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Introduction

This guide provides step-by-step instructions for Approvers to view, modify, and approve their student
employee’s timesheet transactions in Time & Labor Self-Service (TLSS). The role of Approver of reported
time is central to the Time Labor Self-Service process, and the department’s budget. All entries should be
reviewed closely before approving.

e All hours worked must be recorded in the system and submitted for approval by the end of the
month in which a student is reporting his/her time.

e Students are encouraged enter their time worked daily, and to discuss the expectations for doing so
with their Approver and/or Department Coordinator.

e Approvers are encouraged to approve time weekly.
e Student employees should not record any time before it is worked.

e Time for prior payroll cycles (or late reported time) cannot be entered via TLSS, so a paper
timesheet must be completed and submitted to the Approver and/or Department Coordinator for
submission to Payroll.

o Timesheets should be labeled as "Late Timesheet”
o The department is responsible for maintaining the original timesheet with “wet signatures
for audit purposes.

”

Please refer to the University Payroll Calendar for campus deadlines. The calendar is located at: _
https://sdsuedu.sharepoint.com/sites/BFA/HR/payroll/Pages/Stud-Pay-Schedule.aspx. Your
department may enforce earlier deadlines, depending on your processing schedule.
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PeopleSoft Processing Steps
O Login and Navigation to Timesheet

Steps

Screenshots

1) Navigate to the Center for
Human Resources website at
http://hr.sdsu.edu/

2) Click on Current Employees,
SDSU Intranet and loginwith
your student SDSUid and
password.

3) Click on PeopleSoft under the
Home menu on the left.
Bookmarks the site forfuture
use.

HH Office 365

fti SAN DIEGO STATE
UNIVERSITY

Home
HE Documents

¥ PeopleSoft

4) Login to PeopleSoft:
Enter your SDSUid (e.g.
jsmith@sdsu.edu) and password.

5) If you have not claimed your
SDsSUid, visit SDSUid.sdsu.edufor
information and instructions. Be
sure to visit the FAQ page to
answer commonly asked
questions about SDSUid.

6) Please use Chrome orFirefox
browsers.

PeopleSoft
Sign-In
SDsUid (e.g. jsmith@sdsu.edu)

Password

™ Enable Accessibility Mode

If you haven't claimed your
SDSUid, visit SDSUid . sdsu.edu
for information and instructions.
Be sure to visit the FAD page to
answer commonly asked
questions about SDSUid.

Please use Chrome or Firefox
browsers
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A) Verify hours worked on Timesheet
Navigation: Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions >Reported

Time
Processing Steps Screenshots
1 ) Navigation to Approve | Main Menu « | > Manager Self Service » > Time Management = > Approve Time and Exceptions » > Reported Time

Reported Time:

Main Menu > Manager Self Service >
Time Management > Approve Time and
Exception > Report Time

Search Menu:

[

Self Service L

; {
Reported Ti
1 Manager Self Service 1 Time Management L Approve Time and Exce e

- - | Eveantinne
Report Fractions of
2) Important Notes: Student worker Hours as Tenths
must enter the total hours worked Minutes | Tenths
for each applicable date. All partial 1-8 o1
hours worked must be reported to 1?3‘ 1128 g;
the tenths of an hour. T 72
25-30 05
Example: enters 4.10 for 4 hours and 37 -9 UG
5 minutes worked. 37 - 42 07
43 -48 i}
Approver must verified the rounding is 48-84 04
correct. 55 - B0 1
2 A\Y ” H
) Select th Employees” to list all Approve Reported Time
records needing an approval
; . Timesheet Summa
> View By: It is recommended that i
you approve time weekly and Employee Selection Criteria
I
enter the appropriate first day of Description Value
the week that you wish to view. Graup ID Q
Search Criteria by Value: Ermpl 1D Q
) Empl Red Mor Q
o Use the "Department” field to =+
filter employees listed by L EIE Q
department. First Narnz Q
o Or pull up timesheets by elh Gtz Q
“Emplid” or “Name” Department Q
o If no filters (“*Value”) are input, North Armerican Paygroup Q
results will list every active Pasition Murnber Q

student employee on that has
time to approve.

If you filtered on
“Department,” all student
workers within that
department have time to
approve will be listed.

NOTE: Approvers shouldnot
approve records of employees
outside their area of
responsibility.

Clear Selection Criteria Save Selection Criteria

Get Employees
¥ Show Schedule Information
v| Date: [08/04/2017 D) | ERefresh |

Wiew Instructions

=< Previous Week MNext Week ==

3) Click on the employee name to
view their timesheet.

Employees For Mary Approver, Time Needing Approval From 07/31/2017 - 08/06/2017

Joh Hours to be Reported Scheduled . Approved/Submitted
St | Description Approved Hours Hours Excegtion Hours
- Conrad William Student Asst 0.0o 0.00 0.00 0.0o
Select Al Deselect Al
Approve Selected Deny Selected
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The Timesheet displays the
following details (for the
employee selected) in the

Timesheet
William Conrad

Ernplovee ID: 100528778

Ermployee Recard Nurnber, 0

B.60 Hours

Employee Record Numbef | Reperted Hours:
rom Monday 0
FN

Wed
B/2

Make sure that you are in the
correct timesheet for the
employee. Many students have
multiple appointments across
campus. The Employee
Record Number will determine
the correcttimesheet.

Timesheet

Mon  Tue
FiEll a/1

300 | 360D

Thu Fri
8/ 84

Subrmit

[i] Reported Time Status - select to hide

Reported Time Status

Select Date Status

The timesheet for the employee

the following fields. Be sure to
select the Refresh button (with
the green arrows) after making
changes:

4)View By: Enter valuesto
match the time frame
needed

5)Date: Enter the start
date of the week/month
can be changed by
entering a new date and
clicking the “Refresh”
button.

4) Verify that your employee’s
hours on the timesheet are
accurate and fall within the
parameters of the job. It is
important to check hours
bydayand Total Reported
Hours by week.

Hours for Student
Assistants or ISAs should
not exceed:
e 20 hours per week
(While school is in
session)

Are corrections needed?

Ifyes: Go to Section B)
Review and Correct

Reported Time before
proceeding to Section D.

If no corrections are needed,
proceed to Section C
Approve Reported Time.

header: Job Title Student Asst
¢ Name
° Emp|0yee D Select for Instructions:
e Job Title View By: | ek ~| pate: 07212017 ) (@ Retiesh )

Scheduled Hours:

0 Sunday 0UB/06

. . . r 0773112017 MNeeds Appraval
displays for the time period
. . r 0e/o1/2017 Needs Approval
selected. This timeframe can be
updated by making changes to P selectal ) Deselectal

=< Previous YWeek Next Week ==

0.00 Hours

Sat
B/5

Sun
86

Total  Time Reporting Code Taskgroup Owerride Rate

B A0 REG - Regular Hours Workerd j Ccsy Q

| & First ‘& 1-20f2 ‘* Last

Total [lime Reporting Code Comments
300 REG @
3.80 FEG >

Approve Selected Deny Selected
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B) Review and Correct Timesheet (Before Approvals)

Navigation: Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions >ReportedTime

During the current pay period, Student Assistant or Approver can correct time/hours on the timesheet. If
errors are discovered after the 5th of the month approver’s deadline, the Approver should contact Payroll
Services as soon as possible so that an adjustment can be made, and the student will receive an adjusted

pay warrant.

Before making any corrections within TLSS, Approvers are encouraged to consult with their employee,
and ask the student to make changes, if possible. If the student cannot make the changes, the Approver
or Coordinator may do so on the employee’s behalf. When an Approver changes time reported, they
should add comments to the record.

Processing Steps

Screenshots

1) Click on the employee’s

Employees For Mary Approver, Time Needing Approval From 07/31/2017 - 08/06/2017

- 07240017 Meeds Approval REG
r 072572017 Meeds Approval 510 REG
r 07262017 MNeeds Approval 240 REG
r 072772017 Meeds Approval 330 REG
v Select Al Deselect Al Approve Selected Deny Selected

H Job Hours to he Reported Scheduled Approved/Sul |
n_ame to access thelr SElectpgian & Description Approved Hours Hours 0 F Hours
timesheet.

r Student Asst n.aon n.aon 000 0on
2) Review and identify the Timesheet

necessary corrections.In William Conrad Emplaoyee ID: 100528776
this example, Monday,

Job Title: Student Asst Employee Record Number: 0
7/24 has 5 0 hours
reported in one day. 1)

3) Consult with Student ' .

Assistant to find out what it Viewsy: [Weex E pate:  [71222017 [ (B refesh) << Previous Week Next Wesk
should be. In this example, Reported Hours:  B0B80Hours  Scheduled Hours: 0,00 Hours
the decimal was entered in From Saturday 07/22/2017 to Friday 07/28/2017
the incorrect place for7/24. Timesheet | [
His reported time should Sat Sun Mon  Tue Wied  Thu Fri
have been w2 W3 w4 wes dee w27 | 728 Jotal  Time Reporting Code Taskgroup
5.0 hours. 510|240 |[330 B0.80 REG - Regular Haurs Worked = [CSU ¢
This student also forgot to —
enter his time worked for
Friday, 7/28. i Reported Tirme Status - select to hide

Reported Time Status | & First ‘4 1-40f4

Select  Date Status Total Time Reporting Code Comme

SDSU_TL_Self Service_Approver_BPG.docx

5|Page



4) To correct the decimal error on

7/24, clear the field and enter From Saturday 07/22/2017 to Friday 07/28/2017
the correct hours worked. Timesheet | [

Also add the 3.2 hours that Sat sun [Wem | Tue  wed  Thu [F
the student worked on 7/28_ 722 723 T4 ) TG 726 7T )28 Tatal  Time Reporting Code Taskgroup
o Select Submit button 500 |g10 | 240 330 |3.20 19.00 REG - Regular Hours Warked j csU

when all corrections have

been made.

Timesheet
Submit Confirmation

e Confirmationdisplays.
e Select "OK”

‘ The Submit was successful.

Time for the Week of 2017-07-22 to 2017-07-28 is submitted

5) Corrections were made for both
7 /25, and 7/26; however, the
total hours now reflects 21.30

From Saturday 07/22/2017 to Friday 07/28/2017
Timesheet | =W

greater than 20 for this Sat Sun Mon  fTue Wed | Thu  Fri

workweek. 2w w4 |wes  wee |w27 w28 Total  Time Reporting Code

By law, the hours worked so0 500 4o |[330 |[320 REG- Regular Hours Worked = |
I

must be paid, but the

employee should be counseled =Ll
about CSU policy and the
Approver should monitor the
employee’s schedule more
closely.
6) To entercomments: Reported Time Status =  First ‘4 1-50f5 P Last
[} Select the Ca“Oth icon Select Date Status Total Time Reporting Code Comments
under Comments forthe - 0W42017  Needs Approval 5.00 REG O
Date in question O 05017 Meeds Approval 5.20 REG o
° Enter Comments. r 072652017 Needs Approval 4 (0 REG H!)
e Select Save =
r 0712772017 Needs Approval 3.30 REG L)
If necessary additional - 07/28/2017 MNeeds Approval 3.20 REG
I
comments may be added to M. i Approve Selected Dierry Selected
the record by inserting
additional rows using the
plus icon to the right. Comments
William Conrad Employee 1D: 10052877t
Note: Once Comments o
are Saved, you do not have Job Title Student Asst Employee Record Mumber: 0
access to delete or edit the
Date Under Report:  07/28/2017
Comments.

Personalize | Find | Yiew A

Operator Id DateTime Created Source Comment

1 B7B7BTATH DB/042017 3:53PM Time Reporting Warked off campus at a high schoaol fair

Cancel
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C) Approve ReportedTime

Navigation: Main Menu > Manager SelfService > Time Management > Approve Time and
Exceptions > Reported Time

Processing Steps

Screenshots

1) Start Date = select View
By All Time After, enter
last day of the pay period
to include the first and
click on Refresh

2) Enter a department
code or other filters if
needed, or leave blank

3) Click on Get Employees

Clear Selection Criteria Save Selection Criteria

Get Employees
o\ﬁew Instructions
View By: (Al Time After b Date:

Include Absence

¥/ Show S

Employees For Mary Approver, Time Needing Approval After 07/01/2017

the hours listed.

7) Select the“"Approve
Selected” button

IMPORTANT: Selecting "OK"”
is the equivalent to your
signature on a paper
timesheet. It authorizes
Payroll to issue a pay
warrant for the time
reported. Once Payable time
is approved, no changes or
corrections can be made to
the Approved time.

button
] Select N Job Hours to be Empl D E';npdl Job

4) Select appropriate elec EWi Deseription Approved EMPIoVes &

employee by clicking on

their name Student Asst 0.00 100393992 3 1870
Special Note: Do not use Conrad, William Student Asst 0.00 100528776 0 1870
to view by All Time Stdnt Trainee
Before you will get an Conrad William On-Cmps 0.00 100528776 11871

WS
€rror message.
. Timesheet
5) Verify that hours arecorrect.
Jonathan Aztec Emplovee 10 100393992

6) Select: Check the boxes Job Title:  Student Asst Employes Record Number: 3

that you wish to approve.

Use the “Select All” link if oSelectfar Instructions

you wish to approve all of View By: | VVeek v -Date: [IF10/2017 5] (2 Refrash ) << Previous Week Mext Week »»

Reported Hours: 9.00 Hours Scheduled Hours: 0.00 Hours
From Monday 07/10/2017 to Sunday 071672017

Mext Employee ==

Timesheet | [0
Mon Tue  Wed Thu  Fri Sat Sun
Mo v M2 FM3 0 T4 ¥MEs FH6 Taotal  Time Reporting Code Taskgraup Owerride R
5.00 4.00 9.00 REG - Regular Hours Worked v [C5U aQ
Subrmit
(i ] Reported Time Status - select to hice
Repgted Time Status | &2 First ‘&' 1-2 of 2 & Last
9 Date Status Total Time Reporting Code Comments
07/10/2017  MNeeds Approwval 5.00 REG ®
0741242017  Needs Approval 4.00 REG (®)

Deny Selected

v Approve Selected
Desslsct Al D

0 Reported Hours Summary - select to view

0 Balances - select to wiew

5) Click OK to process.

Wessage

ArE yOU sure you want to approve the time selected? {13504 ,2500)

Once the page is saved, the time cannot be "Unapproved”
Press OK to Approve or press Cancel to not save the approval

!

Cancel
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D) To Enter Hours on the Student’s Behalf and Approved (After the 15t of the month, students lose access
to the timesheet for the prior month)

Navigation: Main Menu > Manager SelfService > Time Management > ReportTime > Timesheet

Due to unforeseeable circumstances, student assistants are unable to report their hours in a timely
matter. Approver has access to enter their hours and approved at the same instance.

On the Timesheet page, you will click on "Get Employees” to see a list of names, follow the processing
steps. Approver must select the correct employee record and enter hours.

Processing Steps Screenshots
. L View By: m Date: [08/04/2018 |[ij (£ Refrash | -
1. View By optlon is Week ] Y << Previous Week Next Week ==
or Day.
Employees For Mary Approver, Totals Fron‘|06i04f2013 -06/10/2018
2 The ||St includes a“ the N Job Reported  Hours to be Scheduled ¢ tion Approved/Submitted .
' ame Description Hours Approved Hours —*CepUON Hours - cmied fours
student employees you o
Garcia,Victor Student Asst 7.80 0.00 0.00 7.80 0.00
have access to, and able to Tl
determine |f any Student Jackson,Barbara Non Citizen 0.00 0.00 0.00 0.00 0.00)
Status
employees ha\{e not Johnson,Connor Student Asst 0.00 0.00 0.00 0.00 0.00;
reported any times (zero

hours in reported hours).

) Employees For Mary Approver, Totals From 06/04/2018 - 06/10/2018
3. Find the correct record and

click on the employee’s Name Joh Reported  Hours to he Scheduled
name to access their Description Hours Approved Hours
timesheet. —r
Student Asst 0.00 0.00 0.00
4. The Timesheet displays the
following details in the header: Timesheet
. Name Victor Garcia Employee 1D 100507547
N ID Joh Title: Student Asst Employee Record Number: 0
L4 JOb Tltle OSe\ectfur Instructions

] Employee Record Number Yiew By: Y] “Date: 3 | © Refresh | << Previous Week MNext Week >

Reported Hours:  0.00 Hours Scheduled Hours:  0.00 Hours MNext Employee ==

Timesheet date ranges may be Fl:rc::el:lhzr:aygﬂzma to Sunday 06/10/2018
dlsplayed In dlfferent Ways by Mon Tue Wed Thu Fri Sat Sun
Changlng the dEfaultS |n the fO"OWIng 6/4 6/5 6/6 (13 6/8 69 6/10 Total Time Reporting Code Taskgroup Override Rate -
i [REG - Reoular Hours Worked | v csu Q =l [+
pull down menus: el _ =il
e View By: You can select the v SE
time entry calendar by Day, [Suernc ] Apply Schedule
Week or Time Period a
(month).

+ Date: The start date of the
week/month can be changed
by entering a new date and
clicking the “Refresh” button.

The following navigational links
are also available:

5. Previous Week/Next Week:
Use these links to quickly
navigate to the previous or next
time period.
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5) Enters hours on dates worked
and select the Time Reporting
Code: REG - regular Hours
Worked.

Click on Submit to finalize
the entry.

View By: | VVeek v *Date: |06/042018 |[5] (£ Retresh | == Previous YWeek

Reported Hours: 0.00 Hours Scheduled Hours:

From Monday 06/04/2018 to Sunday 06/10/2018

0.00 Hours

Timesheet @I
Mon Tue Wed Thu Fri Sat Sun
6/4 6/5 66 67 68 69

6/10 Total i i 1
| REG - Regular Hours Warked | A

L4

-

Apply Schedule

6) Confirmationdisplays.

Select "OK”

Timesheet
Submit Confirmation

“ The Submit was successful.

Time far the Week of 2018-06-04 to 2018-06-10 iz submitted

7)
8)

Verify that hours arecorrect.

Select: Check the boxes that
you wish to approve. Use the
“Select All” link if you wish
to approve all of the hours
listed.

9) Select the“Approve

Selected” button

IMPORTANT MESSAGE:
Selecting "OK" is the equivalent
to your signature on a paper
timesheet. It authorizes
Payroll to issue a pay
warrant for the time
reported. Once Payable time is
approved, no changes or
corrections can be made to the
Approved time.

10) To enter comments:
e Select the callout icon
under Comments forthe
Date in question
e Enter comments.
e Select Save

Timesheet
Victor Garcia Ermployee 1D 100507547
Job Title: Student Asst Employee Record Mumber: 0
OSelect for Instructions
View By: | ¥eek Y *Date: [DE/04/2018 [ (£ Refresh ) <= Previous Week Mext WWeek ==
Reported Hours: 780 Hours Scheduled Hours:  0.00 Hours Mext Employee ==

From Monday 06/04/2018 to Sunday 06/10/2018

Timesheet | [F=0
Mon Tue Wed Thu Fri Sat Sun
6/4 6/ 6/6 67 6/8 6/9 6/10 Total Time Reporting Code Taskgroup Override
3.60 4.20 7.80 REG - Regular Hours Worked v [CSU Q
Subrmit
0 Reported Time Status - select to hide
Reported Time Status | e First ‘&' 1-20f2 ‘&' Las
Select  Date Status Total Time Reporting Code Comments
v‘ DB/0412018 Meeds Approval 3.60 REG o
060872018 MNeeds Approval 4.20 REG @
v Approve Selected Deny Selected
Select Al Deselect Al
Message

Are you sure you want to approve the time selected? (13504,2500)

Once the page is saved, the time cannot be "Unapproved"

Fress Gk to Approve or press Cancel to naot save the approval.

Cancel
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E) Review and Correct Exceptions

Exceptions are posted once reported time is "Submitted”, and the Time Administration process is run.
Time Administration is scheduled to run every day at night.

All exceptions need to be reviewed on the Timesheet and corrected if possible prior to Payroll Services
approving “Payable Time” to be transmit to State Controller’s Office. There are different levels of
exception Severity:

4)High: Exception MUST be corrected. Time for this date will not be processed while in a “"High”
exception status. Corrections are made on the Timesheet.

5)Medium: Hours can be “Allowed”, if it cannot be fixed. The most common exceptions include:

6)Student hours exceed 20 (Medium) - ok if student is working while classes are not in session
(i.e. winter or spring break)

7)More than 24 hours reported (in one day) (High) — Usually a keying error when the employee
meant to enter time with a decimal point.

Navigation: Main Menu> Manager Self Service > Approve Time and Exceptions > Exceptions

Processing Steps Screenshots

Review Exceptions:

1) Enter a department code or | Manage Exceptions

leave b|ank, then select Employee Selection Criteria

“Get Employees” and all of Description Value

the exceptions for student Group 1D Q
workers in your department Empl ID Q
will display. Ernpl Red Nbr Q

Last Mame

You may wish to filter by
individual employees by
using “Last Name” or

“Emplld Department Q
Marth American Paygroup

First Mame

Job Code 3

Position Number

2) Analyze Exceptions:

. Clear Selection Criteria Save Selection Criteria Get Employees
Severity:
e See notes above ®
) ) Wiem Instructions
¢ Medium exceptions ERTEEEn
can be cleaned up —
using step Exceptions Find | 2] B&l  First 4 1-20r2 @ Last
#3 belOW. Overview Details Ei

Exception
Allow 0

Description Date Hame Job Description Sewverity

e High exceptions need
adeStmentS made tO TL=30002 Student hour exceed 20 D3AM16/2017  Aztec Jonathan Stdnt Trainee On-Cmps WS Medium

the employee’s
Timesheet (step #4 on

the next page) Click this button to resalve non-setup related exceptions ance reported time has Clean Up Exceptions
been corrected using the Timesheet page. This buttan will anly resolve exceptions
with a source of Time Yalidatian-Elapsad or Punch.

TLX20002 Student hour exceed 20 0317/2017  Aztec Jonathan Stant Trainee On-Crnps W3 ediurm

Al All

3) Clean up Exception:

e Allow = Click on
the checkbox

e Select the Save button
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The next stepwill demonstrate
how to make corrections in an
employee’s timesheet.

4) The exception for this
student displays as, “More
than 24 hours reported.”
This is a High exception and
cannot be fixed on the
Manage Exceptions page.

Manage Exceptions

< Employee Selection Criteria
Description Value
Group ID
Empl ID

Empl Red Nor
Last Name
Job Code
Depariment
Supervisor 1D
Workgroup

Clear Selection Criteria Save Selection Criteria

view Instructions
[> Filter Options

Q
Q
Q
Q
Q
Q
Q
Q

T N U S e N g I S g g A U T b e s U i e i,

Exceptions Find |0 B8 First B 116 07 16 B Last
Overview || Details
Allow ﬁ;{ception Description Date Name Job Description Severity
O TLx0154D 081512014 Brdg Stdnt Asst
O TLX90002 Student hour exceed 20 07/03/2014 Brdg Sidnt Asst Medium
O TLX90002 Student hour exceed 20 07M6/2014 Brdg Stdnt Asst Medium
O TLX90002 Student hour exceed 20 07M7/2014 Brdg Stdnt Asst Medium
=™ Man ce— e .—%M
Correct Exceptions Report Times
5) Navigate to the Timesheet Summary
employee’s timesheet: {¥Employee Selection Criteria
. Description Value
Main Menu> ManagerSelf .
. . Group 1D Q
Service > Time -
Management Empl ID 1003939921 Q
> Report Time > Timesheet| EmplRod Nor Q
Last Mame QC
e Enter the employee’s *
Emplid or Last Name First hame Q
View B “Week” e =
[ ] =
y Department Q,
e Date = First calendarday NOrth American Paygroup a
e Click on “"Get Position Mumber Q

Employees” button

6) Select the employee’s name

Clear Selection Criteria Save Selection Criteria

Get Employees

¥ Show Schedule In

view By: |week v| Date: [03/13/2017 5] @ Refresh) < Previous Week Ne
Employees For Mary Approver, Totals From 0311372017 - 03/19/2017
N Joh Reported Hours to he Scheduled E - ApprovedSubmitted D
Qe Description Hours Approved Hours -RCeption Hours '
Stdnt
Trainee On- 0.00 0.00 0.0d & | 0.00
Crnps W3
Aztec Jonathan Student Asst 0.00 0.00 0.00 0.0o
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7) View By: Select "Time Period”

8) Date: Enter the first day of
the reporting period

9) Make correction by
overwriting the value in
the field.

10) Select the “"Submit”button.

Note: After Timesheets are
corrected, the Approver will
need to wait for the Time
Administration process to run
before seeing the results on
the Exceptions page.

Time Administration is
scheduled to run every day
at:

10:00 AM
2:00 PM
6:00 PM

11) There should be no more
exceptions for this
employee.

Timesheet
Loren Hansen

Job Titie:

©salsct for Instructions

Brdg Stdnt Asst

View By:

Reported Hours:

From Friday 08/01/2014 to Sunday 08/31/2014
Timesheet

150.50 Hours

*Date: 08/01/2014 |[5]

Scheduled Hours:

Fri Sat Sun Mon Tue Wed Thu
an 82 a3 814 8/5 8/6 a7
8.00 2.00 8.00 7.50 7.50)

Save for Later Submit
o Reported Time Status - select to hide
Reported Time Status & First B 1-10 o7 10 B Last
Date Status Total Time Reporting Code Comments Excepfion
08/01/2014 Submitted 8.00 REG ] [
03/04/2014 Submitted 8.00 REG [}
08/05/2014 Submitted 8.00 REG (@]
08/06/2014 Submitted 7.50 REG ] &
03/07/2014 Submitted 7.50 REG (@] &
08/08/2014 Submitted 8.00 REG (@] &
08/12/2014 Submitted 7.50 REG (@]
08/13/2014 Submitted 8.00 REG o
08/14/2014 Submitted 8.00 REG o &
08/15/2014 Submitted 80.00 REG [} &

Hours Sumi - Select to view,
Wed Thu Fr
T I
an3 aM4 M5
G

Reported Time Status 2 First M 1-5 of 5 B | ast
12) Enter a Comment. (See Dat: Status Total Time Reporting Code | Comments
Step #6 on page ° Of thls 03172014 Approved 6.00 REG (.:.3
document) 03/18/2014 Approved 6.00 REG L:.J
03/19/2014 Approved 3.00 REG [
03/20/2014 Approved 4.00 REG o
03/21/2014 Approved 1.00 REG
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F) How to run T&L Student Reported Hours Report

The Time and Labor module only allows you to view a student assistant at a time. In order to view all
student’s time, a Time and Labor report was created to show reported times during a specific pay period for
a department ID or payable hours report. If you have more than 2-3 student assistants, you will want to
run this report periodically to audit your student’s time.

This report will include all active student workers who reported or have not reported their hours. To assist
approvers to follow-up with student workers who may forgot to report their hours and check who have
reported their hours.

The enhancement to the existing report, the result has four files. They are the Summary (existing report),
Reported Time Details, Future Job Transactions and Active Positions Data Reports. These reports are
intended to assist approvers in reviewing and approving hours in a timely matter.

SDTLO06_XXXXXXXX_1_Summary - the existing report with added data fields of Last Hire Date,
Expected End Date, Term Date and Approver Name (reports to on position data). If the Approver Name is
blank or incorrect, it will be best practice to submit request to HRIS to update the approver for the student
position.

SDTLO06_XXXXXXXX_2_Reported_Time_Details - this file is useful for approvers to review and audit
before approving the hours on timesheet. It contains the following data fields: Reported Date, Total Hours,
Date Entered by Student, Last Person Updated, HR Status (active or inactive), Termination Date, Date
Comments Entered and Comments.

Please note:

If students are terminated, you will not have access to approve their hours. It is best practice to approve
the hours worked before submitting a Student Employment Authorization (SEA) form to terminate
employment.

Inactive Students with *** in the reported date field indicates hours reported past the
termination date.

SDTLO06_XXXXXXXX_3_Future_Job Transactions - this file has the future job transactions processed
by Payroll Services, it will be helpful to know what positions are ready for student assistants to enter their
hours. The effective date is future dated from the pay period you entered on the run control page. For
example, if you entered 7/30/2019. The file will return all the job transactions processed effective after
7/30/2019. The file will be blank if there’s no future job transactions.

SDTLO06_XXXXXXXX_4_Active_Positions_Data - this file has a list of all active student assistants’
positions within the department(s) you have access to. Reviewing the position data periodically and
keeping the Approver Name current will help with timesheet approval. Use this file to select a valid position
number for Student Employment Authorization (SEA) form submission. If any positions are no longer in
use, it will be best practice to inactivate them by submitting a PAR form.

The steps to run the report is unchanged, the instruction is on the next page.
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Navigation: Main Menu >Workforce Administration > SDSUReports> TL Student Reported Hours

Processing Steps Screenshots
1. Need Run Control ID, Option A — New user to PeopleSoft report, add a New Value tab
create new or use TL Student Reported Hours
existing ID

. Find an Existing Value | Add a New Value
A. Add a New Value tab: if you

have never created a run control
before, a run Control ID must be | Run Control ID: bb
created before you can run the
report. Click on the Add a New
Value tab. Enter your initials and Add
clickon [

B. Find an Existing Value tab: if Option B - Find an Existing Value tab

you already have created a Run| T- StudentReported Hours

Control |D, C“Ck on Search , If Enter any information you have and click Search. Leave fields blank for a list of all values.
there is more than one run
control, search results will
update below. Click on the
appropriate run control id, the
report page will display.

Find an Existing Value Add a New value

Search Criteria

Search by: Run Contral ID begins with ph

[T Case Sensitive

Search | Advanced Search
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2. In order to run a report
for specific pay period,
you must enter the end
date. Use the hyperlink
to view the Payroll
Calendar for find the
correct end date.

3. Must enter a Department
ID, use the lookup to
view the department
name and select a
Department ID.

4. You have the option to
insert more departments,

click on the *'to add
more.

TL Student Reported Hours

Run Centrol ID: bh Report Manager Process Maonitar

Enter Pay Period End Date for the report

“Pay Period End Date: i) To find the Pay Period End Date, click here

Enter Department(s) 1D
Personalize | Find | view All | (2
| & First ‘4 1 of
1 & Last
Department

1 a[EH =

% Add | Update/Display

5. Click Save (for future
use) and click Run.

Continue on to Process
Scheduler Request page.

TL Student Reported Hours

Run

Run Contrel ID: bh Report Manager Process Monitor

Enter Pay Period End Date for the report

*Pay Period End Date:] 08/01/2017 1 51

To find the Pay Period End Date, click here

Enter Department(s) 1D

Personalize | Find | View Al | L2
E Must enter pay period end date,

The report type and
format is defaulted to
Web and PDF. The other
format is CSV and export
the results to Excel.

*Selection of the server
is required for the first
run.

| B Fist ¢ 120f lust enter, pay period end date
2 L. department, click Save and Run.
ast b L L L R LA L 1
Denadment
150040 SYEINE
2 58005 B[+ =]
=] Motify % Add || 2] Update/Display
6. On Process Scheduler Process Scheduler Request
zeQUESt Ipast’el;sol?NsXe*rve::l UserID 802228358 Run Control ID b
ame selec an
click OK. Return to the ServerName PSUNC . =] Run Date |08/24/2017 e
run control page, click on Recurrence =] Run Time |5 09 10FM Reset to Current DaterTime
Process Monitor link. Time Zone a

Process List
Select Description

2 TL Student Hourly Report

“Format Distribution

| |FDF - |3|5tr|hut|m

“Type
Web

Process Type

SOUR Report

Process Hame

SOTLOOB

Cancel

o]

SDSU_TL_Self Service_Approver_BPG.docx
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7.

8.

On the Run Control ID
page, click on Process
Monitor link.

The process name is
SDTLO006, wait for the
Run Status/Distribution
Status to change to
Success and Posted.

Click on the Details link,
click on View Log/Trace
to view the PDF file.

Prozess List

View Process Request For

User ID/302228363 Q Type [ =] [Last =]
Sarver * Mame %, Instance
Run Stalvi] i Distribution Status >| W Save OnRefresh

Process List

Sulect Instance Seq. Process Type

PFrocess Detail

Process
Instance
Mame
Flun Status
Run

Run Contrsl ID &b
Lecatlan
Server

Recurrance

Date/Time

Request Created On
Run Anytime After
Began Process At

Ended Process Az

Process Hame

Usar Hun Date/Time

Trpe

Daseription

Distribution Status

Update Process

7 Hold Request

© Queue Request

P Cancel Request

T iDelets Request

# Re-send Content

Actions

© Restart Requast

1 | . - Refresh
] First: ‘& 1-320t32 b past
Hun Stats , 2"""" Dataits
e | [Fosd | [Detas |

10. Click on SDTLO06.pdf link to

view the report results.

View Log/Trace
Report
RepeortlD 207696
Name SDTLOOG
Run Status Success
TL Student Hourly Report

Distribution Details

Distribution Node
File List

SOTLOOG. pf

SGR_SDTLOOB 532789 log
sctl00f 532789 .out

HSDFRD

Process Instance

532789

Process Type SOR Repart

Expiration Date

File Size (bytes)
g 906

1,565

T

12/01/2017

Datetime Created

0872472017 5:14:30.207426PW PDT
0872472017 5:14:30.207426PW PDT
08/24/2017 5:14:30.207426FPM PDT

11. The fields on the report

Feport: SDTLONG

San Do State Usiversizy
Time and Labor Student Reported Hours

Page 1

are the following: o ——— e s o s e st
I 10004684 Brdg Srudent Trne.Ox- 187 _ 6920 8 S0 agpored S0
e RedID [ R . 2ﬂj lu ‘.m: A A0
e Emplid & Record R
« Name — v El el
e Position Number | T Brdg S T s - et e s o
e Position Title (Working
Title) TOTAL  § 33709
e DeptiD
e Job Code (Class Code)
e Hourly Rate
e Total Hours
e Calculated Gross (Total
Hours x Hourly Rate)
e Status (Approved, Need
Approved or Denied)
¢ Pay Period End Date
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G) How to run T&L Student Payable Hours Report

This report will include student workers who have reported hours and approved, transmitted to

the State Controller’'s for payment.

Navigation: Main Menu >Workforce Administration > SDSUReports> TL Student Payable Hours

Processing Steps

Screenshots

1. Use an existing Run
Control ID you have
saved from the previous
report. It will have the
same Pay Period End
Date and Department
IDs.

Find an Existing Value tab

Favarites = Main Menu +

ORACLE’

TL Student Payable Hours

> Waorkforce Administration = > SDSU Reports = > TL Student Payable Hours

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

Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control IDbegins W\t

7 Case Sensitive

Advanced Search

2. Change the data on the
Run Control page if you
want to run the report
for other Pay Period End
Date or by Emplid (s).

Must delete the Dept ID
if you are running the
report for a specific
Emplid or multiple
Emplids. Need to insert
a row to enter more
Emplids. This option is
to help review the
payable hours for a
specific employee.

Click on Run once you
have updated your
selection. Continue on
to Process Scheduler
Request page.

By Department IDs sample

TL Student Payable Hours

Run Centrel ID:

l "Pay Pericd End Date: DAT12017 [ l

By Emplid sample

TL Student Payable Hours

Run Centrel ID: bk

“Pay Period End Date: (30172017 G

Perso
|

Department

OR

To find the Pay Pericd End Date click hars

Personaize | Find | View Al | 3

| L First 1ef

PR
OR Department

T Save P Return to Search =] Moty

» Add

SDSU_TL_Self Service_Approver_BPG.docx
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5. On Process Scheduler
Request page,

¢ Leave the Server Name
as PSUNX

e Type as Web

¢ Format as PDF

e Click on OK.

e Return to the Run
Control ID page.

The report type and
format is defaulted to
Web and PDF. The other
format is CSV and export
the results to Excel.

Process Scheduler Request

UserID 802228369

Run Control ID b

| Server Namel PSUN

Recurrence |
Time Zone

Process List
Select Description

~ TL Student Approval Report

Reset to Current Date/Time

| | Run Date 08/25/2017 5
hd| Run Timme [2:17.21PM
Q
Process Name Process Type “Type
SOTLOOS SCOR Report Web

“Format Distribution

~| | FDF ~ | |Distribution

6. On the Run Control ID
page, click on Process
Monitor link.

TL Student Payable Hours

To,view the resuits

~

Run Control ID: bh Report Manager | Process Monitor | - _R_“’_”_ —
Process Instance:532981
Enter Pay Period End Date for the report
“Pay Period End Date: 090112017 [ To find the Pay Period End Date, click here
Enter either Emplid(s) or Department(s) D
Personalize | Find | view All | £ Personalize | Find | Yiew All | 2
| B First ‘4 1ef1 | = First ‘4 12 of
P Last | 2 b Last
Empl ID OR Department
1 qQ [+ [= | 1 50040 Q|H =
2 G006 Q| =
HlSave | |[Gh Return to Search [=] Natify & Add
7. The process name is
SDTLOO05, wait for the
Run Status/Distribution Bipsuantis:
Status to Change to View Process Request For
Success and Posted. UserDECITEIEE QL Type | =[G = i [Gee 5
Servaer| x Name '...\ Instance to
Run Status x Distribution Status x| W Save OnRefresh
Process List Personalize | Find | View all | B2 | 59 boLast
Seloct Instance  Seq. Process Type :'I'I"'I:" User fun DaterTime Run Status gj:'l’l:f"‘i"" Detalls
B 5300 SOR Repor =:-;-.' | [ Cetaii= |
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8. Click on the Details link,
click on View Log/Trace
to view the PDF file.

9. Click on SDTLO05.pdf link to
view the report results.

Process Detail

Process

Instance 532961

Mame SOTLOOS

Run Status

Run
Run Contrel ID b
Location Serve
Server PSLU
Recurreance
Date/Time
Request Created On
Run Anytime After
Began Process At
Ended Process At (f
Ok Cancel
View Log/Trace
Report
ReportID 207868
Name sSOTLO0S
Run Status Success

TL Student Approval Report

Distribution Details
Distribution Node HSDFRD

File List

BOTL0GS pof
SQR_SDTLO0S 532081 Jog
<dtli0s_ 532961 out

Distribute To
Distribution 1D Type

User

Return

Type
Description 1
Distribution Status
Update Process

 Hold Request

© Queus Request

@ Cancel Request

TIDelete Request
 Re-send Gontant

Actions

Process Instance 537081

Process Type SOR Repart

Expiration Date 120272017

File Size (bytes) Datetime Created
5,877
1,565

511

“Distribution 1D
80222836

© Restart Request

Message Log

0B/25/2017 2:27.40428120PM PDT
0B/25/2017 2:27.40428120PM PDT
0B/25/2017 2:27.40429120PM POT

10. The fields on the report
are the following:

e RedID
e Emplid & Record
¢ Name

e Position Number

¢ Position Title (Working
Title)

e DeptID

¢ Job Code (Class Code)
e Hourly Rate

e Total Hours

o Estimated Gross (Total
Hours x Hourly Rate)

e Status (Approved or
Transmitted)

¢ Pay Period End Date

Repor: SDTLO0S
s

RedID EnglID-ECD

Lezend for Statas Cabmm
Approved-
Transmitied-

Name

SanDign Staie Univemity
Time and Labor §tudent Payable Hours

Pusition _ Pasition Tifle

10004684
10004684
10004584
10004684

Brdg Student ThneOn
Brdg Student TeneOn
Brdg Student Tene On
Brdg Student TeneOn

approved payahle Jous, processed by Fayroll § swrices
transamitted to S tate Controller s Office fr payment.

Job ¢l Bourly Rt Total Hours Est.Gmss

1875
1875
1875
1875

Page 1
Pay Period End Date:

Statw

Teansmitied
Teansmitied
Transmitted
Teansmitied

TOTAL  § 318.64

ozi0172017

PPEnd Date

DE0L2017
DE0L2017
080L2017
DE0L2017
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Time and Labor Student Employee Self-Service
Quick Overview of "To Do” and “"Not to Do” with Timesheet

e Need your SDSUid and password to login to PeopleSoft to report your worked hours.

e Watch the Time and Labor Student Time Entry Training Video (7 minutes) and review the
Business Process Guide. Here is the link:
https://sdsuedu.sharepoint.com/sites/BFA/HR/payroll/Pages/Time- and-Labor.aspx

e If you have multiple jobs to select on your main timesheet page, please check with
your manager/approver for the correct job to report your hours on.

e On the timesheet, View By option is important when you are hired in the middle of a pay
period: You can select a time entry calendar by Day, Week or Time Period (month). Use the day
or week option to enter your hours.

e Hours worked should be reported daily.

e All hours worked for the previous pay period must be submitted by the 15t business day of
each month in order to ensure timely and accurate payroll processing and issuance of payroll
warrants. Please refer to the Student Pay Day Schedule for deadline. Here is the link:_
https://sdsuedu.sharepoint.com/sites/BFA/HR/payroll/Pages/Stud-Pay-Schedule.aspx

e Enter the total hours worked for each applicable date. All partial hours worked must be
reported to the tenths of an hour. For example, worked 4 hours and 15 minutes - entered

4.3 hours.
Report Fractions of
Hours as
Tenths
Minutes Tenths
1-6 0.1
7-12 0.2
13 -18 0.3
19 - 24 0.4
25 - 30 0.5
31 -36 0.6
37 -42 0.7
43 - 48 0.8
49 - 54 0.9
55 -60 1

e Do not enter zeros on any days that you did not worked. Zeros required approval.
e Do not enter hours in the future (i.e. next day or next week).
e Time for prior payroll cycles cannot be entered via self-service, and must submit a late

paper timesheet to T&L Coordinator and required upper managementapproval.

If you have any questions or concerns regarding Time and Labor, please call your Payroll Services. Here is
the link to find your Payroll Technician:
https://sdsuedu.sharepoint.com/sites/BFA/HR/payroll/Pages/Payroll- Technician.aspx
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