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Time Keeper Manager - HCSD View Only
Timesheet 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.

PS9HRTRN:s0
PSYHEWEBDEV11 RcB
Favgrites | Main Plenu
Personalize Search Menu: o) Help
03 Manager Seff Service 4
£3 Time and Labor
3 Set Up HRMS
3 Reporting Tools 4
£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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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

=
5
=
o}

| AddtoFavories |  Sian 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

Class Inde: = -

FIP Time: = - -
SetiD: begins with ~ [SHARE @

Department:  begins with ~ @

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

Training Guide
Time Keeper Manager - HCSD View Only

Step

Action

Click the Search button to display the employee's current timesheet.
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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 .
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
DeptlID: 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 .
Meal: 30 MINAFTER 5HRSAND 15 HRS  Term Dt 0 = e 239435
Job Code: 112240 RN 2 OVT:  80_KTE 51 Vacation  12126M1 1700000 145.036
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: 921202012 [ 2 Ratresn | == Previous Period Next Period >=
0 tagorse O
Date Day | Xfer In out TRC Hours  CUmY f"::."lr"k’ ::?n': :ﬂ:” m;‘:: '::’::;"f"‘ 'é;"ﬂ"""‘
L#]| (=] 02202 [Won | [] ([6:25AM |[7:05PM | [(fs0 1216 1216 - - - I Qi Q,
| =] o211z |Tue ] [6:2anm | [o:54Pm [0 1200 2416 - - - I @ | @
]| (=] (0222112 |Wed | [ J&i Q - - - [ ] a
]| (=] [o2r2am2 [ Thu | [0 J&i Q - - - [ ] a
#]| (=] |ozrzan2 |Fri Lk1 @ 0.40/| 2456 I Q
#]| (=] |ozrzan2 |Fri ] [6=0am | [e:37Pm (50 1161 3647 - - - I Q| Q@
[+ | (=] |o2rz512 |sat Lk1 @ 050/ 3667 I Q
[+ | (=] |o2rz512 |sat ] (6258 | [e:z8Pm [0 1155 48.22 - - - I Q| Q@
#] (=] |o2r26M2  sun Lk1 @ 080 49.02 I @
#]| =] |ozrz612 sun ] (o250 | [6:14Pm (50 1131 60.33 - - - I Q| Q@
+]| (=] |o2i2712 |Mon | [ J&i Q - - - [ ] G
‘ﬂ | lnnmnsn e L | — | — ] — | — [ J f=2ll) (e T
« . v
Done € Local intranet | Protected Made: Off v ®10% 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.
| PayRule |
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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 option is not available at all Business Units.

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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PS9HRTRN:s0
PSOHEWEBDEV1  Roe

Favosites | Main Menu > LSUHSC Processes » Tmeand Labor > Use > Timesheet
CLoe Date: 03102/2012 |12 revesn ) =< Previous Period  NextPeriod == |
[+ 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 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,
4| =] |o2r26M2  Sun LK1 @ 080 | 49.02 I Q,
L+ =] lo226M2 sun | [ [e:25AM ([e14PM (0 1131 6033 - - ~ I @ Q,
| - A Ao
o e we |0 | 8] o - [ a o
]| =] 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
o lewwe sa |0 | 8] & - [ a o
B ST ) — — . - [ a o
FEY
Last Update Earliest Cha .. ... =
T — i ] v
@ Localintranet | Protected Mode: Off A v BI0% v
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 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 RI0% ~
Step Action
16. The Next Period link allows you to view an employee's next timesheet.

Click the Next Period link.

Mext Period ==

17. Click the Previous Period link to view the employee's previous timesheet.
| == Previous Period |
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

S Date: 0310472012 [ (& Retresn | << Previous Period Mext Period >
|+ Punch and Elapsed Time Detail 3

Cumu  SkipiTake Hazard/  Callback/ Override c nt
Meal InChrg  NoPay |Overtime Transfer Code

Date Day Xfer

n TRC Hours.

022012 Mon | [ T e 12146 1216

(=0 1200 2446
(G &
(G &

LK1 @

022112 Tue

02i2212  Wed

o ] a4
o ] a4
LRIRN IR

02/2312  Thu

g | |

02/2412  Fri

E e

02/2412  Fri

IGE ﬂ% S ] ila

m
B
g
2
.
.
|

0

LK1 @

-

02i25M2  Sat

02/25M2  sat 0] 28RN0 ([0

G
§
.
.
‘
(o]

LK1 @

:

02i26M2  Sun

02/26M2  Sun 0] 1apn |5
I
(B &

LK1 @

02/2712  Mon

Ol

02/28M2  Tue

Ol

i | |

%)
.
.
4
s}

02/20M2  Wed

022012 |\Wed ES
55PM | (5]
(B &
(B &
[ &

:

oo
g

030112 Thu

03/0212  Fri

03/0312 Sat

2] 13 ) e e e e e e
|} A A | N
vy o 7o e o e o (o s S o S il o S S f o) s

1)

H
4 4 4 4 A4
LOLOLOLOLO

il

03/0412  Sun

o
H

Lest Update EarliestCha ... .o -

T — i ] '

G Local intranet | Protected Mode: Off v B10% 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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PS9HRTRN:s0

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

LF) | L= |u2zenz2[lue | 1 TETI || - - - 1 =1 g 7

+]| =] loziom2  wea k1 O 790 | 6823 [ Q

+] (=] |ozi2om2 wed | [ [e:31am ||[10:37am [0 410 7233 - - - el e

+] (=] |03z Thu | [ |o:zasm |[e:sspw (50 1201 8434 - - - el e

] [=] |oa2n2 i || O - - - el e

+] | (=] |oam3n2 sat | | - - ~ el @

+] (=] Joaoanz sun [ O | &[] @ - - ~ el @

Bsavel

1

;::mlrl.ll-i&met! zrllﬂll Chq RunTA?

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

[ 5 tasorss O [Last
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 7440 02/20112 Mon DP1 12.00 Estimated 0221112 Tue 6:30AM 7:00PM
HD1 2400 02/20M2 Mon HD1 12.00 Estimated 0212212 Wed
KTE 400 02/20M2 Mon KTH 12.00 Estimated 02i2312 Thu
KTH 2400 02/20M2 Mon RGB 12.00 Estimated 0212412 Fri |6:30AM 7:00PM I
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
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
D‘n‘na 8 Q.analintranet\PmtertadMn:e‘ Off fa v ®100% 1
Step Action
22. The Time Admin process calculates Payable Time. If the Time Admin process does
not run, Payable Time cannot be re-calculated. The Time Admin process begins
running a new Business Unit every 5 minutes. The system automatically runs the
Time Admin process. It takes approximately 15 - 20 minutes to re-calculate a
Business Unit. Therefore, every Business Unit should re-calculate once an hour.
The Time Admin Status section displays information on:
Last Update Date/Time: Displays last date and time the Time Admin Process ran.
NOTE: Any manual entries made to the timesheet will not appear in Payable Time
until Time Admin has run.
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 punched
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.
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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 ] (B & - - - =Y fet

] (=] joamanz  sat ] (B & - - - =Y fet

#]| (=] 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: Identifies if timesheet has been approved to pay.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand 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 |

IRC End Time
CER 74.40 02/20112 Mon CER 12.00 Estimated 0220112 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 0222112 Wed
KTE 4.00 02/20112  Mon  KTH 12.00 Estimated 0223112 Thu £
KTH 24.00 02/20112 Mon RGB 12.00 Estimated 0224112 Fri |6:30AM 7.00PM
LK1 9.60 02/20M2  Mon SH2 400 022512 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 02i2712 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 030112 Thu |6:30AM 7:00PM
Total Leave 9.60 02/2112  Tue SH2 400 Estimated 030212 Fri
Total Period Hours 80.00 0212412 Fri CER 11.60 03/0312 8at
0212412 Fri DP1 11.60 Estimated 03/0412 Sun
« 0 ] '
G Local intranet | Protected Mode: Off 5 v R100% ~
Step Action

27.

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

]| (=] [o2r2em2 |Tue | [ (B & - - - [ ] a T
[+ =] 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,
L+]| =] |oamsn2 | sat O = & - - ~ I Q| Q.
G| =] |oamanz sun | O B & - - - I Q| Q.
B sav U
M ;:mﬂ& Run TA?

04125112 12:42:02PM |u_4mﬁr2u12 v |

|~ Payable Totals | | B

IRC End Time
CER 7440| (022012 [Mon CER 12.00 Estimated 022042 |Mon 6:30AM 7:00PM
DP1 7440 [0212012 |Mon [DP1 12.00 022112 [Tue 6:30AM 7:00PM
HD1 2400| [02120M2 |Mon |HD1 12.00 Estimated 02122112 |Wed
KTE 400| [0220M2 |Mon |KTH 12.00 Estimated 0212312 |Thu T
KTH 2400| [02120M2 [Mon RGB 12.00 Estimated 0212412 |Fri |6:30AM 7:00PM
LK1 9.60| [02020M2 |Mon |SH2 4.00 Estimated 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 0212812 |Tue
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 Estimated 030312 |Sat
0212412 [Frii  DPA 11.60 Estimated 030412 |Sun i
<[ i ] ’
G Local intranet | Protected Mode: Off Fa v W10% 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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Reports

Time Detail

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

NOTE: The Time Details cannot be used if an employee is Paid from Schedule.

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.

[BY1] Health Sciences Center

PS Desktop Server
Windows 2008-XenApp 6

UserID: koconn
Domain: LSUMC-MASTER

Computer: APP242
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 (PSOHRRPT) link.
[FS 9.1 HCM Reports [PSAHRRAPT] |
5. Click the Start button.
Start
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Step Action
6. Click the Main Menu button.
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P— Home AddtoFavorites | Sign out
Personalize SearchMenw: ® (@ Hep
3 Time and Labor
3 Reporting Tools
3 PeopleTools 4
3 LSUHSC Processes
[E my Personalzations
€ Local intranet | Protected Mode: Off fa v H10% v
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™.

12. 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..
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Step Action

13. A Run Control ID must be created to run the Time Details Report. The same Run
Control ID can be used when running the Time Details Report in the future.

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 ID, the Time Detail Report page displays the
information from the most recent Print Request.

A Run Control ID is:

1. 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 or must be connected by an underscore.
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Home | AddtoFavorites |  Sign o

Favorites | Main Menu » LSUHSC Processes » Timeand 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

] r

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

Training Guide
Time Keeper Manager - HCSD View Only

Step

Action

14.

Click the Add a New Value tab.

Add a Mew Value

15.

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

16.

Click the Add button.

17.

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

Menu > LSUHSC Processes » Time and Labor > Report » Time Detais Report
0 New Window ()Help [ Customize Page [ hitp
Run Control ID:  time_detail Report Manager Process Wonitor 0,

Run Control Parameters

Start Date: ) End Date: 2]

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

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

Department Description
1 Y ==

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

] ’
€ Local intranet | Protected Mode: Off v B0k v

Step Action

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

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

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

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

21. 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

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

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

24. Click the OK button.

25. 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
Favgrites - Main Menu > LSUHSC Processes > Time and Labor > Report > Time Detais Report

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

Run Control ID:  time_detail Report Manager Process Monitor 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

@ 0% [+ =
Ccustomize | Find | view 20| B B frat K qorg O st
Department Description
1 Y ==
save | [Z] Notify [k Add | | 5] UpdaleDisplay

<

Process Instance:1215348

Y

G Local intranet | Protected Mode: Off v H10% v

Step Action

26. 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 |

217. 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.

28. 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
Favgrites - Main Menu > LSUHSC Processes > Time and Labor > Report > Time Detais Report

ENew Window (Z)Help [ Customize Page [ hitp

View Process Request For

userID: [KOCON2 @, Type: - Last - 1 Days
Server: ~ Name: \ @ Inslance:\ to |

Run ~ Distribution - Save On Refresh
Status: Status:

- | Refresh |

=
customize | Find | view 2| B | B Frae T g orq I Loa

Select Instance Seq. Process Type Process yser  RunDatefTime Eomlen

Run Status Details
Name

] 1215348 S0R Report ZZTL009 KOCON2 04/04/2012 3:43:56PM CDT Initiated NIA Details

Go back to Time Details Report
|[5) save |=] otity

Process List | Server List

<

»

Process Instance:1 215348 €& Local intranet | Protected Mode: Off 5 v H100% v |

Step Action

29. Click the Refresh button.

30. 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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 Lsuteaith

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

0 New Window ()Help [ Customize Page [ hitp
Start Date: [02/20/2012 |5 End Date: [03/04/2012 |5
Employees To Process Find | view A0 B8 B Fiet KD g org O Last
- —oa @ | o
Ccustomize | Find | view 20| B B fra K qorg O oot
Department Description
Ll —) EE)
Save | [of Retumn to Search | (=] Notiy.| Botca] [Eupsstcmisp
. : ;
itAction_win0{d: 'PRCSRQSTDLG_WRK_LOADRPTLIST'); ‘i.analintranet\PmtectadMnde‘CW fa v RB100% v )
Step Action
31. The Report Manager allows you to view and print your report.
Click the Report Manager link.
| Report Manager |
32. 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 |
Report Pres N Reaq
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

33. Click the Time Details link.

The Time Details Report will open in a new window.

Time Details
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B S

®&® 0% - o H

 Find -

Report ID:ZZTL009
User ID: KOCON2
EFor the period

02/20/2012 through

Time Detail

03/04/2012

Page No. 1
Run Date 04/04/2012
Run Time 15:44:33

Department: EL2036320 INTENSIVE CARE UNIT

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
Meal: 30MIN 30 MIN AFTER 5 HRS ZND 15 HRS WeekEnd: W3_7A730A WKND3 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 18:05 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
0z2/25/12 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 rum 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

WEEKEND DIFF

H@@M@

Jl>.

I

Step

Action

34.

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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7] ZZTL009_1215348[1] pdf - Adobe Reader |
File Edit View Document Tools Window Help x
= @' @ F 1/2 @® wx -5 A
| Bl reporTED PUNCH TIME DETAIL

XFR PUNCH IN FUNCH GUT HOURS TRC  OVEERIDE

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 A
02/26/12 0.80 LK1 7
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 rum 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:

7~ M e s @

Step Action

35.

[]

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

36.

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.

37.

The Total Hours displayed here is the total hours Paid only.
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[Z.) 7271009 1215348]1] pdf - Adobe Rea
File Edit View Document Tools Window Help

Q Lsuteaith

B Gie 2

& ® 102% -

el B R

Report ID:ZZTLO0Y
User ID: KOCON2
Eoxr the period

02/20/2012 through

Time Detail

03/04/2012

Page No. 2
Run Date 04/04/2012
Run Time 15:44:35

DEPARTMENT: EL2036320 INTENSIVE CARE UNIT

I

TRC DESCR HOURS OTHER
LK1 LEAVE - COMP-TAKEN 1.0 9.60
RGE REGULAR 70.40
CER CERTIFICATION PAY 70.40
DPl DEPARTMENT/CRITICAL 70.40
HD1 HOLIDAY DIFF 1 24.10
KTH KTIME WORK ON HOLIDAY EARNED 24.10
SH2 SHIFT 2 22.40
WEN WEEKEND DIFF 22.20
Dept Total 80.00
MANAGER' /SUPERVISOR'S APPROVAL(S) SIGNATURE: 1.

2

3.
Report Total B0.00

Total Number of Employees:

i

ECEL

A~ ® D

Step

Action

38.

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

User ID: KOCON2 Type: v Last - 1

Days - | Refresh |
Status: - Folder: ~ Instance: | to: |
Report List Customize | Find | cr B e Bl qop I ose
Report Pres . Request
Select D —m Description DateTime Format Status Details
0410412012 Acropat
[l 375661 1215348  Time Details et G Posted Details

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

Administration | Archives

ol ] ] v
Process Instance:1 215348

€ Local intranet | Protected Mode: Off v WI00% v

Step Action

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

40. 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 | AddtoFavortes | Signout
Favorites . Main Menu > LSUHSC Processes > Time and 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: 0212012012 ) End Date: [03/04/2012 [5]
Employees To Process
Empl Record
[ien @, 0@, (=]

Customize | Find First K1 1 0r 1

|[5) save [of Returnto Seareh | |[=] Notity |Ekand| [FlsUpdatebispiay,

] r
ind,'PRCSRQSTDLG_WRK_LOADRPTLIST); E & Local intranet | Protected Mode: Off A v ®10% v

javasc itAction_win0(doc
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Step Action

41. Click the Delete Row link to delete the EmplID and refresh the Time Detail page.
=
42. Click the OK button.
0K
43. 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 Basiclookup

Search Results

iew 100 First [] 161 [3] Last

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

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

Step Action

44, Click the EBO010 link.
[EB010 |
45, 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

46. Click the EL2036320 link.
|EL2I]3EiSEEI INTEMSIVE CARE UNIT|

47, Click the Run button.

Home | AddtoFavortes |  Sign oul

Favorites - Main Menu > LSUHSCProcesses > Timeand Labor > Report > Time Detais Report
Enewwindow (D Help & Customize Page  EF http

Process Scheduler Request

UserID: KOCON2 Run Control ID: time_detail

Server Name: ~ RunDate 04042012 F

Recurrence: ~ Run Time: 3:52:32PM Resetto Current Date/Time

Time Zone: a

Select Description Process Hame Process Type “Type *Format Distribution

Time Details ZZTL00G SQR Report Web v PDF v Distribution

oK Cancel

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

Step Action

48. 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

Hoeme | AddtoFavorites |  Sign out
& New Window () Help [ Customize Page [ hitp
Run Control ID:  time_detail

Reportlanager Process Montor |- RN |

Process Instance: 1215349
Run Control Parameters

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

Employees To Process

Group ID

EBO10 @,

First K 1011 O Last

E]
Departments to Include

Department

First Kl 1 071 O Last
1 [EL2036320 @ INTENSIVE CARE UNIT =

5] save [t Returnto Search | =] Nolify |

Add| [F-UpdaisiDisplay,

<

m
Process Instance:1 215349

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

Step Action
49.

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

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

Administration NN
View Reports For
User ID: KOCON2 Type: [N ~ Last - 1 Days - | Refresh

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

Home | AddtoFavorites |  Sign out

& 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 DEscrintion e Format Status Details
04/04/2012 Acrobat
O 375562 1215349 Time Details 352:47PM .pan MiA
04/04/2012 Acrobat
O 375561 1215348 Time Details 34418P1 (* pan) Posted Details
SelemAH DDESE\EGAH

[2Beete clickne delete bution to elete the selected report(s)

Go backto Time Details Report
[FED)

Administration | Archives

»

Process Instance:1 215349 E € Local intranet | Protected Mode: Off 5 v H100% v |

ol I

Step Action

50. 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

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

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

Home | AddtoFavorites |  Sign out

& New Window ()Help [ Customize Page [ hitp

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

]
fa v R100% v |

Step Action

51. Click the Time Details link.

Time Details

52. 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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[= 7271009 1215349(21 pof - Adobe Reader [F=Aan

x

e ® 0% - o

*1/17

L=

&

. Find

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

Time Detail

03/04/2012

[

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

Department: EL2036320 INTENSIVE CARE UNIT

Employee ID:
Pay From Schedule:

Name: John Doe
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 REGULAR 56.10
Total 80.00

5

Employee Signature/Date:

el "N WON N B |

E
3sseM |

.
A Ay el

.

Step Action

53.

[]

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

54.

[]

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

55.

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

56.

The timekeeper will print the Time Details Report and distribute it for appropriate
employee and departmental signatures.

57.
End of Procedure.

This completes Time Details Report.
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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
Favorites ~ Main Menu > LSUHSC Processes » Time and Labor > Report > Time Detais Report
ENew Window (Z)Help [ Customize Page [ hitp
View Reports For
UseriD:  [KOCONZ Type: v Last - 1 Days - Refresh
Status: > Folder: ~ Instance: to:
i Customize | Find | view 20 | B | B Fest B 42012 O ot
Report Pres Request
Select D e Description DateTime Format Status Details
04104/2012 Acrobat
375562 1215348  Time Details s ot Posted  Details
04/04/2012 Acrobat
375561 1215348  Time Details Fyparis ¢t Posted  Detalls
Fseecar  Dpeseectan
BeElEle | Click the delete button to delete the selected report(s)
Go back o Time Defails Report
Save
Administration | Archives
7] I ] »
Process Instance:1 215349 B € Local intranet | Protected Mode: Off v 0% v

D Attendance History

3. Run Control ID

The system defaults into the Find an Existing Value tab. The first time you run the
Attendance History report, you must select Add A New Value tab to add a Run
Control ID.

Thereafter, when the Attendance History report is run, remain on the Find an
Existing Value tab to select an existing Run Control ID by simply clicking the
Search button.
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Step Action

4, A Run Control ID must be created to run the Attendance History report. The same
Run Control ID can be used when running the Attendance History Report in the
future.

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 Attendance History report page displays the
information from the most recent Print Request.

A Run Control ID is:

1. 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 or must be connected by an underscore.
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Home | AddtoFavorites |  Sign o

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:1 215349 51 € Local intranet | Protected Mode: Off v B10% v

Step Action

5. Click the Add a New Value tab.

Add a Mew Value

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

7. Click the Add button.
Add

8. 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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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 Monitor 0,

Run Control Parameters

Start Date: ) End Date: 2]

Find | View A | 8 First Kl 4 or1 D st

[— Y [ Q SN

 — [ ElE]

Save =] Notify [k Add | 7] UpdateiDisplay

itAction_win0(d 'PRCSRQSTDLG_WRK_LOADRPTLIST'): T B € Local intranet | Protected Mode: Off v'h" #100% v :E
Step Action
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".

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

12. 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

Home | AddtoFavorites |  Sign out

[ Look Up

Look Up Time Reporting Code

Search by:  Time Reporting Code = begins wilh|

| LookUp || caneel |advanced Lookup

Search Results

Mewwnn First [q] 98 ofg8 [§] Lasﬁ
Time Reporting Code Description
Break
CKV @05
CALL BACK OVERTIME 880
CALL BACK PAY
CALL BACK REGULAR
CALLBACK SPECIAL ILPH
CALLBACK @15
CERTIFICATION PAY
Cancel Holiday Entitlement
IN CHARGE
CALL BACK @ 5T K-TIME
CALL BACK 1.5 K-TIME
ON CALL PAY
ON CALL PAY WEEKEND
CER PAY POLICE
m

Process Instance:1 215349 E €& Local intranet | Protected Mode: Off 5 v H100% v |

Step Action
13. View TRC options.
Click the Down Arrow button of the scrollbar.
14. View TRC options.
Click the Down Arrow button of the scrollbar.
15. View TRC options.
Click the Down button of the scrollbar.
16. View TRC options.
Click the Down button of the scrollbar.
17. Click the Up button of the scrollbar.
18. 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

19.

Click the Look Up button.
Look Up |

20.

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

21.

Additional TRC parameters may be included by clicking the "+" sign. Conversely,
TRC parameters may be removed by clicking the "-" sign.

Click the Plus (+) button.

22.

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.

23.

Enter the desired information into the Search by field. Enter "L".

24,

Click the Look Up button.
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Step Action

25. Click the LBS - Leave - Sick BiWeekly Wage link.
LBS

26. Click the Save button.

27. 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

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

[-]

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

30. 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 | |[=7] Motify % Add | | 7] UpdateDisplay

<[

Process Instance:1215350

Y

E G Local intranet | Protected Mode: Off v H10% v

Step Action

31. The Report Manager allows you to view and print your report.

Click the Report Manager link.
| Report Manager |

32. 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
User ID: Type: ~ Last - 1 Days - | Refresh
Status: ~  Folder: ~ Instance: | to: |
First Kl 14 or4 O Last
Report Pres N Reque .
Select D e Description DateTime 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

33. 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’
Home | AddtoFavorites |  Sign out
Favorites ~ Main Menu > LSUHSC Processes » Timeand Labor > Report > Attendance History
ENew Window (Z)Help [ Customize Page [ hitp
View Reports For
UseriD:  [KOCONZ Type: v Last - 1 Days - Refresh
Status: ~  Folder: ~ Instance: to:
i 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 back to Attendance History
Save
Administration | Archives
7] I ] »
Process Instance:1215352 G Local intranet | Protected Mode: Off Fh v WI0% v

Step Action

34. Click the Attendance History link to view your report.

This will open a new window.

Attendance History

35. The Weekly Time section provides leave information for each day in the pay period.

The Monthly Time section provides leave information by calendar month.

36. Click the Close button for the new window only.
e o]

37. Click the Go back to Attendance History link.
| Go back to Attendance History

38. 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.

39. Click the OK button.
8]
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Step

Action

40.

NOTE: By clicking the Minus (-) button, the system automatically displays the
Group ID field.

Click the Look up Group ID button.

41.

Click the EB010 link.

42.

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

43.

Click the Run button.
Run

44,

Click the OK button.
OK

45.

Click the Report Manager link.
|Rer;-3rtl.1an:3-;er |

46.

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.

47.

Click the Attendance History link.

Attendance Histary

48.

View the report results.

Click the Down button of the scrollbar.

[]

49.

View results.

Click the Close button.

[*]

50.

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 SearchMenw: (DHelp

3 Time and Labor 4
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.

ol A~ w

Click the Early/Late Exception Report menu option.
| =] Early/Late Exception Report
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Step Action

6. Run Control ID

The system defaults to the Find an Existing Value tab. The first time the Early/Late
Exceptions Report is run, select the Add A New Value tab to add a Run Control ID.

Thereafter, when the Early/Late Exceptions Report is run, remain on the Find an
Existing Value tab to select an existing Run Control 1D by simply clicking the
Search button.

7. A Run Control ID must be created to run the Early/Late Exceptions Report. The
same Run Control ID can be used when running the Time Details Report in the
future.

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 Early/Late Exceptions Report page displays
the information from the most recent Print Request.

A Run Control ID is:

1. 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 or must be connected by an underscore.

Page 53



Training Guide

Time Keeper Manager - HCSD View Only Q LSUHealth

ORACLE’
Home | AddtoFavorites |  Sign out
Favgrites - Main Menu > LSUHSC Processes > Time and 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.

GUCEURSEEITEN | 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

al m ] v

Done € Local intranet | Protected Mode: Off fh v ®10% v
Step Action
8. Click the Add a New Value tab.
| Add a Mew Value |
9. Enter the desired information into the Run Control ID field. Enter

"early_late_report".

10. Click the Add button.

11. 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 | 8 First K1 071 D st
rou
@, e, @ = | =
Save | =] Notify [Eh Add | [ 5] UpdatemDispiay

m ] »
Done € Local intranet | Protected Mode: Off v B10% v

Step Action

12. Enter the desired information into the Start Date field. Enter "022012".

13. Enter the desired information into the End Date field. Enter *030412".

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

15. Click the Save button.

16. Click the Run button.
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ORACLE"

 Lsuteaith

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

17.

-]

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

18.

Click the PSNT list item.
[PSNT |

19.

Click the OK button.
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ORACLE’
Home | AddtoFavorites |  Sign out
Favorites ~ Main Menu > LSUHSC Processes » Timeand Labor > Report > Early/Late Exception Repart
& New Window (Z)Help [ Customize Page [ hitp
EarlylL ate Exceplion Report

Run Control ID:  early_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

=

|[5) save | |=] wotify | |Ey ada | | ] updateiDispiay |

<

i, ] »
Process Instance:1 215472 G Local intranet | Protected Mode: Off v B10% v

Step Action

20. 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 e Description DatelTime Format Status Details
375687 1215472 EarlylLate Exception Report 04M02012  Acrobat g ccing

2:12:27PM | (.pdf)
04102012 |Acrobat
2-06:04PM (*.pdn) Posted Details
0410/2012 | Acrobat
12:48:58PH | (*.pdf)

375586 1215471 Early/Late Exception Report

375585 1215470 Employee Float Report Posted Details

[m)

Selectall Deselect Al

(050 |Gk tne setete outton t aelste the selectea repor(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

21. 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.

22. Click the Early/Late Exception Report link.
| Early/Late Exception Report |
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& hitp lsuhsc.edu/psrep TLO12 1215472.PDF - Windows Internet Explorer (= =
OO -+ [2] hitps://psSherchreportsa Isuhsc.edu/psreports/hrinn/375587/ZZTL012 1215472.PDF ~ &[4 ]x][2 eing P~
bl 7 McAfee -

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 Doe' 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

23. 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

24, Click the Go back to Early/Late Exception Report link.
Go backto Earlyllate Exception Report

25. 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 o

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 ] End Date: [03/04/2012 [H
Employees To Process Find | view A B8 B Fee KD g org O Last
TRC's to Include customize | Find | view 20 | B B rret K1 g20p2 1t
Time Reporting Code Sort Order
1[N @, |LEAVE - ANNUAL BW WAGE [ =]
2es @, |LEAVE - SICK BIWEEKLY WAGE = =
Save | [t Return to Search | =] Notify [ELAdd.| [ UpdateDisplay
< . ] »
Process Instanced 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

3. Run Control ID

The system defaults to the Find an Existing Value tab. The first time the Employee
Float report is run, select the Add A New Value tab to add a Run Control ID.

Thereafter, when the Employee Float report is run, remain on the Find an Existing
Value tab to select an existing Run Control ID by simply clicking the Search button.

Page 62



Q Lsutealth

Training Guide
Time Keeper Manager - HCSD View Only

Step Action
4, A Run Control ID must be created to run the Employee Float report. The same Run
Control ID can be used when running the Employee Float report in the future.
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 ID, the Employee Float report page displays the
information from the most recent Print Request.
A Run Control ID is:
1. 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 or must be connected by an underscore.
Home | AddtoFavortes | Signout
Favorites | Main Menu > LSUHSC Processes > T\meanvd Labor > Report > Employee Float Report
ENew Window (PHelp T hitp

Employee Float Report

.’ Find an Existing Va \'-‘ Add a New Value

Maximum number of rows to retumn (up to 300y 300 |

Search by: RunControlDbeginswith |

[[case Sensitive

Find an Existing Value ‘ Add a New Value

< i ] o

Process Instancel 215376 = € Local intranet | Protected Mode: Off v ®100% v

Step Action
5. Click the Add a New Value tab.

Add a New Value

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

Click the Add button.
Add
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Step Action

8. In this exercise, you will run the Float Out Report for a single department for pay
period 02/20/12 - 03/04/12.

9. 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.

10. Click the Float Out Report option.

11. Enter the beginning date for the pay period in the Start Date field.
Enter the desired information into the Start Date field. Enter "022012".

12. Enter the ending date of the pay period in the End Date field.
Enter the desired information into the End Date field. Enter "030412".

13. 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.

14. 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.

15. A list of available Group IDs will display. Select the appropriate Group ID.
Click the EB010 link.

16. 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.
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Step Action

17. A list of available Departments displays. Select the appropriate Department from the
list provided.

Click the EL2036320 link.
EL2036320 INTEMSIVE CARE UNIT

18. Additional departments can be included by clicking the plus sign (+). Departments
can be removed from the report by clicking the minus sign (-).
19. Click the Save button.
20. Click the Run button.
Fun
21. Click the button to the right of the Server Name field.
22. Click the PSNT option from the drop-down list.
23. Click the OK button.
24, Click the Report Manager link.
|Rer;-3rt Manager
25. 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.

26. Click the Employee Float Report link.
|Emp|-:|-.-'ee Float Repaort |
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@ Isuhsc.edu/psrep: (ZZTL003_1215470.PDF - Windows Intemnet Explorer o |
Ov \g hitps://psShercbreports. suhsc.edu/psreports/ hrirn/375585/ZZTL003 1215470 PDF -5 |‘r‘ xHP Bing P~

x
i Favorites | 3 [ Suggested Sites ~ ] Web Slice Gallery

@

Isuhsc.edu/psrep | |

i < I @ v Pagev Ssfetyw Toolsv @v

e [FHo & v

Step

Action

27.

Click the Close button.

==

28.

This completes Employee Float Report.
End of Procedure.
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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 SearchMenu:

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.

gl w

Click the TL Queries menu.
| =] TL Queries |
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Favnvrltes MalnvMenu > LSUHSCErn(esses » T\mearld Labor > Inqvu\re > TL Queries T @He‘p Bc“g[ﬂmwpage ﬁm‘p
s:::y‘ (0272012012 |[5 PayPerindBeginDav(e: 02/2012012 Pay Period End Date: 03/04/2012
Growpn:| @ GetDala @ Select For Instructions
0 i ]
Done € Local intranet | Protected Mode: Off fa v RB10% v
Step Action
6. Click the button to the right of the Query field.
1. Click the BI TL EMPLOYEE NO PAYABLE TIME list item.
|BI TLEMPLOYEE NO PAYABLE TIME |
8. Click the Look Up Group ID button.
QJ
9. 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.
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Q Lsutealth

Bl TL Employees < FTE

Procedure

In this topic you will learn how to run Bl TL Employees < FTE.

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 <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
BITL EMPLOYEES < 80 HRS Customize | Find | view 21 | BV | 2
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 J 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 Bl TL Employees < FTE list item.
[BI TL EMPLOYEES < FTE |

3. Click the Get Data button.

4, View results.

5. 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.

4, For this example there are no results.

5. 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 BI 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.
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Procedure

In this topic you will learn how to run Bl TL General TRC Query.
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PS9HRTRN::0
PSOHEWEBDEV11  RcB Home | AddtoFavortes |  Sian out
Favorites | Main Menu > LSUHSC processes » Tmeand Labor > Inquie > TL Queries
&0 New Window (ZIHelp [& Customize Page 3 hiip
.’ iF uel :-L-‘
Query:  BITLEXCEPTIONS -
Date:  [0212022012 ] Pay Period Begin Date: 0212012012 Pay Period End Date: 03/04/2012
GrounID: [EBOT0 @ £ 5035320 INTENSIVE GARE UNIT GetData @ Select For Instrudtions
Name Emplid Red# Dept ID Descr PayGrp Class FTE FulliPart Date Exception Severi v
1 John Doe 0 EL2036320 |INTENSIVE GARE UNIT EBN Job 1 F 20120220  [HOLwitino
payable time
2 John Doe 0 |EL2036320 |INTENSIVE CARE UNIT EBN oo 1 F 2012-02-21  |HOLWino
payable time
| il J v
Done G, Local intranet | Protected Mode: Off A v BI0% v

Click the button to the right of the Query field.

[-]

Click the BI TL TRC Query list item.
IBI TL GENERAL TRC QUERY |

Click the Look Up TRC button.
]

a

Click the Down button of the scrollbar.

-]

Click the LBS - Leave - Sick BiWeekly Wage link.
|@ LEAVE - SICK BIWWEEKLY WAGE

Click the Get Data button.
GetData

View results.

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 BI TL Long Shift Punch.

PS9HRTRN:s
PSOHEWEBDEV11  RcB Home | AddioFavertes |  Sign out
Favorites | Main Menu > LSUHSCProcesses » Tmeand Labor > Inquie > TL Queries
EINew Window (ZIHelp [& Customize Page Ehttp +
Query:  BITL GENERAL TRC QUERY - TRC: Bs [&,
Date: (027202012 [H) Pay Period Begin Date: 0212012012 Pay Period End Date: 03/0412012
GroupID: [EBO10 &, EL2036320 INTENSIVE CARE UNIT | GetData @ SelectFor Instrudions
BI TL GENERAL TRC QUERY Customize | Find | view A1 | B3| 3 i
Name Emplid Red# DeptlD Descr PayGrp Class FTE  FullPart Hrs Date
1 John Doe 0 EL2036320 |INTENSIVE GARE UNIT EBW Permanent1 F 12 0212712012
2 Jahn Doe 0 |EL2036320 |INTENSIVE CARE UNIT EBW |Permanent 1  F 12 0212812012
3 John Doemmmmam weT 0 EL2036320 |INTENSIVE CARE UNIT EBW Permanent1  F 12 0212912012
4 John Doe 0 |EL2036320 |INTENSIVE GARE UNIT EBW |Permanent 1 F 12 0310312012
5 John Doe 0 EL2036320 |INTENSIVE CARE UNIT EBW Permanent1 F 8 0310412012
‘ i | b
G Local intranet | Protected Mode: OFf fA v R100% -

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 Bl 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 BI TL Punch with Comment.

PS9HRTRN:s0
PSOHEWEBDEV11  RcB Home | Addto Favortes |  Sian 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

Step Action

1. Click the button to the right of the Query field.

-]

2. Click the BI TL Punch With Comment list item.
[BI TL PUNCH WITH COMMENT |

3. 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 | Addto Favorites |  Sign out
Favgrites | Main Menu > LSUHSC Processes > Timeand Labor > Inquire > TL Queries

ENew Window (ZHelp [& Customize Page Ehtp +

Query:  BITL PUNCH WITH COMMENT -
Date:  [02/20/2012 [[i) Pay Period Begin Date: 02/20/2012 Pay Period End Date: 03/0412012
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 [ 6:25P0
2 John Doe 0 EL2036320 |INTENSIVE GARE UNIT EBW 623333 |02023/2012 In 91BAM
3 John Doe 0 EL2036320 |INTENSIVE CARE UNIT EBW 8833333 |02127/2012 In 6:40AM
4 John Doe 0 EL2036320 |INTENSIVE CARE UNIT EBW 895 02/28/2012 In G30AM |
5 John Doe 0 EL2036320 |INTENSIVE GARE UNIT EBW 1333333 |03/01/2012 In BOOPM |
& John Doemmer™s 1 EL2036320 |INTENSIVE CARE UNIT EBW 126 02/29/2012 Transfer 6:24P0
7 John Doe 0 EL2036320 |INTENSIVE CARE UNIT EBW 124 02/24/2012 In &30P
8 John Doe 0 EL2036320 |INTENSIVE GARE UNIT EBN 8.4 0212612012 In S.05PI
9 John Doe. 0 EL2036320 |INTENSIVE CARE UNIT EBW | 12516667 02120/2012 In 6:30PM

i 0 ) '

Done G Local intranet | Protected Mode: Off v H10% 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.

5. This completes WK TL Employees < 40 Hrs.
End of Procedure.
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