 |Tue (6:24AM | [E:45PM | ([ 1185 2401 - - - [ [ @,
(=] |osngrz  wed = & = - - [ ] Q@
=] osrtanz [Thu = B - - [ ] @, 3
(=] |osrz0r2 |Fri LN @, [ 040 | 2441 [ @
(=] |oar20H2 |Fri (6:30AM | [B:37PM ([ 1161 36.02 - - - [ @ Q@
[=] |o42112  |sat Lan @, ([ 050 3852 I @
(=] |oaizr2 |sat (6250 | [[B:28PM ({30 1155 4807 - - - [ @ Q@
(=] |o4i2212 |sun [Lan @, |[ 080 | 4887 [ =X
[=] |o4i22112 |sun [6:25aM | [[6:14Am |5 2281 7168 - - - [ a EY
[=] |oaizan2  |Man I s & - - - [ o a,
=] |oaizarz |Tue I s & - [ o a,
[=] |orzsr12 | wea k1 @ [ 790 7958 [ @
[=] |osrzsmz  wea [6:zeam | |[10:37am |5 413 8376 - - - [ a Y
[=] |oarz6r12 |Thu [6:2aam | [[e:55PM |0 1201 9517 - - - [ a Y
=] |oarzznz | I s & - - - [ o a,
(=] |oaizer2 |sat I s & - - - [ o a,
[=] |oaizan2  |sun I s & - - - [ o a,
FET
[ i ] s "
itAction_wind(d ‘ZZ_TL_ENTRI_WRK_CLEAR_BUTTONSL') G Local intranet | Protected Mode: OfFf A v R00% v |

Step Action

3. You may Cut and Paste the Monday Out punch time to the Monday Out field on the
new row instead of entering the punch time directly as shown later in the exercise.

Highlight the time in the Mon Out field and right-click on the field. Select the Cut
option.
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PSOHRTRN:s
PSSHEWEBDEV11  Rce
Favosites | Main Menu > LSUHSC Processes » Tmeand Labor > Use > Timesheet
(S Date: 04/2772012 [B) (& Refisn | == Previous Period Next Period == 1
|+ Punch and Elapsed Time Detail
Date Day | Xfer In Out TRC  Hours Cum  SKpTake ::3: 2::'“ et e [popartment =
[+ (=] |o4rt6rz mon | [ [ezeAm [ (= 1216 1216 - - - [ a, | a, 7
[#]| [ [oarer2 won | B | [ [®| @ ] - - - [ Y @,
]| =] (04712 Tue | [ |6:24AM | [E:45PM | (5 1185 2401 - - - [ [ =X
]| =] [oansmz (wed | B | [ | @ ] - - - [ [ @,
#| = foanomz |mu | B J®| @ ] - - - [ [ @, 3
[#]| [=] |oar20m2 |Fri Lan @ |[ 040 2441 [ @
[#]| =] |o4izon2 |Fri O |30 |[B:37Pu [liE 1161 36.02 - - - [ [ =X
[+ =] |oazn2 |sat Lan @, ([ 050 3852 [ =X
[#]| =] |o4i2112 |sat O |:25am |[s:28Pu [liH) 1155 48.07 - - - [ [ =X Il
[#]| =] |oaz2n2 |sun [Lan @, |[ 080 | 4887 [ =X
[#]| [=) |o4r2zr12 |sun | T [6:25AM | [e:1eam | ([ 2281 7168 - - - [ Q| @
®| = foamanz won | B | [ @ @ ] - - - [ @, || a,
| = foazanz e | @ [ | Iw[ & ] - [ @ | @
[#]| [=] |oaizsM2 |wed k1 @ 790 7958 [ @
[#]| (= |o4rzsm2 |wea | ] |[e:zeam | [10:37am | [ 418| 8376 - - - [ @, || @,
[#]| (=] |o4zerz |Thu | ] [6:zamm | [eissPm | ([ 1201 9577 - - - [ @, || @,
| = |oarzrnz |Fr i I 1Y - S - - - [ @, || a,
]| (=] |oar28m2 |sat i I 1Y - S - - - [ @, || a,
®| = foamorz s | B [ [\ @ ] - - - [ @, || a,
FET
Y — ] il
G Local intranet | Protected Mode: Off A v BI0% v
Step Action
4. Right-click on the Mon Out field. Select the Paste option.
5. Check the Xfer box on the row added to indicate the employee transferred to another
department.
Click the Monday Xfer option.
[
6. Enter the time on the added row the employee transferred In to the new department.

Enter the desired information into the Monday In field. Enter "8:45a".

7. Click the Look up Department Transfer button on the added row to search for the
department number.

NOTE: All department numbers begin with the hospital designation. You will only
have access to departments within your assigned Business Unit.

EL - Earl K Long Medical Center

LK - Lallie Kemp Medical Center

LC - Leonard J Chabert Medical Center

UM - University Medical Center - Lafayette
WM - W O Moss Medical Center

WS - Washington - St. Tammany Medical Center

Q2

a
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Step Action

8. The first 300 results will display as a list. If the list contains more than 300 results, a
message will display below Search Results. In this example the first 300 of a
possible 343 results display.

9. The number of results retrieved can be reduced by entering all or part of the
Department or Description. The three most used operators that can help narrow your
search results. They are:

* begins with,

* contains, and

* the wildcard (% sign).

The "contains" option wail be demonstrated in this exercise.

10. You will need to change the Department parameter from "beings with" to "contains"
to search.

Click the button to the right of the Department field.

-]

11. Click the contains option from the drop-down list.
12. By changing the Department parameter to "contains”, you can enter the last four (4)

digits of the Department number into the Department field.

Enter the desired information into the Department field. Enter "6360".

13. A "wildcard" (% sign) can be utilized as a means of searching as well. The % sign is
entered directly into the field and replaces letters, words, numbers, etc. Based on
where the % sign is placed, the system will search for Department Numbers as
follows:

* %6360 — department numbers ending in 6360;
» 6360% - department numbers begriming with 6360; or
* %6360% - department numbers containing 6360.

14. Click the Look Up button.
Look Lip
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Look Up

Look Up Department Transfer

Dept Code: EL
Department: contains = (5360

Description: begins with = |

LookUp | Clear | Caneel | gasis Looin

ch Results

partment [Description

L2036360 PEDIATRIC ICL)

rompt #ICRowD); G Local intranet | Protected Mode: Off

fa v BW100% v |

Step Action

15. Click the EL.2036360 link.
|[EL2036360 PEDIATRICICU |
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PSOHRTRN:s

PSSHEWEBDEV11  Rce o A G s I SErE
Favojites | Main Menu > LSUMSCProcesses > Timeand Labor > Use > Timesheet

Date: 04/2772012 [B) (& Refisn | == Previous Period Next Period >> |
[+ puncnana eapseatime petan | Ol
e oo [mfn o | e s S e oo e o

[=] |o416M2  |Mon ez [ [ 1216 1246 - - - [ @, || @,

=| |0416H2  Mon T S S - - - [EL2036380 | Q

(=] (041712 |Tue (6:24AM | [E:45PM | ([ 1185 2401 - - - [ [ @,

(=] |osngrz  wed S = - - [ ] Q@

=] osrtanz [Thu = B - - [ ] @, 3

(=] |osrz0r2 |Fri LN @, [ 040 | 2441 [ =Y

(=] |oar20H2 |Fri (6:30AM | [B:37PM ([ 1161 36.02 - - - [ @ Q@

(=] |o4i21H2 |sat Lan @[ 050 3852 [ @,

(=] |oaizr2 |sat (6250 | [[B:28PM  [[([30 1155 4807 - - - [ @ Q@

(=] |o4i2212 |sun Lan @, |[ 080 | 4887 [ =X

[=] |o4i22112 |sun [6:25AM | [[6:14Am |[(5 2281 7168 - - - [ a EY

[=] |oaizan2  |Man s & - - - [ o a,

=] |oaizarz |Tue s & - - - [ o a,

[=] |oarzsHz | wed k1 @[ 7.90 | 7958 [ @,

[=] |osrzsmz  wea [6:zeam | |[10:37am |5 413 8376 - - - [ a Y

[=] |oarz6t12 |Thu [6:2aam | [[e:55PM |l 1201 9517 - - - [ a Y

=] |oarzznz | s & - - - [ o a,

(=] |oaizer2 |sat s & - - - [ o a,

[=] |oaizan2  |sun s & - - - [ o a,
; ’m—_ - | . -
Done . Local intranet | Protected Mode: Off Gh v R100% v |

Step Action

16. Click the Save button.

FEH|
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PSOHRTRN:s

PSOHEWEBDEVI1  Rce vories | Sian out
Favgjites | Main Menu > LSUMSCProcesses > TimeandLabor > Use > Timesheet

Date: 0412712012 [ (2 atresn | == Previous Period Next Period > |
[+ Punchana Elapsea Time Detar |
ey | S o | T foun G |kl (O Oeprmen Comment

[=] |0ar1612  |Mon o258 | [Bazan | ([ 233 233 - - - ( @ | @

(=] |04M6H2  Mon g:45AM |[7:05PM | |[(H 983 1218 - - - [EL2038360 @ | @

[=] 04117112 |Tue Bl eI E 1185 2401 - - - [ @, | @

[=] |oai18r2  |wed (A 1Y = S - - - [ @, | @ |

=] osrtanz [Thu = B - - [ ] @, 1

(=] |osrz0r2 |Fri LN @, [ 040 | 2441 [ @

[=] |o4izoH2 |Fri (6:30AM | [&:37PM | ([ 1161 36.02 - - - [ [ @,

[=] |o42112  |sat Lan @[ 050 3852 I @,

(=] |o4i21H2 |sat (6:25AM | [B:28PM | ([ 1155 48.07 - - - [ [ @,

[=] |oa2212  |Sun Lan @, |[ 080 | 4887 [ @

[=] |odiz21z  |sun EEN R e 2281 7168 - - - [ @, | @

[=] |oaizan2  |Man (| I 1Y .= S - - - [ @, || a,

=] |oaizarz |Tue s & - - - [ o a,

[=] |oarzsHz | wed k1 @[ 7.90 | 7958 [ @,

[=] |oaizs12  |wed 6:26AM  |[10:37AM (5 418 8376 - - - I Q| @,

[=] |oaizsr1z |Thu (6:2amm  [B:55Py (50 1201 9577 - - - [ @, || @

=] |oarzznz | (| I 1Y .= S - - - [ @, || a,

(=] |oaizer2 |sat s & - - - [ o a,

[=] |oaizan2  |sun s & - - - [ o a,
O i J —
Done €& Local intranet | Protected Mode: Off v 0% v

Step Action

17. Click the Add a new row at row 3 button.
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PSOHRTRN:s
PSSHEWEBDEV11  Rce el et L e
Favosites | Main Menu > LSUHSC Processes » Tmeand Labor > Use > Timesheet
Date: 0412712012 [ (2 atresn | == Previous Period Next Period == |
[+ Punchana Elspsea Time Detar | 100100
e G e ow | TE o SO el Clbe e Demimen  Commen
[=] |o4rt6r12  |mon 6:25m ||[:45an | (0 233 233 - - - [ a [ @
(=] |04M6H2  Mon (a:45 | |[7:05PM  [[([x0 983 1218 - - - [EL2038380 @, | @
=l |oar7H2  Tue (6240 (654N (([30 1200 2446 - - - [ Q[ Q,
Slwme e B [ 8] & - [ al e |
[=] |o4rsH2  |wed S - - - [ ] a, 1
(=] |osrtor2 | Thu S = - - [ ] a,
(=] |osrz0r2 |Fri LN @, [ 040 | 2456 [ =Y
(=] |oar20H2 |Fri (6:30AM | [B:37PM ([ 1161 3647 - - - [ @ Q@
(=] |osr2112 | sat LN @, [ 050 | 3667 [ =Y
(=] |oaizr2 |sat (6:25AM | [[B:28PM ({30 1155 4822 - - - [ @ Q@
(=] |o4iz212  |sun Lan @[ 080 | 40.02 [ @,
[=] |o4rz2112 |sun [6:zsam | [[B:14am |l 2281 7183 - - - [ a Y
[=] |oaizan2  |Man I s & - - - [ o a,
=] |oaizarz |Tue I s & - - - [ o a,
[=] |oarzsHz | wed k1 @[ 790 7973 [ @,
[=] |osrzsmz  wea [6:zeam | |[10:37am |5 413 8391 - - - [ a Y
[=] |oarz6r12 |Thu [6:2aam | [[e:55PM |l 1201 9592 - - - [ a Y
=] |oarzznz | I s & - - - [ o a,
(=] |oaizer2 |sat I s & - - - [ o a,
[=] |oaizan2  |sun I s & - - - [ o a,
C) F— = : _E
G Local intranet | Protected Mode: Off A v R00% v |

Step Action

18. Highlight the Tue Out time and right-click in the Tue Out field. Select the Cut
option.

Page 89



Training Guide

Time and Labor 9.1 Time Keeper Payroll - HCSD Q LSUHealth

PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavortes | Sian out
Favgjites | Main Menu > LSUMSCProcesses > TimeandLabor > Use > Timesheet
Bsave) Date: 0412712012 [ (2 atresn | << Previous Period  Mext Period > 1
[+ Punchana Elspsea Time Detar |
o Dm [t o | T o SO |ETeelied colte oo opriment  Common
#| = |oaremz |[mon | [ [e:zsem | ([sasan | i 233 233 - - - [ @ [ @,
[#]| =] (041612 |Mon (&:45Am | [7:05PM | (5] 983 1216 - - - [EL2038380 @ | @
| =] |o4n7Hz Tue | O [s24am | ([ 1200 2446 - - - \ Q[ Q,
EEIZZECN e e ol [ al a |
EEIZC e e e T~ [ A = 1
BEIZE e e T~ [ A =
[#]| (=] |o4i20M2 |Fri (Lan @, ([ 040 2456 I @
[#]| =] |o4izon2 |Fri O |30 |[B:37Pu [liE 1161 3847 - - - [ [ @,
[#]| =] |o4i2112 |sat Lan @, ([ 050 | 3867 [ @
[+ =] |oazn2 |sat ) (625 | [o28Pu ([ 1155 4822 - - - [ [ @,
[#]| [=] |o4iz2nz |sun Lan @[ 080 | 40.02 [ @,
[#]| = |o4rzzr2 |sun | ] [e:zsam | [e1aam | [ 2281 7183~ - - [ @, || @,
®| = foamanz (won | B | [ @ @ ] - - - [ @, || @,
®| = fodzanz (e | B | [ @ @ ] - - - [ @, || @,
[#| =] |oaszsHz |wed k1 @[ 790 7973 [ @,
[#]| (= |o4rzsm2 |wea | ] [6:zemm | [10:37am [ 418 8391 - - - [ | @,
[#]| (=] |o4rzerz |Thu | ] [e:zamm | [eissPm | ([ 1201 9592 - - - [ | @,
| = |oarzrnz |Fr i I 1Y - S - - - [ @, || @,
]| (=] |oar28m2 |sat i I 1Y - S - - - [ @, || @,
®| = foamorz s | B [ [\ @ ] - - - [ @, || @,
Cy P - . . -
€ Local intranet | Protected Mode: Off v B0k v

Step Action

19. Right-click on the Tuesday Out field on the added row. Select the Paste option.

20. Check the Xfer box on the row added to indicate the when the employee transferred
to the new department.

Click the Tuesday Xfer option on the added row.
]

21. Enter the time on the row added the employee transferred In to the new department.

Enter the desired information into the Tue In field. Enter "5:23p".
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavortes |  Sian out
Favgjites | Main Menu > LSUMSCProcesses > TimeandLabor > Use > Timesheet
Date: 0412712012 [ (2 atresn | == Previous Period Next Period > |
[+ punchana Elapsea Time Detar |
e b e e ow | MG s G ST fed Clbed Owrde Depwinen  commen
[=] |0ar1612  |Mon o258 | [Bazan | ([ 233 233 - - - ( @ | @
(=] |04M6H2  Mon (&:45Am | [7:05PM | (i) 983 1216 - - - [EL2038380 @ | @
(=] (041712 |Tue 24mm | i 1200 2446 - - - [ [ @,
= |0417H2 Tue 523 esaPm (| @ - - - I Q| @ |
B = B - - [ ] @, 1
(=] |oditor2 |Thu (A I 1= S - - - [ @, @
(=] |osrz0r2 |Fri LN @, [ 040 | 2456 [ @
[=] |o4izoH2 |Fri (6:30AM | [&:37PM | ([ 1161 3847 - - - [ [ @,
(=] |o4i21H2 |sat Lan @, ([ 050 | 3667 [ @,
(=] |o4i21H2 |sat (6:25AM | [B:28PM | ([ 1155 4822 - - - [ [ @,
(=] |o4iz212 |sun Lan @[ 080 | 40.02 [ @,
[=] |oarzzz  |sun (625 [[B14am (5 2281 7183 - - - [ @, || a,
[=] |oaizan2  |Man = - - - [ o a,
=] |oaizarz |Tue = - - - [ o a,
[=] |oarzsHz | wed k1 @[ 790 7973 [ @,
[=] |oarzsr12  |wea (6:26am  [[10:37aM ([0 418 8391 - - - [ @, || a,
[=] |oaizer1z |Thu (6:2amm  [B:55Py (50 1201 9592 - - - [ @, || a,
=] |oarzznz | = - - - [ o a,
(=] |oaizer2 |sat = - - - [ o a,
[=] |oaizan2  |sun = - - - [ o a,
C) F— = : _E
G Local intranet | Protected Mode: Off ‘h v R100% v |
Step Action
22, If you know the department number you can enter the information directly.

Enter the desired information into the Department Transfer field.
Enter "EL2036370".
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavortes | Sian out
Favosites | Main Menu > LSUHSC Processes » Tmeand Labor > Use > Timesheet
Bsave) Date: 0412712012 [ (2 atresn | == Previous Period Next Period == 1
[+ punchana Elapsea Time Detar |
o Dm [t low | T o S |SETeelied colte oo opriment  Common
#| = |oanemz |[mon | [ [e:zsem | ([sasan | i 233 233 - - - [ @ [ @
[#]| =] (041612 |Mon (&:45Am | [7:05PM | (i) 983 1216 - - - [EL2038380 @ | @
| =] |oan7H2 Tue | O (s24Am [ [ 1200 2446 - - - [ [ @,
4| =] |0417H2 Tue N CEE e S - - - [EL2038380 L | Q L
H|Hfoanenz wea | B [ [ B[ & | B - - [ ] @, 1
#| = foanomz |mu | B J®| @ ] - - - [ @, | @
[#]| (=] |o4i20M2 |Fri Lan @, ([ 040 2456 I @
[#]| =] |o4izon2 |Fri O |30 |[B:37Pu [liE 1161 3847 - - - [ [ @,
[#]| =] |o4i2112 |sat Lan @, ([ 050 | 3667 [ @
[+ =] |oazn2 |sat ) (625 | [o28Pu ([ 1155 4822 - - - [ [ @,
[#]| =] |o4iz2n2 |sun Lan @[ 080 | 40.02 [ @,
[#]| = |o4zzr2 |sun | ] [e:zsam | [e1aam | [ 2281 7183~ - - [ @, || @,
®| = foaanz won | B | [ @ @ ] - - - [ @, || @,
®| = fodzanz (e | B | [ @ @& ] - - - [ @, || @,
[#| =] |oaszsHz |wed k1 @[ 790 7973 [ @,
[#]| (= |o4rzsm2 |wea | ] |[6:zeam | [10:37am [ 418 8391 - - - [ | @,
[#]| (=) |o4rzerz |Thu | ] [e:zamm | [eissPm | ([ 1201 9592 - - - [ | @,
| = |oarzrnz |Fr i I 1Y - S - - - [ @, || @,
]| (=] |oar28m2 |sat i I 1Y - S - - - [ @, || @,
®| = foamorz s | B [ [\ @ ] - - - [ @, || @,
= . E
Done €& Local intranet | Protected Mode: Off v 0% v
Step Action
23. Click the Save button.
24. Once the timesheet is Saved, two purple punches display on the timesheet on
Monday, 04/16/12 and Tuesday, 04/17/12. The purple punches are called Phantom
Punches.

Phantom Punches are system generated rather punched by the employee. Generally,
Phantom Punches are associated with Floats to show that the
employee left original department and transferred to another.

25. This completes Enter Floats.
End of Procedure.
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Enter On-Call and Call-Back Status
Procedure

In this topic you will learn how to Enter On-Call and Call-Back Status.

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Personalize S€arch Menu:

{3 Manager Self Service

3 Time and Labor 4
3 Set Up HRMS

3 Reporting Tools

&3 peopleTools 4
3 LSUHSC Processes

[E] My Personalizations

€ Local intranet | Protected Mode: Off G v ®10% ~

Step Action

2. Point to the LSUHSC Processes menu.

Point to the Time and Labor menu.

3
4, Point to the Use menu.
5

Click the Timesheet link.
| || Timesheet
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Add to Favorites |

Sign out

Favorites * Main Menu > LSUHSCProcesses > Timeand Labor » Use > Timesheet
New Window | Help | B
Timesheet
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: begins with +
Red#: = -
Date: = - B
Name: begins with +
Location SetID: begins with ~ @,
Location Code: begins with + @
Classinde: = - -
FIP Time: = - -
SetiD: begins with ~ [SHARE @
Department  begins with ~ @,
Status: = v Adive -
[T case Sensitive
Search | Clear |Basic Search [GF Save Search Criteria
<[ m ] ’
Done @ Local intranet | Protected Mode: Off v W10% v

Step

Action

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

Click the Search button.
Search

In this exercise, you will enter information to indicate the employee is On-Call. The
employee will be On-Call from the time she clocks out of work on Friday, 05/04/12,

until the time she clocks in on Monday, 05/7/12.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favovntes MalnvMenu > LSUHSCEm(esEes » T\mearld Labor > Uvse > Timesheet
hdEmy v TL Leave Data 1
Class Indc: Classified FiP: Full-Time Std Hrs:  40.00 Plan ion Accrual Timesheet Leave B
Meal: 30 MIN AFTER 5 HRS AND 15 HRS Term Dt ;_:E Sick ﬁﬁlﬁ L hh_meﬂgﬁs
JobCode: 112240 RN2 OVI: 80 KTE 51 Vacaion  12126A1 145.036
Dept ID: EL2036320 INTENSIVE CARE UNIT 5Y KTime 1212611 43400
57 15K Time 12126111
‘ Begin Date:  04/30/2012 End Date: 056/13/2012  PayRule ‘
Bsave) Date: (04/30/2012 [ (2 Retrech << Previous Period Next Period >> =
> Punch and Elapsed Time Detail
Date Day | Xfer In out TRC Hours m"ﬁ" f"::."lr"k’ ::?n': :ﬂ:” m:‘;‘:: 'I’;"::;"r'"‘ 'é;"ﬂ"""‘
| = foamor2 (won | B[ ] w @ ] - - - [ @, | @
#| = foswomz e | B w[ @ ] - - - [ @, | @
E oz wea |8 [ 8] & | - - \ A - |
E ooz me |8 | 8] &| | - - \ A=
[#| [ |oswanz |Fn O 1 - Y - - - [ @, || @,
[#]| [=] |osismz |sat O 1 - Y - - - [ @, || @,
®| = fosweriz [sun | B [ | [\ @ ] - - - [ @, || @,
®| = foswrmz (won | B [ [\ @ ] - - - [ @, || @,
®| = foswerz (e | B [ [\ @ ] - - - [ @, || @,
®| = foswerz (wea | B [ | [\ @ ] - - - [ @, || @,
@ = fosmonz o | B\ @ ] - - - [ @, || @,
#| = |osnnz |Fn O 1 - Y - - - [ @, || @,
]| [=] |osnzmz |sat 2 I s & ] - - - [ a a,
#| = foszmz |sun | B[ [®E[ @ - - - [ @, || =Y |
[;oLa - ?q'.analintranet\PmtectadMn‘de‘CW 5 v H100% : 4
Step Action
9. You can find information regarding how the employee will be paid for being On-
Call by reviewing his/her Pay Rule.
Click the Pay Rule link.
Fay Rule
10. In this exercise, the employee is paid cash at time and a half with No Minimum
number of hours paid for being Called-Back.
Click the Return button.
Return
11. At the start of each pay period, enter the employee's On-Call information.

Click the Look Up TRC button for Fri, 05/04/12.

NOTE: You can enter the On-Call Code directly into the TRC field rather than
searching for the information.

@,
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavorites |  Sign out
Favgrites | Main Menu > LSUHSC Processes » Time and Labor > Use >

Look Up TRC

Business Unit: EKLMC
Workgroup: BPOS_RPTR
Time Reporting Code: begins with ~ |

Description: begins with = |

LuokUpl Clear | Cancel |Bas\c\_oakun

h Results

OM CALL PAY

OMN-JOB TRAINING

LEAVE - ANNUAL BW WAGE
LEAVE - SICK BIWWEEKLY WAGE
FEMLA LEAVE - HOURS ONLY

€ Local intranet | Protected Mode: Off v B0k v

Step Action

12. Click the CP1 - On Call Pay link.
[CP1 OM CALL PAY |
13. The Hours entered will be the total number of hours the employee is On-Call for the

specified day. The employee will work his regular shift, 6:30AM - 3:00PM. The
employee's On-Call hours for Friday will be the hours between 3:00PM Friday
afternoon and 6:30AM Saturday.

Enter the desired information into the Hours field. Enter "*15.5".

14, Click the Look Up TRC button for Sat, 05/05/12.
15. Click the CP1 - On Call Pay link.
= ON CALL PAY
16. The employee does not work a regular shift on Saturday therefore he will be On-Call

for 24 hours on Saturday.

Enter the desired information into the Hours field. Enter "24".

17. Click the Look Up TRC button for Sun, 05/06/12.
@,
18. Click the CP1 - On Call Pay link.
[CP1 OM CALL PAY |
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Step Action

19. The employee does not work a regular shift on Sunday therefore, she will be On-
Call for 24 hours on Sunday.

Enter the desired information into the Hours field. Enter "24".

PS9HRTRNG:s0
PSOHEWEBDEV11  RcB Home | AddloFavortes | Sianout
Favorites | Main Menu > LSUHSCProcesses > Timeand Labor > Use > Timesheet
Bsave) Date: 041202012 [ (2 Ratresn | == Previous Period Next Period == 1
[+ Punchana Elspseatime Detar |
e G e ow | T o SO el Gl e pomimen  Commen
| = foamor2 (won | B [ [ [ @ ] - - - [ @, | @
& = fosiotnz e | @O [ I\ @& - - - [ | @, Ml
| = foswzrnz (wea | B [ [ [ @ ] - - - [ a a,
@ = foswanz e | B [ I\ @ ] - - - [ a a,
[#| [ |oswanz |Fn 2 I lE|cpr @ 1550 - - - [ | @,
[#]| [=] |osismz |sat 2 I lEepr @ 2400 - - - [ | @,
[#]| (=] foswerz (sun | B [ [ [Edcpr @ =24 - - - I @ | Q, |
| = fosormz won | B [ [ B[ @& ] B - - [ o @, 1
®| = foswerz (e | B2 [ [\ @ ] - - - [ @, || a,
®| = foswerz (wea | B [ | [\ @ ] - - - [ @, || a,
@ = fosmonz e | B [ I\ @ ] - - - [ @, || a,
#| = |osnmz |Fn | 1} - Y - - - [ @, || a,
[#]) [=] |osr2nz |sat i I A = N - - - [ Q[ a, U
#| = fosnzrnz s | B[ [ B[ @ ] - - - [ @, || a,
Beoave)
Lest Updste EackestChalp, 7y
Date Day StartTime EndTime
| Total week 1 [ 000/ | [ [ [ [ [ | 043012 won |G30AM  [300Pm | i
< L, ] »
€ Local intranet | Protected Mode: Off 4 v ®10% ~
Step Action
20. Click the Save button to save the manual edits made to the timesheet.
21. In this exercise, you will enter information to indicate the employee is Called-Back
to work. The employee was Called-Back on Fri evening, 05/04/12, and on Sat,
05/05/12.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites | Main Menu > LSUHSC Processes » Timeand Labor > Use > Timesheet

~ Empl Data 1

Classindc: Classified  FIP: Full-Time StdHrs: 4000 Plan iption ACCrual  Timesheet  Leave -
i Type Date Balance Balance
Meal: 30 MINAFTER 5HRSAND 15 HRS ~ Term Dt: = R B Z3543
JobCode: 112240 RN2 OVI: 80 KTE 51 Vacaion  12/26A1 145.036
DeptiD:  EL2036320 INTENSIVE CARE UNIT 5Y KTime  |12/26/1 43.400
5z 15K Time [12/2611
‘ Begin Date: 04/30/2012  EndDate:  05/13:2012 PavRule ‘
Bsave Date: 04/30/2012 [ (2 Retrech ) == Previous Period Next Period => 3
> Punch and Elapsed Time Detail
Cu SkipiTake Hazard! Callback/ Override Department Comment
Date Day | Xfer |in i =8 Hours Cle Meal InChrg  NoPay e st T o Code

[=] |04i30M2  |Mon 5:26AM |[3:01PM | |[(H 808  8.08 - - - [ [ @

[=] |osio1H2  |Tue 5:28AM  |[3:00PM | |[(H 803 1641 - - - [ [ @

[=] |osi02H2  |Wed 5:30AM |[259PM | |[(H 793 2400 - - - [ [ @ T

[=] |osi03H2 |Thu 5:25AM |[2:58PM | |[(H 805 3214 - - - [ [ @

[=] |osmar2 |Fn cP1 @, 1550 [ @

[=] |osi0a12 | 6:30aM  |[3:00PM | |[(E 200 4014 - - - I @ | @,

[=] |osi0a12 | 9:13Pm  |[12203am (5 283 4297 - - - I @ | @,

[=] |osmst12 |sat cP1 @, 2400 [ @

[=] |oswsm2 |sat 117PM  |[4:38Pn | |[(E 235 4632 - - - I @ | @,

[=] |os6H12 |sun cP1 @, 2400 [ @

[=] |osw712  |Mon 6:24aM |[3:02PM () 813 5445 - - - I @ | @,

[#]| [=] |osingrz |Tue 6:27AM  |[3:04PM () 811 6256 - - - I @ | @,

[=] |osmer2 |wed 6:30aM  |[z59PM | |[(E 7.98| 70.54 - - - I @ | @
[=] |osHoMz |Thu 6:26aM |[2:55PM  [(E 800 7854 - - - I Q| @

P =1 = I lr ~ ~ -
] i ] v
Done @ Local intranet | Protected Mode: Off v R100% v |

Step Action
22, You can find information regarding how the employee will be paid for Call-Back

time by reviewing his/her Pay Rule.

Click the Pay Rule link.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Home | AddtoFavortes |  Sign out

INew Window | Help | Customize Page | i

Pay From Schedule

‘Workarp: BPOS_RPTR Biweekly Positive Reporter OverTime: 80_KTE 80 COMP TIME 1.0

Meal: 30MIN 30 MIN AFTER 5 HRS AND 15 HRS WeekEnd: W3_TAT30A 'WKND3 7A SAT 730A MON NoMin
Shift 2: S2_3P1130P SHIFT 2 3P-11:30P 2 Hrlin CallBack: cav CALLBACKCASH@ 15

Shift 3: §3_11P730A SHIFT 3 11P-7:30A 2 HrMin Hol Worked: ~ KTH-HOL Holiday Pay Worked

Done @ Local intranet | Protected Mode: Off v BI0% v

Step Action

23. In this exercise, the employee is paid cash at time and a half with a No Minimum
number of hours paid for Call-Back time.

Click the Return button.
Return

24, A third row for Fri, 05/04/12 displays the time the employee returned to work. The
line does not indicate Call-Back Pay is to be paid.
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favgrites | Main Menu > LSUHSC Processes » Timeand Labor > Use > Timesheet
CLoe Date: 04/3072012 [E (& Retiesn | =< Previous Period Next Period == i
|+ Punch and Elapsed Time Detail £
e | werwmom T e G ST Coe e Do Commen
[#]| [=] |o43012 |Mon O |ezeam |201PM (i 208 808 - - - I | @,
[#]| [=] |osi011z |Tue O [ezean | [3.00P [ 803 1611 - - - I @ | @, 7
[#]| (=] |osw2r12 |wed | [ (6308 ||[259PM [ 798 24.00 - - - I @, | @
[#]] [=] |osi0312 | Thu O [6z5am | [258Pu [ 805 3214 - - - I @, | @
[#| [=] |oswan2 |Fri [cP1 @, |[15.50 [ @
[#]| [=] |osi0an2 |Fri O ([6308m | [300PN [ 800 4014 - - - I @, | @
[#]| [=] |osi0an2 |Fri O ([o13em | [1z0zam (5 283 42.97 - - - I @, | @ =
[#]| [=] |osiosH2 |sat [cP1 @, |[2400 [ @
[#]| [=] |osi05M2 |sat O [17Pm | [a3sPu (5 335 4632 - - - I @, | @
[#]| [=] |osi06Mz |Sun [cP1 @, |[2400 [ @
[#]] [=] |osi0712  Mon O ([ezarn | [302P0 [ 813 5445 - - - [ @ | @
[#]| [=] |osm08H2 |Tue O |27 |[204PM [liH) 811 6256 - - - I | @, B
#]| =] |osinorz wed | [ |6:30AM | [2:59PM | |5 798 7054 - - - I | @,
[#] | [=] |05r0H2 |Thu [ |:25mm |[2:55PM  [liH) 800 7854 - - - I | @,
[#] | [=] |o5A1H2 |Fri O &30 |[208PM [liH 810 664 - - - I | @,
[+ [=] |osr2nz |sat ] (S S - - - [ [ @,
[#| =] |os13n2 |sun | B (S S - - - [ [ @,
& sav
Last Update EarliestCha o 74>
: o 2
|04s24112 12:58:-16PM [0711172011 |¥ | -
ol i ] ,
G Local intranet | Protected Mode: Off v B10% v
Step Action
25. Click the button to the right of the Callback field.
26. Click the CALLBACK option from the drop-down list.
[ CALLBA(]
217. When an employee is called back to work, you must reduce his/her On-Call

hours by the number of hours calculated for Callback. In this example the On Call
Hours were 15.5 and the Call Back Hours are 2.8 (adjusted from 2.83 using
rounding rules).

Adjust the On-Call hours for Friday, 05/04/12. Enter the desired information into
the Fri field. Enter "12.6".

28. Click the button to the right of the Callback field.
29. Click the CALLBACK option from the drop-down list.
CALLBAL
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PS9HRTRN:s0

PSOHEWEBDEV1  Roe
Favosites | Main Menu > LSUHSC Processes » Tmeand Labor > Use > Timesheet

Bsave) Date: 051372012 |[5 (2 Rafresn | <= Previous Period Next Period == 1
[+ Punchand Elpsea Time otant |
Date Day | Xfer In out TRC Hours Cumu - SkipfTake ::?n': :ﬂ:” Srorle [Department =

]| =] |o40H2 mon | [ |6:26AM | [3:01PM || 808 808 - - - [ [ @,

#]| = |osw1mz |Tue | E [6:zeam | |[3:00Pm | [ 803 1611 - - - [ | @, M

[#]| [=] |oswzr2 |wea | ] [6:30am ||[259Pm | [ 798 24.00 - - - [ | @,

[#]| (=] |oswarz |Thu | E] ([e:2sem | [258Pm | [ 805 3214 - - - [ @, || Y

[#]| [=] |osinanz |Fri [cP1 @, |[1260 [ @,

[#]| [=] |osinanz |Fri O |e:30am |200em (i 800 4014 - |~ - [ o a,

[#]| [=] |oswanz |Fn ) ([e13Pm | [12203am ([ 283 4297 = - cAlL v [ | @ E

[#]| [=] |osismz |sat [cP1 @, |[24.00 [ a,

[#]| [=] |oswsrz |sat ) ([1:17Pm | [a3ePu | [ 335 4632 < v cAL v [ | Y

[#]| [=] |osmerz2 |sun [cP1 @, |[24.00 [ a,

[#]| (=] |oswormz |mon | ] [e:zarm | [302Pm [ 813 5445 - - - [ N @,

[#]| (=) |osw8rz2 |Tue | I [6z7am | |[304Pu [ 811 6256 - - - [ [ @, L

[#]| (=] |oswgrz2 |wed | [ [6:30am | |[259PM [ 798 7054 - - - [ [ @,

[#]| (=) |osrtom2 |Thu | B [6:z5Am | |[255PM [ 800 7854 - - - [ [ @,

[#]| =] |osH1nz |Fri O ([6308am | [308PM [ 810 8664 - - - [ [ @,

[#]) [=] |osr2nz |sat i | 1= A = Y - - - [ @, || a,

#| = fosnznz |sen | B [ [ B @& - - - [ @, || a,

B sav

Lest Updste Eaciost A

l0arzar2 12:58:16PM (0711112011 [Y | -
() —— L ] r
Done € Local intranet | Protected Mode: Off v % v

Step Action

30. Adjust the On-Call hours for Saturday 05/05/12 based on the number hours
employee was called back. In this example, Call Back Hours are 3.4 (adjusted from
3.35 using rounding rules).

Enter the desired information into the Sat field. Enter "20.6".

31. Click the Save button to save the manual edits made to the timesheet.
EEXD
32. NOTE: Payable Time will not be calculated until the Time Admin process is run.

33. This completes Enter Call-Back Status.
End of Procedure.
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Reports

Create/Find a Run Control ID

Procedure

In this topic you will learn how to Create/Find a Run Control ID.

PS9HRTRN: s
PSOHEWEBDEVM2 Rce
Fa\’ﬂv”tes Ma\n_Menu

Personalize Content | Layout Hel

Done @ Local intranet | Protected Mode: Off v B10% v

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
.

Point to the LSUHSC Processes menu.

Point to the Time and Labor menu.

Point to the Report menu.

SR e I

Click the Time Details Report menu.
|| Time Details Report
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Step Action

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. A Run Control ID is used to access the Process Scheduler. You may save parameters
related to a particular process or report with a run control to minimize data entry
when running recurring processes and reports. If you select Find an Existing Value
to use an existing Run Control 1D, the Report page displays the information from the
most recent Print Request.

A Run Control ID must conform to the following:

1. Be specific to the end-user’s Operator ID;

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

3. Must be one continuous string of words (maximum of 30 characters). If it
consists of more than one word the Run Control ID cannot contain a blank
space between the words. However, an underscore can be utilized to connect the
words.
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PSO9HRTRN: s
PSOHEWEBDEV12 Rce
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Report > Time Detais Report

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

Run Control ID: begins with ~ |

[T case Sensitive

Search | Clear | gasic Search [Ef save Search Criteria

Find an Existing Value | Add a New Value

< i ] »

Done @ Local intranet | Protected Mode: Off v B10% v

Step Action

9. Click the Add a New Value tab.

Add a Mew Value ]

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

11. Click the Add button.
Add
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PSO9HRTRN: s
PSOHEWEBDEV12 Rce
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Report > Time Detais Report

Time Detail

MNew Window | Help | Customize Page | i

Run Control ID:  time_detail_rpt Report Manager Process Monitor Run |
Run Control Parameters
Start Date: B End Date: B

Employees To Process

First Kl 4 or 1 B Last

[ foepertment . loesewsten [ [

Departments to Include

[ save | =T notify [Eh Add | 5]Updatemisplay

< i ]
Done € Local intranet | Protected Mode: Off fh v ®10% v
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 link.

Time Details Report
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PSO9HRTRN: s
PSOHEWEBDEV12 Rce
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Report > Time Detais Report

Add to Favorites | Sian out

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

Run Control ID: begins with

[T case Sensitive

Search | Clear | gasic Search [Ef save Search Criteria

Find an Existing Value | Add a New Value

‘ m ] v

G Local intranet | Protected Mode: Off v B10% v

Step Action

13. Click the Search button to view existing run controls.
Search
14. You will click the appropriate run control link when you wish to run future reports.

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

Procedure

In this topic you will learn how to run the Time Details Report.

Step Action

1. The Time Details Report can be run for an individual as well a department.
Exercises demonstrating both options are provided in this topic.

Y1} Health Sciences Center
PS Desktop Server
Windows 2008-XenApp 6

UserID: koconn
Domain: LSUMC-MASTER

Computer: APP225
Logon Server: DCDPS

Step Action
2. Click the PS9.1 Launcher button.
3. Click the button to the right of the Database field.
4, Click the PS 9.1 HCM Reports (PS9HRRPT) link.
[FS 9.1 HCM Beports [PSIHRRPT) |
5. Click the Start button.
Start
6. Click the Main Menu button.
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P— Home Addto Favorites |  Sign out
Personalize Search Menu: ® (@ Hep
3 Time and Labor ;
3 Reporting Tools
3 PeopleTools 4
3 LSUHSC Processes
[E my Personalzations
€ Local intranet | Protected Mode: Off 5 v ®100% ~
Step Action
7. Point to the LSUHSC Processes menu.
8. Point to the Time and Labor menu.
9. Point to the Report menu.
10. Click the Time Details Report menu.

NOTE: You will run the Time Details Report after Payroll has been confirmed.
| || Time Details Report

11.

NOTE: This report cannot be run for any employee paid from ""Schedule"".
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Home | AddtoFavorites |  Sign out

Favgrites  Main Menu > LSUHSC Processes > Time and Labor > Report > Time Detais Report
EDnewwindow e & nttp
Time Details Report

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

GUCEURSEEITEN | Add a New Value

Maximum number of rows to return (up to 300): [300
Run Control ID: begins with = |

[[Icase Sensitive

Search Clear |Basic Search [&° Save Search Criteria

Find an Existing Value | Add a New Value

< i ] »

Done

€& Local intranet | Protected Mode: Off v B0% v

Step

Action

12.

Click the Add a New Value tab.
| Add a Mew Value |

13.

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

14.

Click the Add button.

15.

In this exercise, you have been asked to run the Time Details Report for an

employee at for the pay period 02/20/12 - 03/04/12.
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Home | AddtoFavorites |  Sign out

Favorites - Main Menu > LSUHSC Processes > Time and Labor > Report > Time Details Report

0 New Window ()Help [ Customize Page [ hitp
Time Detail

Run Control ID:  time_detail Report Manager Process Wonitor 0,

Run Control Parameters

Start Date: ) End Date: 2]

Employees To Process

Find | View A | 8 First K 4 071 D Last

[ — Y [ Q SN

=
Ccustomize | Find | view 20| B B frat K qorg O st

1 QY (=

Save | [T MNotify [-h Add | | 2] UpdateDisplay

. ] »
Done €& Local intranet | Protected Mode: Off v 0% v

Step Action

16. Enter the beginning date for the pay period in the Start Date field.

Enter the desired information into the Start Date field. Enter "02202012".

17. Enter the ending date of the pay period in the End Date field.
Enter the desired information into the End Date field. Enter "03042012".

18. Enter the desired information into the Empl ID field. Enter "7-digit Employee 1D
Number".

19. Click the Run button.
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Home | AddtoFavorites |  Sign o

Favgrites | Main Menu > LSUHSC Processes > Time and Labor > Report > Time Detais Report
& New Window (Z)Help [ Customize Page [ hitp

Process Scheduler Request

User ID: KOCON2 Run Control ID: time_detail

Server Name: I - un Date: 0410412012 &

Recurrence: *  RunTime:  |34356PM Resetto Current DaterTime

Time Zone: Q

Select Description Process Name Process Type Type *Format Distribution

Time Details 7ZTL009 SOR Report Web v PDF  ~ Distribution

OK Cancel

Done €& Local intranet | Protected Mode: Off v 0% v

Step Action

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

21. Click the PSNT option from the drop-down list.
[PSNT |

22. Click the OK button.

23. Process Monitor

Since Time Details Reports must be requested and printed one at a time by each
end-user to prevent blocking of the database, the end-user may confirm whether
he/she has a Print Process running and monitor the status of his/her Print Request,
by accessing the Process Monitor.
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Home | AddtoFavorites |  Sign out

Favorites - Main Menu > LSUHSC Processes > Time and Labor > Report > Time Details Report

0 New Window (Z)Help [ Customize Page [ hitp
Time Detail

Run Control ID:  time_detail Report Manager Process Wonitor 0,

Process Instance: 1215348
Run Control Parameters

Start Date:|02/20/2012 ] End Date: [03/04/2012 [H

Find | View A | 8 First K 4 071 D st

Empl ID Empl Record

0118840 @ 0@ [+ =]
Departments to Include customize | Fin | view 20 | B B pra Kl g org O aae
Department Description
1 @ ==
Save | =] Motify

[-h Add | | 2] UpdateDisplay

<

Process Instance:1215348

Y

G Local intranet | Protected Mode: Off v B10% v

Step Action

24, Click the Process Monitor link.

NOTE: You do not have to access the Process Monitor to confirm your print

request is running. You can navigate directly to the Report Manager.
| Process Monitor |

25. Run Status indicates the status of the process:

Queued: The process is in line to run.

Initiated: The process has begun.

Processing: The process is running.

Success: The process ran successfully.

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

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

Posted. Click the Refresh button to update the page until the appropriate results
display.

NOTE: Please wait 10 - 15 seconds between clicks to allow for system processing.
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ORACLE’
Home | AddtoFavorites |  Sign out

Favorites ~ Main Menu > LSUHSC Processes > Timeand Labor > Report > Time Defais Report
ENew Window (Z)Help [ Customize Page [ hitp
Pro " gemver List
View Process Request For
user ID: KOCON2 @, Type: - Last - 1 Days - | Refresh |
Server. ~ Name: ‘ Q Instance: to
Run ~ Distribution - Save On Refresh
Status: 4
Process List Customize | Find | vieve 20 | B | BE st K qorg I Lost
Process - Distribution .
Select Instance Seq. Process Type Name User Run Date/Time Run Status T Details
[ 1215348 SOR Report ZZTLO0S KOCON2 04/0412012 3:43:56PM COT Initiated NIA Details
Go back to Time Details Report
|[5) save |=] otity
Process List| Server List
] m ] »
Process Instance: 215348 €& Local intranet | Protected Mode: Off v 0% v

Step Action
27. Click the Refresh button.

28. NOTE: The Run Status = Success and the Distribution Status = Posted.

Click the Go back to Time Details Report link.
| Go back to Time Details Report |
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ORACLE’
Home | AddtoFavorites |  Sign out
Favorites ~ Main Menu > LSUHSC Processes > Timeand Labor > Report > Time Defais Report
0 New Window (Z)Help [ Customize Page [ hitp
Time Detail

Run Control ID:  time_detail Report Manager Process Wonitor idty

Run Control Parameters

Start Date: 02/20/2012 |5 End Date: [03/04/2012 [
Employees To Process Find | View A1 | 8 First K 4 071 D st
Empl ID Empl Record
0118840 a, 0, =
Departments to Include Customize | Fing | view 20| B | 3 Frs g ore D Lot
Department Description
L1 I § =

Save [ Return to Search | =] Nty |

[Eb Add | Updale/Display,

itAction_win0(d 'PRCSRQSTDLG_WRK_LOADRPTLIST'): T € Local intranet | Protected Mode: Off v'h" H100% v :E
Step Action
29. The Report Manager allows you to view and print your report.
Click the Report Manager link.
| Report Manager |
30. In this exercise, the Status = Posted and the Time Details displays as a blue link. For
future requests, you may need to click the Refresh button to complete the print
process in the Report Manager.
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ORACLE’

| AddtoFavorites |  Sign out

Favorites ~ Main Menu > LSUHSC Processes > Timeand Labor > Report > Time Defais Report
& New Window (Z)Help [ Customize Page [ hitp
[T E g ( Archives
View Reports For
User ID: KOCON2 Type: N ~ Last - 1 Days - | Refresh
Status: - Folder: ~ Instance: | to: |
Report List Customize | Find | A e Last
Report Pres N Request
Select D e Description DateTime Format Status Details
04104/2012 Acrobat
0 375561 1215348  Time Details e ot Posted  Details
#Fsgearar  Dpesereatan
[2Beete ik ne delete bution to elete the selected report(s)
Go back to Time Details Report
|5 save
Administration | Archives
] i ] v
Process Instance: 215348 € Local intranet | Protected Mode: Off v 0% v

Step Action

31. Click the Time Details link.

The Time Details Report will open in a new window.

Time Details
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x
H@-@%l/z ®® 0% - o £ fng -
B <
Report ID:ZZTL00S Time Detail Page No. 1
User ID: KOCON2 Run Date 04/04/2012
For the period 02/20/2012 through 03/04/2012 Run Time 15:44:33 L
Department: EL2036320 INTENSIVE CARE UNIT 1
Employee ID: Name: John Doer Job Title: 112240 EN 2
Pay From Schedule: No
Workgrp:  BPOS_RPTR Biweekly Dositive Reporter OverTime:  SO0_KTE 80 COMP TIME 1.0 n
Meal : 30MIN 30 MIN AFTER 5 HRS AND 15 HRS WeekEnd: W3_T7AT730A WEND3 7A SAT 730A MON NoMin
Shift 2: 52 3P1130D SHIFT 2 3P-11:30D 2 HrMin CallBack:
Shift 3: £3_11P730A SHIFT 3 11P-7:30A 2 HrMin HolWorked  KTH-HOL Holiday Pay Worked
REPORTED PUNCH TIME DETAIL
XFR_PUNCH IN EUNCH GUT HOURS TRC  OVERRIDE
02/20/12 06:25 02/20/12 19:05 12.10
02/21/12 06:24 02/21/12 18:54 12.00
02/24/12 0.40 LAN
02/24/12 06:30 02/24/12 18:37 11.60
02/25/12 0.50 LAN
02/25/12 06:25 02/25/12 18:28 11.50
02/26/12 0.80 LK1
02/26/12 06:25 02/26/12 18:14 11.20
03/01/12 06:24 03/01/12 18:55 12.00
03/03/12 7.90 LK1
+%* Time Admin needs to run to get accurate payable time. ***
TRC DESCR HOURS OTHER
CER CERTIFICATION PAY 70.40
DP1 DEPARTMENT/CRITICAL 70.40
HD1 HOLIDAY DIFF 1 24.10
e KTIME WORK ON HOLIDAY EARNED 24.10
LK1 LEAVE - COMP-TAKEN 1.0 9.60
RGB REGULAR 70.40
SH2 SHIFT 2 22.40 n
WEEKEND DIFF 22.20 E

Lal * oW

Step

Action

32.

The employee's punch information for the pay period displays.

Click the Down Arrow on the scrollbar to view additional report information.
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= PS Desktop - Citrix XenApp Plugins for Hosted Apps [SpeedScreen On]

5 https://ps9hercbreports.|suhsc.edu/psreports /heprp/68215/22TL009_866585.PDF - Microsoft Internet EXplorer

File Edt GoTo Favortes Help | L
\)Ba:k = Q = |ﬂ E" _:j ‘ /,]Seavch si_(Favnmes €}| 3 i = _J ﬁ
Address [€] Isuhe 15/22TLODS_BEE5E5, PDF Sl Bes |unks »
S sesooy ) @ ) searen EWI;SE\EU‘ E" @ - E ® [iew - @ ‘ RERHE == |ym| . Create an adgabe POF
= TI/II7 09 T2 U0 LAN 5
- 11/12/09 9.10 LEN z‘
)
E TRC DESCR HOURS OTHER
CER CERTIFICATION PARY 46.90

CHE IN CHARGE 11.70

DP1 DEPARTMENT/CRITICAL 46.90

LAN LEAVE - ENNUAL BW WAGE 21.10

LBS LERVE - SICK BIWEEKLY WAGE 12.00

RGE REGULAR 46.90

SH2 SHIFT 2 16.00

SH2 SHIFT 3 €.90 i

WEN WEEKEND DIFF 22.50

Total 80.00

Employee Signature/Date:

i

£

2

£

¥/

3

T

£

£

8

]

= [I4 4T » M[© O] EIENCET
— [T [ & [unknown Zone

& start| | | 7 rme Detals Report - tic... || @] https:/ fpsShercbrepo... |€
3 =

\P R =@ r\ 331PM

Step Action

33. Click the Down Arrow on the scrollbar to view additional report information.
34. Click the Down Arrow on the scrollbar to view additional report information.
35. The last page of the report is a summary page.

NOTE: The Time Details report will be printed after payroll has been confirmed.
The summary page will be distributed to obtain appropriate signatures.

NOTE: You may want to save a copy of the Time Details Report to a secure folder.

36. The Total Hours displayed here is the total hours Paid only.
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Z7TL009_1215348[1].pdf - Adobe Read
File Edit View Document Tools Window Help *

B &) \gj F 1/2 @® wx -5 A -
| Bl reporTED PUNCH TIME DETAIL
XFR PUNCH IN FUNCH GUT HOURS TRC  GVERRIDE
02/20/12 06:25 02/30/12 18:05 12.10
02/21/12 06:24 02/21/12 18:54 12.00 —i|
02/24/12 0.40 LAN
02/24/12 06:30 02/24/12 18:37 11.60
02/25/12 0.50 LAN
02/25/12 06:25 02/25/12 18:28 11.50 p
02/26/12 0.80 LK1 1
02/26/12 06:25 02/26/12 18:14 11.20
03/01/12 06:24 03/01/12 18:55 12.00
03/03/12 7.90 LK1

++* Time Admin needs to run to get accurate payable time. *** =

TRC DESCR HOURS OTHER
CER CERTIFICATION PAY 70.40
DP1 DEPARTMENT/CRITICAL 70.40
HD1 HOLIDAY DIFF 1 24.10
KTH KTIME WORK ON HOLIDAY EARNED 24.10
LK1 LEAVE - COMP-TAKEN 1.0 9.60

RGB REGULAR 70.40

sH2 SHIFT 2 22.40
WEN WEEKEND DIFF 22.20
Total 80.00

Employee Si /Date:

Bl = ]

Step Action

37. Click the Close button.
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ORACLE’

Home | AddtoFavorites |  Sign out
Favorites ~ Main Menu > LSUHSC Processes > Timeand Labor > Report > Time Defais Report
& New Window (Z)Help [ Customize Page [ hitp
View Reports For
UserlD:  [KOCONZ Type: ~ Last - 1 Days - . Refresh
Status: - Folder: ~ Instance: | to: |
Report List Customize | Find |
Report Pres . Request
Select D —m Description DateTime Format Status Details
04/04/2012 Acrobat
0 375561 1215348  Time Details e ot Posted  Details

selectal  Upeseisctal

[2Beete ik ne delete bution to elete the selected report(s)
Go back to Time Details Report

[ save |

Administration | Archives

]

i ] v
Process Instance:1 215348 S

€ Local intranet | Protected Mode: Off v B0k v

Step Action

38. Click the Go Back to Time Details Report link.
| Go back to Time Details Report |

39. In this exercise, you will run the Time Details Report for the entire Intensive Care
Unit for pay period 02/20/12 - 03/04/12.

ORACLE"

Home | AddtoFavorites | Signout
Favorites . Main Menu > LSUHSC Processes > Timeand Labor > Report > Time Detais Report

&0 New Window (ZIHelp [& Customize Page 5 hiip
Time Detail

Run Control ID:  time_detail Report Manager Process Monitor |- RUA-|

Run Control Parameters

Start Date: (022012012 | End Date: [03/04/2012 [5]

Employees To Process

Customize | Find

|[5) save [of Returnto Seareh | |[=] Notity |Ekaad| [Flsupdatebispiay;

<

m J
javasc itAction_winO{doc in0,"PRCSRQSTDLG_WRK_LOADRPTLIST'); E

b

€ Local intranet | Protected Mode: Off 4 v ®100% ~
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Step Action

40. Click the Delete Row link to delete the EmplID and refresh the Time Detail page.
41. Click the OK button.
T
42. NOTE: By deleting the EmplID the page refreshed and the Group ID field
displayed.

Click the Look up Group ID button.
@,

ORACLE’

Favorites | Main Menu > LSUHSC Processes » Time and Labor > Report » Time Details Report

Home | AddtoFavortes | Signout

Look Up Group ID

Time Reporter Group: begins with ~ |

| Lookup | clear | cancel Basic Lookup

Search Results

iew 100 First [] 161 [3] Last

Time Reporter Group Group Type Indicator Description
EBO10 o EL203R320 INTEMSIYE CARE UNIT

Process Instance:1215348 € Local intranet | Protected Mode: Off 4 -

Step Action

43. Click the EB010 link.
EBO10D
44, Click the Look up Department button.

NOTE: The Time Details report can be run for an entire Business Unit if you
have the appropriate security access.

@,
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Step Action

45, Click the EL.2036320 link.
|EL2I]3EiSEEI INTEMSIVE CARE UNIT|

46. Click the Run button.

Home | AddtoFavortes |  Sign oul

Favorites - Main Menu > LSUHSCProcesses > Timeand Labor > Report > Time Detais Report
Enewwindow (DHep [ customize Page E ntp

Process Scheduler Request

UserID: KOCON2 Run Control ID: time_detail

Server Name: ~ RunDate 04042012 F

Recurrence: *  RunTime: |352:32PM Resetto Current DateiTime

Time Zone: a

Select Description Process Hame Process Type “Type *Format Distribution

Time Details ZZTL009 SQR Report Web v PDF ~ Distribution

oK Cancel

Process Instance1215348 E € Local intranet | Protected Mode: Off 3 v ®100% v

Step Action

47. Check to see that the PSNT option is selected for the Server Name.

Click the OK button.
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ORACLE’

Favorites - Main Menu > LSUHSC Processes > Time and Labor > Report > Time Details Report

Time Detail
Run

Run Control ID:  time_detail Report Manager Process Monitor [

Hoeme | AddtoFavorites |  Sign out

& New Window (Z)Help [& Customize Page hitp

Process Instance: 1215349

Run Control Parameters

Start Date:[02/20/2012 | End Date: [03/04/2012 [H

Employees To Process
Group ID

EBO10 @,

Departments to Include st Bl 4011 O
Department

1 [EL2036320 @ INTENSIVE CARE UNIT =

5] save [t Returnto Search | =] Nolify | Ebidd]| [£-UpdateiDispley,

< I ] o
Process Instance 215349 =] G Local intranet | Protected Mode: Off fa v R100% v

Step Action

48. Click the Report Manager link.
| Report Manager |
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ORACLE"

Home | AddtoFavorites |  Sign out

Favorites ~ Main Menu > LSUHSC Processes > Timeand Labor > Report > Time Defais Report
& New Window (Z)Help [ Customize Page [ hitp
Administration [
View Reports For
User ID: KOCON2 Type: [N ~ Last - 1 Days - | Refresh
Status: ~  Folder: ~ Instance: | to: |
Report Pres N Request
Select D e Description DateTime Format Status Details
04/04/2012 Acrobat
0 375562 1215349 Time Details s ot MiA
04/04/2012 Acrobat
O 375561 1215348  Time Details 44 13RI ¢t Posted  Detalls
gt Dpesereatan
[2Beete clickne delete bution to elete the selected report(s)
Go back to Time Details Report
|5 save
Administration | Archives
] i ] v
Process Instance:1 215349 E G Local intranet | Protected Mode: Off v 0% v

Step Action

49, 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.
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ORACLE"

Favorites - Main Menu > LSUHSC Processes > Time and Labor > Report > Time Details Report

Administration Archives

Home | AddtoFavorites |  Sign out

& New Window ()Help [ Customize Page [ hitp

View Reports For
User:  [KoCONZ Type: + Last - 1 Days - Refresh
Status: - Folder: ~ Instance: | to: |

S
Customize | Find | view 20 | BV | B Fest B 42012 O ot

Report Pres . Request
Select I Instance DEscribtion e Format Status Details
04/04/2012 Acrobat
375562 1216349 Time Details 352:47PM .pan Posted Details
04/04/2012 Acrobat
375561 1215348 Time Details 34418P1 (* pan) Posted Details
SelemAH DDESE\EGAH

[ PEIEE ek he delete button to delete the selected repart(s)
Go back to Time Details Report
Save

Administration | Archives

ol m

Process Instance:1 215349 E G Local intranet | Protected Mode: Off

2

a v R100% v

Step Action

50. Click the Time Details link.

Time Details

51. When running the Time Details Report for a specific department, information will
be sorted by employee in alphabetical order.

When running the Time Details Report for an entire Business Unit, information will
first be sorted by Department and then by employee in alphabetical order.
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) ZZTL009 1215349(2] pdf - Adobe Reader

Q Lsutealth

NI

=

L=

®&® 0% - o ] Fnd

@1/17

Report ID:ZZTL009
User ID: KOCON2
EFor the period 02/20/2012 through 03/04/2012

Time Detail

[

Page No. 1
Run Date 04/04/2012
Run Time 15:53:02

Department: EL2036320 INTENSIVE CARE UNIT

Employee ID: Name: John Doe

Pay From Schedule: No

Job Title:

100400 NURSING ASST 2

Workgrp:  BPOS_RPTR Biweekly Dositive Reporter OverTime:  40_KT-V 40 COMP TIME 1.0/1.5
Meal: 30MIN 30 MIN AFTER 5 HRS AND 15 HRS WeekEnd: W3_7A730A WKND3 7A SAT 730A MON NoMin
Shift 2: 52 3P1130P SHIFT 2 3P-11:30D 2 HrMin CallBack:
Shift 3: £3_11P730A SHIFT 3 11P-7:30A 2 HrMin HolWorked  KTH-HOL Holiday Pay Worked
REPORTED PUNCH TIME DETAIL
XFR_PUNCH IN FUNCH GUT HOURS TRC  OVERRIDE
02/22/12 06:24 02/22/12 15:06 8.00
02/23/12 06:23 02/23/12 14:56 8.10
02/24/12 06:25 02/24/12 14:55 8.00
02/27/12 06:23 02/27/12 14:56 8.10
0z2/28/12 7.90 LAN
02/29/12 06:23 02/29/12 14:54 8.10
03/01/12 06:23 03/01/12 14:55 8.10
03/02/12 06:26 03/02/12 14:54 8.00
TRC DESCR HOURS OTHER
KTE COMP TIME 1.0 EARNED 0.30
HOL HOLIDAY ENTITLEMENT 16.00
LEN LEAVE - ANNUAL BW WAGE 7.90
EGB EEGULAR 56.10
Total 80.00

5

Employee Signature/Date:

Bllcas oW o p—

E
3sseM |

.
A Ay el

Step Action

52. Click the Down Arrow on the scrollbar to view additional report information.

[]

53. Click the Down Arrow on the scrollbar to view additional report information.

[]

54. The Total Hours displayed here is the total hours Paid only.

55. You will print the Time Details Report and distribute it for appropriate employee
signatures. The department summary page will be distributed as well to obtain

appropriate signatures.

Note: You may want to save a copy of the Time Details Report to a secure folder.

56. This completes Time Details Report.
End of Procedure.
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Attendance History

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.

ORACLE"

Home | AddtoFavorites |  Sign out
Favgrites ' Main Menu > LSUHSC Processes > Time and Labor > Report > Time Defais Report

Administration Archives

View Reports For
UserlD:  [KOCON2 Type: v Last - 1 Days  ~ Refresh

Status: ~  Folder: ~ Instance: | to: |

& New Window (Z)Help [ Customize Page [ hitp

S
Customize | Find | view 20 | B | B Fest B 42012 O ot

Report Pres . Request
Select I Instance  DEscribtion e Format Status Details
04/04/2012 Acrobat
375562 1216349 Time Details 352:47PM .pan Posted Details
04/04/2012 Acrobat

375561 1215348 Time Details Posted Details

3:44:18P1 (*.pd)

selectal  Dpeselsctal

BeElEle | Click the delete button to delete the selected report(s)
Go backlo Time Details Report
Save

Administration | Archives

ol m

Process Instance:1 215349 S

2

€ Local intranet | Protected Mode: Off v B0k v

Step Action

1. Click the Report link.

2. Click the Attendance History link.
D Attendance History
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Home | AddtoFavorites |  Sign out

Favorites - Main Menu > LSUHSC Processes > Time and Labor > Report > Attendance History

Enewwindow e & nttp
Attendance History
Enter any information you have and click Search. Leave fields blank for a list of all values
Add a New Value
Maximum number of rows to return (up to 300): ’“T

Search by: Run Control ID begins with |

[[Icase Sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

< m ] »
Process Instance: 215349 E €& Local intranet | Protected Mode: Off 5 v H100% v |

Step Action
3. Click the Add a New Value tab.
Add a Mew Value

4. Enter the desired information into the Run Control ID field.
Enter "attend_history".

5. Click the Add button.

Add

6. In this exercise, you are asked to run the Attendance History report for a single
employee for pay period 02/20/12 - 03/04/12. You will use the LAN (Leave -
Annual BW Wage) and LBS (Leave - Sick Biweekly Wage) Time Reporting Codes
to generate report data.
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Favorites - Main Menu > LSUHSC Processes > Time and Labor > Report > Attendance History

& New Window (Z)Help [ Customize Page [ hitp
Attendance History
Run Control ID:  attend_history Report Manager Process Monitor 0,

Run Control Parameters

Start Date: ) End Date: 2]

Employees To Process

Find | View A | 8 First Kl 4 or1 D st

[— Y [ Q SN

 — [ ElE]

Save =] Notify [k Add | 7] UpdateiDisplay

Home | AddtoFavorites |  Sign out

i
itAction_wind(d ‘PRCSRQSTDLG_WRK_LOADRPTLIST); [E1

»

Training Guide
Time and Labor 9.1 Time Keeper Payroll - HCSD

€& Local intranet | Protected Mode: Off v % v
Step Action
7. Enter the beginning date for the pay period in the Start Date field.
Enter the desired information into the Start Date field. Enter "022012".
8. Enter the ending date of the pay period in the End Date field.
Enter the desired information into the End Date field. Enter "030412".
9. Enter the desired information into the Empl ID field. Enter "7-digit Employee 1D
Number".
10.

Select the desired Time Reporting Codes (TRC) for the report.

Click the Look up Time Reporting Code button.
@,
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ORACLE’

Favorites - Main Menu > LSUHSC Processes > Time and Labor > Report > Attendance History

[ Look Up

Look Up Time Reporting Code

Search by:  Time Reporting Code = begins wilh|

| LookUp || caneel |advanced Lookup

Search Results

View 100 First [] 18 o158 3] Last
Time Repeorting Code Description

Break

CkY @05

CALL BACK OVERTIME 880
CALL BACK PAY
CALL BACK REGULAR
CALLBACK SPECIAL ILPH
CALLBACK @146
CERTIFICATION PAY
Cancel Holiday Entitiement
IN CHARGE
CALL BACK @ 8T K-TIME
CALL BACK 1.6 K-TIME
OM CALL PAY
OMN CALL PAY WEEKEND
CER PAY POLICE

m

Process Instance:1215349 S

€ Local intranet | Protected Mode: Off

 Lsuteaith

Home | AddtoFavorites |  Sign out

fa v B100% v |

Step Action

11. View TRC options.
Click the Down Arrow button of the scrollbar.

12. View TRC options.

Click the Down Arrow button of the scrollbar.

13. View TRC options.

Click the Down button of the scrollbar.

-]

14. View TRC options.

Click the Down button of the scrollbar.

‘

15. Click the Up button of the scrollbar.

16. You can search for the TRC option you wish to utilize. In this exercise you will

search for the LAN (Leave - Annual BW Wage).

Enter the desired information into the Search by field. Enter "L".
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Step

Action

17.

Click the Look Up button.
Laok Up |

18.

Click the LAN link.

Home | AddtoFavortes | Signout

Favorites - Main Menu > LSUHSCProcesses > Timeand Labor > Report > Attendance History

Enewwindow (DHep [ customize Page  E ntp
Attendance History

Run Control ID:  attend_history

Run Control Parameters

Start Date: 02/20/2012 |[&{ End Date: [03/04/2012 5]

Empl ID Empl Record

Customize | Find | View AINEY | 3 First K 4070 0 Lot
Time Reporting Code Sort Order

1 [Lan @, LEAVE - ANNUAL BW WAGE =

save | [Z] Notify [-h Add | | 2] UpdateDisplay

|

Process Instance:1 215349 E € Local intranet | Protected Mode: Off v BI00% v

Step

Action

19.

Additional TRC parameters may be included by clicking the "+" sign. Conversely,
TRC parameters may be removed by clicking the "-" sign.

Click the Plus (+) button.

20.

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

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

Click the Look Up Time Reporting Code button.

21.

Enter the desired information into the Search by field. Enter "L".

22.

Click the Look Up button.

Page 133

Training Guide
Time and Labor 9.1 Time Keeper Payroll - HCSD




Training Guide
Time and Labor 9.1 Time Keeper Payroll - HCSD Q LSUHealth

Step Action

23. Click the LBS - Leave - Sick BiWeekly Wage link.
LBs

24, Click the Save button.

25, Click the Run button.

Home |  Addto Favorites | Sign oL

Favorites . Main Menu > LSUHSC Processes > Time and Labor > Report > Attendance History
&0 New Window (ZIHelp [& Customize Page 5 hiip

Process Scheduler Request

UserID: KOCON2 Run Control ID: attend_history

Server Name: I - Run Date: 0404/2012 e}

Recurrence: * RunTime: |454:50PM Resetto Current Date/Time

Time Zone: OJ

Select Description Process Name Process Type “Type *Format Distribution

Attendance History ZZTL007 SQR Report Web v PDF  ~ Distribution

oK Cancel

Process Instance215349 B €& Local intranet | Protected Mode: Off G v WI0% v

Step Action

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

[-]

217. Click the PSNT option from the drop-down list.
[PSNT |

28. Click the OK button.
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Home | AddtoFavorites |  Sign out
Favorites ~ Main Menu > LSUHSC Processes » Time and Labor > Report > Attendance History
I New Window (Z)Help [ Customize Page [ hitp
Attendance History

Run Control ID:  attend_history Report Manager Process Wonitor 0,

Process Instance: 1215350

Run Control Parameters

Start Date: 02/20/2012 |5 End Date: [03/04/2012 [

Employees To Process
Empl ID

Find | View A | 8 First Kl 4 071 D st
Empl Record

= A [—C ERE

TRC's to Include

Time Reporting Code:

1[Lan @, |LEAVE - ANNUAL BW WAGE [ =]

2|LBs @, |LEAVE - SICK BIWEEKLY WAGE =
Save | |[=] Notify

% Add | | 7] UpdateDisplay

<[

Process Instance:1215350

Y

E G Local intranet | Protected Mode: Off v H10% v

Step Action

29. The Report Manager allows you to view and print your report.

Click the Report Manager link.
| Report Manager |

30. The Status indicates 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.
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ORACLE"

Home | AddtoFavorites |  Sign out
Favorites ~ Main Menu > LSUHSC Processes » Timeand Labor > Report > Attendance History
ENew Window (Z)Help [ Customize Page [ hitp
[N E ) Archives
View Reports For
UserlD:  [KOCONZ2 Type: v Last - 1 Days - | Refresh
Status: ~  Folder: ~ Instance: | to: |
Report Pres N .
Select D e Description Format  Status Details
04/04/2012  Acrobat
0 375665 1215362 Atendance History  Jooomoyt CTROR Processing
041042012 Acrobat
O 375563 (1215350 AMtendance Hstory |y’ iapy gy POSEES Details
’ 04/04/2012  Acrobat
0 375562 1215340 Time Details amoareu epan |POSted Details
04/04/2012  Acrobat
0 375561 1215348  Time Details JastaPl  cpan Fosted Details
Footectt  Dpesetectan
|mB2igten| ciick the delete button to delete the selected repori(s)
Go back to Attendance History
5 save
Administration | Archives
] i ] v
Process Instance:1 215352 €& Local intranet | Protected Mode: Off v 0% v

Step Action

31. 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.
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Home | AddtoFavorites |  Sign out

Favorites - Main Menu > LSUHSC Processes > Time and Labor > Report > Attendance History

& New Window (Z)Help [ Customize Page [ hitp

View Reports For
UseriD:  [KOCONZ Type: v Last - 1 Days - Refresh
Status: ~  Folder: ~ Instance: to:
Customize | Find | view 20 | B | B Fest B qg0ra O st
Report Pres Request
Select D s, Description DatelTime Format Status Details
04/04/2012 | Acrobat
Altendance History . Details
375565 1215352 Attendance Histo 50807PM  |¢pan |Fosted Defails
041042012 |Acrobat
375563 1215350 Atencance Histoy  e"op " (W Top® Posted  Details
041042012 |Acrobat
375562 1215349 Time Details asoarPN |(pay Fosted  Detais
04/04/2012 | Acrobat
375561 1215348 Time Details 3461aPM  |cpan Fosted  Defails
Footectt  Dpesetectan
DEIE | click the delete button to delete the selected repori(s)

Go backto Attendance History
Save

Administration | Archives

al I ] v

Process Instance:1215352 G Local intranet | Protected Mode: Off v BI0% v

Step Action

32. Click the Attendance History link to view your report.

This will open a new window.

Attendance History

33. The Weekly Time section provides leave information for each day in the pay period.

The Monthly Time section provides leave information by calendar month.

34. Click the Close button for the new window only.

35. Click the Go back to Attendance History link.
| Go back to Attendance History

36. In this exercise, you will run the Attendance History for the entire Intensive Care
Unit using the LAN and LBS Time Reporting Codes.

Click the Minus (-) button.

37. Click the OK button.
8]
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Step Action

38. NOTE: By clicking the Minus (-) button, the system automatically displays the
Group ID field.

Click the Look up Group ID button.

39. Click the EB010 link.
40. You may use the current parameters or make changes by utilizing the Plus (+)

and Minus (-) signs displayed at the end of each row.
Click the Save button.

EJJ Save
41. Click the Run button.
Fun
42. Click the OK button.
oK
43. Click the Report Manager link.

|Rer;-3rtl.1an:3-;er |

44, In this example the Status = Posted and Attendance History is a blue link.

NOTE: If the Status was not Posted, you would have clicked the Refresh button
until Status = Posted and the Attendance History in the Description column
displays as a blue link. Please wait 10 - 15 seconds between clicks to allow for
system processing.

45, Click the Attendance History link.

Attendance Histary

46. View the report results.

Click the Down button of the scrollbar.

[]

47, View results.

Click the Close button.

[*]

48. This completes Attendance History.
End of Procedure.
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Early/Late Exceptions Report
Procedure

In this topic you will learn how to run the Early/Late Exceptions Report.

Step Action

1. Click the Main Menu button.

Home: Add to Favorites | Sign out

Favorites - Main Menu

Personalize S€arch Menu:

® @Heip

3 Time and Labor

3 Reporting Tools

3 PeopleTools 4
{3 LSUHSC Processes

[E] My Personalizations

€ Local intranet | Protected Mode: Off G v ®100% ~

Step Action

2. Point to the LSUHSC Processes menu.

Point to the Time and Labor menu.

Point to the Report menu.

galsfw

Click the Early/Late Exception Report menu option.
| =] Early/Late Exception Report
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Home | AddtoFavorites |  Sign out

Favorites | Main Menu » LSUHSC Processes » Timeand Labor > Report > Early/Late Exception Report
EDnewwindow e = nttp

Early/Late Exception Report
Enter any information you have and click Search. Leave fields blank for a list of all values
LEULEURSIETAETER | Add @ New Value

Maximum number of rows to return (up to 300): [300

Search by: Run Control ID begins with |

[[lcase Sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

al m ] v

Done € Local intranet | Protected Mode: Off a v B10% v

Step Action

6. Click the Add a New Value tab.
| Add a Mew Value |

7. Enter the desired information into the Run Control ID field. Enter
"early_late_report".

8. Click the Add button.

9. In this exercise, you will run the Early/Late Exceptions Report for an employee for
pay period 02/20/12 - 03/04/12.
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Home | AddtoFavorites |  Sign out

Favorites ~ Main Menu > LSUHSC Processes » Timeand Labor > Report > Early/Late Exception Repart

0 New Window (Z)Help [ Customize Page [ hitp
EarlyiL ate Exceplion Report

Run ControlID:  early_late_report

ReportManager Process Monitor -R4M

Run Control Parameters

Start Date: ) End Date: 2]
Employees To Process Find | view Al | B First K 4019 D Last
rou
@ 0% @ ENHE]
Save =] Notify [k Add | 7] UpdateiDisplay

m ]
Done

»

€ Local intranet | Protected Mode: Off fa v R®100% v
Step Action
10. Enter the desired information into the Start Date field. Enter *022012".
11. Enter the desired information into the End Date field. Enter "030412".
12. Enter the desired information into the Empl ID field. Enter "7- digit Employee ID
Number",
13. Click the Save button.
14, Click the Run button.
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ORACLE"

Home | AddtoFavorites |  Sign out

Favgrites . Main Menu > LSUHSC Processes > Time and Labor > Report > Early/Late Exception Report
I New Window (Z)Help [ Customize Page [ hitp

Process Scheduler Request

User ID: KOCON2 Run Control ID: early_late_report

Serverame: NN | Runpate: 04102012

Recurrence: *  RunTime:  |212:04PM Resetto Current DaterTime

Time Zone: Q

Select Description Process Name Process Type Type *Format

EarlylLate Exception Report 7ZTL012 SOR Report Web v PDF  ~ Distribution

OK Cancel

Done € Local intranet | Protected Mode: Off 5 v H100% v

Step

Action

15.

-]

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

16.

Click the PSNT list item.
[PSNT |

17.

Click the OK button.
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ORACLE’

Favorites ~ Main Menu > LSUHSC Processes » Timeand Labor > Report > Early/Late Exception Repart

EarlylL ate Exceplion Report

Hoeme | AddtoFavorites |  Sign out

& New Window (Z)Help [& Customize Page hitp

Run Control ID:  garly_late_report Reportlianager Process ontor | RUA-|
Process Instance: 1215472
Run Control Parameters

Start Date:[02/20/2012 |5 End Date: [03/04/2012 [H

Employees To Process

Empl ID
- A, =

|[5) save | |=] wotify | |Ey ada | | ] updateiDispiay |

<

m
Process Instance:1 215472

] 3

€ Local intranet | Protected Mode: Off v ®10% v

Step Action
18.

Click the Report Manager link.

| Report Manager|
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ORACLE"

Favorites ~ Main Menu > LSUHSC Processes » Timeand Labor > Report > Early/Late Exception Repart

Administration Archives

View Reports For
User ID: KOCON2 Type: N ~ Last - 1 Days - Refresh

Status: ~  Folder: ~ Instance: | to: |

Home | AddtoFavorites |  Sign out

0 New Window (Z)Help [ Customize Page [ hitp

S
Customize | Find | view 2 | B | B Fest B 43013 O st

Report Prcs L Request .
Select D ) Description DatelTime Format Status Details
0410/2012 | Acrobat
375587 1215472 EarlylLate Exception Report 21227 |(pap Processing
04102012 |Acrobat
375586 1215471 | Early/Late Exception Report 206:04PM  |(pay POStEd  Detalls
0410/2012 | Acrobat
Employee Float Report Details
3755851215470 Employee Float Report toa58pM |(pan |FOSted  Delails
Fgecar  Dpessieata

[ DEIEE ek e delete button to delete the selected report(s)
Go back to Early/Late Exception Report
Save

Administration | Archives

ol m
Process Instanced 215472

2

G Local intranet | Protected Mode: Off v B10% v

Step Action

19. 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.

20. Click the Early/Late Exception Report link.
| Early/Late Exception Report |
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E htp Isuhsc.edu/psreps TLO12_1215472.PDF - Windows Internet Explorer = N 5
OO > ‘g https:/psSherchreports lsuhsc.edu/psreports/hrim/375587/ZZTL012 1215472.PDF ~ & |‘y‘ X ‘ |ﬁ Bing P~
bl @ McAfee JiR4

i Favorites | 53 [ Suggested Sites ~ ] Web Slice Gallery =

| @ nitpsiip: Isuh pereports/hr.. | i~ B -~ = @ - Pagev Safetyr Tookv @~
Program Id: ZZTL012 LSUHEALTH SCIENCES CENTER Page 1
Run date: 04/10/2012 EMPLOYEE EARLY/LATE EXCEPTION REPORT Run time: 14:12:36
From 02/20/2012 To 03/04/2012
Emplid Red# Exception Punch Date/Time Schedule Date/Time 1
EL2036320 INTENSIVE CARE UNIT
- 0 John Doel | i
Early-Out 02/25/2012 06:28 pm 02/25/2012 07:00 pm .
Early-Out 02/26/2012 06:14 pm 02/26/2012 07:00 pm

Done

Blel - 0[T

Step Action

21. Click the Close button.
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ORACLE" I

Add to Favorites | Sign out

Favorites  Main Menu > LSUHSC Processes > Timeand Labor > Report > FEarly/Late Bxception Report
0 New Window (Z)Help [ Customize Page [ hitp
Administration [T
View Reports For
User ID: Type: ~ Last - Days - | Refresh
Status: - Folder: ~ Instance: |
Report List Customize | i
Report Prcs . Request .
Select D et Description DatelTime Format Status Details
[ 375587 1215472 EarlylLate Exception Report 0410/2012  Acrobat pogog  Details
12.27PM  (*.pdf) S
0411012012 Acrobat
O 375586 1215471 | EarlyLate Exception Report 208:04PM | (pay FoSted  Details
0411012012 Acrobat
Employee Float Report Details
[l 375585 1215470 Employee Float Report 248580 |(pary Posted |Defails
#Fsgearar  Dpesereaan
[2Beete ik ne detete bution to elete the selected report(s)
Go back to Early/Late Exception Repornt
|5 save
Administration | Archives
Qo m ] ’
Process Instance: 215472 i} € Local intranet | Protected Mode: Off 5 v H100% v

Step Action

22. Click the Go back to Early/Late Exception Report link.
Go backto Earlyllate Exception Report

23. This completes Exceptions.
End of Procedure.
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Employee Float Report
Procedure

In this topic you will learn how to run Employee Float.

NOTE: Run the Employee Float report to view information on a single employee, a single
department or for multiple departments.

Home | AddtoFavorites |  Sign out
Favorites ~ Main Menu > LSUHSC Processes » Time and Labor > Report > Attendance History
I New Window (ZIHelp [ Customize Page [ hitp
Attendance History
Run Control ID:  attend_history ReportManager Process Wonitor Bty
Run Control Parameters
Start Date: 02/20/2012 |5 End Date: [03/04/2012 [
Employees To Process Find | view A B8 B Fee KD g org O Last
Group ID
EB010 @, [+ E]
TRC's to Include customize | Find | view 20 | B B rret K1 g20p2 1t
Time Reporting Code iptic Sort Order
1[Lan @, |LEAVE - ANNUAL BW WAGE [ =]
2[Bs @, |LEAVE - SICK BIWEEKLY WAGE [ =]
Save | [t Return to Search | =] Notify [ELAdd.| [ UpdateDisplay
< . ] »
Process Instance:1 215376 E €& Local intranet | Protected Mode: Off 3 v H100% v |

Step Action

1. Click the Report link.

2. Click the Employee Float Report link.
D Employee Float Report
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Q Lsutealth

Home | AddtoFavorites |  Sign out

Favorites | Main Menu > LSUHSC Processes » Tmeand Labor > Report » Employee Float Report
Enewwindow e & nttp

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

T3 Add a New Value

Maximum number of rows to return (up to 300): [300
Search by: Run Control ID begins with

[[lcase Sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

< I ]

Process. Instance: 1215376 E €& Local intranet | Protected Mode: Off fa v ®100% v

Step Action
3. Click the Add a New Value tab.
Add a Mew Value
Enter the desired information into the Run Control ID field. Enter "empl_float".
Click the Add button.
Add
6. In this exercise, you will run the Float Out Report for a single department for pay
period 02/20/12 - 03/04/12.
7. Before entering the Start Date and End Date the Select Report Type must be
determined.
In the Select Report Type section, the system defaults to the Float In Report options.
The system will not allow you to run a Float In report and a Float Out Report on the
same request. You must select one or the other.
NOTE: The Start and End dates will have to be re-entered if the Select Report
Type is not indicated first.
8. Click the Float Out Report option.
9. Enter the beginning date for the pay period in the Start Date field.

Enter the desired information into the Start Date field. Enter "022012".
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Step Action

10. Enter the ending date of the pay period in the End Date field.

Enter the desired information into the End Date field. Enter "030412".

11. The Employee Float report can be run for a single employee, a single department, or
a group of departments. In this example the report will be run for a single
department.

12. The Group ID number must be entered in the Group ID field.

NOTE: If you know the Group ID number you can enter it directly into the
Department field.

Click the Look up Group ID button.

13. A list of available Group IDs will display. Select the appropriate Group ID.
Click the EB010 link.
EBO1D

14. The 7-digit Department number must be entered in the Department field.

NOTE: If you know the Department number you can enter it directly into the
Department field.

Click the Department button.

15. A list of available Departments displays. Select the appropriate Department from the
list provided.

Click the EL2036320 link.
| EL2036320 INTENSIVE CARE UNIT|

16. Additional departments can be included by clicking the plus sign (+). Departments
can be removed from the report by clicking the minus sign (-).
17. Click the Save button.
Eﬂ Save
18. Click the Run button.
Run
19. Click the button to the right of the Server Name field.
20. Click the PSNT option from the drop-down list.
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Step Action

21. Click the OK button.
22. Click the Report Manager link.

| Feport Manager |

23. 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.

24, Click the Employee Float Report link.
|Emp|-:15,'ee Float Repaort |

Isuhsc. psreps 5585/ZZTL003_1215470.PDF - Windows Internet Explorer =N =8 FXE

Isuhsc. edu/psreports/hrtrn/375585/Z7TL003 1215470, PDF + & [+ [ x ][ sing o~

i T, &~ - ] deb v Pagew Safety v Toolsv @~

€ Unknown Zone | Protected Mode: Off -

@8 5o [T ] e

Step Action

25. Click the Close button.
26. This completes Employee Float Report.

End of Procedure.
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Inquire

Bl TL Employee No Payable Time

Procedure

In this topic you will learn how to run the BI TL Employee No Payable Time.

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Personalize Search Menu:

3 Manager Self Service

&3 Time and Labor 4
(3 Set Up HRMS

3 Reporting Tools

&3 peopleTools 4
(3 LSUHSC Processes

[E] My Personalizations

Done & Local intranet | Protected Mode: Off a v W100% v

Step Action

2. Point to the LSUHSC Processes menu.

Point to the Time and Labor menu.

Point to the Inquire menu.

S e

Click the TL Queries menu.
| =] TL Queries |
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Q Lsutealth

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
LSUHSC Processes »

Favorites * Main Menu > Time and Labor > Inquire > TL Queries

Home | AddtoFavorites |  Sign out

@ New Window (DHelp [ Customize Page 3 hitp

[ TLqueries ]

Query: A
Date: 02/20/2012 [3 Pay Period Begin Date: 02/20/2012

Group ID: @

Pay Period End Date: 03/04/2012

GetData @ select For Instructions

Done € Local intranet | Protected Mode: Off E g

H100% ~

Step

Action

Click the button to the right of the Query field.

-]

Click the BI TL EMPLOYEE NO PAYABLE TIME list item.

|BI TLEMPLOYEE NO PAYABLE TIME |

Click the Look Up Group ID button.
@

Click the EB010 link.

10.

Click the Get Data button.

11.

View query results.

12.

This completes Bl TL Employee No Payable Time.
End of Procedure.
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Bl TL Employees < 80 Hrs

Procedure

In this exercise you will learn how to run Bl TL Employees < 80 Hrs.

PS9HRTRN:s0
PSOHEWEBDEV11  RcB Home | AddioFavertes |  Sign out
Favorites | Main Menu > LSUHSCProcesses » Tmeand Labor > Inquie > TL Queries
EINew Window (BIHelp [& Customize Page Ehttp +
Query:  BITLEMPLOVEE NOPAYABLETIME ~
Date:  [0212012012 |5 Pay Period Begin Date: 02/20/2012 Pay Period End Date: 03/04/2012
GroupID: [EBO10 @, EL2036320 INTENSIVE CARE UNIT GetData @ seleci For Instructions
BI TL EMPLOYEE NO PAYABLE TIME Customize | Fina | view A1 | B | # First Kl 45015 3
Name Emplid Red# DeptiD Descr PayGrp Class FTE  FulliPart Hrs Punch Date
1 John Doe 0 EL2036320 |INTENSIVE CARE UNIT EBU  Transient 0.25 F 0
2 John Doe 0 EL2036320 |INTENSIVE CARE UNIT EBU  Transient 0.25 P 0
3 John Doe 0 |EL2036320 |INTENSIVE GARE UNIT EBU | Transient 0.25 P 0
4 John Doe 0 EL2036320 |INTENSIVE CARE UNIT EBU  Transient 0.25 F 0
5 John Doe 0 EL2036320 |INTENSIVE CARE UNIT EBN |Job 1 F 0
W m J v
Done €& Local intranet | Protected Mode: Off v R100% v

Step Action

1. Click the button to the right of the Query field.

[+]

2. Click the BI TL Employees < 80 Hrs list item.
[BI TL EMPLOYEES = 80 HRS |

3. Click the Get Data button.

View results.

This completes Bl TL Employees < 80 Hrs.
End of Procedure.

Page 153



Training Guide

Time and Labor 9.1 Time Keeper Payroll - HCSD Q LSUHealth

Page 154



Q Lsutealth

Bl TL Employees < FTE

Procedure

In this topic you will learn how to run Bl TL Employees < FTE.

Training Guide

Time and Labor 9.1 Time Keeper Payroll - HCSD

PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddioFavertes |  Sign out
Favorites * Main Menu > LSUHSCProcesses > Timeand Labor > Inqure > TL Queries
&0 New Window (ZIHelp [& Customize Page ) hiip
Query:  BITLEMPLOYEES <80 HRS -
Date: 0212012012 |[5) Pay Period Begin Date: 02/20/2012 Pay Period End Date: 03/04/2012
GroupID: |[EBO10 @, EL2036320 INTENSIVE CARE UNIT GetData @ seleci For Instructions
S R Customize | Find | vie <1 | B |
Name Emplid Red# DeptiD Descr PayGrp Class FTE  FulliPart Hrs Punch Date
1 John Doe ST 0 EL2036320  INTENSIVE CARE UNIT EBW Permanent1 F 75.9
2| John Doe 0 |EL2036320  INTENSIVE CARE UNIT EBW |Permanent1 |F 79.2
3/ John Doeiess 0 EL2038320  INTENSIVE GARE UNIT EBW Permanenti F 72
4/John Doe 0 |EL2036320 |INTENSIVE CARE UNIT EBW |Permanent1 |F 76.1
‘ i ] 5
G Local intranet | Protected Mode: Off a v B10% v

1. Click the button to the right of the Query field.

[]

2. Click the BI TL Employees < FTE list item.
[BI TL EMPLOYEES < FTE |

3. Click the Get Data button.

View results.

This completes Bl TL Employees < FTE.
End of Procedure.
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Bl TL Employees > 80 Hrs

Procedure

In this topic you will learn how to run Bl TL Employees > 80 Hrs.

PSOHRTRN: 0
PSOHEWEBDEV11  RcB Home | AddioFavertes |  Sign out
Favorites * Main Menu > LSUHSCProcesses > Timeand Labor > Inqure > TL Queries
&0 New Window (ZIHelp [& Customize Page ) hiip
Query:  BITLEMPLOYEES < FTE -
Date: 0212012012 |[5) Pay Period Begin Date: 02/20/2012 Pay Period End Date: 03/04/2012
GroupID: |[EBO10 @, EL2036320 INTENSIVE CARE UNIT GetData @ seleci For Instructions
BITL EMPLOYEES < FTE Customize | Find | view 21 | B | 2
Name Emplid Red# DeptiD Descr PayGrp Class FTE  FulliPart Hrs Punch Date
1/John Doemmmms s 0 EL2036320  INTENSIVE CARE UNIT EBW Permanent1 F 75.9
2| John Doe 0 |EL2036320  INTENSIVE CARE UNIT EBW |Permanent1 |F 79.2
3/ John Doemmms sewr 0 EL2038320  INTENSIVE GARE UNIT EBW Permanenti F 72
4/John Doe 0 |EL2036320 |INTENSIVE CARE UNIT EBW |Permanent1 |F 76.1
‘ i J 5
G Local intranet | Protected Mode: Off a v B10% v

Step Action

1. Click the button to the right of the Query field.

[]

2. Click the BI TL Employees > 8- Hrs list item.
[BI TL EMPLOYEES = 30 HRS |

3. Click the Get Data button.

For this example there are no results.

This completes Bl TL Employees > 80 Hrs.
End of Procedure.
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Bl TL Employees > FTE

Procedure

In this topic you will learn how to run Bl TL Employees > FTE.

PS9HRTRN:s0
PSOHEWEBDEV11  RcB Home | Addto Favortes |  Sian out
Favorites | Main Menu > LSUHSCProcesses » Tmeand Labor > Inquie > TL Queries
&0 New Window (ZIHelp [& Customize Page ) hiip
Query:  BITL EMPLOYEES > 80 HRS -
Date:  [02/2022012 ] Pay Period Begin Date: 02/20/2012 Pay Period End Date: 03/04/2012
GroupID: [EB010 2 £{ 5035920 INTENSIVE GARE UNIT GetData @ Seled ForInstruciions
Bi TL EMPLOYEES > 80 HRS Customize | Find | view 21| B | 8 oo K g ore D st
Name Emplid Red# DeptiD Descr PayGrp Class FTE  FulliPart Hrs Punch Date
g
‘ it | b
€ Local intranet | Protected Mode: Off a v R100% v

Step Action

1. Click the button to the right of the Query field.

-]

2. Click the BI TL Employees > FTE list item.
[BI TL EMPLOYEES = FTE |

3. Click the Get Data button.

For this example there are no results.

This completes Bl TL Employees > FTE.
End of Procedure.
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Bl TL Exceptions

Procedure

In this topic you will learn how to run Bl TL Exceptions.

PS9HRTRN:s0
PSOHEWEBDEV11  RcB Home | Addto Favortes |  Sian out
Favorites | Main Menu > LSUHSCProcesses » Tmeand Labor > Inquie > TL Queries
&0 New Window (ZIHelp [& Customize Page ) hiip
Query:  BITL EMPLOYEES » FTE -
Date:  [02/2022012 ] Pay Period Begin Date: 02/20/2012 Pay Period End Date: 03/04/2012
GroupID: [EB010 2 £{ 5035920 INTENSIVE GARE UNIT GetData @ Seled ForInstruciions
B TL EMPLOYEES > FTE Customize | Find | view 21| B | 8 oo K g ore D st
Name Emplid Red# DeptiD Descr PayGrp Class FTE  FulliPart Hrs Punch Date
g
‘ it | b
€ Local intranet | Protected Mode: Off a v R100% v

Step Action

1. Click the button to the right of the Query field.

[-]

2. Click the BI TL Exceptions list item.
|BI TL EXCEPTIONS |

3. Click the Get Data button.

View results.

View additional query information.

This completes Bl TL Exceptions.
End of Procedure.

Bl TL General TRC Query

Procedure
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In this topic you will learn how to run Bl TL General TRC Query.

PSOHRTRN:s
PSOHEWEBDEV11 Rce Home | AddtoFavortes | Sian out
Favorites  Main Menu > LSUHSC Processes » Timeand Labor > Inquire > TL Queries
& New Window (Z)Help [ Customize Page [ hitp
.‘ i!- uer J-'
Query:  BITLEXCEPTIONS -
Date:  [02/202012 ]  Pay Period Begin Date: 02/20/2012 Pay Period End Date: 03/04/2012
GroupID: [EBO10 @, 12036320 INTENSIVE CARE UNIT GetData @ SelectFor Instrudions
Name Emplid Red# Dept ID Descr PayGrp Class FTE FulliPart Date Exception Severi ity|
1 John Doe 0 |EL203§320 | INTENSIVE CARE UNIT EBN Job |1 F 20120200 |HOLwithno
payable ime
2|John Doe 0 |EL2038320 |INTENSIVE CARE UNIT EBN |Job |1 F 20120221 | HOLwithno
payable ime
o i ] B
Done G Local intranet | Protected Mode: Off v B10% v

Step Action

1. Click the button to the right of the Query field.

[-]

2. Click the BI TL TRC Query list item.
|BI TL GENERAL TRC QUERY |

3. Click the Look Up TRC button.
]

a

4, Click the Down button of the scrollbar.

-]

5. Click the LBS - Leave - Sick BiWeekly Wage link.
|@ LEAWE - SICK BIWEEKLY WAGE

6. Click the Get Data button.
GetData

View results.

8. This completes Bl TL General TRC Query.
End of Procedure.
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Bl TL Long Shift Punch

Procedure

In this topic you will learn how to run Bl TL Long Shift Punch.

PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddioFavertes |  Sign out
Favorites ' Main Menu > LSUHSCProcesses > Timeand Labor > Inqure > TL Queries
EINew Window (ZIHelp [& Customize Page Ehttp +
Query:  BITL GENERAL TRC QUERY - TRC: LBs @
Date:  [02/202012 |[5) Pay Period Begin Date: 02/20/2012 Pay Period End Date: 03/04/2012
GroupID: [EBO10 &, EL2036320 INTENSIVE CARE UNIT | GetData @ SelectFor Instrudions
BITL GENERAL TRC QUERY
Name Emplid Rcd# DeptiD Descr PayGrp Class ETE  FulliPart Hrs Date
1 John Doe 0 EL2036320  INTENSIVE GARE UNIT EBW Permanenti F 12 0212712012
2| John Doe 0 |EL2036320 |INTENSIVE CARE UNIT EBW |Permanent1 |F 12 0212812012
3/ John Dogmmmmmm wer 0 EL2036320 | INTENSIVE CARE UNIT EBW Permanent1 F 12 022912012
4/John Doe 0 EL2038320 INTENSIVE GARE UNIT EBW Permanent1 F 12 03103/2012
5 John Doe 0  EL2036320 INTENSIVE CARE UNIT EBW Permanent1 F 2 03104/2012
‘ i ] v
G Local intranet | Protected Mode: Off a v B10% v

Step Action

1. Click the button to the right of the Query field.

[-]

2. Click the BI TL Long Shift Punch list item.
[BI TL LONG SHIFT PUNCH |

3. Click the Get Data button.
Get Data.

For this example there are no results.

This completes BI TL Long Shift Punch.
End of Procedure.
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Bl TL Punch with Comment

Procedure

In this topic you will learn how to run Bl TL Punch with Comment.

PSOHRTRN:s

PSOHEWEBDEV11 RcB

Home | AddtoFavortes |  Sign out

Favorites | Main Menu > LSUHSCProcesses » Tmeand Labor > Inquie > TL Queries
&0 New Window (ZIHelp [& Customize Page 3 hiip
Query:  BITLLONG SHIFT PUNCH -
Date:  [02120/2012 [  Pay Period Begin Date: 02/20/2012 Pay Period End Date: 03/04/2012
GroupID: [EBOM0 (OL £ 5035320 INTENSIVE CARE UNIT GetData @ Seled Forinstrudions
BI TL LONG SHIFT PUNCH Customize | Find | View: 1]
Name Emplid Red# Deptl Descr PayGrp Hrs Date TRC PunchType  Punchin ;‘:‘"E" Ove
g
‘ it | '
€ Local intranet | Protected Mode: Off v W10% v

Click the button to the right of the Query field.

-]

Click the BI TL Punch With Comment list item.
[BI TL PUNCH WITH COMMENT |

Click the Get Data button.

View results.

View additional query information.

This completes Bl TL Punch with Comment.
End of Procedure.
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WK TL Employees < 40 Hrs

Procedure

In this topic you will learn how to run WK TL Employees < 40 Hrs.

PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavertes |  Sign out
Favorites ' Main Menu > LSUHSCProcesses > Timeand Labor > Inqure > TL Queries
ENew Window (ZHelp [& Customize Page Ehtp +
Query:  BITLPUNCH WITH COMMENT -
Date: 0212012012 |[5) Pay Period Begin Date: 02/20/2012 Pay Period End Date: 03/04/2012
GroupID: |[EBO10 @, EL2036320 INTENSIVE CARE UNIT GetData @ seleci For Instructions
BI TL PUNCH WITH COMMENT Customize |
Name Emplid Red# DeptiD Descr PayGrp Hrs Date TRC Punch Type Punch In
1 John Doe 0 EL2036320  INTENSIVE CARE UNIT EBW 1248333 02122/2012 In 6:25PM
2| John Doe 0 EL2038320  INTENSIVE GARE UNIT EBW 6.23333 021232012 In 916AM
3 John Doe 0 EL2036320 INTENSIVE CARE UNIT EBW 8833333 02127/2012 In 6:40AN
4/John Doe 0 EL2036320  INTENSIVE CARE UNIT EBW |8.95 02128/2012 In 6:30AM |
5 John Doe 0 EL2038320  INTENSIVE GARE UNIT EBW 1333333 03/01/2012 In B00PM |
6/John Doemmee™s 1 EL2036320 | INTENSIVE CARE UNIT EBW 126 02120/2012 Transfer 6:24PM
7 John Doe 0 EL2036320  INTENSIVE CARE UNIT EBW 124 02124/2012 in 6:30PM
& John Doe 0 EL2038320  INTENSIVE GARE UNIT EBN 84 02126/2012 In 9:06PM
9/John Doe+ i 0  EL2036320 INTENSIVE CARE UNIT EBW 12516667 02120/2012 In 6:30PM
T i J '
Done G Local intranet | Protected Mode: Off Fh v W10% v

Step Action

1. Click the button to the right of the Query field.

[-]

2. Click the WK TL Employees < 40 Hrs list item.
[WK TL EMPLOYEES < 40 HRS |

3. Click the Get Data button.

4, View results.

This completes WK TL Employees < 40 Hrs.
End of Procedure.
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Time Administration

Time Administration (Time Admin) is a process run automatically in the system. The purpose of
the Time Admin process is to convert Punch Time into Payable Time. Payable Time is calculated
using rounding rules, whereas Punch Time is the actual time clocked by an employee. The Time

Admin process begins running a new Business Unit every 5 minutes. It takes approximately 15 -

20 minutes to complete the process, so each Business Unit will re-calculate once an hour.

Any time a change is made to an employee's timesheet, the Time Admin process must be run so
that Payable Time is re-calculated. Simply saving the changes to the timesheet will not re-
calculate Payable Time. If you are unable to wait for Time Admin to run in its regular timeframe,
contact Headquarters or Shreveport Central Payroll who will in turn notify you when the process
is complete.

Approve Payable Time - Individual Employee

Procedure

In this topic you will learn how to Approve Payable Time - Individual Employee.

Step Action

1. Scenario

An employee was paid 8 hours of Annual Leave (LAN) on 05/15/12 and 9 hours of
Annual Leave (LAN) on 05/16/12. The employee's time should have been charged

to Sick Leave (LBS). A line was added to reverse the charge to LAN for 05/15 and

05/16. Another line was added for each day to charge the time to LBS.
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PS9HRCNV: s
PSOHEWEBDEV2  ops
Favojites | Main Menu > LSUMSCProcesses > Timeand Labor > Use > Timesheet
Bsave 1
Last I.I-ME :I‘Iiﬂll Chyg RunTA?
06/20112 9:30:13PM 0672512012 [N |
|+ Payable Totals
TRC Date Day Date End Time
LN 020| [051412 |Mon [RGB 9.00 Distribute 051412 [Mon 7:30AM  [5:00PM
LBs 17.00) (051512 [Tue |Lan -8.00 Needs Appr 051512 [Tue |7:30AM  [400PM
RGE 6280 051512 [Tue |LaN 8.00 Distribute 051612 [Wed [7:30AM  [5:00PM
Total Week 1 4000 [0515M2 [Tue [LBS 8.00 Estimated 051712 [Thu [7:30AM  [400PM
Total Week 2 4000 [05116M2 |wed [LAN -0.00 Needs Appr 051812 [Fri [730AM  |200PM
Total Leave 17.20) (051612 [Wed |LaN 9.00 Distribute 051912 [Sat |
Total Period Hours 8000 [0516M2 |Wed [LBS 9.00 Estimated 052012 [Sun
051712 [Thu [LAN 0.20 Distribute 052112 [Mon [7.00AM  [5:30PM
051712 [T [RGB 7.80 Distribute 052212 [Tue |7.00AM  [5:30PM
051812 |Fii [RGB 6.00 Distribute 052312 [Wed [7.00AM  [5:30PM
052112 [Mon [RGB 10.00 Distribute 052412 [Thu [7.00AM  [5:30PM
0522112 [Tue [RGB 10.00 Distribute 052512 |Fri E
0523112 |Wed [RGB 10.00 Distribute 052612 |Sat
0524112 [Thu [RGB 10.00 Distribute 052712 [Sun
0l I ] v
Done €& Local intranet | Protected Mode: Off v 0% v

Step Action

2. NOTE: Although the lines were added to reverse the charge to LAN and to charge
LBS for 05/15 and 05/16, the correction will not be complete until the Approve
Payable Time process is run. If the Approve Payable Time process is not run, the
employee will be paid LAN and LBS for 05/15 and 05/16.

3. Click the Main Menu button to navigate to Approve Payable Time.
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PSO9HRCNV:x
PSOHEWEBDEV2  ops
Favosites | Main Menu > LSUHSC Processes » Tmeand Labor > Use > Timesheet
Search Menu: @ -
LastUpda (1 Self Service 4
DotelMme ) wanager Self Service »
08/20M2 | (3 workforce Administration v
3 Benefits 3
£ Compensation »
£3 Time and Labor ’ S TRL )| THAg
£ Payrol for North America ) 9.00 Distribute 05412 |Mon |7:30AM  |5.00PM
£ Payrol Interface , 800 Needs Appr 051512 |Tue |7:30AM  |4.00PM
3 Workforce Development , 800 Distribute 051612 |Wed |7:30AM  |5.00PM
Total Wex (1 Organizational Development > 800 Estimated 0572 |Thu [7:30aM  |4.00PM
Total Wes (1 Enterprise Leamning ’ -2.00 Needs Appr 051812 |Fi |730aM  [200PM
Total Lea (3 Workforce Monitoring 4 9.00 Distribute 051912 |sat 1l
Total Peri — Set Up HRMS ' 9.00 Estimated 052012 |Sun
& Reporting Tooks ' 020 Distribute 052112 |Mon |700AM |5:30PM
£ PeopleTools ' 7.30 Distribute 0522112 |Tue |7-00AM 5:30PM
£7 LSUKSC Processes ! 5.00 Distribute 052312 |Wed [700AM |5:30PM
[E] My personalizations
10.00 Distribute 0524112 |Thu |700AM  |5:30PM
0522112 |Tue |RGB 10.00 Distribute 052512 |Fri E
0523112 |Wed |RGB 10.00 Distribute 052612 |Sat
0524112 |Thu |RGB 10.00 Distribute 052712 |Sun
ol m ] v
Done € Local intranet | Protected Mode: Off v B00% v

Step Action

4, Point to the Time and Labor menu.

5. Point to the Approve Time menu.

6. Click the Payable Time menu.
|| Payable Time
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PSOHRCNV:s

PSOHEWEBDEVZ2  ops Add to Favortes | Sign out

Favorites | Main Menu > Time and Labor > Approve Time » Payable Time
New Window | Help | [+
Approve Payable Time
Approve Time for Time Reporters
Employee Selection Criteria
Time Reporter Group [ &~
Empl ID [ -
Empl Record I ¢
Last Name I -
First Name &
Business Unit I ¢
Job Code I -
Job Description |
Deparment I -
Supensor ID |
Reports To Position Number I ¢
Location Code I -
Company & I
North American Paygroup I ¢
Global Payroll Paygroup [ & -
Clear Selection Criteria_|  Save Selection Criteria_| Get Employees |
Start Date: (061512012 ) g nate: Josr21:2012 ) & b
Done € Local intranet | Protected Mode: Off fa v RB100% v
Step Action
7. Enter the desired information into the Empl ID field. Enter "7 - digit Employee ID
Number",
8. Enter the desired information into the Start Date field. Enter "05/14/12".
NOTE: The Start Date and End Date cannot be greater than one (1) month.
9, Enter the desired information into the End Date field. Enter "06/14/12".
10. Click the Get Employees button.
Get Employees
11. Click the Down button of the scrollbar.
12. Click the Select option.
13. Click the Approve button.
Approve
14, Click the Yes button.

Yesg
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PSO9HRCNV:x
PSOHEWEBDEV2  oPs

Favorites * Main Menu > Timeand Labor > Approve Time » Payable Time

New’.’\'lndnw\%saved‘
Save Confirmation

“ The Save was successful

»
@ Local intranet | Protected Mode: Off v B10% v

Step Action
15. Click the OK button.

(o]
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PSO9HRCNV:x
PSOHEWEBDEV2  oPs Home | AddtoFavortes |  Sian out
Favosites | Main Menu > Timeand Labor » Approve Time » Payable Time
Mew Windaw | Help |+
Approve Payable Time
Approve Time for Time Reporters
Employee Selection Criteria
Time Reporter Group [ &~
Empl ID [oiee &
Empl Record I ¢
Last Name I -
First Name & .
Business Unit I ¢
Job Code [ & 5
Job Description |
Deparment I -
Supensor ID |
Reports To Position Number I ¢
Location Code I -
|Company I N
North American Paygroup I ¢
Global Payroll Paygroup [ & -
Clear Selection Criteria_| _ Save Selection Griteria_ | GetEmplojees |
Start Date: 051412012 B Epg nate: 0642012 [ % -
Done G Local intranet | Protected Mode: Off “h v R100% ~
Step Action
16. NOTE: Once the Save is complete, you will go to the employee timesheet to verify

the entries made have corrected the issue, and no additional entries need to made
due to other changes on the payline.

Click the Main Menu button.

17. Point to the LSUHSC Processes menu.

18. Point to the Time and Labor menu.

19. Point to the Use menu.

20. Click the Timesheet menu.
=] Timesheet
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PSO9HRCNV:x
PSOHEWEBDEV2  oPs
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Add to Favorites |

Sign out

New Window | Help |

Timesheet

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

Maximum number of rows to return (up to 300y 300

Empl ID: beginswith ~| |
Rod#: - - — |
Date: = -
Name: beginswith ~| |
Location SetID: beginswith ~ | |3,
Location Code: beginswitn ~| |3

Classinde: = -
FIP Time: = - .
SetiD: begins with ~ [SHARE @
Department  beginswith ~| |3
Status: = - Adive -
[T case Sensitive

search | Clear |gasic Searcn [P Save Searcn Citeria

0l m ] v

Done @ Local intranet | Protected Mode: Off v B10% v

Step

Action

21.

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

22.

Click the Search button.
Search
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PSO9HRCNV:x
PSOHEWEBDEV2  oPs
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | 4|

Time Entry
Empl ID: e 100 Red#: 1
~ Empl Data
Classindc: Classified  FIP: Full-Time Std Hrs: 40,00 Plan iofion Accrual  Timesheet  Leave L
Type Date. Balance Balance 3
Meal: 30 MINAFTER 5HRSAND 15 HRS  Term Dt 5 Sick irE | e B
JobCode: 150010 PRACTICALNURSE-  OVT: 40 KTV 51 Vacation |0B/11H2 80.763
LICENSED, 2
DeptiD:  EL2047760 OB-GYN CLINIC Y KTime _ [06/1f12 _____ |
5z 15K Time |08/1112 0.200000 0.200
‘ Begin Date: 05/11/2012  EndDate:  08/2412012  PayRule ‘ 4

S Date: 06/21/2012 [ (& Retresn | << Previous Perid Mext Period >
|~ Punch and Elapsed Time Detail

T
e o | gwrn o | e ows CAmt e comes orde lopwmen o smun
#]| =) |osr1mz |mon | ] [7:31am |[si0oPm [ 898 898 - - - | aQ
[#]| (=) |osrzr12 |Tue | B |7:30am | [400Pm [ 800 1698 - - - [ @
[#]| (=) |osr3rnz2 |wed | [ [7:33am [500Pm [ 895 2593 - - - [ @
[#]| (=) |osrar2 |Thu | B [7:35Am | [a02Pm [ 795 33.88 - - - [ @
[#| (=] |orsM2 |Fri k2 @ [ 020 3408 [ @
[#| (=] |orsM2 |Fri K1 @ [ 130 3538 [ @
[#]| [=] |o8r5M2 |Fri O |733am [1z00Pu (5 445 30.83 - - - @, | @
[#]| [=] |o6r16n2 |sat B I e & ] - - - @, | el
#| = josrrmz |sun | BT B[ @ ] - - - [ el
[#]| (=) |osrar2 |mon | [ [7:04am ([532PM [ 995 4879 - - - [ @
+|| [=] |o6roM2 |Tue v @, [ 200 5179 I @,
o — i — = — - ——ill
Done €& Local intranet | Protected Mode: Off v 0% v

Step Action

23. Enter the desired information into the Date field. Enter "05/14/12".

24. Click the Refresh Timesheet button.

-

25. Click the Down button of the scrollbar.

-]

26. The Status column shows the reversals for 05/15 and 05/16 have been approved and
no additional changes are needed.

217. This completes Approve Payable Time - Individual Employee.
End of Procedure.
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Approve Payable Time - Business Unit

Procedure

In this topic you will learn how to Approve Payable Time - Business Unit.

Step Action

1. Click the Main Menu button.

PS9HRCNV:s0
PSSHEWEBDEV2  oPs
Favorites © Main Menu
Search Menu:

/04 to Favorites

Personalize

3 Self Service

3 Mmanager Seff Service

3 Workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payrol for North America
3 Payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitoring

3 Set Up HRMS

(3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

[E] My Personalizations

e R Y (3

€ Local intranet | Protected Mode: Off G v ®10% ~

Step Action

2. Point to the Time and Labor menu.

3. Point to the Approve Time menu.

4, Click the Payable Time menu.
|| Payable Time
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PSOHRCNV:s

PSOHEWEBDEVZ2  ops Add to Favortes | Sign out

Favogites ' Main Menu > T and Labor > Approve Time » Payable Time
Hew Window | Help |+
Approve Payable Time
Approve Time for Time Reporters
Employee Selection Criteria
Description
Time Reporter Group [ &~
Empl ID [ -
Empl Record I ¢
Last Name I -
First Name &
Business Unit I ¢
Job Code I -
Job Description |
Deparment I -
Supenisor ID |
Reports To Position Number I ¢
Location Code I -
Company I Il
North American Paygroup I ¢
Global Payroll Paygroup [ & -
Clear Selection Criteria_|  Save Selection Criteria_| GetEmployees |
Mo smployees were retumed for the time period specified
Start Date: 061512012 ) g nate: Josr21:2012 ) & b
Done G Local intranet | Protected Mode: Off A v BI0% v
Step Action
5. Enter the desired information into the Business Unit field. Enter "Your Business
Unit".
6. Enter the desired information into the Start Date field. Enter "05/14/12".

NOTE: The Start Date and End Date cannot exceed a one (1) month timeframe.

Enter the desired information into the End Date field. Enter "06/14/12".

Click the Get Employees button.

NOTE: If there are employee timesheets that need to be approved, a list will
display at the bottom of the page.

Get Employees
9. Click the Down button of the scrollbar.
10. Click the Select All link.

NOTE: Listed employee time must be approved regardless of whether additional
changes have been made to the payline.

[selecta]
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Step Action

11. NOTE: You will make of note of each listed employee so that you can check the

timesheet for each to ensure that additional changes do not need to made due to
changes being made on the payline.

Click the Approve button.
Approve

12. Click the Yes button.
Yes

PSOHRCNV:s

PSSHEWEBDEV2 DPS

Home | AddtoFavortes |  Sign out
Favgrites | Main Menu > Time and Labor > Approve Time

> Payable Time

New Window | Help | E&

Save Confirmation

“ The Save was successful

@ Local intranet | Protected Mode: Off v B10% v

Step Action
13. Click the OK button.
OK
14. Click the Main Menu button to navigate to the employee timesheets.
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PSO9HRCNV:x
PSOHEWEBDEV2  oPs Home | AddtoFavorites |  Sign out
Favorites * Main Menu > Timeand Labor > Approve Time » Payable Tme
Search Menu: ® New Window | Help |+
Approve *
Vi »
Approy 0 self Service
ppro! - Manager Self Service »
[ETEE & Benefits »
[SRRRN () Compensation » Vame r
3 Time and Labor »
TmeReD 1 payrol for North America » [
Emplip &3 Payrol Interface 4 @,
3 Workforce Development: » a
EmplRec -~ grganizational Development » 3
LastNam [ Enterprise Learning »  a
Frstiam ) Workforee Monkoring » "
ST ) ser up HRMS > 2 £
Business (3 Reporting Tools » EKLMC @,
PeopleTools » L
Job Cose = P2 @ =
[ LSUHSC Processes »
JobDesc [=] My Personalizations @
Department Q
Supenisor ID @,
Reports To Position Number I ¢
Location Code @
Company Q,
North American Paygroup @,
Global Payroll Paygroup @ L i
Clear Selection Criteria_| _ Save Selection Griteria_ | GetEmplojees |
Start Date: 051412012 ) ppg nate: osrarz012 [ Y -
G Local intranet | Protected Mode: Off v R100% ~

Step Action

15. Point to the LSUHSC Processes menu.

16. Point to the Time and Labor menu.

17. Point to the Use menu.

18. Click the Timesheet menu.
=] Timesheet
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PSO9HRCNV:x
PSOHEWEBDEV2  oPs
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Add to Favorites |

Sign out

New Window | Help |

Timesheet

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

Maximum number of rows to return (up to 300y 300

Empl ID: beginswith ~| |
Rod#: - - — |
Date: = -
Name: beginswith ~| |
Location SetID: beginswith ~ | |3,
Location Code: beginswitn ~| |3

Classinde: = -
FIP Time: = - .
SetiD: begins with ~ [SHARE @
Department  beginswith ~| |3
Status: = - Adive -
[T case Sensitive

search | Clear |gasic Searcn [P Save Searcn Citeria

0l m ] v

Done @ Local intranet | Protected Mode: Off v B10% v

Step

Action

19.

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

20.

Click the Search button.
Search
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PSO9HRCNV:x
PSOHEWEBDEV2  oPs
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Home | AddtoFavorites |  Sian out

Mew Window | Help | Customize Page | =

Time Entry
Empl ID: Red#: 0
~ Empl Data
Classindc: Classiied  FIP: Full-Time Std Hrs: 40.00 Pian . Accrusl Timesheet |Leave
Type Date Balance Balance |
Meal: 30MIN AFTER 5HRSAND 15HRS  Term Dt = Sick FFpe R
JobCode: 150010 PRACTICALNURSE-  OVT: 40 KT 51 Vacation | 06/11H2 1181309
LICENSED, 2
DeptiD:  EL2047620 SATELITE CLINIC-NBR Y KTime _ [06/1f12 0.500000 11100
5z 15K Time |08/11112 0.050
‘ Begin Date: 05/11/2012  EndDate:  08/2412012  PayRule ‘

S Date: 06/21/2012 [ (& Retresn | << Previous Period Mext Period > N
| » Punch and Elapsed Time Detail

T
Date Day | Xfer In out TRC Hours. E;‘i'_"g“ ;i":."k" I“:'l;'ﬁ z:::” (Eeits T rm et “cx'"'
#| = [osr1m2 |mon | F [le:s6am |[11:23am (5 445 445 - - - @, || al
[#]| (=) |osr1m2 |mon | B [[11:54aM [5atPu (5 578 1023 ALL ~ - - [ @
[#]| (=) |osrzr12 |Tue | I |[e57Am | [558PM [ 1051 2074 - - - [ @
[#]| (=) |osr3rz |wed | [ [e:54Am | [11:37AM (5 471 2645 - - - [ @
[#]| (=) |osr3rnz2 |wed | [ [[11:58AM [530PM [ 553 3098 ALL ~ - - [ @
F| = fosrarnz [ | B B @ ] - - - @, | el
[#]| [=] |orsH2 |Fr i A = Y - - - @, | el
[#]| [=] |o6r16n2 |sat B e & ] - - - @, | el
#| = josrrrz |sun | BT B[ @ - - - @, | el
| = fosrerz (won | B[ B[ @ ] - - - @, | el
+]| =] |osromz |Tue | [ |[E:55Am |[a0opm ||[(H 858 3056 - - - Q| Q|
« n '
DoLa G Local intra‘net\Pmtectad Mode: Off v BI00% ~

Step Action

21. Enter the desired information into the Date field. Enter "05/14/12".

22. Click the Refresh Timesheet button.

-

23. Click the Down button of the scrollbar.

-

24, The Status column shows the adjustment made on 05/21/12 has been approved and
no additional changes need to be made to the timesheet.

Click the Down button of the scrollbar.

E

25. Click the Return to Search button.
[&Return to Search

26. Repeat Steps 19 - 25 for the other listed employees.

27. This complete Approve Payable Time - Business Unit.
End of Procedure.
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Adjust Paid Time

Procedure

In this topic you will learn how to Adjust Paid Time.

Step Action

1. In this example an employee has transferred from one HCSD facility to another. The
employee's leave balances must be adjusted to reflect the amount of Sick and
Vacation leave the employee has available. The employee's effective date for the
transfer is 03/05/2012. The employee has 56.817 hours of Sick leave and 203.437
hours of Vacation leave.

2. Click the Main Menu button.

PS9HRTRNss0
PS9HEWEBDEV11 RCB
Fa\'grrtes Ma\n'Menu
Personalize SiIiEiliTl s @ Help
3 Self Service L3
3 Manager Self Service r
3 workforce Administration 3
3 Benefits L3
3 Compensation r
&3 Time and Labor 3
3 Payroll for North America r
3 Payroll Interface r
3 workforce Development 4
3 Organizational Development r
3 Enterprise Learning 4
3 Workforce Monitoring r
3 Set Up HRMS 4
3 Reporting Tools 3
3 PeopleTools r
3 LSUHSC Processes 4
(5 my Personalzations
Done € Local intranet | Protected Mode: Off “h v ®M100% v
Step Action
3. Point to the Time and Labor menu.
4, Point to the Report Time menu.
5. Click the Adjust Paid Time menu.
|| Adjust Paid Time
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > Time and Labor > Report Time » Adjust Paid Time

Add to Favorites | Sian out

New Window | Help |

Adjust Paid Time

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 300y 300

Empl ID: beginswith ~|[
Empl Record: = -
Display Name: beginswith = |

[CIcase sensitive

search | Clear |pasic searcn B Save Searcn Giteria

al m ] v

Done G Local intranet | Protected Mode: Off v W10% v

Step Action

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

7. Click the Search button.
Search

8. Iickthe 0 Empl Record link.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favosites | Main Menu > Time and Labor » Report Time » Adjust Paid Time

Home | AddtoFavortes |  Sign out

MNew Window | Help | Customize Page | i

Adjust Paid Time
John Doe: Employee ID:

JobTitle:  ACCOUNTING TECHNICIAN Empl Record o

Start Date: 02/06/2012 [<]  End Date: 02/19/2012 5] GetRows

Note: Date ranges can not span more than 31 days

Payable Time Details
" Overview T Time Reporting Elements | Cost and Approval

B Payable Payable > . |Accounting
Date e Renson [Time Reporting Code Quantity [TRC Type B -askgrou
[ 4 | .

El @ L=

(5] save | [GFReturn to Search | ‘ 4= Nextin List |

Done G Local intranet | Protected Mode: Off v B10% v

Step Action

9, Enter the desired information into the Start Date field. Enter *03/05/2012".
10. Enter the desired information into the End Date field. Enter "03/18/2012".
11. Enter the desired information into the Date field. Enter "03/05/2012".
12. Click the button to the right of the Time Reporting Code field.
13. Click the Down button of the scrollbar.
14, Double-click the LBS - Leave - Sick BiW list.

|LEIS - LEAVE - SICK EIIW"
15. Enter the desired information into the Quantity field. Enter "56.817".
16. Click the Add a new row at row 1 button.

+]

17. Enter the desired information into the Date field. Enter "03/05/2012".
18. Click the button to the right of the Time Reporting Code field.
19. Click the Down button of the scrollbar.
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Step Action

20. Double-click the LAN - Leave - Annual list.

||_AN - LEAVE - AMMUAL
21. Enter the desired information into the Quantity field. Enter "203.437".
22. Click the Save button.
5] save

23. Click the Main Menu button.

24. Point to the LSUHSC Processes menu.

25. Point to the Time and Labor menu.

26. Point to the Use menu.

27. Click the Timesheet menu.

|=] Timeshest
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Add to Favorites | Sian out

Favorites ' Main Menu > LSUHSCProcesses » TimeandLabor > Use > Timesheet
New Window | Help | B

Timesheet
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: begins with ~ |
Red#: = -
Date: = - B
Name: begins with +
Location SetID: begins with ~ @,
Location Code: begins with + @
Classinde: = - -
FIP Time: = - -
SetiD: begins with ~ [SHARE @
Department  begins with ~ @,
Status: = v Adive -
[T case Sensitive

Search | Clear |Basic Search [GF Save Search Criteria
<[ m ] ’
Done @ Local intranet | Protected Mode: Off v W10% v

Step

Action

28.

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

29.

Click the Search button.
Search

30.

The timesheet TL Leave Data section displays the correct sick and vacation leave
balances once the accrual is completed.

31.

This completes Adjust Paid Time.
End of Procedure.
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