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Introduction
Introduction

The Louisiana State University Health Science Center at Shreveport (LSUHSC)
Supervisor/Timekeeper Manual has been developed as a comprehensive guide for instruction on
the proper use of the PeopleSoft Time & Labor System for Time and Attendance. PeopleSoft
Time & Labor is a time and attendance system that automates the manual processes related to
tracking employee's time. It applies complex pay rules which enforce policies more effectively.

Timekeepers should review employee time information weekly to identify any discrepancies and
notify employees to fill out a TACS form so information can be corrected. The Time Detail
reports are to be run at the end of the pay period and should be distributed to the employees for
their review to ensure that each employee is paid correctly.

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

Collect the time information of employees.

View employees' timecards.

Make edits to employees' timecards to add, delete or change punches when necessary.
Access, generate and run various types of reports.

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

Payroll Process Overview

Even though PeopleSoft Time & Labor and the TACS phone system are automated systems, they
must have human intervention. Each supervisor/timekeeper and employee is required to fulfill all
responsibilities regarding the system. To assist the supervisor/timekeeper in understanding all
responsibilities, we have provided an overview of the payroll process.

When an employee forgets a clocking transaction, the employee must complete and submit a
“TACS Employee Time Adjustment Request™ to the supervisor/timekeeper. The supervisor
approves the request and then enters the adjustment into Time & Labor. Throughout the pay
period, the supervisor/timekeeper runs the LSU Time Detail Report. The supervisor/timekeeper
reviews each report for possible clocking errors and makes the appropriate corrections.

Once the pay period has ended (PPE), the timekeeper/supervisor will generate final Pay Reports
to be distributed to departmental employees to review and sign. The supervisor will review and
sign the Summary page of the Time Detail report. If discrepancies are found and are not corrected
before the payroll deadline (Tuesday — 10 a.m. following PPE), the timekeeper must submit a
Timesheet Correction form to the Payroll Department. The employee will receive the
adjustment on the next supplemental or biweekly payroll.
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LSUHSC Policies Governing Supervisors/Timekeepers Editing
Actions

Supervisors/Timekeepers must adhere to conduct within the guidelines of the LSUHSC-S Policy
Manual.

Supervisor/Timekeepers entries made through Time & Labor are performed with the use of an
assigned User ID and Password. Those who have been issued Timekeeper Access are responsible
for the security and proper use of transactions made using their user id.

If a manager believes that the supervisor's user id and password have been compromised, it is the
manager's responsibility to immediately notify the Payroll Department. If the manager believes
that his/her user id and password have been compromised, immediately contact Human Resource
Management for possible disciplinary action.

Supervisors are responsible for approving or disapproving TACS Employee Time Adjustment
Requests or Leave Requests. All adjustments must be entered in Time & Labor in a timely
manner. Supporting documentation should accompany each time adjustment or leave adjustment.

Supervisors/Timekeepers should establish a system to alert employees of any clocking errors
during the pay period. Pay reports can be distributed on a regular basis to minimize such
occurrences. Departmental Supervisors/Timekeepers must manage the signing of all pay reports
before the release of the paychecks to the employees. Supervisors are to sign the Summary page
of the Time Detail Report.

Tracking patterns of abuse should be considered when approving the pay reports. Identifying
trends (i.e. tardiness, consistent clocking errors) are essential components of evaluating employee
performance. Once areas of abuse have been identified, time edits should be discontinued until
further investigation can be done.

Supervisor/timekeepers are responsible for completing and submitting a Payroll Timesheet
Correction form to payroll after Tuesday at 10:00AM following any payroll period for any pay
due an employee that was not included in the current payroll period.

All pay reports should be certified and maintained in the department (onsite) for a minimum of 18
months. After the 18 months the pay reports and supporting documentation should be kept by the
department for a period of not less than 18 months (may be offsite).
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A TACS ADJUSTMENT FORM MUST BE USED FOR ALL EDITS IN KRONOS

Reporting Time for Educational/Training Attendance

The policy will be as follows:

Classified employees could have job requirements that include hosting, teaching, or other forms
of educational involvement. If these services are provided off campus, the time should be
reported as hours worked. This excludes “Educational Leave and Programs” as defined in the
EMPLOYEE HANDBOOK.

Classified employees who are mandated to take certain educational courses in order to perform
their work and/or upgrade their skills shall report those hours as hours worked. Prior approval
from the employee's supervisor shall be required. This shall also apply to annual programs
mandated by JCAHO.

Example: A new program or piece of equipment is being implemented, and the required training
can only be given off campus.

Both classified and unclassified employees who choose to take any educational offerings whether
they are provided on campus or off campus may request special leave or annual leave for those
hours attended. Approval and determination of type of leave is at the discretion of the department
head.

Employee Travel

Special One Day Trips: When an employee who normally works at one location is given a special
one day assignment in another city, all the time spent traveling to and returning from the other
city is considered work time. The only time that would be excluded is meal time and the time the
employee would normally spend traveling between home and work.

Overnight Travel: When an employee is required to take a trip that keeps them away from home
overnight all time spent traveling during the hours corresponding to the employee's normal
working hours must be counted as time worked. Travel hours on Saturdays, Sundays, and
holidays that correspond to an employee's normal working hours on other days of the week also
must be counted as time worked. However, time spent traveling away from home outside of
regular working hours as a passenger on an airplane, train, boat or automobile is not considered
time worked.

Example: If an employee regularly works from 8am until 5pm on Monday through Friday, any
time spent traveling during those hours on Saturdays and Sundays as well as on weekdays is
work time. However, time spent traveling as a passenger on an airplane from 6am until 8am on
Monday for instance, is not work time.
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On Call Pay
On call is defined as requiring an employee to remain by the phone or to respond in such a short

period of time that the employee's activity is restricted by LSUHSC. The restriction is so severe
that the employee's time is not his/her own.

On call pay covers only a 24-hour period beginning at 12:01 p.m.. to 12:00 a.m..(midnight). On
call pay plus (+) hours worked cannot exceed 336 hours in a pay period.

The policy will be as follows:

1. Department heads may authorize call pay for the delivery of services after normal work hours
if it is in the best interest for the provision of patient care. In general, call pay should not be
awarded to individuals who are not routinely called back at least once a week on average. Special
circumstances may dictate exceptions to the policy, if authorized by Hospital Administration, the
Dean, or Vice Chancellor for Business and Reimbursement.

2. Employees on call are expected to be immediately available (i.e., able to report to work within
30 minutes), and respond appropriately when called. Therefore, employees who are away from
work on sick leave are not eligible to receive on call pay until after they have returned to work.

3. Employees may be paid in only one pay category at any given time. Employees may not be on
call and on leave status at the same time. Employees may not receive call pay for any hours in
which straight time or overtime is also paid.

4. Employees on call must be available to report to work. Employees receiving call pay may not
“float” to another LSUHSC work area, work for a different employer, or be on any type of leave
during the hours of on call.

5. Employees on call who cannot be contacted or fail to report to work when called back, shall be
subject to disciplinary action.

Missed Meals
All employees should be given the opportunity for a lunch break. Rare exceptions may be
authorized only in cases of operational need, determined by the department head.
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Log-in Procedures

Logon to PeopleSoft via Citrix Web and the PS9 Launcher

Procedure
In this topic you will learn how to:

* Logon to PS Desktop via Citrix;

» Open the PS9 Launcher to access PeopleSoft 9.0;

« Select a PeopleSoft Application, Database and Domain;
* Access the PeopleSoft 9.0 Home page.

PeopleSoft 9.0 must be accessed from Citrix. Once the end-user logs onto a Citrix session via PS
Desktop and starts the PS9 Launcher, the PeopleSoft 9.0 Home page displays.

Although PeopleSoft 9.0 is a web-based application, it cannot be accessed from the end-user's
Windows Desktop.

Step Action

1. Double-click the Citrix Web button.
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LSU Health Sciences Center

Log on

CITRIX" [0

Step Action

2. Enter the desired information into the User name field. Enter your User ID.

NOTE: The User ID field is not case sensitive.

3. Enter the desired information into the Password field. Enter your Password.

NOTE: The Password is case sensitive and must be entered the way the user
created it.

4, The Domain should default as LSUMC-MASTER and will remain as defaulted.

Click the Log On link.

Page 6



Q) Lsutealth

Training Guide

Time and Labor Manual - Time Keepers - LSUSH

Step

Action

Click the PS Desktop button.
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" PS Desktop - Citrix XenApp Plugins for Hosted Apps

¢

Recytle Bin

[BY 1] Hearth Sciences Center
PS Desktop Server

UserID: kocon2
Domain: LSUMC-MASTER

Ccmputer: APP024A
Logon Server: DCDPS

Step Action

6. Double-click the PS 9.1 Launcher button.
7. From the PeopleSoft 9.1 Launcher, you will need to select the following:

PeopleSoft System: Human Resources

Database:

*PS9 Higher Ed Production (PSO9HEPRD) to enter data;

*PS9 Higher Ed Report (PSOHERPT) to view data only;

*PS9 Higher Ed Sandbox (PSO9HESND) for practice only.

Anything entered into one database will not be transferred to another database.

Application: PeopleSoft

8. Click the Start button.
Start
9. Click the Maximize/Minimize button to expand your workspace, if needed.

=
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Step Action

10. You may press the [F11] function key on your computer keyboard to expand your
workspace. This will hide the browser (the menu bar, toolbar and address bar).

Press [F11].

11. This completes Logon to PeopleSoft via Citrix Web and the PS9 Launcher.
End of Procedure.
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Employees Time Sheet

Overview of an Employee Timesheet

Procedure
In this section, you will be provided an Overview of an Employee Timesheet.

NOTE: As a rule, NEVER use the internet browser buttons “Back” or “Forward” (LEFT and
RIGHT arrows top of screen) NOR use your “Backspace” key located on your keyboard while
in Time and Labor. When these buttons are used improperly, it deletes punches.

To navigate out of the current timesheet, ALWAYS use your “Save” button when applicable. It
is located directly before and after the “Punch and Elapsed Time Detail” section or use “Return to
Search”, “Previous in List”, or “Next in List” located at the very bottom of the timesheet screen.

PS9HRTRN:.

PSOHEWEBDEV11 RcB

Favorites © Main Menu

Personalize Content | Layout Help

Step Action

1. Click the Main Menu button.
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PS9HRTRN: s

PSOHEWEBDEV11 RCB

Favorites = Main Menu

Personalize

Search Menu:

3 Sseff sarvice

(3 Manager Self Service
3 workforce Administration
3 Benefits

3 Compensation

3 Time and Labor

3 Payroll for North America
3 Payrol Interface

&3 workforce Development
{3 Organizational Development
(3 Enterprise Leaming

3 workforce Monitoring

3 Set Up HRMS
3 Reporting Tools
3 PeopleTools
3 LSUHSC Processes
[E my Personalzations

OVEEH D~ @O X

v v v vy vy v ey v vy oy ow v A

(& Employee-facing registry c.

Q Lsutealth

Step

Action

Point to the LSUHSC Processes menu.
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]
2 https://p 2 Isuhsc.edu/psp, OVEE'H 0 ~ @ € X | & Employee-facing registry c... %

PSIHRTRN:x i
PSOHEWEBDEV1  RCE
Favorites = Main Menu
Personalize 98rch Menu: ® Help

3 Seff sarvice 4

(3 Manager Self Service »

3 workforce Administration 4

3 Benefits 4

3 Compensation »

3 Time and Labor 4

3 Payroll for North America 4

3 Payroll Interface 4

&3 workforce Development 4

3 Organizational Development 4

3 Enterprise Learning 4

3 workforce Monitoring 4

3 Set Up HRMS 4

3 Reporting Tools 4

3 PeopleTooals »

3 LSUHSC Processes

[ my Personalzations 83 Accounting '
3 Admissions 4
3 Benefits 4
3 Budget L3
3 Campus Community 4
3 Financial Aid 4
3 Human Resources 4
&3 payrol 3
3 student Financials 4
3 student Records 4
3 Time and Labor 4
3 Training 4

Step Action

3. Point to the Time and Labor menu.

Page 13



Training Guide
Time and Labor Manual - Time Keepers - LSUSH Q LSUHealth

N -~ el
<« = Bk 2 lsuhse.edu s, 1 0~ @ C X | & employee-facing registry c... %

PS9HRTRNG: s
PSOHEWEBDEV11 RCB
Favorites = Main Menu
Personalize S98rch Menu: ® Help
3 Sseff sarvice 4
(3 Manager Self Service »
3 workforce Administration 4
3 Benefits 4
3 Compensation »
3 Time and Labor 4
3 Payroll for North America »
3 Payroll Interface v
3 workforce Development 4
{3 Organizational Development »
(3 Enterprise Learning »
3 workforce Monitoring 4
3 Set Up HRMS »
3 Reporting Tools »
3 PeopleTooals »
(3 LSUHSC Processes
[E My Personalzations £ Accountng "
3 Admissions »
3 Benefits »
3 Budget L3
3 Campus Community 4
3 Financial Aid 4
3 Human Resources 4
&3 payrol 4
3 student Financials 4
3 student Records 4
3 Time and Labor
3 Training 3 Use 4
3 Setup 4
3 Report 4
psi//pdherch2lsuhsc.eduf psp/] 0 /<WEBLE_PTP.. |1 [ndurre ' )|

Step Action

4, Point to the Use menu.
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]
2 https://p 2 Isuhsc.edu/psp, OVEE'H 2 ~ @ € X | & Employee-facing registry c... %

PSIHRTRN:x i
PSOHEWEBDEV1  RCE
Favorites = Main Menu
Personalize S98rch Menu: ® Help
3 Seff sarvice 4
(3 Manager Self Service »
3 workforce Administration 4
3 Benefits 4
3 Compensation »
3 Time and Labor 4
3 Payrol for North America »
3 Payroll Interface v
3 workforce Development 4
{3 Organizational Development »
(3 Enterprise Leaming »
3 workforce Monitoring 4
3 Set Up HRMS »
3 Reporting Tools »
3 PeopleTooals »
(3 LSUHSC Processes
[E My Personalzations £ Accountng "
3 Admissions 4
3 Benefits 4
3 Budget L3
3 Campus Community 4
3 Financial Aid 4
g ;‘:;‘:‘;‘ Resourcas : [E] Assign Work Schedule
3 student Financials 4 % Z;;:?:E:Ehemes
3 student Records 4 5 Web Cock
3 Time and Labor
3 Tranng 8 Use
3 Setup 4
3 Report 4
3 Inguire 4

Step Action

5. Click the Timesheet link.

NOTE: You can add this navigation path to your favorites by clicking Add to
Favorites at the top of your screen.

| E| Timesheet |

OVEEH O ~ @ € X | 2 Timesheet

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

New Window | Help | B

Timesheet

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

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

Empl ID: beginswith ~| |
Red#: - o
Date: = - ’7E
Name: beginswith ~| |
Location SetID: beginswith v [ |4,
Location Code: beginswith ~ | |&

Class Indc: = -

FIP Time: = - =
SetID: begins with ~ [SHARE @,
Department  pegnswitn v | |4

Status: = - Adive -
[l case Sensitive

search | Clear |gasic searcn [ save Search Criteria
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Step Action

6. There are two recommended ways to search for an employee’s timesheet: EmplID
and Department ID

First let's Search using EmplID:
Enter the EmplID for an employee into the appropriate field.

NOTE: If you do not know the employees ID number you can leave all fields
blank on this screen and click the "*Search' button. This method will provide a list
of employees you have access to view their timesheets.

PS9HRTRN:s0
PSOHEWEBDEV11 Res Home | AddtoFavortes | Sinout
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Use > Timesheet

Mew Window | Help | B

Timesheet

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

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

Empi ID: peginswitn v [
Redi#: = -
Date: = -
Name: peginswith ~| |
Location SetID: beginswith ~|  [@
Location Code: beginswith ~ | |&,

Class Indc: = - -

FIP Time: = - -
Set ID: begins with v |SHARE @,

Department:  begins with ~ @,

Status: *  Acive -

[CIcase sensitive

search | Clear |pasicsearcn [6F Save Search Gitteria

Step Action

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

NOTE: You will not be able to edit or make corrections to your own timesheet.
Search
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Step

Action

8.

Now let's search using the Department ID:
Enter the Department ID into the Department field.

NOTE: When searching by Department Number you must enter the following
codes before your department number:

LSUSH = SH (i.e. SH2036110)
EACMC = EA (i.e. EA2046210)
HPLMC = HL (i.e. HL2056440)

Click the Search button.

Search

10.

This search method will list all the employees with that department number.

Click the link for the employee's timesheet you wish to view.

I = ——— =

€« BN & htips://psdherch lsuhsc.edu/psp/hrim/EMPLOYEE/H O ~ @ & X & Timesheet O -]

PS9HRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavories | Signout
Favgrites | Main Menu > LSUHSCProcesses > Timeand Labor > Use > Timesheet

Time Entry

Empl ID:

New Window | Help | Customize Page | 5 +

Red#:

0 John Doe

~ Empl Data

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

Type Description 5,4, Balance Balance
Meal: 30 MIN AFTER SHRS AND 15 HRS ~ Term Dt: 50 P el e

JobCode: 110800 RMN-CLINICAL OVT: 40_0B-T
COORDINATOR
Dept ID: SH2067230 HP Cardiac C Lab

51 Vacation  12/2611 1783148

Begin Date:  05/14/2012 End Date: 05/27/2012  PayRule ‘

B save Date: 0512112012 | 2 revesn ) =< Previous Period  NextPeriod ==
me o [ %o o | T e SO SOt cobe o Dot [commen o
® Sz wo | @[ | Bl @ . S Y
WSz w (B[ B[ A . 0 — —
I T ) ] —Y - . 0 — —
F| = fosmmz e | 5 [ [w[ @ | - - < Al e
[#]| [=] |osH8r2 |Fi 1 - - < Al e
[#]| [=] |osrom2 |sat 1 - - < Al e
#| = foszoriz s | B [ [m[ @ | - - < Al e
#| = foszirz jwon | 5 [ [m[ @ | - - < Al e
| = fosizanz e | ® O T w[ @l | - - - S - N
< | I G

Step

Action

11.

The Header of the timesheet contains the Name and EmplID of the employee
whose timesheet is being viewed.
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Step Action

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

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 Punch — A purple punch time indicates a Transfer was recorded
(employee floated to another department “clock code 5”).

13. Below the Header information is the Empl Data section. The Empl Data section
provides a summary of the employee's basic job data. The individual fields are
defined as follows:

Class Indc: Classified or Unclassified;

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

Std Hrs: Number of standard hours worked in a week;
Meal: Defines when a meal deduction is taken;

Term Dt: Will be blank for all active employees;

Job Code: Current job code and description of position
OVT: Defines overtime compensation options; and
DeptID: Current department number and name;

14. 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.

NOTE: The system will not allow you to enter more leave than what is in the
Leave Balance. Leave balances are updated AFTER payroll run.
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LBl  hitps://psoherch? Isuhsc.edu/psp/hrm/EMPLOYEE/H O + @ & X | @ Timesheet

PS9HRTRNG:s0
PSYHEWEBDEV11  RCE Home | AddtoFavories | Signout

Favorites - Main Menu > LSUHSCProcesses > Timeand Labor > Use > Timesheet

Time Entry

Empl ID:

New window | Help | Customize Page | &5 »

Red#: 0 John Doe

~ Empl Data

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

Meal: 30 MIN AFTER 5HRSAND 15 HRS ~ Term Dt:

Job Code: 110800  RN-CLINICAL OVT: 40 0BT
COORDINATOR
DeptiD:  SH2067230 HP Cardiac Catheterization Lab

Plan - Accrual
Description o -

50 Sick 12126111 2509048
51 Vacation  12/2611 1783148

Begin Date:  05/14/2012 End Date: 056/27/2012  PayRule ‘

m Dates 051212012 [ (2 etissh ) <= Previous Period  Next Period ==
o e T T o = &
®| = fosmanz (won | T [ I m[ @ ] - - B ]70 [
| Hfosnsmz ee | 3 [ I ® @ ] - - S e e
| S fosorz wor B [ | 8] A | - T el el
Sz m (& [ 8] A - T el el
OEI I - e e - T el el
SEICC N e e - T el el
CEI T e - T el el
& = fosizinz won | @ | I I\ @l - - ST el e
| = fosizanz e | ® O T w[ @l | - - - S - N
I 3

Step Action

15. 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 Pay Rule provides
information on how the employee will be paid based on designated job
circumstances or events.

Click the Pay Rule link.
Pay Rule

16. The Pay Rules are defined as follows:

Workgrp: Indicates an employee will punch time.

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: Indicates employees is eligible for callback

Hol Worked: Indicates compensation code for holiday worked.
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S @ hitps:// psOherch? suhse.edu/psp/artm/EMPLOYEE/H O + @ C X

PS9HRTRNG:s0
PSYHEWEBDEV11  RcE Home | Addto Favories |
FEVDJEES Maln_Menu > LSUHSC Processes > Timeand Labor > Use > Timesheet

Sian out

New window | Help | Customize Page | &

Pay From Schedule

‘Workarp: BPOS_RPTR Biweekly Positive Reporter OverTime: 40_0B-T 40 OVERTIME 1.0M.5

Meal: 30MIN 30 MIN AFTER 5 HRS AND 15 HRS WeekEnd: ‘W4_5ATI0A  WKND4 5A SAT 7:30A MON 2HrMin
Shift 2: S$2_3P1130P SHIFT 2 3P-11:30P 2 Hriin CallBack: CBR-V CALL BACK CASH @ 1.01.5

Shift 3: S3_11P730A SHIFT 3 11P-7:30A 2 HriMin Hol Worked:  HDW-HOL Holiday Pay Worked

Step Action

17. Click the Return button to return to the employee's timesheet.
[ Return ]

Page 20



Training Guide

Q LSUHealth Time and Labor Manual - Time Keepers - LSUSH

-y

LRl © nips://pOherch2 lsusc.edu/psp/hrtm/EMPLOYEE/H O + @ & X | & Timesheet

PS9HRTRNG:s0
PSYHEWEBDEV11  RcE Home | AddtoFavories | Sinout
Favorites - Main Menu > LSUHSCProcesses > Timeand Labor > Use > Timesheet

Time Entry

Empl ID:

New window | Help | Customize Page | &5 »

Red#:

0 John Doe

~ Empl Data

Class Indc:

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

Type Description 5,4, Balance Balance
Meal: 30 MIN AFTER 5 HRS AND 15 HRS ~ Term Dt: 50 P el e

Job Code: 110800  RN-CLINICAL OVT: 40 0BT
COORDINATOR
DeptiD:  SH2067230 HP Cardiac Catheterization Lab

51 Vacation  12/2611 1783148

Beqgin Date:  05/14/2012 End Date: 05/27/2012  PayRulg ‘

B save Date:|05/21/2012 [ ‘.‘one =< Previous Period Next Perigd »=

[+ punchana eapsea time Dot |

me o [ %o o | T e SO SOt Cobe o Dot [commen o
B Sz won | @ [ B Al | . S Y
B Sz w (@ [ B &l . 0 — —
B Sz wea | @ [ | B[ &l | . 0 — —
B Ssme m (@ [ B &l | . 0 — —
B Sz m (@[ B Al . 0 — —
B Sz sa | @ [ | B &l | . 0 — —
B S lsmnz w0 @ [ | B &l | . 0 — —
F| = joseimz mon | @1 [ ®[ @ - - ST el e
Bl lospore e | = T TlsiC @ | - - B N
javasc tion_wind(doc ZZ_TL_ENTRY_WRK_ZZ_T.. 5

Step Action

18. Click the Down button of the scrollbar to view additional page information.

19. 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.

20. 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/Timesheet Grid are defined as follows:

Plus button (+): Adds additional rows on the specified date.

Minus button (-): Removes rows from on the specified date.

Date: Calendar days included in the pay period,;

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

Xfer: Indicates if employee worked as a float on the specified date;

In: Clock In time.

Out: Clock out time.

TRC: Time Reporting Code - Pay Codes

Hours: Total number of payable hours on the specified date. (Rounding rule is not
applied, refer to Payable Details section after Time Admin runs)
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Step Action

21. Columns comprising Punch and Elapsed Time Detail/Timesheet
Grid (continued)

Cumulative: Running total of the number of payable hours in the designated
period; (Rounding rule is not applied, refer to Payable Details after Time Admin
runs)

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;

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

Comment Code: Refer to the Add/Delete Comment Codes Section of the manual.

22. Below the Punch and Elapsed Time Detail sections are four additional sections:

Time Admin Status, Payable Totals, Payable Detail Exceptions, and
Schedules.

23. The Time Admin Status section provides information on:

Last Update Date/Time: The last date and time the Time Admin process was run;
Earliest Chg Dt: The earliest date the Time Admin process will include.

Run TA: Indicates whether the Time Admin process needs to run:

Y=Time Admin need to run;

N=Time Admin has been run since last updates to timesheet; and

X=Time Admin is currently running.

24, The Payable Totals section provides information on:

TRC: Identifies all Time Reporting Codes payable to the employee; and
Tot Hours: Total time payable for the selected pay period.
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Step Action

25. 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; Time Reporting Codes
Quantity: Amount of payable time associated with each TRC code;
Department: Code to which time will charged if other than home department; and
Status: ldentifies if timesheet has been approved to pay.

AP - Approved

CL - Closed

DL - Diluted

ES - Estimated

IG - Ignore

NA - Needs Approval

NO - No Pay

OE - Online Estimate

PD - Distributed

RP - Rejected by Payroll

RV - Reversed Check

SP - Sent to Payroll

TP - Taken by Payroll

26. The Exceptions section provides information on:

Severity: Indicates the severity of the punch;

Date: Indicates the day the exception occurred;

Exception ID: Indicates the exception code related to the exception;
Description: Indicates the reason for the exception;

Msg Data 1: Indicates the punch time that cause the exception;

Msg Data 2: Indicates additional information about the punch time that cause the
exception; and

Status: The status will always display unresolved if a punch displays in the
exception section. If a exception is resolved it will no longer display.

217. The Schedules section provides information on:

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.

28. This completes Overview of an Employee Timesheet.
End of Procedure.
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Adding Punches

Procedure

An employee might forget to punch in at the start of his/her shift or out at the end of a shift. These
punches will need to be added to the employee's timecard. After Time Administration runs, refer
to the Payable Details section to view final calculated totals.

Scenario: An employee forgot to punch out on 10/21/2009 and left at 4:30 p.m.. on this day.

We will add the missing punch for this employee.

PS9HECPD:us2
PSOHEWEBDEV42 Rcs Home jdd to Favories Sign out
EL
New Window | Help | Customize Page | |
{ Time Entry
EmpliD: Rcd#: 0
~ Empl Data
Classindc: Classified  F/P: Fullk-Time StaHrs: 40,00 Ptan = Acerual [immesheet  |Leave
Weal: 30 MIN AFTER 5 HRS AND 15 HRS ~ Term Dt: Tipe  Dese Date Balance Balance
JobCode: 112160  RN-SUPERVISOR 1 OVT:  880_0B-8 %0 [sick 09106109 974589
51 Vacation 09106108 11000000 164139
Deptil:  SH2057230 HP Cardiac G Lab
| Begin Date: 10/19/2009 __ EndDate:  11001/2009 _ PayRule 1
(S Date: | 101292009 | (@Reftesh ) < provious Period Mext Period >=
and Elapsed Time Detail
Date Day | Xfer In out TRC Hours m:‘ ;"; :ﬂ Callback. mm 'T’f::;e'“ g’;"ﬁ"‘“‘" &"3,‘3"“
= [ronsos |uon | 01 [acun] coew ] [ oo [ ¥ [ W[ B[ Ja[ Ja]
= [rozoos e | O [noumn | e | 5 o o[ 8 [ W[ W[ Ja| |
=1 [1ozvos wes | O coven | I 5 Y
= [rozzns e | O [soom] e oo wm[ ¥ [ W[ M Ja[ a|
=] 10239 |Fri 0 4:30PI “]@ so0 3200 v [ m[ ® Ja | Ja ||
EI N = ] Y - B 8 k[ R
S fomsms on |0 I 8 2] L Y Y|
= [rozsos wen | ) [sa0n] e oo wm[ ¥ [ W[ M Ja[ a|
= [rozroo e | O [soomn | oew | 5 o wm[ 8 [ W[ [ Ja| |
=1 [rozsos v | O [oaun] e | 5 w| s 8 WL W[ Ja[_ |
[=] 102009 |Thu 0 z00mm | [230em | 50 500 64.00 v v || Ja | la | v
< | >
3 Local intranet F 100% -
Step Action
\ .. R R
1. Enter the employee's missing punch into the Out field for 10/21/09.

Enter "4:30p".

NOTE: The missing punch field is indicated by red box on the timesheet.

Allowable Time entry: Military or Standard hours
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Step

Action

2.

Military Time

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

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

Click the Save button.

ﬁ Sawe

This completes Adding Punches.
End of Procedure.
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Deleting Punches

Procedure

In the event an employee clocks in or out twice the extra punch must be removed from the
system. This is the only time removing punches is considered acceptable. After Time
Administration runs, refer to the Payable Details section to view final calculated totals.

Use the following steps to remove the extra punch.

PS9HEPAT s.4s.22
PSOHEWEBDEV11 RcB Home Add to Favortes Sign out
B
 Empi Data L)
Classindc: Classifed  FIP: Full-Time StdHrs: 40.00
{M Descriptic ;;T“d Timesheet Leave
Meal: 30 1IN AFTER 5HRS AND 15HRS  Term Dt Type DesCTRNON pge Balance Balance
50 (sick 08723102 967,205
JobCode: 112160  RN-SUPERVISOR 1 OVT:  gs0_0B-8
51 |vacation 08723102 5400000  169.255
DeptlD:  SH2057230 HP Cardiac Catheterization Lab
| Begin Date:  09/07/2009 End Date: PavRule
Bsave Date: |09/2012009 |[H] (@ Retiesh | << previous Perind hlext Period =
7 Punch and Elapsed Time Detail
Cumu  Skip Hazard/ Override Department Comment Accoul
Date Day Xfer In Out TRC Hours " Meal In Chrg Callback et | e
=) oowrs e o _—
) oooaos e ) oo sszru 9 .

a

= oo s () (Teoon TS — .

[=] 0909108 Wed |:| 796 1608 v/ . kR &l

) owroms e 01 oo oo ][ T ) Y — -

[=] ooHima Fri L | 2688 o

ECC - 5 L ..

SIS —— ] —Y - —— A B

© Do sn 0 5 Al ] . |

[=] 0914109  Mon EZIE [

) ) oo on | 1 [rsos [ |5 T ) — — -

[=] oorsina  Tue EZ <! [ &

[=] 0oHsa Tue L | 4408 o

) oo e | O v [ rusomi [ T T D — .
< >
= : & Internet  100% -

Step Action

1. In this example the employee clocked in twice on 09/09/09.

Notice there are two rows of data for 09/09/09. The duplicate punch is denoted by
the red highlighted box on the 1st row of data on 09/09/09.

2. To delete the extra punch click the Minus Button on row of the incorrect punch.
3. Click the Save button.
4. This completes Deleting Punches.

End of Procedure.
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Enter No Pay - Scenario 1

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

A crossover shift occurs when the employee is scheduled to begin work on one day and ends
work on the next day. For example, the employee is scheduled to work 11:00 PM until 7:30
AM the next morning. The employee must be scheduled to begin work before Midnight (11:00
PM) and to end work after Midnight (7:30 AM the next morning) for a No Pay instance to
occur.

Procedure

In this section, you will learn how to enter "No Pay" for an employee who has worked a
crossover shift and needs leave to complete the shift (Scenario 1).

Step Action

1. Scenario 1

On Monday, 8/09/10, Tinker Bell was scheduled to work from 7:00 pm until 7:30
am the following morning.

Tinker Bell clocked in at her scheduled time of 7:00 pm. At 11:30 pm, she clocked
out due to a personal emergency for a total work time of 4.50 hours.

2. At 2:30 AM Tinker Bell clocked back into work and worked the remainder of her
shift for a total of 5. 00 hours.

Situation

Since more than 2 hours have elapsed, the system views row 1 and row 2 as two
different shifts rather than as a continuation of her scheduled shift. You will need to
link row 1 and row 2 so that the system calculates them as one shift.
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PSOHETRN .22

PSOHEWEBDEVM2 Rce Add to Favortes
EQ
Mew Window | Help | Customize Page | B 4
{ Time Entry |
EmpliD: Red#: 0 Bell Tinker Dinker
|~ TL Leave Data
Classindc: Classfied  FIP: Full-Time StaHrs: 40.00 Ptan = s Tieshec TR Teous
Weal: 30 MIN AFTER 5 HRS AND 15 HRS ~ Term Dt: Tme Doz Date Balance Balance 4
JobCode: 112240 RN2 OVI:  80_KTE 50 |Sick 07280 114200
) 51 |Vacation 07125010 1.200000 52.900
Deptil:  EL2036010 NURSERY R o750 700
52 15KTime  |o7ms/0
| Begin Date:  08/09/2010__ End Date: 0812212010 PayRule
(S Date: 08/09/2010 |5 2 Rsfresn << Previous Periad  Mext Period >>
|~ Punch and Elapsed Time Detail I
Date o7 | R out s == Em.':. ::n-m .._EE NoPay Overtime 1“?.1;” Code Code
[=] |osogro [Mon | [ |700PM\|11.30PM\|HE?J 450 450 | £ e | & || & ||
[=] |osroro [Tue | [0 ([230aM | [7:30AM \|ﬂ@ 500 950 v - ™ Ja || Ja ||
Elfoarne wea | 0 [ | J[® Ja ] [ E = = la la
Flownare i [0 I B 2] Y —Y
S = I | SN [ | [ e
S o s [0 [ I B[ 2 ] = Y Y|
S fownsno s [0 [ I B2 Y —Y
S I = I | SN [ | [ e
Eloarmo e |0 [ [® Ja ] [ E = = la la
El N = ] ] Y S8 B R[ Rl
| ST ] ¥
& mmeernet gy v 0w v

Step Action

3. Row 1
Click the Add a new row at row 1 : Plus (+) Sign button.

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

4, NOTE: New row is highlighted in yellow.

Click the Xfer option on the new row to link the new row to rows 1 & 2.

=

Page 29



Training Guide
Time and Labor Manual - Time Keepers - LSUSH Q LSUHealth

PSOHETRN .22

PSOHEWEBDEV12 Rce Add to Favortes
=13
Mew Window | Help | Customize Page | B 4]
Time Entry |
EmpliD: Red#: 0 Bell Tinker Dinker
|~ TL Leave Data
Classindc: Classfied  FIP: Full-Time StdHrs: 4000 = SR A B Timeaiee?
Weal: 30 MIN AFTER 5 HRS AND 16 HRS ~ Term DE: Tipe o= Date Balance Balance E
JobCode: 112240 RN 2 OVE:  80_KTE 20 Sk THAZD 12200
) 51 |Vacation 07125010 1.200000 52.900
DeptiD:  EL2035010 NURSERY v o750 700
52 15KTime  |o7ms/0
|Beg’nDate: 08/09/2010 __ EndDate:  08/2212010 _ PayRule
B Date: [08/092010 | [5) (2 Refresn == Previous Period  Plext Period => | |
|~ Punch and Elapsed Time Detail
e P T
[= |ogigrio Mon | [ @Jjﬁ-‘— 450 450 ] M S H e [ e [
= foowro wn [ @ [ I e R S8 WL R[ R
= |oaroM0 |Tue 2308w ||[7:304) ::ft\; 500 950 v | 2 e || e ||
= o wee | 0| o R[] Y Y
S e mi | 0 [ ) L_s=a R = [ — —CY
Slwwo e [0 [ I B[ Al ] S 8 W l[ i
B oo 5 | B W[ e[ S 8 W [ .|
& fowsro s |0 [ B[ A ] = [ — —CY
= fowro wn [0 [ I B[ Al ] S 8 W l[ i
S oo o [0 [ I B[ AL ] T Y
| ST ] Bl
& mneernet Gy v 0w -

Step Action

5. Move the Out punch in Row 1 to the In field on the new row by Highlighting the
Monday Out punch and Right-click, and choose the Cut list item.

NOTE: The Out field will be blank once you cut the punch information.
Zuk
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Home:

=13
Mew Window | Help | Customize Page | ~
Time Entry |
Red#: 0 Bel,Tinker Dinker
|~ TL Leave Data
Classindc: Classfied  FIP: Full-Time StaHrs: 40,00 Ptan - Rrrruel
Weal: 30 MIN AFTER 5 HRS AND 16 HRS ~ Term Dt: Tipe o= Date E
JobCode: 112240 RN 2 OVE:  80_KTE 20 Sk 07i25/10 114200
) 51 |Vacation 07125010 1.200000 52.900
Der 1203501 ORSNURSERY 5 KTime 07125110 8700
52 15KTime  |o7ms/0
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Step Action

Right-click in the In field on the new row.

[ ]
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Mew Window | Help | Customize Page | B 4
Time Entry |
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Step

Action

Click the Paste list item.

NOTE: The Out field on the new row will be blank.

PSOHETRNs.s22
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Step Action

8. In the CallBack/NoPay column of the New Row, and click the Drop-down arrow for
the corresponding date.
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PS9HETRNs.s22
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Step Action

9. Click the NOPAY list item.
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PSOHETRN .22

PSOHEWEBDEVM2 Rce Home
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Step Action

10. Click the Save button.
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Step Action

11. The system displays phantom punches for the two blank Out fields.

12. The Hours column displays 3.00 on the new row for the time the employee was
away from work but the hours were not added to the Cumulative day total.

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

13. You must now add a corresponding row designating whether the No Pay time will
be paid or unpaid.
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Step Action

14, On Row 1, click the Add a New Row button.

15. Enter the desired information into the Mon field. Enter "LAN".

16. Enter the desired information into the Mon field. Enter "3".

17. Click the Save button.

18. Row 1 now designates that 3 hours of Annual Leave was taken by the employee.

Cumulative hours = 12, which is the total number of hours the employee was
scheduled to work on Monday 08/09/10.

19. This completes Enter No Pays - Scenario 1.
End of Procedure.
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Enter No Pay - Scenario 2

Procedure

In this topic you will learn how to Enter No Pay for an employee who has worked a cross over
shift but clock in after midnight.
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Step Action

Scenario 2

In this exercise, Tinker Bell is scheduled to work from 7:00 PM Monday night until
7:30 AM Tuesday morning.

Row 1
She did not clock in at her scheduled time of 7:00 PM due to a personal emergency.

Row 2

Tinker Bell clocked in at 12:30 AM Tuesday morning. Because she did not clock in
until after Midnight, the timesheet shows that Tinker Bell worked no hours on
Monday, 03/22/10, but worked 6.5 hours on Tuesday, 03/22/10.

Situation

You will need to link rows 1 and 2, because the 6.5 hours shown on row 2 are
scheduled hours for Monday. You will enter "No Pay"* time on row 1 for the
scheduled, non-worked hours in order to create that link.

NOTE: A corresponding row must be added to designate whether the time will be
paid or unpaid.
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Step Action

3. Enter the desired information into the field on Row 1. Enter "1900".
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Step Action

4, In the CallBack/NoPay column on Row 1 click the drop-down arrow to the right of
the CallBack/NoPay field to choose No Pay.

E
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% PS Desktop - Citrix XenApp Plugins for Hosted Apps [SpeedScreen On]
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Step Action

5. Click the NOPAY list item.
NoPAY |
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Step Action

6. Click the Xfer option on Row 2.
r

7. Click the Save button.

Page 42



Training Guide

Q LSUHealth Time and Labor Manual - Time Keepers - LSUSH

% PS Desktop - Citrix XenApp Plugins for Hosted Apps [SpeedScreen On]
Q- O HREGLwel2 = -l
PS9HECPD:.sz

PSSHEWEBDEV12 RcB

=
Time Entry =
EmpliD: Red#: 0 Bell,Tinker Dinker
~ Empl Data
Classindc: Classified  FIP: Full-Time StdHrs: 40,00 Plan o Accrual Leave
Meal: 30 MIN AFTER 5 HRS AND 15 HRS ~ Term D: Tvpe Date Balance P
JobCode: 163070 ADMINISTRATIVE o maEn 50 |Sick 03007110 3132.204
COORDINATOR & 51 |vacation 0307110 441154
DeptiD:  SH1050100 AH
| BeginDate: 03/22/2010  EndDate: 040412010  PavRule

Bsave) Date: [P2131/2010 B (2 Refresh ) =< Previaus Perind Next Pariod >= s

araorall
pur [y [ b | [ [ o e e oo o e s
[=] |oa2zn0 |won | T |[ooPm ] |[rz30am ([ 50 5.00 [ = EHmord | HI all a
[= |ozasro |Tee | P (12308 |[30am ([ sso| ss0 [ = = = aff Q
oz wea | T (@[ _al| [ e 2 ez al Q
Elfozasno e | T T s a ] = =1 = = al Q
[=] |owzerio |Fr - |[rooeu ([Faoan || 1200| tes0|[ = = =T = af Q
(= |ozzrno |sat | O ([rooew |[Feoaw (|5 n200) sos0[ =] | ST =T = Q| Q
[=] |ozzeno |sun | T |[7ooew ]| |[Faoam | (|60 oo a2s0 H [ =T =T E all Q
= joaoro won | T T |lw[ al| | = =" = =il a|f Q
[=] |o330rn |Tue r T s al I 1 I = e | Q| Q hd
y
',—','_ét;rt /7 LSUHealth 5... S PS5 Desktop -... Search Deskto ‘p

Step Action

8. The system displays a phantom punch for the blank "Out" field on Row 1.

9. The Hours column displays 5.00 No Pay hours. Notice that the hours were not added
to the Cumulative day total and the system took a meal deduction on both rows 1
and 2 since total work hours on each row is greater than or equal to 5 hours.

NOTE: Daily totals can be viewed in the Payable Details section at the bottom of
the page after Time Administration runs.
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Step Action

10. In this example, you will need to designate to Skip a Meal Deduction for row 1 to
correct for the system taking meal deductions on both rows. In this exercise, you
will designate the Skip a Meal Deduction on row 1.

11. Click the button to the right of the Skip/Take Meal field on Row 1.
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Step Action

12. Iick th 1ST list item to skip the first meal deduction.

Page 45



Training Guide

Time and Labor Manual - Time Keepers - LSUSH Q LSUHealth

% PS Desktop - Citrix XenApp Plugins for Hosted Apps [SpeedScreen On]
Q- O HEGLOIE=m-Jld

PSOHECPDs.s22

PSSHEWEBDEV12 RcB
=
Time Entry &

EmpliD: Red#: 0 Bell, Tinker Dinker

Class Indc: Classified FIP: Full-Time StdHrs: 40.00

P Accrual
Meal: 30 MIN AFTER 5 HRS AND 15 HRS ~ Term Dt: L
JobCode: 138070  ADMINISTRATIVE ovT:  40_08T 50 |siek LT SRR
COORDINATOR 4 51 Vacation 03/07H0 441154

DeptiD: 8H1050100 AH

| Begin Date:  03/22/2010 End Date: 04/04/2010  PayRule

SES) Date: [033172010 B) (2 reresh ) == Previous Period  Next Perigd > -
e m [Hec ot | [ [ [eliowd e o ewmen  comen
= |owazno (men | T ([rooew ] [fizaoew (|5 5.00 Ecl [ =li[morl [ = al Q
[= |ozasro |Tee | P (12308 |[30am ([ eso| es0 = [ = =T = af Q
O] e e A ] = = = | CY -
Ol i ] 5 e A = 1 = = | al e
[= |ozszerio |Fn - |[rooeu ([Faoan || 1200| tes0|[ = = =T = af Q
(= |ozzrno |sat | O ([rooew |[Feoaw (|5 1200 ses0|[ ST ST S| = af Q
= |owzeno |sun | T [[rooew ] |[roaw ([ 00| azso|[ ST =T A H al Q
= joaoro won | T T |lw[ al| | [ N 2 = = Q| Q
B = Joasoro e | & T @ @ = = | e ol Q -
,
e Wi -

Step Action

13. Click the Save button.
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Step Action

14. The total hours in the Hours column now displays 5.50 hours.

15. Designate ""No Pay"" time.

Click the Add a new Row at row 1 - Plus (+) Sign button.
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= PS Desktop - Citrix XenApp Plugins for Hosted Apps [SpeedScreen On]
Q- O HREBGLwel2 = -Jd
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Step Action

16. Choose "TRC" column to corresponding date.

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

17. Enter the desired information into the Hours field. Enter "5.5".

18. Click the Save button.

19. This completes Enter No Pay - Scenario 2.
End of Procedure.
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Entering Leave (Full Day)

Procedure

Use the following steps to enter leave on the employee's timesheet for a full day of leave.

NOTE: Timekeepers will only be able to enter leave for current and next pay period. Prior
period transactions are submitted on the Timesheet Correction report. (Refer to the “Reports”
section of this manual for further details).
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>

Time Entry |
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Step Action

1. In this example, Jane has been approved for 8.00 hours of annual leave for 09/11/09.
Click the TRC button on 09/11/09 row.

2. Click the LEAVE - ANNUAL BW WAGE link.
NOTE: A complete list of TRC - Leave Codes can be found in the appendix of this
guide.
LEAVE - AMMUAL BW WAGQ

3. Enter the appropriate amount hours of leave into the Hours field on 09/11/09.
Enter the desired information into the Fri field. Enter "8.00".

4, Click the Save button.

E Save
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Step Action

5. This completes Entering Leave (Full Day).
End of Procedure.
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Entering Leave with Hours Worked

Procedure

Use the following steps to enter leave for an employee who takes leave for a partial day.

PS9HETRNs.s22
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Step Action
1. In this example, the employee only work 3 hours of her scheduled shift and has

taken sick leave for remaining 5 hours.

NOTE: Hours Worked and Leave hours cannot be entered on the same row. You
must add a new row to enter the sick leave hours.

Click the Add a new row button.

2. Click the Look up button to add the leave code (TRC) for Sick Leave.
3. Click the LEAVE - SICK BIWEEKLY WAGE link.

LEAVE - SICK BIWEEKLY WAGE

Enter the desired information into the Tue field. Enter "7.00".

Click the Save button.

6. This completes Entering Leave with Hours Worked.
End of Procedure.
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Entering Non-Paying Code for an Employee

Procedure
This section indicates how to Enter a Non-Paying Code for an Employee.

NOTE: A complete listing of these codes and their descriptions are located in the Appendix of
this guide.

PS9HEPAT o022

PSIHEWEBDEV11 RCE
=
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Step Action
1. In this example, the employee has a qualifying event for FMLA leave on 09/11/09.
To enter the FMLA leave code click the Look up button on 09/11/09.
2. Review the list of leave codes and select the appropriate non-paying leave code for

your employee.

In this example click the FMLA LEAVE - HOURS ONLY link.

FILA LEAVE - HOURS OMLY

Enter "8.00"into the Hours field for 09/11/09.

This employee also has a qualifying event for Sick leave on 09/14/09.

Click the Look up TRC button on 09/14/09.
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Step Action

5. Click the LEAVE - SICK BIWEEKLY WAGE link.
LEAVE - SICK BIWEEKLY WAGE

Enter "8.00"into the Hours field for 09/14/09.

Click the Save button.

ﬁ Sawve

8. This completes Entering Non-Paying Code for an Employee.
End of Procedure.
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Canceling Holiday Pay

Procedure
In this exercise you will learn how to cancel the holiday pay.

Holiday pay should be canceled if the employee is in a ’leave without pay'* status before AND
after the holiday.

PSOHETRN .22
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Step Action
1. Click the Look up TRC button.
2. Click the Cancel Holiday Entitlement link.

[cancel Holiday Entittement]

Enter the number of hours into the hours field. Enter "8".

We will also cancel the Holiday for 12/25/09.

Enter the Cancel Holiday Entitlement Code into the TRC for Fri 12/25/09.
Enter "CHE".

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

Click the Save button.

E Sawve

7. This completes Canceling Holiday Pay.
End of Procedure.
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Entering On-Call Status

Procedure

When an employee is on-call, the Timekeeper must Enter On-Call Status information on the
timesheet.

Step Action

1. The timekeeper must enter the on-call hours for each day on the employees
timesheet.

In the example below, the employee works M-F from 8:00 — 16:30. The employee is
on-call for all other hours, including the weekend.

NOTE: To determine the number of hours for on-call pay, subtract the total
number of hours worked that day from 24 (hours in a day). In this example the
total number of hours scheduled to be worked M-F is 8.5, so the on-call amount is
15.5 (24-8.5). Also, 24.0 would be the on-call amount for Sat. and Sun because
these are scheduled off days.
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Step Action
2. For each day click the Look up button under the TRC column.
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Step Action

3. Click the ON CALL PAY link.
Qi CALL PAY]

4, Next enter the number of hours for the On Call Pay.

In this example: Enter "15.5".

5. Repeat the previous steps for Tuesday - Friday, as those days will need the same
Codes and Hours.

6. The On Call Pay for Saturday and Sunday is 24.0
To enter on call hours for the weekend: Click the Look up TRC button.

7. Click the ON CALL PAY link.
DN CALL PAY

8. Next enter the number of hours for the On Call Pay.

In this example: Enter "24.0".

9. Repeat the previous steps for Sunday, as it will need the same Code and Hours.
10. Click the Save button.
11. This completes Entering On-Call Status.

End of Procedure.
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Entering Call Back

Procedure

In this topic, you will learn how to manually enter Call Back.

NOTE: When an employee is called back (while on call) he/she should enter a clock code 2 to
clock in and a clock code 9 to clock out.
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Step Action

1. In this exercise, you will enter information to indicate the Nora is Called-Back to
work. Nora was Called-Back on Fri evening, 09/25/09, and on Sat, 9/26/09.
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PSOHETRNa.02:
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Step Action

A second row for Fri, 9/25/09 displays the time Nora returned to work. The line
does not indicate CallBack Pay is to be paid.
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Step Action

3. Click the button to the right of the Callback field.
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Step Action

4, Click the CALLBACK option from the drop-down list.
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 Lsuteaith
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PSOHEWEBDEV12 RCE Home Add to Favories Sign out
B
&)
|Eegin|)a(e: 09/21/2009  EndDate:  10/04/2009 Lek&g
Date: M‘@ <= Previous Period MextPeriod ==
|- Punchand Elapsea Time Dt |
Date Day | Xfer In Qut TRC Hours 2’“:": rz Callback x::; .':e:;f‘r"“ g‘:“’“
[=] |oar2109 Mon | [] ES 811 82 - | Ja
[=] |oar2ms Tue | OJ E=T 811 16.23 | | Ja | e =
[=] josrame wed | [J | 2413 I v Je e
=] |oar4me Thu | ] | 3210 [~ | Ja
[=] l09rz508  Fri [ &
Eloszsoe Fio [ w022 L& R &
= ozsns s e I Al R
[=] |ogrz6i08  sat ‘ CP1 [ &
= el Tl we o Al R
[=] |osi27109  sun ‘ CP1 ] e
= oacans un | () [sou ] s i ] o] ol K
[=] os2om8 Tue | O 3341 | 813 6255 | | Ja | Ja
[=] joe3ome wed | [J 808 70.62 I v | e
=] 100109 Thu | ] 806 7868 [~ | Ja
[=] 100208 Fii O 810 86.78 | | Ja | e
= oo s D || ] ] o3 -
=) Jrooswos fsn | O [ ] [ [ & [ a
- - 1 -
@ mnternet | ®won -
Step Action

When an employee is called back for work, you must reduce his/her On-Call
hours by the number of hours calculated for Callback.

Adjust the On-Call hours for Fri, 09/25/09. Enter the desired information into
the Fri field. Enter "12.6".
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Step Action

6. Click the button to the right of the Callback field.
7. Click the CALLBACK option from the drop-down list.
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Step Action

8. Adjust the On-Call hours for Sat, 09/26/09, based on the number hours employee
was called back.

Enter the desired information into the Sat field. Enter "20.6".
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3:20PW I
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Step Action

9. Click the Save button to save the manual edits made to the timesheet.
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Step Action
10. NOTE: Payable Time will not be calculated until the Time Admin process is run.

11. This completes Enter CallBack Status.
End of Procedure.
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Cancel a Meal Deduction for a Single Shift
Procedure
All employees should be given the opportunity for a lunch break however, after 5 hours of

worked time the system will automatically deduct a lunch break. Rare exceptions may be
authorized only in cases of operational need, to be determined by the Department Head.

Step Action

1. In this scenario on 10/19/09 the employee left early and did not take a lunch.
However because they worked more than five hours the system automatically takes
meal deduction.

Therefore, we need to cancel the meal deduction on 10/19/09

2. Notice that Cumulative Hours totals are 6.00 even though she worked 6.50 hours.
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=13
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Step Action
3. To cancel the deduction, click the 1ST option under the Skip Meal column for
10/19/09.
4, Click the Save button.
& save)
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Step

Action

Now notice that the Cumulative hours are displaying 6.50 hours.

This completes Cancel a Meal Deduction for a Single Shift.
End of Procedure.
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Cancel a Meal Deduction for a Double Shift

Procedure

If an employee works a double shift the meal deduction will be deducted from both shifts.

Step Action

1. In this example notice that employee worked a double shift from 7:00 a.m. on
10/23/09 to 11:30 p.m.. on 10/23/09, so we need to cancel the meal deduction for the
second shift.

PSO9HECPDs.s22
PSIHEWEBDEV12 Rce Home Add to Favortes Sign out
E3
New Window | Help | Customize Page | |
{ Time Entry |
EmpliD: Red#: 0
~” Empl Data
Class Indc: Classified FIP: Full-Time StdHrs: 4000 o
Weal: 30 MIN AFTER SHRS AND 15 HRS ~ Term Dt Tupe Date Balance Balance
JobCode: 112150 RN-SUPERVISOR 1 OVT:  280_0B8 £ Sick 00106109 974589
51 Vacation 09/06/09 11.000000] 164133
DeptiD:  SH2067230 HP Cardiac G Lab
|Beg‘nDa|e‘ 10/19/2009 End Date:  11/01/2009  Pay Rule 1
(S Date: | 11/01/2009 | (@Reftesh | < provious Period Mext Period >>
and Elapsed Time Detail
me m W n ow T s e 8 M e G owmew  Commen Acome
=) onems wen | ) [rooeu] [zaoew | [ 20 2 K BC_ B
=) {0200 e | ) (oo [ez0em | 9 T I ) e -
=) w00 wea | O [ro0mn | [s300m | [9 T I B ) & [Forer [
= o200 ma | ) (oo [szorw | [ T S < —
=) ozwe F1 | () [roow | e[ [mw) el v [ v v -
s s | O | 5[ & - -
= I I | =Y _— < —
=1 102500 en | ) [oaown] woeu | YY) B I s — Y — Y
=) [0mm e | O (o0 [ezorm | 9 o wom| v [ el o~ -
=) 0000 wea | O [so0mn [s300m | [9 P I -
=] l1omee mhu | O [e00an |[«30pm |50 800 8200 v v ~[ (s8] (<4 v
< | >
@ Internet F00% <

Step Action

2. Notice the payable hours are 15.50 on 10/23/09 which indicates that the system has
taken a meal deduction for the second shift.
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Step

Action

To cancel the deduction for the second shift, click the 2ND option under the Skip
Meal column for 10/23/09.

Click the Save button.

Page 73



Training Guide

Time and Labor Manual - Time Keepers - LSUSH Q LSUHealth

PSOHECPDs.s

PSOHEWEBDEV12 Rce
EQ
Mew Window | Help | Customize Page | B 14|
{ Time Entry |
EmpliD: Red#: 0
Classindc: Classified  FIP: Fullk-Time StdHrs: 40,00 Ptan = il Tiresree Sl Teave 7
Weal: 30 MIN AFTER 5 HRS AND 15 HRS ~ Term Dt: Tipe  Dese Date Balance Balance
JobCode: 112160  RN-SUPERVISOR 1 OVT:  880_0B-8 %0 |sick 09106109 974589
51 Vacation 09106108 11000000 164139
DeptiD:  SH2067230 HP Cardiac G Lab
| BeginDate: 10112/2009 _ EndDate: 1110112009 PayRule b
Bsove Da(EEﬂ @hRetiesh | <« Previpus Period  NextPeriod »»
Cumu i Hazard/ Override rtment Comment Account
ete =R B2 s HOUrS  ative :: inchrg | “"*% overtime ?rq-;sfer Code Code
) ronsos wan | O [ro0n | 2w | 5 10 780157 o] " .-
) ozos 1o | O (1o | e | 5 s ws| o — B[ W
[=] 102109 wed | [ ‘HEU 200 2550 v I & [ForeT | |
[=] [1or2m8 Thu | O |[7 ‘HE\‘] oo0 3450 v | <] &
) rozsos #1 | O [roun || 5 (7600 ) sosn 20 | .
SIS = . — - . .
GISR N I —— - .
1 1oz wan | 5 [soumn | e | 5 T .
] tozme e | [ (oo ] [saoen ][ 500 w0 v \ <
=) tozena wea | ) [ooomn | s | 5 R ) ) )
[=] 102009 Thu 01 [aoom | [e30pm |0 800 8250 v v |l =3 e}]] ~

~
v

& Irtermet # 100% v

Step Action

5. Notice that the payable hours have been updated to 16.00 to reflected the cancel
meal deduction on the second shift.

6. This completes Cancel a Meal Deduction for a Double Shift.
End of Procedure.
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Take a Meal Deduction

Procedure

In this topic you will learn how to Take a Meal Deduction.

= PS Desktop - Citrix XenApp Plugins for Hosted Apps [SpeedScreen On]
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Step Action

1. Scenario

Tinker Bell is scheduled to work 7:30 am until 4:00 pm Monday through Friday.
On Monday, 03/22/10, Tinker Bell clocks in at her scheduled start time of 7:30 am.
She takes a meal break at 11:30 am. At 12:25 pm she clocks out due to a personal
emergency. Tinker Bell returns to work at 2:30 pm and works the remainder of her
shift.

You will Take a Meal Deduction for Monday, 03/22/10.

NOTE: A corresponding row must be added to designate whether the time will be
paid or unpaid.
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Q- O KHEBGLywe2 e [Jild

PS Desktop - Citrix XenApp Plugins for Hosted Apps [SpeedScreen On]
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Step

Action

The system automatically takes a meal deduction after employee has worked 5 or
more hours. In this exercise, Tinker Bell worked 4.91 hours between the hours of
7:30 am and 12:25 pm. She then worked 1.50 hours between the hours of 2:30 pm
and 4:00 pm.

Even though Tinker Bell worked a total of 6.41 hours, the system did not
automatically take the meal deduction because each instance was less than 5 hours.
When this happens, you will need to force a meal deduction by selecting the Take
option in the Skip/Take Meal drop-down list.
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= PS Desktop - Citrix XenApp Plugins for Hosted Apps [SpeedScreen On]
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Step Action

3. Click the button to the right of the Skip/Take Meal field on row 1.

E
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= PS Desktop - Citrix XenApp Plugins for Hosted Apps [SpeedScreen On]
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Step Action

4, Click the TAKE list item.
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Step Action

5. Click the Save button.
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Class Indc: Classified FIP:  Full-Time StdHrs: 4000 Blan oo Accrual
Type Description o7
Meal: 30 MIN AFTER 5HRS AND 15HRS ~ Term Dt: Date
50 Sick 03/07H0 3132.204
JobCode: 158070  ADMINISTRATIVE OVT: 40 0BT
CTITELTATE RS 51 Vacation 03/07H0 441.154
DeptiD:  SH1050100 AH
| BeginDate: 03222010 EndDate:  04/04/2010  PayRule

ST Date: [P2(30/2010 ) (2 Retres | =< Previous Perigd  Hed Period =

Cumu  SkipiTake Hazard/  Callback/ Owerride C nt
In Chrg Overtime |Transfer Code

Date. Day

§

0322110 |Mon 7 30AN IB 481 491

0322110 |Mon 2:30PM [4:00PM IB 1.60 6.41

032310 |Tue 7.30AM [4:00PM IEG 8.000 1441

032410 |Wed 7 30AM ||4:00PM IEﬂ 800 2244

0%26M0 | Thu

=
=
E=
=
= 7:30AM |[4:00PM [B 200/ 3041
[=] |oaizero |Fr
=

=

E=

=

==

EnEalEl

.00
8 a ]
Ba
.00

.00

—

0327110 | Sat

032810 |Sun

03729110 |Mon ER | E

033010 | Tue 7 30ANM

RIL|LIL|LILIR|L|L|L

AEARENRNAL
|JddJadd
RARRNANAN

JEENNEEEE N

EEET [E
Irsa o =

5 .
{~ LSUHealthS... ina' PS Desktop -... Search Deskto \P &)= 1T %% 11:40PM

IEENREEEREE

-

Step Action

6. NOTE: By selecting Take the system deducted a 30-minute meal and reduced the
Hours total from 4.91 to 4.41 on row 1.

You must now add the corresponding row designating whether the time Tinker
Bell was away from work will be paid or unpaid. After Time Admin has run, you
can view the correct Payable Details and Totals.

7. Click the Add a new Row at row 2 - Plus (+) Sign button.
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= PS Desktop - Citrix XenApp Plugins for Hosted Apps [SpeedScreen On]
Q- O HREBGLwel2zw- @

PSOHECPDs.s22

PSSHEWEBDEV12 RcB

B

EmpliD: Rod# 0 BellTinker Dinker |
7 Empl Data T TL Leave Data

Class Indc: Classified FIP: Full-Time StdHrs: 40.00 Plan - e Te—

Meal: 30 MIN AFTER 5 HRS AND 15HRS ~ Term Dt: Tipe DeseOBNon pgo Balance Balance

Job Code: 168070  ADMINISTRATIVE OVE:  40_0BT £ |EE3 CESHTD FEEELL

COORDINATOR 4 - 51 Vacation 0307/10 441.154

DeptiD:  SH1050100 AH
| Begin Date:  03i22/2010 End Date: 04/04/2010  PayRule

B save Date: [03730/2010 [ (£ Refresn) << Prewious Period  Mext Period ==

B o e o | T s G ST e v pepiren Commen 9

[=] |oarz2r10 |Mon T ||7:308m | |[12:25PM [B a4 441 || TAKE > =l - =1 a Q

[=] |ozrz2r10 |mMon r |[zsorw ([ooFm |5 150 591 - =l - =1 a Q

= |owa2io (wen | T IE] Q 2 =l 2 &=l a |l Q

[=] |owmz3r10 |Tue - |[7:304m ||4:00PM [@ 800 1391 - =1 - =1 af Q

[=] |ozrarm |wed | T |[7:30am  |[2:00PM [B 800 2191 - =l - =1 aff Q

[=] |oaizsio |Thu r |[ra0am |[zoorm || g.00| 2991 - =l - =1 a Q

[=] |omzer0 |Fri - |[7:304m ||4:00PM [@ 800 37.91 - =1 - =1 af Q

=) |ozzrno (sat | T |E Q - | - =T a Q

= |oazeno |sun | T [IE Q 2 =l - 2l a |l Q

[=] |owzor0 |won - |[7:304m ||4:00PM [@ 800 4591 - =1 - =1 af Q

= - — [~ s — =1 — =1 1ir r ~ hd

-

P ol wenl s .
(LSS SRy s ‘P

Step Action

8. Enter the desired information into the TRC field. Enter "LAN",

9. Enter the desired information into the Hours field. Enter "'1.2".

10. Click the Save button.

11. This completes Take a Meal Deduction.
End of Procedure.
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Entering Floats/Department Transfers

Procedure
In this topic you will learn how to manually enter Floats on the timesheet.

NOTE: Employees will typically clock in for a float and then Xfer. Both will need to be
checked on the timesheet by the Timekeeper.

Employee floats will typically be entered at the time clock when the employee uses Clock Code
#5. Manual entry of floats will need to be completed to correct erroneous or incomplete data.

PSOHEPRP .02

PSOHEWEBDEVI1 RcB Home: Add to Favorites Sign out
=13
Iew Window | Help | Customize Page | (& 4

{ Time Entry |

EmpliD: Red# 0

 Empl Data

Class Indc: Classffied FIP: Full-Time Stel Hrs: 40,00
BN iy  ASiel  Tmeshest  Lesve
Meal: 30 WIN AFTER 5 HRS AND 15 HRS ~ Term Dt: Lume L DEGO —=>

JobCode: 112160 RN-SUPERVISOR 1 OoVT: 880_0B-8 & Sick 11108 1002328
51 Vacation 11/01/09 3700000 156.275
DeptiD: SH2067230 HP Cardiac Catheterization Lab

|Benga|e‘ 0111/2010 End Date: 01/24/2010  PavRule

(S Date: 01111/2010 |[3) (& Refresh ) <= Previous Period  Mext Period >

|~ Punch and Elapsed Time Detail

Cumu  Skip Hazard! . Override Department Comment  Accoun

Date Day Xfer In = lative  Meal In Chrg Overtime Transfer Code

=
8

|-

Hours

=) oo men | [ |[74sam | [«23Pu | (|5 808 808 v
[=] |01M2H0  Tue 0 -HB 938 1747 v
=) otz wea | [ [esaam | [szoew | (E 811 2558 |
S = - -
Cllomso 0[O [ [B[__&[ |
[=] lo111610 |sat Of W el &l
Sowmo s | O [ [ B[ &l ]
[=] |oiH8He Men | [ :||:| = &
[=] |01A9H0  Tue 0 HB 810
= oo wea | O m|i | | - .
. =] lotz4Ho Tha | O lm £45Pm | |5 7.98 [l "_v| I lall la l_)g
4 Local intranet ® 100% v
Step Action

1. In this example the employee forgot to clock the transfer for 1/12/10 for 8:05 am to
5:58 pm
Click the Xfer option on Tuesday.

2. Enter the department number the employee will transfer to into Department field.
Enter "

3. The employee also transferred back to her home department for the remainder of her
shift. We will now transfer the employee back to her main department.
Click the Add a new row button.

4, Enter the desired information into the “In” field on the new row. Enter "5:59P".

Page 84



Training Guide

O LSUHealth Time and Labor Manual - Time Keepers - LSUSH

Step Action
5. Enter the desired information into the “Out” field on the new row. Enter "8P".
6. Click the Save button.
7. This completes Entering Floats/Department Transfers.
End of Procedure.
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Adding and Deleting Comments Codes

Procedure

A comment can be added to the punch to explain why an edit was made. Comments provide
additional information about a punch or an amount.

PS9HECPD s
PSSHEWEBDEV12 RcB ome £ddto Favories Sign out
EL
Mew Windaw | Help | Customize Page | /5 #
{ Time Entry |,
EmpiiD: Red#: 0
[~ Eml Data ™ TL Leave Data
Classindc: Classifed  FIP: FulFTime  StdHrs: 4000 o N e Tencnieet. Lo
WMeal: 30 MIN AFTER 5HRS AND 15 HRS ~ Term Dt Tipe  Deserton pye Balance Balance
JobCode: 112160  RN-SUPERVISOR 1 OVT:  830_0B-8 0 |k 08i06/s 974589
51 |vacation 09106/09 11.000000) 164139
DeptiD:  SH2067230 HP Cardiac C: Lap
[ seombate: 1oma2000 _ enavate: 1112000 payrue 1
Bsave Date: | 5 [@Rstesh ) << previous Period Mext Period ==
™ Punch and Elapsed Time Detail
me e e Ga TE o M NN o Smme b Comen Ao
S forems wn | O fomulcxen (5 em owo| w [ e w| 8| la|
S [oaows e | O fcovu]smen][s] | sw w8 |8 8l Ja|__
= fwes weo | 0 oo x| ow mw| w [ W W Al e
[=] 1022009 |Thu O ([so0an | [430em | [ 800 3200 v
[=] |10i23r09  Fr 0 ([so0an | 4300w | & a00 4000 ¥
= jwaw s |0 [ 5[ ]
S fwasws s [0 [ ) JIs[ Ja| ]
[=] 102609 [mon | [ JIE: a00 4800 v
=1 |107me e | [ |[a0oam | [+30Pm ] |5 800 5600 v
=1 1028109 \wed | [ |[s:00am | [430Pm | 5 800 6400 v
=1 [1oze0s [T | [ |[s:00am | [+30Pm | |5 800 72.00 v v - Q Q v
< I
Done “J Local intranet E100% v
Step Action
1. Click the Look up Comment Code button to add a comment.
2. Review the list of comments and select the most appropriate to identify the edit

made to the timesheet.

Click the Forgot to Punch In and or Out link.
[Forgat to Punch In and or Ouf]

3. Click the Save button.
ﬁ Save)
4. If the incorrect comment code was entered earlier you can delete the code.

To delete a comment code click the Comment Code field of code you wish to
delete.

5. Press [Backspace] to remove the code from the field.
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Step Action

6. Click the Save button.
7. This completes Adding and Deleting Comment Codes.

End of Procedure.

Page 87



Training Guide

Time and Labor Manual - Time Keepers - LSUSH

Managing Schedules

Assign a Work Schedule

Procedure

Q Lsuteaith

In this section you will learn how to create a personal schedule for an employee. Use this feature
to setup a permanent work schedule.

PS9HRTRNG:s0
PSOHEWEBDEV11  Rce
Favorites | Main Menu

Personalize Content | Layout

Step Action
1. Click the Main Menu button.

Point to the LSUHSC Processes menu.

Point to the Time and Labor menu.

Point to the Use menu.
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PS9HRTRNG:s0
PSOHEWEBDEVA1  Rce
Fa\’ﬂv”tes Main _Menu

Personalize SCarchMena: Help

3 Self Service
(33 Manager Self Service
3 Workforce Administration
3 Benefits
& compensation
3 Time and Labor
3 Payrol for North America
3 Payroll Interface
3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming
3 Workforce Monitoring
3 Set Up HRMS
3 Reporting Tools
3 PeopleTooals
(3 LSUHSC Processes
(5 my Personalzations £ Accountng
3 Admissions
(3 Benefits
3 Budget
3 Campus Community
3 Finandial Aid
{3 Human Resources
£3 Payrol
{3 Student Financials
{3 Student Records
(3 Time and Labor
& Trenng g ;I::up ) Assign Work Schedule
3 Report [5] Manage Schedules
9 Inquire [5] Timesheet
[5] web Clock

v v v v vy rr v or ooy ov oy v v A

Step Action

5. Click the Assign Work Schedule link.
| | Assign Work Schedule |

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

7. Click the Search button.
Search
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 Lsuteaith

PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites © Main Menu > LSUHSC Processes » Time and Labor > Use > Assign Work Schedule

Assign Work Schedule
JohnDoe ... Employee ID-
JobTitle:  NURSING ASST 2 Empl Record 0

@ I Expandtoview Instructions

(Assion Schedules
[ Primary scheauie )

*Effective Date [*Assignment Method Schedule Group  |Schedule ID Description

‘Assige
[5]  Use Default Schedule -

Customize | Find | view A1 B B First Bl 4 or 4 B Last

¥ Viiew history of Schedule Assignments, including default changes

save | [BReturn to Search | =] Previous in List | 4] Next in List |

Eummeﬂ)splayl i include Histor | [ correct History

Mew Window | Help | Customize Page | &

Step

Action

New Schedule: The screen will look like this. Proceed to Step 11.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites  Main Menu > LSUMSCProcesses » Timeand Labor > Use > Assign Work Schedule

Mew Window | Help | Customize Page | /&

Assign Work Schedule
JohnDoe ... Employee ID-
Job Title: POLICE OFFICER 2- A Empl Record: 0

@ I Expandto view Instructions

Assign Schedules Custo A First B 110 or23 D Lot
[ Primary schedule

“Effective Date  [Assignment Method Schedule Group  |Schedule ID Description Show Schedule

01/00/201Z[)  Create Personal Schedule v [SHARE @ 010153500000 Alpha Show Schedule [+ =]
(1212/2011F]  Create Personal Schedule ~  [SHARE @, 010159600000 Alpha Show Schedule & =
(11/28/2011[  Create Personal Schedule ~ [SHARE &, 010159600000 Alpha Shaw Schedule [+]|[=]
(11M412011[)  Create Personal Schedule ~ [SHARE @, 010153500000 Alpha Show Schedule [ =
(10/31/2011(]  Create Personal Schedule ~  |SHARE @ 010159600000 Alpha Show Schedule # =]
(10M7/2011[)  Create Personal Schedule ~  [SHARE @, 010153500000 Alpha Show Schedule [ =
10/03/2011 Create Personal Schedule SHARE 010159600000 Alpha Show Schedule [#]
09/19/2011 Create Personal Schedule SHARE 010159600000 Alpha Show Schedule [+
09/0512011 Create Personal Schedule SHARE 010159600000 Alpha Show Schedule [#]
08/22/2011 Create Personal Schedule SHARE 010159600000 Alpha Show Schedule 3}

¥ view history of Schedule Assignments, including default changes

Save | [GFReturn to Search EUWE{E’DBWE\«' B incluge History | [ correct History

Step

Action

Existing Schedule: The Screen will look this. Click the "plus sign" to insert a new

row. Proceed to Step 11.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites  Main Menu > LSUMSCProcesses » Timeand Labor > Use > Assign Work Schedule

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | /&

Assign Work Schedule

John Doe Employee ID:

JobTitle:  NURSING ASST 2 Empl Record 0

@ I Expandtoview Instructions

Assian Schedules customize | Find | view 1| B0 B First B 4 o o B Last

Primary Schedule
*Effective Date | *Assignment Method Schedule Group Schedule ID Description
(5]  Create Personal Schedule = @, 011882300000 [+ (=]

]
May T 2012 - 1 default changes

S W T WTF s

12 3 & s
8 7 8 9 10 M R
13 14 15 16 17 18 19 /=] Next in List Flupdatemisplay | ] inciude Histo |f)‘cnrranmmnry
20 22 23 24 285 2%
27 28 29 0 AN

[ save

] Current Date [¥)

Step Action

10. Effective Date: Click the "Calendar" icon or you may enter the date directly into the
field.

This date should always be the beginning of the pay period. No prior pay period
dates may be used.

11. Click the Assignment Method list.
| Create Personal 3chedule - |

12. Click the Create Personal Schedule list item.

13. Click the Look up Schedule Group button.

14. Click the SHARE link. (Schedule Group will ALWAYS be Share)
15. Click the Create Schedule link.

Create Schedule

Page 92



Training Guide

Q LSUHealth Time and Labor Manual - Time Keepers - LSUSH

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites  Main Menu > LSUMSCProcesses » Timeand Labor > Use > Assign Work Schedule

Definition [ Schedule Shifts

John Doe Emp! ID:

Home | AddtoFavorites |  Sian out

Mew Window | Help | Customize Page | /&

JobTitle:  NURSING ASST 2 Empl Record: 0

Schedule Details Find | View Al First Kl 1 or1 Il Lagt

Effective Date:

“Description: | short Description:

*Definition Type: Punch - S — ’71
*Daylight Saving Rule: Fixed Time -

Taskgroup for Time Reporting

Main Content
Default Taskgroup: @

Task Template ID:

Time Reporting Template ID: @
OK Cancel Apply 2 Refresh

Definition | Schedule Shifis

Step Action

16. You will need to fill in the following fields: Description, Num Days in Schedule.

Enter the desired information into the Description field. The description should
describe what type of schedule this will be (i.e. 8-4:30 M-F).

Enter "9a-530pM-F".

17. Enter the Num Days in Schedule field. Enter "14".

18. Click the Schedule Shifts tab.

You will need to enter the schedule information into the system before attempting to
Apply the schedule.
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Q Lsutealth

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites  Main Menu > LSUMSCProcesses » Timeand Labor > Use > Assign Work Schedule

Definition Schedule Shifts

John Dog

NURSING ASST 2

Empl ID:

Job Title: Empl Record: 0

Default -

*Punch Pattern:
Schedule Details

Effective Date:  05i28/2012
Description:
Taskgroup:

9a-530pM-F Total Hours: 000

Show Calendar

Shift Details Customize | Fing | View 1| 2| 8

Find | View All

First B 17 o710 D Last

| shitt Time |[JiGBfigurable TolEe
o i Bl BB L [ B[ cojus
i 2 [ s [ I & 00| lore
o I ——— o0 jre
a i X A 8 [ I 1 "& 00 pore
o 5 a S0 00 ore
o o E— Y E— < ) ) — — 0 e
al d & mo [ 10 1T =& 00| lore

First B 1 o1 B Last

Hnma | AddtoFavorites |  Sian out

Mew Window | Help | Customize Page | FE +

I

R R e S |

B paste

o
Deselectal 2 copy &2 ciearsnifts

14

¥ select Al
Days in Schedule:

\Working with Shift Details

[i] » instructions

OK Cancel | Apply

Definition | Schedule Shifts
«

2 Refresh

] »

Step Action

19.

of the period.

scheduled to work in the pay period.

Click in the In field.

[ ]

The fields used will be "Select", "Off Shift", "In", and "Out". The column entitled
"Day" represents the 14 day schedule, with Day 1 representing Monday, the first day

You will enter the Start Time in the In column for each day the employee will be

*Click the ""View All"" link to view all fourteen days.

20.

NOTE: Examples of Acceptable Time Entry:
“9“”

“9:30a”

“0900”

Enter the desired information into the In field. Enter "9:00a".

21. Click in the Out field.

[ ]

22.

NOTE: Examples of Acceptable Time Entry:
“5:30p”
“1730”

Enter the desired information into the Out field. Enter "5:30p".
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Step Action

23. Click the Select option on Day 1.

NOTE: Day 1 is always considered Monday when entering schedules. In some
cases an employee’s first day in this schedule may not be until Day 2 (Tuesday) or
Day 3 (Wednesday). For those employees you will use the Off Shift option
discussed in Step 26.

ol

24. Click the Copy link, located underneath the schedule information.

25. lick the Select All link.

elect All

u:-':uO

26.

O

lick the Paste link.

e
(¥4}
L
=
[45]

27.

O

lick the Off Shift option for the days the employee is not schedule to work.

28. Click the Show Calendar link to view the employees schedule.

Show Calenda

PS9HRTRNG:s0
PSYHEWEBDEV11  RcE Home | AddtoFavortes | Sianout
Favorites - Main Menu > LSUHSC Processes » Timeand Labor > Use > Assign Work Schedule
Configurable Totals [ (e -
’_Wurkchy L] Shift ID [Time Zone ms

Monday 0512812012 1 9:00:00AM  5:30:00PM 8.50 More
Tuesday 05/29/2012 2 9:00:00AM  5:30:00PM 850 More
(Wednesday 05/30/2012 3 9:00:00AM  5:30:00PM 8.50 More
Thursday  05/31/2012 4 9:00:00AM  5:30:00PM 8.50 More s
Friday 08/01/2012 5 9:00:00AM  5:30:00PM 8.50 More
Saturday 06/02/2012 6 9:00:00AM  5:30:00PM More
Sunday 06/03/2012 7 9:00:00AM  5:30:00PM 8.50 More
Monday 06/04/2012 8 9:00:00AM  5:30:00PM 8.50 More
Tuesday 08/05/2012 9 9:00:00AM  5:30:00PM 8.50 More
(Wednesday 06/06/2012 10 9:00:00AM  5:30:00PM 8.50 More
Thursday ~ 06/07/2012 " 9:00:00AM  5:30:00PM 8.50 More ]
Friday 08/08/2012 12 9:00:00AM  5:30:00PM 850 More
Saturday 08/09/2012 13 9:00:00AM  5:30:00PM 850 More
Sunday 061012012 14 9:00:00AM  5:30:00PM 8.50 More

oK Cancel A
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Step Action

29. Click the OK button.
oK

PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavorites |  Sign out

Favorites © Main Menu > LSUHSC Processes » Time and Labor > Use > Assign Work Schedule
John Doe Empl ID: -

Job Title: NURSING ASST 2 Empl Record: 0

*Punch Pattern: Default -

Schedule Details Find | View Al First Bl 4 o1 I st

Effective Date:  05/28/2012
Description:  93-530pH-F Total Hours: 110.50

Taskgroup: Show Calendar

Shift Details Customize | Find | view i | B0 B First B 47 o710 I Last
shift Time  |iConnGUabie o= T

,Tyworkmy (0] Shift ID |Time Zone Sched Hrs |More
B i & [ & ] |eooooA [s3000r | @ 8.50| More [+
o 2 e [ @ @ |oocooA [saeoor [ @ 8.50 More #
| 3. @ [ @ [ [eooooa [smooor | @ 8.50 More [+]
o 4 e[ & @ (eoooos [sao0er [0 @ 8.50 More # L
f s @& [ B ) [socood [aooxt [ @ £50 ot & I
B s & [ & [won00A [s3000F [ @ 0.00 More [+
o 7 o, B [0 (eooos [saooer |0 @ 8.50 More (#]

\Working with Shift Details

s o
¥ select All DeselectAl 2 Copy Paste &7 Clear Shifis
Days in Schedule: 14 Copy Buffer Start Day: 1

“Paste Repetitions: 1 Copy BufferEnd Day: 1

(]
OK Cancel Apply 2 Refresh

Definition | Schedule Shifis

< ] v

Step Action

30. Click the Apply button. Do not Navigate away from the Assign Work Schedule
page before saving the data. Doing so will result in Orphan Records that interfere
with the system performance.

NOTE: If the system prompts “over lapping shift”, look at the end of previous day
work. Example: If an employee work 7 pm — 7am, on the first day off, his off
shift should begin at 7:01 am instead of 12:00 am.

Apply
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Step Action

31. This message appears when the user navigates away from the Assign Work
Schedule page before following the correct save procedures.

It is very important to click the OK Button and go back and save the data by
following the correct save procedures.

WARNING: Do Not Click the Cancel Button doing so will cancel changes made
to the schedule and create the Orphan Records that interfere with the system
performance.

Click the OK button to go back and correctly save the Assign Work Schedule data.
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 Lsuteaith

PSOHRTRN:s

PSOHEWEBDEV11  RcB Home | Addto Favorites |  Sian out
Favgrites | Main Menu > LSUHSCProcesses > Timeand Labor > Use > Assign Work Schedule

JomnDoe Empl ID: o
JobTitle:  NURSING ASST 2 Empl Record 0

*Punch Pattern: Default -

Schedule Details

First K0 4 or 1 Il Last

Effective Date:  05/28/2012
Description:  9a-530pM-F Total Hours: 102.00
Taskgroup: Show Calendsr

shift Details
| shift Time JiConfiguraBle Totak:

,Ty \Workday ID Shift ID Off Shift
Y —

First B 17 010 D Lot

|Time Zone Sched Hrs |More
[ &

& 1 [ |o00:00A  [5:30:00F 50 More [+
O 2 [ & O [eooood [s3mook [ @ 50, More &
| 3 @ [ @ [ [eooooa [smooor [ @ 50 More [+]
a | a m e oo | A D
& 5. R [® DO [eooo0A [s3o00r [ @& 50 lore [+
B s @[ & a:00004 [530:008 | 0 @ 0.00 More [+
o I o00004 |s3000F | @ 0.00 More (#]

Working with Shift Details

¥ selectan [ pesetectan B2 copy Paste £ Clear Shifts
Days in Schedule: 14 Copy Buffer Start Day: 1
“Paste Repsfitions: 1 Copy BufferEnd Day: 1

(]
oK Cancel | Apply

Definition | Schedule Shifis

2 Refresh

O i

m

Step

Action

32.

Click the Apply Button to Apply Assign Work Schedule changes.
Apply
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavortes |  Sign out
Favgrites | Main Menu > LSUHSCProcesses > Timeand Labor > Use > Assign Work Schedule
JohnDoe ... Empl ID: =
JobTitle:  NURSING ASST 2 Empl Record: 0
“Punch Pattern: Default M M

Schedule Details d | view Al First K 1 or 1 BN Last

Effective Date:  05i28/2012
Description: 9a-530pM-F Total Hours: 102.00

Taskgroup:

shift Details
| shift Time JiConfgurable Totak:

,Ty \Workday ID Shift ID Off Shift |Out. |Ti Sched Hrs |More
Y —

ime Zone
@, 8.50 More

First B 17 010 D Lot

(] 1 ] |o:00004 [5:30:00f (4]
o 2l e[ @& @ |eooos [saooer [0 @ 8.50 More #
| 3 @ [ @ [ [eooooa [smooor | @ 8.50 More [+]
B A e [ & [ |eooo00s [s3o00r | @ 50/ More [+
| s @ [ @ [ [eooooa [smooor [ @ 50 More [+]
B s @[ & a:00004 [530:008 | 0 @ 0.00 More [+
o I o00004 |s3000F | @ 0.00 More (+]

Working with Shift Details

¥ selectan [ peselectan B2 copy Paste £ Clear Shifts
Days in Schedule: 14 Copy Buffer Start Day: 1
“Paste Repsfitions: 1 Copy BufferEnd Day: 1

[i]» instructions

ok | cancel | appy | £ Refresh
Definition | Schedule Shifts ME‘”C”"‘E”fi

| i 3

m
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Step

Action

33.

Click the OK button to return to the Assign Work Schedule Main Page.
OK
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PSOHRTRN:s

PSOHEWEBDEV11  RcB
Favgrites - Main Menu > LSUHSCProcesses > TimeandLabor > Use > Assign Work Schedule

New Window | Help | Customize P:
. l ‘ﬂ Saved\
Assign Work Schedule —
Employee ID:
Job Title: NURSING ASST 2 Empl Record: o

@ I Expandto view Instructions

Assign Schedules

customize | Find | view an | B0 B rirst Bl 4o s B st

Primary Schedule
"Effective Date  *Assignment Method Schedule Group | Schedule ID Description Update Schedule
05/28/201Z[5]  Create Personal Schedule ~ | SHARE @, 011882300000 9a-530ph-F Update Schediie (4] (=]

¥ Viiew history of Schedule Assignments, including default changes

save | [BFReturn to Search | =] Previous in List | 4] Next in List | ZIUpumarmsp\ayl 48 Include History | [ correct History

itAction_wind(do 'SCH_SHOW_BTNSO); |

Step Action

34. Click the Save button to the Save Assign Work Schedule data.
Save

35. This completes Assign a Work Schedule.
End of Procedure.
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Assign Predefined Work Schedules

Procedure

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

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

Favorites © Main Menu > LSUHSC Processes » Time and Labor > Use > Assign Work Schedule

New Window | Help | &

Assign Work Schedule

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

Find an Existing Value

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

Empl ID: begins with +
Red#: = ]
Date: = +  [osiz1i2012 [

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

Class Inde: = - -
FIP Time: = - -
SetiD: begins with ~ |SHARE @,
Department  beginswith v  [&
Status: = - Active -

[# Include History [_] Correct History | Case Sensitive

Search ‘ Clear |Elas||:Search [&F save Search Criteria

Search Results

Step Action

1. Refer to previous section "Assign Work Schedule" for navigation.

Enter the desired information into the EmplID field or click "Search" to find all
employees.

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

2. Click the Search button.
Search
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PS9HRTRN: 0
PSOHEWEBDEV1 Roe
Favorites  Main Menu > LSUMSCProcesses » Timeand Labor > Use > Assign Work Schedule

=

Mew Window | Help | Customize Page | /&

Assign Work Schedule
JonnDoe . Employee ID:
Job Title: RN2Z Empl Record: 0

@ I Expandto view Instructions

Assign Schedules Customize | Find | View All| B First B 1.10 0722 I st
Primary Schedule

“Effective Date  [Assignment Method Schedule Group  |Schedule ID Description Show Schedule

04/201201Z[)  Create Personal Schedule v [SHARE @ 011884000000 Conversion Show Schedule [+][=]
02/07/2011 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule #
0112412011 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule (+]
01710/2011 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule E3]
12/27/2010  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule (+]
121132010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule E3]
1112002010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule (+]
1101/2010  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [
101182010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [#]
1000412010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule #

¥ view history of Schedule Assignments, including default changes

Save | [EReturn to Search JElupdate/isplay | i include Histo | [ correct History

ome | AddtoFavorites |  Sian out

Main Content

Time and Labor Manual - Time Keepers - LSUSH

Step

Action

In this exercise, you will enter a Predefined Work Schedule for Robert Ludlum for
pay period 02/08/10 - 02/21/10. Robert will work the 7:30A - 4:00P M-F schedule.

When a schedule already exist for an employee. Click the Plus (+) Sign button to

add a new row. If not use the existing row.
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PSOHRTRNG:s
PSOHEWEBDEV11  RcB Home | Addto Favorites |  Sian out

Favorites © Main Menu > LSUHSC Processes » Time and Labor > Use > Assign Work Schedule

Mew Window | Help | Customize Page | /&

Assign Work Schedule
JohnDoe . Employee ID:
Job Title: RN 2 Empl Record: 0

@ I Expandto view Instructions

Assign Schedules Customize | Find First B 1.10 of 23 I Last
Primary Schedule

“Effective Date  |[*Assignment Method Schedule Group  |Schedule ID Description |Create Schedule

p5i21/2012[)  Create Personal Schedule |SHARE @ 011884000000 Conversion Create Schedule (+][=]
(04/30/2012[)  Create PersonalSchedule ~  [SHARE @ 011884000000 Conversion Show Schedule &=
02007/2011  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [+]
012412011 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [#]
01/10:2011  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [#]
1212712010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [#]
121132010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [#]
1112912010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule E3]
11001/2010  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [+]
10/18/2010  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule #

¥ view history of Schedule Assignments, including default changes

(5l save | [5FReturn to Search #]Update/Display |

o | B correct istory

Step Action

5. The Effective Date is the date you want the new schedule to start, usually the
Monday payroll begins. You may not use prior pay period dates as an effective date.

Click the Calendar button to select the pay period Start Date.

NOTE: You may enter the pay period Start Date directly into the Effective Date
field.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites  Main Menu > LSUMSCProcesses » Timeand Labor > Use > Assign Work Schedule

Mew Window | Help | Customize Page | /&

Assign Work Schedule
JohnDoe . Employee ID:
Job Title: RN 2 Empl Record: 0

@ I Expandto view Instructions

(Assion Schedules
[ Primary schedule

“Effective Date  [*Assignment Method Schedule Group  |Schedule: Description |Create Schedule

05/21/201Z%5(}  Create Personal Schedule v  |SHARE @ 011884000000 Conversion Creste Schedule [+]|=]
0413012013 SHARE @ 011884000000 Conversion Show Schedule &=
0200712011 May 202 ~ SHARE 011884000000 Conversion Show Schedule [+]
01/2412011 S i S SHARE 011884000000 Conversion Shaw Schedule [+
1 2 3 4 5

01/10/2011 SHARE 011884000000 Conversion Show Schedule [#]

6 7 8 9 10 11 12
122712010 |13 14 15 16 17 18 19 SHARE 011834000000 Conversion Show Schedule [+
e I e SHARE 011884000000 Conversion Show Schedule [#]

27 2% 29 30 N
11129/2010 SHARE 011884000000 Conversion Show Schedule [+
11/01/2010] @) current Date [5) SHARE 011884000000 Conversion Show Schedule ]
10/18/2010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule 3}

¥ view history of Schedule Assignments, including default changes

(5l save | [5FReturn to Search EUWE{E.’DISD\ayl B incug

| 7 comsct History

Action

Click the desired date.

Click the Assignment Method list.
Create Personal Schedule -
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 Lsuteaith

PSOHRTRNG:s

PSOHEWEBDEV11 RcB

Favorites © Main Menu > LSUHSC Processes » Time and Labor > Use > Assign Work Schedule

Assign Work Schedule

John Doe

Job Title: RN 2

@ I Expandto view Instructions

Assign Schedules

Primary Schedule

"Effective Date  [*A: ment Method Schedule Group  |Schedule ID Descri |Create Schedule

SHARE @, 011884000000

05/28/2012[) | Create Personal Schedule +
OOWT [ ncamessanase |
0210712011 \Yse Default Schedule
012412011 Create Personal Schedule
01102011 Create Personal Schedule
1202712010 Create Personal Schedule
12132010 Create Personal Schedule
1120/2010  Create Personal Schedule
1101/2010  Create Personal Schedule
10182010 Create Personal Schedule

Employee ID:

Empl Record:

SHARE @, 011884000000

SHARE

SHARE

SHARE

SHARE

SHARE

SHARE

SHARE

SHARE

011884000000
011884000000
011884000000
011884000000
011884000000
011884000000
011884000000

011884000000

‘Conversion

Conversion

‘Conversion

Conversion

Conversion

Conversion

Conversion

Conversion

‘Conversion

Conversion

Mew Window | Help | Customize Page | /&

First Kl

Create Schedule

Show Schedule
Show Schedule
Show Schedule
Show Schedule
Show Schedule
Show Schedule
Show Schedule
Show Schedule

Show Schedule

1-10 of 2

[ [+
[l [

R i i S )

¥ view history of Schedule Assignments, including default changes

Save | [5MRetumn to Search

J#|update/isplay |

| [ comrsct History

Action

Click the Select Predefined Schedule option from the drop-down list.

[Select Predefined Schedule

Click the Schedule Group look up button.

Always select ""SHARE"'.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites  Main Menu > LSUMSCProcesses » Timeand Labor > Use > Assign Work Schedule

Look Up Schedule Group

Schedule Group: begins with ~ |
Description: begins with + |

LookUp | Clear | cancel |gasiclookup

sults

Step

Action

10.

Click the SHARE link.
|SHARE SHARE
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites  Main Menu > LSUMSCProcesses » Timeand Labor > Use > Assign Work Schedule

Assign Work Schedule
JonnDoe . Employee ID
Job Title: RN2Z Empl Record: 0

@ I Expandto view Instructions

Assign Schedules

Customize | Find |

Primary Schedule

05/2812012[)  SelectPredefined Schedule v [SHARE @ | @ Show Schedule
(04/2012012[5)  Create Personal Schedule ~  [SHARE @, 011884000000 Canversion Show Schedule
0200712011 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule
0112412011 Create Personal Schedule SHARE 011884000000 Comversion Show Schedule
01/10/2011  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule
12/27/2010  Create Personal Schedule SHARE 011884000000 Comversion Show Schedule
121132010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule
11202010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule
1101/2010  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule
10/18/2010  Create Personal Schedule SHARE 011884000000 Canversion Show Schedule

Mew Window | Help | Customize Page | /&

Frst B 410 0120 I Last

“Effective Date  |[*Assignment Method Schedule Group  |Schedule ID Description Show Schedule

L+]|=]
HE

[+]
[
]
[
]
[+
[+
[

¥ view history of Schedule Assignments, including default changes

Save | [5MRetumn to Search

Flupdsteispay | & nolude tistor |

[%7 correct History

Step Action

11.

Click the Look up Schedule 1D button to select the appropriate predefined option.
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavorites |  Signout
Favgrites | Main Menu > LSUHSC Processes > Time and Labor > Use > Assign Work Schedule

Look Up Schedule ID

SetID: SHARE
Schedule ID: begins with = |
Description: begins with = |

Laokupl Clear | Cancel |Bag\c\_oukup

Search Results

5.00A-2.30P M-F 8:00A-230P M-F
6:30A-3.00P M-F 6:30A-3:00P M-F
T:00A-3:30P M-F 7.00A-330P M-F
7:30A-4.00P M-F 7.30A-4:00P M-F
B:00A-430P M-F 8:00A-4:30P M-F
8:30A-5.00P M-F 8:30A-5:00P M-F
9:00A-530P M-F 9:00A-5:30P M-F

Step Action

12. Click the
7:30A - 4:00P M-F link.
| 7:30A-4:00P N-F |
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PSOHRTRNG:s

PSOHEWEBDEV11 RcB
Favorites © Main Menu > LSUHSC Processes » Time and Labor > Use > Assign Work Schedule

Assign Work Schedule
JonnDoe . Employee ID
Job Title: RN2Z Empl Record: 0

@ I Expandto view Instructions

Assign Schedules

Primary Schedule

05/2812012[)  SelectPredefined Schedule v [SHARE @ 7:30A400PMF O  7:30A4:00P MF Show Schedule
(04/2012012[5)  Create Personal Schedule ~  [SHARE @, 011884000000 Canversion Show Schedule
0200712011 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule
0112412011 Create Personal Schedule SHARE 011884000000 Comversion Show Schedule
01/10/2011  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule
12/27/2010  Create Personal Schedule SHARE 011884000000 Comversion Show Schedule
121132010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule
11202010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule
1101/2010  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule
10/18/2010  Create Personal Schedule SHARE 011884000000 Canversion Show Schedule

Mew Window | Help | Customize Page | /&

“Effective Date  [*Assignment Method Schedule Group  |Schedu Description Show Schedule

L+]|=]
HE

HEEEBEEE

¥ view history of Schedule Assignments, including default changes

Save | [5MRetun to Search

lupstemisslay | 5 inciuce tistory | 7 comect istory

Step Action

13.
Show Schedule

Click the Show Schedule link to confirm the appropriate schedule defaults.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

From Date:

051282012 [
Schedule Calendar

shift Time [/ Configurable Totels

Favorites © Main Menu > LSUHSC Processes » Time and Labor > Use > Assign Work Schedule

Load Calendar | preyioys perigy  Next Period

Day Date W Workday ID Shift ID out [Time Zone | Sched Hrs Shift Detail

Monday 05/28/2012 7:30:00AM 4:00:00PM CST 850 Shift Detail

Tuesday 05/29/2012 7:30:00AM 4:00:00PM CST 850 Shift Detail

(Wednesday 053012012 7:30:00AM  4:00:00PM CST 8.50 Shift Detail M
Thursday 05/31/2012 7:30:00AM 4:00:00PM CST 850 Shift Detail

Friday 06/01/2012 7:30:00AM 4:00:00PM CST 850 Shift Detail

Saturday 06/02/2012 7:30:00AM 4:00:00PM CST

| Sunday 06/03/2012 7:30:00AM 4:00:00PM CST

Monday 06/04/2012 7:30:00AM 4:00:00PM CST 850 Shift Detail

Tuesday 06/05/2012 7:30:00AM 4:00:00PM CST 850 Shift Detail g
(Wednesday 06/06/2012 7:30:00AM  4:00:00PM CST 8.50 Shift Detail

Thursday 06/07/2012 7:30:00AM 4:00:00PM CST 850 Shift Detail

Friday 06/08/2012 7:30:00AM 4:00:00PM CST 850 Shift Detail

| Saturday 06/09/2012 7:30:00AM 4:00:00PM CST

Sunday 068M0/2012 7:30:00AM 4:00:00PM CST

First Bl 114 or 12 B Lost

OK Cancel

Step Action

14, Click the OK button.
oK
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites  Main Menu > LSUMSCProcesses » Timeand Labor > Use > Assign Work Schedule

Mew Window | Help | Customize Page | /&

Assign Work Schedule
JonnDoe . Employee ID
Job Title: RN2Z Empl Record: 0

@ I Expandto view Instructions

Assign Schedules

[ Primary schedule
*Effective Date [*Assignment Method Schedule Group  |Schedul Description Show Schedule

05/28/2012[)  Select Predefined Schedule v [SHARE @ 7:30A400PMF O  7:30A4:00P MF Bhiow Echidiie [+ |=]
(0430/2012[)  Create PersonalSchedule ~  [SHARE @ 011884000000 Conversion Show Schedule [ =
02007/2011  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [+]
012412011 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [#]
01/10:2011  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule (]
1212712010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [#]
121132010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule (]
1112912010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [+]
11001/2010  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule L+]
10/18/2010  Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [#

¥ view history of Schedule Assignments, including default changes

Save | [GFReturn to Search ZUpdatelesu\ayl B

o | B correct History

Step Action

15. Click the Save button.
Save

16. This completes Assign Work Schedules.
End of Procedure.
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Manage Schedules

Procedure

Q Lsutealth

In this section you will learn how to edit/change an employee schedule for the current pay

period.
PS9HRTRN:s0
PSOHEWEBDEV11 RCB
Favn_rrtes Ma\n_Menu
Personalize Content | Layout Help
Step Action
1. Click the Main Menu button.

Point to the LSUHSC Processes menu.

Point to the Time and Labor menu.

Point to the Use menu.
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PSOHRTRN:x i
PSOHEWEBDEV11 RcB Home Add to Favorites Sign out
Favorites  Main Menu
Personalize SCarch Menu: ® Help
3 Self Service 4
(3 Manager Self Service »
3 workforce Administration 4
3 Benefits 4
& compensation 4
3 Time and Labor 4
3 Payrol for North America v
3 Payroll Interface 4
3 Workforce Development »
(3 Organizational Development »
3 Enterprise Leaming 4
3 Workforce Monitoring »
3 Set Up HRMS 4
3 Reporting Tools 4
3 PeopleTooals »
(3 LSUHSC Processes
(5 my Personalzations £ Accountng "
3 Admissions »
3 Benefits 4
3 Budget v
3 Campus Community v
3 Finandial Aid 4
3 Human Resources 4
£3 Payrol »
3 Student Financials 4
3 Student Records »
(3 Time and Labor
& Trenng g ?::up ) Assign Work Schedule
3 Report [5] Manage Schedules
£3 Inquire (] Timesheet
[5] web Clock

Step Action

5. Click the Manage Schedules menu.
| E| Manage Schedules
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i
PSOHEWEBDEV11  Rce Home | AddtoFavories | Sion out
Favgrites  Main Menu > LSUHSC Processes » Timeand Labor > Use > Manage Schedules
Mew Window | Help | Customize Page | /EH +

Date Range Schedules

lDescripon ~~~~ [vawe |

Time Reparter Group |

Empl ID [ &

Empl Record [ &

LastName [ &

First Name & 1
Business Unit &

Job Code |

Jab Description [ &

Department [ &

Supenvisor ID [ &

Reports To Position Number |

Location Code [ & ]
Company [ &

Norih American Paygroup [ -

Glabal Payroll Paygroup [ &

Workgraup &

Taskaroup [ =&

Position Number [ &

Clear Selection Criteria | Save Selection Criteria CetEmplojees |
« il '

Step Action

6. To retrieve employee schedule information, you can fill in any field shown above. It
is recommended to use Empl ID or Department number. To enter a department
correctly, you must preface it with SH + 7 digit number (i.e., SH1651700).

Enter the desired information into the Value field. Enter "7 - digit Employee ID
Number".
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i
PSOHEWEBDEV11  RcB Home | AddioFavertes |  Sign out
Favgrites  Main Menu > LSUHSC Processes » Timeand Labor > Use > Manage Schedules
Mew Window | Help | Customize Page | FE +

Date Range Schedules

lDescripon ~~~~ [vawe |

Time Reporter Group [ &

Empl 1D I

Empl Record [ &

LastName [ &

First Name: [ & 1
Business Unit &

Job Code |

Job Description [ &

Department [ &

Supenisor 1D [ &

Reports Te Position Number |

Location Code [ & L4
Company |

North American Payaroup [ -

Global Payrall Paygroup [ &

Workgroup &

Taskgroup (I -

Position Number [ &

Clear Selection Criteria | Save Selection Criteria CetEmplojees |
« I "

Step Action

7. Click the Get Employees button.
Get Employees
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites  Main Menu > LSUMSCProcesses » Timeand Labor > Use > Manage Schedules

Mew Window | Help | Customize Page | /&
Date Range Schedules

[i]

Date and Schedule Selection

Start Date:  05/28/2012 End Date: 06/10/2012
z
Previous Date Range {iext Date Range 2 Refresh

Employees For John Doe0115343 |

John Doe

Approved Training ) Planned Absence 8 Holiday @ Multiple Shifts %

Crossover Shift = Scheduled OFF Day ~ OFF Replaced Employee R Shift has changing elements 'J%

(=] Hotify

Step Action

8. Scenario: Mr. Kent scheduled is changed to take off on Monday 5/28/12.

Click the 8.5 Hours link.

PS9HRTRN:s0
PSOHEWEBDEV11 Res
Favorites | Main Menu > LSUMSC Processes » Timeand Labor > Use > Manage Schedules

New Window | Help | Customize Page | i |

Schedule Detail for 05/28/2012

JohnDoe ... Employee ID:
JobTille:  POLICE OFFICER 2-A Employment Record 0
Number.

@ T Instructions

Refresh Schedule

“Schedule Type: [Pu

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

Primary Schedule
chedule Detail

ut Time Zone | Sched Hrs |More

@, @ 1 [1o000¢ [5:30004 @ 8.50 More [+]|=]

Training Details

No training data for today

Absence Details

No absence data for today

Holiday Details

Memorial Day - 0 hours

Save

Return to Manage Schedules

[=] Notify )
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Step Action
9. Click the Off Shift option.

0]
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 Lsuteaith

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

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

Schedule Detail for 05/28/2012

JomnDoe Employee ID:
Job Tille:  POLICE OFFICER 2- A Employment Record 0
Number:

@ | Instructions

Refresh Schedule

*Schedule Type:

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

Primary Schedule
Schedule Detail

Shift ID Taskgroup Off shift  |In |Out Time Zone ‘Sched Hrs
@,

Vi [ooooo [e30:00a 0.00 [+] [=]

 Training Details
No training data for today

|Absence Details

No absence data for today

Holiday Details

Memorial Day - 0 hours

Save

Return to Manage Schedules

(=] Hotify

Dew Window | Help | Customize Page | FE +

[

Step

Action

10.

Click the Save button.
Save

11.

This completes Manage Schedules.
End of Procedure.
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Assign Work Schedule - Preventing Orphan Records

Procedure

An orphan record is created when a work schedule has not been properly saved. In this exercise
you will learn the steps to saving work schedules when alerted by Payroll that an orphan record
exist for your employee’s work schedule.

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs Home | AddtoFavortes | Sianout

Favorites . Main Menu > LSUHSC Processes > Time and Labor > Use > Assign Work Schedule

New Window | Help | Customize Page | &

Assign Work Schedule
Jomnpoe Employee ID:
Job Title: RN 2 Empl Record: o

@ | Expandtoview Instructions

[Assign Schedules customize | Find | View Al E01 B First B 140 or22 B Lot
T T * ¥
"Effective Date  "Assignment Method Schedule Group  (Schedule ID Description Update Schedule
05/28/2012[)  Create Personal Schedule SHARE (% 011884000000 Conversion Undate Schedule [+ =]
(04/30/2012[)  Create Personal Schedule ~  [SHARE @ 011384000000 Conversion Show Schedule & =
02/07/2011 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [+]
0112472011 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule #
01102011 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [+]
122772010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule #
121132010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [+]
11202010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule E3]
110172010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [#]
101182010 Create Personal Schedule SHARE 011884000000 Conversion Show Schedule [+

¥ View history of Schedule Assignments, including default changes

(5l save | [GFReturn to Search Flupdate/Display | | [ correct History

Step Action

1. Navigate to the appropriate work schedule. Perform search for appropriate
employee. (See Time & Labor training manual section entitled “Assign Work
Schedule”)

Following the correct save procedure applies when creating or updating an Assign
Work Schedule.

In this example updating the Assign Work Schedule is used to demonstrate the
correct save procedure.

Click the Update Schedule link.
Sche

2. Click the Schedule Shifts tab to create or update a work schedule. Make
approprlate corrections, if needed.
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Step Action
3. When complete, do not Navigate away from the Assign Work Schedule page before
saving the data. (See Time and Labor manual for further details).
4, Click the Apply button to Apply Assign Work Schedule changes.
Apply
5. Click the OK button to return to the Assign Work Schedule Main Page.
oK
6. Click the Save button to the Save Assign Work Schedule data.
EJJ Save
7. This completes Assign Work Schedule - Preventing Orphan Records procedure.
End of Procedure.

Page 123



Training Guide
Time and Labor Manual - Time Keepers - LSUSH Q LSUHealth

Reports

Creating a Run Control ID
Procedure
All reports are run using a “Run Control ID”. You will need to create an ID the FIRST time you

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

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs
Favorites | Main Menu

Personalize Content | Layout Help

Step Action

1. Click the Main Menu button.

Point to the LSUHSC Processes menu.

Point to the Time and Labor menu.

Point to the Report menu.

gl wd

You can create a "Run Control ID" using any report from this menu.

Click the Attendance History link.
| || Attendance History
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PSOHRTRN..: _

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

New Window | Help | &

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

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

Search by: Run Control ID begins with

[T case Sensitive

Search | Agvanced Search

Find an Existing Value | Add a New Value

Step Action

6. Click the Add a New Value tab.
7. Enter the desired information into the Run Control ID field, Enter "ID" or your

desired run id name. ID name cannot consist of any special characters.

8. Click the Add button.

Add
9. The system will take you to your report parameter screen.
10. This completes Creating a Run Control ID.

End of Procedure.
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Attendance History

Procedure

In this topic you will learn how to run the Attendance History report.

PSOHRTRN:s
PSOHEWEBDEV11 RcB
Favorites © Main Menu > LSUHSCErD[eSSES > Time arld Labor » ReEDFt
Report
ﬁ Report
Attendance History EarlylLate Exception Report Employee Float Report
E Time Details Report Time Sheet Audit Time Sheet Corrections

=] Timesheets Report

Home | AddtoFavorites |  Sign out

Step Action

1. Navigate to the Reports menu:
Main Menu>LSUHSC Processes>Time and Labor>Report

Click the Attendance History link.

Ettend ance History

2. Run Control ID: Refer to "Create Run Control ID" Section if have not created an ID.

appropriate id. The parameter page is then displayed.
Search
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | Addto Favortes |  Sian out
Favorites  Main Menu > LSUHSCProcesses > Timeand Labor » Report > Attendance History
Mew Window | Help | Customize Page | /&
Attendance History

Run ControlID: 1D Report Manager Process Monitor

Run Control Parameters

5 Save | B Return to Search 4[] Next in List | =] otify ‘ [Evadd

Step Action

3. Enter the desired information into the Start Date field. Enter "110209".

NOTE: You may Run this report for a specified date range. You are not limited to
the current Pay Period.

Enter the desired information into the End Date field. Enter *111509".

Employees to Process:
You may run this report for a single employee, or by Group ID, or by department.
Running by Group 1D or Department will yield the same information.

In this example we will run for a single employee.

Enter the desired information into the View All field. Enter "7 - digit Employee 1D
Number".

6. You must add the TRC codes you wish to wish to view on the report here.
Click the Look up Time Reporting Code button.

NOTE: Refer to the appendix for a complete listing of TRC codes.

Click the scrollbar.

Click the RGB link.

Page 127



Training Guide
Time and Labor Manual - Time Keepers - LSUSH O LSUHealth

Step Action

9. To add another Code to the report:
Click the Add a new row button.
10. Now notice there is a second row:

Click the Look up Time Reporting Code button to add the next code to the report.

11. Click the Cancel button.
Cancel
12. Click the Delete row button to remove extra rows.

PS9HRTRNG:s0
PSSHEWEBDEV11 RCE
Favorites  Main Menu > LSUHSCProcesses > Timeand Labor > Report > Attendance History

Step Action

13.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites © Main Menu > LSUHSC Processes » Time and Labor > Report > Attendance History

Mew Window | Help | Customize Page | /&
Attendance History

Run ControlID: 1D

Reportlanager Process tonitor _ RU1_|

Run Control Parameters
Start Date:[11/022009 5 End Date: 11/15/2009 [5]

Employees To Process

Save | [GPReturn to Search | 5] Previous in List | 4] Next in List | [=] Notify | Ebadd| FupdateDispls:

Step Action

14, Click the Run button.
Run
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 Lsuteaith

PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites

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

Process Scheduler Request

User ID: TWASH3 Run Control ID: 1D

Server Name: PSNT ~ RunDate: (0512212012 2]

Recurrence: ~ RunTime:  |%17:15AM Reset to Current DatefTime
Time Zone: a

Process List

Select

Description Process Name Process Type “Type *Format Distribution

Aftendance History ZZTLOOT SQR Report ‘Web ~ PODF ~ Distribution

oK Cancel

Mew Window | Help | Customize Page | i

Step

Action

15.

Click the Server Name list.

[ - |
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Report > Attendance History

Process Scheduler Request

UserID: TWASH3 Run Control ID: ID

Server Name: PSNT ~ RunDate:  [09/22/2012 ]

Recurrence: RunTime:  [917:15AM Resetto Current Date/Time
Time Zone:

Process List

Description Process Name Process Type “Type *Format Distribution

Aftendance History ZZTLOOT SQR Report ‘Web ~ PODF

Select

~ Distribution

oK Cancel

Mew Window | Help | Customize Page | i

Step Action

16. Click the PSNT list item.
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 Lsuteaith

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Report > Attendance History

Process Scheduler Request

UserID: TWASH3 Run Control ID: D
Server Name: PSNT ~ RunDate: |05/22/2012 2l
Recurrence: ~ RunTime: |917:154M Resetlo Current Date/Time

Time Zone:

a,
Process List
Description Process Name Process Type Type “Format Distribution

Aftendance History ZZTLOOT SQR Report ‘Web ~ PODF ~ Distribution

Select

oK Cancel

Hnma | AddtoFavorites |  Sian out

Mew Window | Help | Customize Page | i

Step Action

Click the OK button.
oK

17.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites © Main Menu > LSUHSC Processes » Time and Labor > Report > Attendance History

Mew Window | Help | Customize Page | /&
Attendance History

Run ControlID: D

ReportManager Process Monitor Lo

Process Instance: 1216171
Run Control Parameters

Start Date:[11/022009 [ End Date: 11/15/2009 [5]

Employees To Process

Save | [GPReturn to Search | 5] Previous in List | 4] Next in List | [=] Notify. | Ebadd| FupdateDispls:

Step Action

18. Click the Process Monitor link.
Process Manito
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | Addto Favorites | Sian out

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

Process List | SemerList

View Process Request For

Mew Window | Help | Customize Page | /&

UserID: TWASHZ (@, Type: ~ Last - 1 Days - Refresh
Server: ~ Name: @, Instance: to

Run - Distribution - [7] Save On Refresh

Status: Status:

Process List Customize | Find | View A1 @] 28 First B 12062 B ot

Select |Instance | Seq. |Process Type Process \y.or  |Run DaterTime Run Statys | Distribution ooy
Name Status

1216171 SQR Report ZZTLO07 TWASH3 05/22/2012 9:17:15AM COT Queued MiA Details

1216157 SQR Report ZZTLO07 TWASH3 05/21/2012 1:39:15PM CDT Success Posted Details

Go back to Attendance History

save | [=] Notify

Process List| Server List

Step Action

19. You will click the Refresh button periodically to update Run and Distribution
Status.

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

NOTE: Continue to click the Refresh button until the Run Status = Success and
the Distribution Status = Posted. Please wait 10 - 15 seconds between clicks to
allow for system processing.

20. Click the Details link.
Cietails
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Report > Attendance History

Process Detail

Process

Instance: 1216171 Type: SOR Report
Name: ZZTLO007 Description: Attendance History
Run Status:  Success Distribution Status: Posted
o e Process
Run Control ID:ID Hold Request
Location:  Server Queue Request
Server: PSNT - Cancel Reqnfe.s‘l
® Si
Recurrence: o
equest
Request Created On: 05/22/2012 2:17:45AM CDT Parameters Transfer
Run Anytime After:  05/22/2012 9:17:15AM CDT Message Log
Began Process At:  05/22/2012 9:18:00AM CDT Batch Timings
Ended Process At:  05/22/2012 9:18:13AM CDT View Log/Trace

OK Cancel

Home | Addto Favorites Sian out

Mew Window | Help | Customize Page | i

Main Content

Time and Labor Manual - Time Keepers - LSUSH

Step

Action

21.

Click the View Log/Trace link.

iew LogTrace
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 Lsuteaith

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Report > Attendance History

View Log/Trace

ReportiD: 375602 Process Instance: 1216171 fiessadeing
ZZTLOO7

Run Status: Success

Name: Process Type: SQR Report

Attendance History
Distribution Details

Expiration Date: 05/29/2012

Distribution Node: REFNODE

File List
Hame

File Size (bytes)  |Datetime Created

SQR ZFZTLO07 1216171log 1,650 05/22/2012 9:18:13 767000AM CDT
ZZTL007 1216171.PDF 2426 05/22/2012 9:18:13.767000AM CDT
ZZTL007 1216171 .out 530 05/22/2012 9:18:13 767000AM CDT

*Distribution ID

TWASH3

ome | Addto Favories |

=

Sign out

Mew Window | Help | Customize Page | /&

Main Content

Step

Action

22.

Locate the file ending with ".PDF"

Click the ZZTL007_.PDF link.

IQ LOO7 1216171.PDF

: Find -

ey Y & | @ ® w=3x - - ]

Report Id:  zzt1007

Run Date: 05/22/2012 LSU Attendance History Report

Page: 1
Run Time: 09:18

ol T

John Doe Emplid: Empl Red: 0 Pay Period:  11-02-2008 Thru 11-15-2000

WEEKLY 11-02 | 11-03 | 11-04 | 11-05 | 11-06 | 11-07 | 11-08 | 11-09 [ 11-10 | 11-11 | 11-12 | 11-13 | 11-14 | 11-15

TIME Mon | Tue | Wed| Thu | Fri Sat Sun | Mon| Tue | Wed| Thu | Fri Sat Sun_| TOTALS

TOTALS

MONTHLY 3
TIME 11-09 | 12-09 J01-10 |02-10 | 03-10 | 04-10 05-10 | 06-10 | 07-10 | 08-10 | 09-10 | 10-10 | TOTALS

TOTALS
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Step Action
23. The report opens in a new PDF window.
To Print Report:
From the toolbar:
Select File, Print.
or
Click the Printer Icon on the Toolbar
If the report prints in an unknown language:
From the toolbar:
Select File, Print, Advance - "Print As Image"
24, This completes Attendance History.

End of Procedure.
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Time Details Report (Pay Report)

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

NOTE: You can run the Time Details Report to view information on an individual or for a
specific department.

PS9HRTRNG:s0

PSOHEWEBDEV11 RcB Home Add to Favorites Sign out
Favarites  Main Menu
Personalige CorchMenw: Help

I ®

@& Seff Service

&3 manager seff Service

3 workforce Administration
3 Benefits

& compensation

@3 Time and Labor

3 Payroll for North America
&3 payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitoring

3 Set Up HRMS

3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

v v v v vy r oy vy v v v v A

(] My Personalzations B3 Accounting '
3 Admissions »
3 Benefits »
3 Budget v
v
E gir:::;i\?;"mwm ) [5] Attendance History
) Humsn Resources ) [5] Early/Late Exception Report
£3 Payrol N [Z] Employee Float Report
3 Student Financials » [E Tme Detals Repor:
3 Student Records 3 (5 Tme sheat Aude
[E] Timesheet Corrections
it erelonid [Fanog o use [£] Timesheets Report
8 Traning 3 Setup [=] Zero Paid Hrs on Scheduled Day
3 Report
3 Inguire »
Step Action
1. Navigate to the Reports menu:

Main Menu>LSUHSC Processes>Time and Labor>Report
Click the Time Details Report link.

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

2. Run Control ID: Refer to "Create Run Control ID" section if you have not created an
ID.

Click the Search button.

Search

3. If you have more than one Run Control ID, select the appropriate Run Control from
your search results.
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavortes |  Sian out
Favorites ~ Main Menu > LSUHSCProcesses > Timeand Labor > Report > Time Detais Report
Mew Window | Help | Customize Page | /&
Time Detail
Run Control ID: 1D eportilanager Process Monitor Ei

Run Control Parameters

Start Date:|11/02/2009 [ End Date: 11/15/2009 [

|5 save | [&MReturn to Search ‘ =] Mext in List | =1 Notity ‘ [ChAdd

itAction_wind(do "PRCSRQSTDLG WRK_LOAD... }

Step Action

4, Enter the desired information into the Start Date field. Enter "110209".

NOTE: This report can be run using any pay period dates.

Enter the desired information into the End Date field. Enter "111509".

Employees to Process:

You may run this report for a Single Employee or by multiple employees by using
the “plus” sign at the end of the row, OR by Group ID, which will display all
employees you have access to.

To Enter:
EmplID Field - Enter the Employee ID

Empl Rcd Nbr - Should match the Empl Red # shown on the employee's timecard.
Accept default.

NOTE: If the report runs and yield no data, check the “Timesheet” screen to
ensure “Empl Rcd Nbr” is correct.

Group ID - Click the magnifying glass and choose the appropriate Group ID.

Enter the desired information into the View All field. Enter "7 - digit Employee 1D
Number".
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Step Action

7. OR

Departments to include:
1) Click “Look up” button to choose appropriate department
2) Type by prefacing with “SH”.

NOTE: You can run this report using only one parameter; i.e., Employee ID,
Group ID or Department number.

8. Click the Run button.
Run

PS9HRTRNG:s0
PSSHEWEBDEV11 RCE
Favorites . Main Menu > LSUHSCProcesses > Timeand Labor > Report > Time Detais Report

Home | AddtoFavortes | Sianout

Dew window | Help | Customize Page | &

Process Scheduler Request

UserID: TWASH3 Run Control ID: |D

Server Name: ~ Runpate:  |0512212012 ]

Recurrence: ~ RunTime:  |9:283AM Resetto Current Date/Time
Time Zone: a

Process List

Time Details ZZTLO0S SQR Report Web ~ PDF ~ Distribution

OK Cancel

Step Action

9. Confirm Server Name is "PSNT".

Click the OK button.
oK
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites : Main Menu > LSUHSC Processes » Time and Labor > Report » Time Details Report

Mew Window | Help | Customize Page | /&
Time Detail

Run ControlID: D Report Manager Process Monitor :

Process Instance: 1216172

Run Control Parameters
Start Date:[11/022009 [ End Date: 11/15/2009 [5]

Employees To Process

Save | [@"Return to Search | 1] Previous in List | =] Mext in List | =] Notify | EbAdd| FlupdateDisplay

Step Action

10. Click the Process Monitor link.
Process Manito
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | Addto Favorites |  Sian out

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

Process List | SemerList

View Process Request For

Mew Window | Help | Customize Page | /&

User ID: [TWASH3 @, Type: - Last ~ 1 Days ~ Refresh
Server: ~ Mame: | O mstanee:| | |
Run - Distribution - Save On Refresh
Status: Status:
Process List Customize | Find | View A1 @] 28 First B 13063 B st
’Q Instance IQ Process Type Lﬁ“ User  |Run DatelTime Run Status m’"m" Details
1216172 SQRReport ZZTLO09 TWASH3 05/22/2012 9:28:53A1 COT Queued MiA Details
1218171 SQR Report ZZTLOO7 TWASH3 05/2212012 9:17:15A1 CDT Success Posted  Defails
1216157  SQRReport ZZTLOO7 TWASH3 05/21/2012 1:39:15PM CDT Success Posted  Detalls

Go back to Time Details Report

(5] save | 1 Notify

Process List | Server List

Step Action

11. You will click the Refresh button periodically to update Run and Distribution
Status.

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

NOTE: Continue to click the Refresh button until the Run Status = Success and
the Distribution Status = Posted. Please wait 10 - 15 seconds between clicks to
allow for system processing.

12. Click the Details link on the most recent processed report.
Details
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | Add to Favorites
Favorites | Main Menu > LSUHSC Processes > Time and Labor > Report > Time Detais Report

Sign out
Mew Window | Help | Customize Page | /&

Process Detail

Process

Instance: 1216172 Type: SOR Report
Name: ZZTL009 Description: Time Details
Run Status:  Success Distribution Status: Posted
o e Process
Run Control ID:ID Hold Request
Location:  Server Queue Request
Server: PSNT - Cancel Reqnfe.s‘l
® Si
Recurrence: o
equest
Request Created On: 05/22/2012 9:20:05AM CDT Parameters Transfer
Run Anytime After:  05/22/2012 9:28:53AM CDT Message Log
Began Process At:  05/22/2012 9:29:23AM CDT Batch Timings
Ended Process At:  05/22/2012 9:28:31AM CDT View Log/Trace

OK Cancel

Step Action

13. Click the View Log/Trace link.

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

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

Mew Window | Help | Customize Page | /&

View Log/Trace

ReportID: 375605 Process Instance: 1216174 Message Log
Name: ZZTLO009 Process Type: SQR Report

Run Status: Success

Time Details
Distribution Details
Distribution Node: REFNODE Expiration Date: 5i29/2012
File List
Name File Size (bytes)  |Datetime Created
SOR Z7TL009 1216174log 1,650 05/22/2012 9:35:48 880000AM CDT
ZZTL009 1216174.PDF 3,068 05/22/2012 9:35:48.880000AM CDT
Z7TL009 1216174 out 116 05/22/2012 3:35:48 880000AM CDT

*Distribution ID

User TWASH3

Step Action

14. Click the ZZTL009_.PDF link.

Note: You will always select the link that ends with **.PDF"*

IQ LO09 1216174 PDF

15. The report opens in a new PDF window.

To Print Report:

From the toolbar:

Select File, Print.

or

Click the Printer Icon on the Toolbar

If the report prints in an unknown language:
From the toolbar:
Select File, Print, Advance - "Print As Image"

16. This completes Time Details Report (Pay Report).
End of Procedure.
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TimeSheet Correction

Procedure

In this topic you will learn how to run the TimeSheet Correction report.

PS9HRTRNG: s
PSOHEWEBDEV11 RcB Add to Favorites
Favorites  Main Menu
Personalize SCarch Menu: ® Help
3 Seff Service L3
(3 Manager Self Service »
3 workforce Administration 4
3 Benefits L3
3 Compensation »
3 Time and Labor 4
£3 Payrol for North America 3
3 Payroll Interface 4
3 Workforce Development »
(3 Organizational Development »
3 Enterprise Leaming 4
{3 Workforce Monitoring »
3 Set Up HRMS 3
3 Reporting Tools 4
£3 PeopleTools 3
(3 LSUHSC Processes
(5 My Personalzations £ Accountng "
3 Admissions »
3 Benefits »
3 Budget v
»
g gir:::;i\?;"mwm ) [5] Attendance History
) Humsn Resources ) [5] Early/Late Exception Report
£3 Payrol N [Z] Employee Float Report
3 Student Financials 3 (5] Time Detais Repore
3 Student Records . (E] Tme sheer Aud
= e s [£] Timesheet Corrections
& Training o use [£] Timesheets Report
£ setp [=] Zero Paid Hrs on Scheduled Day
3 Report
3 Inguire 4

Step Action

1. Navigate to the Reports menu:
Main Menu>LSUHSC Processes>Time and Labor>Report

Click the TimeSheet Corrections menu.
| | TimeSheet Corrections |
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PSOHRTRN..: _

Favorites © Main Menu > LSUHSC Processes » Time and Labor > Report » TimeSheet Corrections

New Window | Help | &

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

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

Search by: Run Control ID begins with

[T case Sensitive

Search | Agvanced Search

Find an Existing Value | Add a New Value

Main Content

Step Action

2. Run Control ID: Refer to "Create Run Control ID" Section if have not created an ID.

Click the Search button.
Search

3. Click the ID link.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites © Main Menu > LSUHSC Processes » Time and Labor > Report » TimeSheet Corrections

Time Sheet Corrections

Run Control ID: 1D Heporiilanage? Process Monitor Ei

Run Control Parameters
Start Date:(03/05/2012 5 End Date: 03/18/2012 [5]

Employees To Process

(5] save | BFReturn to Search Frevious in Lisf | &Dwaansll Elwnhfy| S Add| FupdateDispla

Home | AddtoFavortes |  Sian out

Mew Window | Help | Customize Page | i

Step

Action

Enter the desired information into the Start Date field. Enter "030512".

Enter the desired information into the End Date field. Enter *031812".

Enter the desired information into the View All field. Enter *0101596",
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PSOHETRN .22

PSOHEWEBDEVI1 RcB

Add to Favorites

B s 8 Hew Window | Help | Customize Paae | 5}
(> Self Senvice
[> Manager Self Service TimeSheet Corrections

> Workforce Administration

(> Benefits

[ Compensation

> Time and Labor

(> Payroll for North America

> Payroll Interface

[ Workforce Development

[ Organizational Development
[ Enterprise Learning

[ Workforce Monitoring

Run Control ID: 1D Reportlsnzner Process onior R0 _|

Pay Period Begin Date:

E] Pay Period End Dats

> Campus Community Employees To Process
1 Student Recruiting EmpllD Empl Red Nbr Groun ID

& Student
> Records and ‘
> Curriculum Management

Jou \ oja \ Jou

U Financial Aid PLESi e Cusiomize ! First [4] 1 o1
> Student Financials Time Reporting Code SortOrder

1 Academic Advisement ]
& Contributor Relations ! “ FEIHE L 1
& Set Up HRMS
I SetUp SACR
[» Reporting Tools
& PeopleTools
> LSUHSC Processes
[ Admissions
[» Campus Community
> Financial Aid
[- Human Resources
E :::g::: Eg::’cd‘:'s 12 5ove | 2 Retum to Searen | 4 >
< Time and Labor
[ Use
b Setup
+ Report
- Attendance History
- Time Delails Report

| 48 nestin List | = woti |

— TimeSheets Report
[ Training
— Iy Personalizations

i

& Local intranet ® 100% -

Step Action

7. Click the Look up Time Reporting Code button.

8. Click the RGB link.

PS9HRTRN:s0
PSOHEWEBDEV11 Res
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Report > TimeSheet Corections

Time Sheet Corrections

Run Control1D: D Report lManager Process Monitor

| AddtoFavortes | Signout

New Window | Help | Customize Pag

Run

Run Control Parameters
Start Date:|030512  |[3 End Date: 031812 [3)

Save @‘Raumlnsaarchl L=

| 5] Next in List | =] Notify | [ChAdd
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Step

Action

Click the Run button.
Run
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavorites |  Sian out

Favorites © Main Menu > LSUHSC Processes » Time and Labor > Report > TimeSheet Corrections

Mew Window | Help | Customize Page | i

Process Scheduler Request

UserID: TWASH3 Run Control ID: ID

Server Name: PSNT ~ RunDate:  |0512212012 El

Recurrence: ~ RunTime:  |%4323A0 Reset to Current DatefTime
Time Zone: a

Process List

Select |Description Process Name Process Type “Type *Format Distribution

TimeSheet Corrections ZZTLOOB SQR Report ‘Web ~ PODF ~ Distribution

oK Cancel

Step

Action

10.

Click the OK button.
oK
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Favorites © Main Menu > LSUHSC Processes » Time and Labor > Report > TimeSheet Corrections

Time Sheet Corrections

Run ControlID: D Report Manager Process Monitor
Process Instance: 1216175

Run Control Parameters

Start Date: 03/05/2012 5 End Date: 03/18/2012 |[5]

Employees To Process

First B0 1 or 1 I Last
[

Empl Record

@, 0@, [+] =

Main Content i

Elup

Save | B Return to Search | 7] previous in List | 4] Netin List | ] oty | Ebadd

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

Mew Window | Help | Customize P:
l ‘ﬂ Saved\

Step

Action

11.

Click the Process Monitor link.

Process Monito
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Favorites © Main Menu > LSUHSC Processes » Time and Labor > Report » TimeSheet Corrections

Process List | SemerList

Process List | Server List

« m 3

PS9HRTRN:s
PSSHEWEBDEV11  RcB Home | Addto Favorites |  Sian out

Mew Window | Help | Customize Page | B

View Process Request For

User ID: [TWASH3 @, Type: - Last ~ 1 Days ~ Refresh
Server: ~ Name: [ @, Instance: | to |
Run - Distribution - Save On Refresh
Status: Status:
Process List customize | Find | View A1 @] 28 First B 15 or6 I Last
’Q Instance IQ Process Type :;‘:"C:” User  |Run DatelTime Run Status g::::‘i:“'h" Details
1216175 SORReport ZZTLO006 TWASH3 05/2212012 9:43:23AM CDT Processing  NIA Deails
1216174 SORReport ZZTL009 TWASH3 05/22/2012 9:35:22AM CDT Success Posted  Delails
1216173 SQRReport ZZTLO0Y TWASH3 05/22/2012 9:32:24AM COT Success Posted  Details
1216172 SORReport ZZTL009 TWASH3 05/2212012 9:28:53AM CDT Success Posted Delails
1216171 SORReport ZZTLOOT TWASH3 0512212012 9:17:15AM CDT Success Posted  Delails
1216157 SQRRepont ZZTLOO7 TWASH3 05/21/2012 1:39:15PM CDT Success Posted  Details

Go back to TimeSheet Corrections

Bsove | Eotny |

Step

Action

12.

You will click the Refresh button periodically to update Run and Distribution
Status.

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

NOTE: Continue to click the Refresh button until the Run Status = Success and
the Distribution Status = Posted. Please wait 10 - 15 seconds between clicks to
allow for system processing.

Click the Refresh button.
Refresh

13.

Click the Details link.
DCetails
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites © Main Menu > LSUHSC Processes » Time and Labor > Report > TimeSheet Corrections

Process Detail

Process

Instance: 1216175 Type: SOR Report

Name: ZZTLO0B Description: TimeSheet Corrections

Run Status:  Success Distribution Status: Posted
e Process

Run Control ID:ID Hold Request

Location:  Server Queue Request

Gy PSNT 2, ‘Cancel Request

() Delete Request

Recurrence: Restart Request

Request Created On: 05/22/2012 9:43:32AM CDT Parameters Transfer

Run Anytime After:  05/22/2012 9:43:23AM CDT Message Log

Began Process At:  05/22/2012 9:43:36AM CDT Batch Timings

Ended Process At 05/22/2012 9:44:05AM CDT View Log/Trace

OK Cancel

Sign out

Mew Window | Help | Customize Page | /&

Step

Action

14.

Click the View Log/Trace link.
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PSOHRTRN..: _

Favorites © Main Menu > LSUHSC Processes » Time and Labor > Report > TimeSheet Corrections

Mew Window | Help | Customize Page | i

View Log/Trace

Report
ReportID: 375606 Process Instance: 1216175 figszanalog
Name: ZZTLO0G Process Type: SQR Report

Run Status: Success

TimeSheet Corrections

Distribution Details

Distribution Node: REFNODE Expiration Date:
File List
Name File Size (bytes)  |Datetime Created
S0QR 7771006 121617510g 1,650 05/22/2012 9:44:05 437000AM CDT
ZZTL006 1216175.PDF 3,768 05/22/2012 9:44:05.437000AM CDT
ZZTL006 1216175 out 532 05/22/2012 9:44:05 437000AM CDT

Distribution ID Type *Distribution ID

User TWASH3

Step Action

15. Click the ZZTL006_.PDF link.
[ZZTL006 1216175.PDF

16. This completes TimeSheet Corrections.
End of Procedure.
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Early/Late Exception Report

Procedure

In this topic you will learn how to run the Early/Late Exception Report.

NOTE: You can run the Early/Late Exception report to view an employee's Early/Late Clock-
ins and Early/Late Clock-outs. The report is based on the employee’s schedule, therefore you
must have schedules in the system in order to retrieve this information.

PS9HRTRNG:s0
PSOHEWEBDEV11  Rce
Favorites | Main Menu

Personalize Search Menu:

3 Self Service

(3 Manager Self Service

3 workforce Administration
3 Benefits

3 Compensation

3 Time and Labor

3 Payroll for North America
3 Payrol Interface

3 workforce Development
3 Organizational Development
(3 Enterprise Leaming

3 workforce Monitoring

3 Set Up HRMS

3 Reporting Tools

3 PeopleTooals

(3 LSUHSC Processes

(5 My Personalzations £ Accountng
3 Admissions

3 Benefits
3 Budget
3 Campus Community

v v v v v vy vy v orov v v v A

3 Financial Aid

3 Human Resources

&3 Payrol

3 student Financials

3 student Records

3 Time and Labor

3 Training 23 Use
3 setup

Home Add to Favorites Sign out

Help

[5] Attendance History

[5] Eariy/Late Exception Report

[5] Employee Float Report

[5] Time Detais Report

[5] Time Sheet Audit

[5] TimeSheet Corrections

[£] Timesheets Report

[=] Zero Paid Hrs on Scheduled Day

3 Report
3 Inquire »
Step Action
1. Navigate to the Reports menu:

Main Menu>LSUHSC Processes>Time and Labor>Report

Click the Early/Late Exception Report menu.

| [=] Early/Late Exception Report
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Early/Late Exception Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | Adda New Value

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

Search by: Run Control ID begins with

[T case Sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

New Window | Help | &

Main Content

, 3

Step

Action

Run Control ID: Refer to "Create Run Control ID" Section if have not created an ID.

Click the Search button.

Search
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PSOHRTRN:s

PSOHEWEBDEV11  RcB
Favgrites | Main Menu > LSUHSC Processes > Time and Labor > Report > Earfy/Late Exception Report
Early/Late Exception Report
Run Control ID: 1D eportilanager Process Monitor Ei

Run Control Parameters

Start Date: 03/05/2012 [

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | B

% [&Return to Search 4= Nextin Lssll [=] Notify ‘ M
itAction_win0({dos "PRCSRQSTDLG_WRK_LOAD... }
Step Action
3. Enter the desired information into the Start Date field. Enter "030512".
4, Enter the desired information into the End Date field. Enter *031812".

5. Employees to Process:

EmplID Field - Enter the Employee ID's

Number".

You may run this report for a Single Employee or for an entire department (Group
ID). You can run the report by using Empl 1D or Group ID.

Empl Rcd Nbr - Should match the empl Red # Shown on employee's timecard.
Group ID - Click the magnifying glass and choose the appropriate department.
Enter the desired information into the EmplID field.

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

6. Click the Run button.
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Process Scheduler Request

PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavorites |  Sign out

Favorites ~ Main Menu > LSUHSCProcesses > Timeand Labor » Report > Early/Late Exception Repart

Mew Window | Help | Customize P:
l ‘ﬂ Saved‘

Time Zone: a

Process List

Early/l ate Exception Report

oK Cancel

UserID: TWASH3 Run Control ID: ID
Server Name: PSNT ~ RunDate: (0512212012 2]

10:15:38AM Reset to Current Date/Time

Recurrence: ¥ Run Time:

Select |Description Process Name Process Type “Type *Format Distribution

SQR Report ‘Web ~ PODF ~ Distribution

Step Action

7. Confirm Server Name is "PSNT"

OK

Click the OK button.

Page 159



Training Guide
Time and Labor Manual - Time Keepers - LSUSH

 Lsuteaith

Favorites ~ Main Menu > LSUHSCProcesses » Timeand Labor » Report > Early/Late Exception Repart

Early/Late Exception Report

Run ControlID: D Report Manager Process Monitor
Process Instance: 1216176

Run Control Parameters

Start Date: 03/05/2012 5 End Date: 03/18/2012 |[5]

Employees To Process

First B0 1 or 1 I Last
[

Empl Record

@, 0@, [+] =

g

Save | B Return to Search | 7] previous in List | 4] Netin List | ] oty | Ebadd

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

Mew Window | Help | Customize P:
l ‘ﬂ Saved\

Main Content

Step Action

8. Click the Process Monitor link.
Process Manito
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PS9HRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavorites |  Sian out
Favorites | Main Menu > LSUHSC Processes > Time and Labor > Report > Earfy/Late Exception Report

Process List | SemerList

View Process Request For

Mew Window | Help | Customize Page | B

User ID: [TWASH3 @, Type: - Last ~ 1 Days ~ Refresh
Server: ~ Name: [ @, Instance: | to |
Run - Distribution - Save On Refresh
Status: Status:
Process List customize | Find | View A1 @] 28 First B 47067 B Lot
’Q Instance IQ Process Type :;‘:"C:” User  |Run DatelTime Run Status g::::‘i:“'h" Details
1216176 SORReport ZZTL012 TWASH3 05/2212012 10:15:38AM CDT  Processing  NiA Deails
1216175 SORReport ZZTLO0B TWASH3 05/22/2012 9:43:23AM CDT Success Posted  Delails
1216174  SQRReport ZZTLO09 TWASH3 05/22/2012 9:35:22AM COT Success Posted  Details
1216173 SORReport ZZTL009 TWASH3 05/2212012 9:32:24AM CDT Success Posted  Delails
1216172 SORReport ZZTL009 TWASH3 D5/2212012 9:28:53AM CDT Suceess Posted  Delails
1216171 SQR Report ZZTLOO7 TWASH3 05/22/2012 9:17:154M COT Success Posted  Details
1216157 SORReport ZZTLOOT TWASH3 05/21/2012 1:38:15PM CDT Suceess Posted  Delails

Go back to EarlyiLate Exception Report

save | [=] Notify

Process List| Server List

Step Action

9. You will click the Refresh button periodically to update Run and Distribution
Status.

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

NOTE: Continue to click the Refresh button until the Run Status = Success and
the Distribution Status = Posted. Please wait 10 - 15 seconds between clicks to
allow for system processing.

10. Click the Details link on the most recent processed report.
Details
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favorites - Main Menu > LSUHSCProcesses > Timeand Labor » Report > Early/Late Exception Repart

Process Detail

Process

Instance: 1216176 Type: SOR Report
Name: Z7TL012 Description: Early/Late Exception Report
Run Status:  Success Distribution Status: Posted
o e Process
Run Control ID: D Hold Request
Location:  Server Queue Request
Gy PSNT Cancel Reqne.s‘l
S|
Recurrence: o
equest
Request Created On: 05/22/2012 10:15:48AM COT Parameters Transfer
Run Anytime After:  05/22/2012 10:15:38AM CDT Message Log
Began Process At:  05/22/2012 10:15:55AM CDT Batch Timings
Ended Process At: 05222012 10:16:08AM CDT View Log/Trace

OK Cancel

Sign out

Mew Window | Help | Customize Page | /&

Step Action

11. | Click the ZZTLO012_.PDF link.
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Favorites - Main Menu > LSUHSCProcesses > Timeand Labor » Report > Early/Late Exception Repart

Mew Window | Help | Customize Page | i

View Log/Trace

Report
ReportID: 375609 Process Instance: 1216178 Message Log
Name: ZZTL012 Process Type: SQR Report

Run Status: Success

Early/Late Exception Report

Distribution Details

Distribution Node: REFNODE Expiration Date:
File List
Hame File Size (bytes)  |Datetime Created
S0OR 7771012 1216178log 1,650 05/22/2012 10:19:42 327000AM CDT
ZZTL012 1216178.PDF 1719 05/22/2012 10:19:42.327000AM CDT
Z7TL012 1216178 out 94 05/22/2012 10:13:42 327000AM CDT

*Distribution ID

User TWASH3

Step Action

12. Click the ZZTL009_.PDF link.

NOTE: You will always select the link that ends with **.PDF""

Ié L0412 1216178.PDF

13. The report opens in a new PDF window.

To Print Report:

From the toolbar:

Select File, Print.

or

Click the Printer Icon on the Toolbar

If the report prints in an unknown lanquage:
From the toolbar:
Select File, Print, Advance - "Print As Image"

14. This completes Early/Late Exception Report.
End of Procedure.
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Time & Labor Queries

Procedure

In this topic you will learn how to run Time & Labor Queries.

PS9HRTRNG:s0
PSOHEWEBDEV1  Rce
Fa\’ﬂv”tes Ma\n_Menu

Personalize Content | Lavout

Step Action

1. Click the Main Menu button.

Point to the LSUHSC Processes menu.

Point to the Time and Labor menu.

4, Point to the Inquire menu.
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PS9HRTRNG: s l
PSOHEWEBDEV11 RcB Home Add to Favorites Sign out
Favgrites  Main Menu
Personalize Sarch Menu: ® Help
3 Self Service 4
(3 Manager Self Service »
3 workforce Administration 4
3 Benefits 4
& compensation 4
3 Time and Labor 4
3 Payrol for North America v
3 Payroll Interface 4
3 Workforce Development »
(3 Organizational Development »
3 Enterprise Leaming 4
3 Workforce Monitoring »
3 Set Up HRMS 4
3 Reporting Tools 4
3 PeopleTooals »
(3 LSUHSC Processes
(5 My Personalzations £ Accountng "
3 Admissions »
3 Benefits 4
3 Budget v
{3 Campus Community v
3 Finandial Aid 4
3 Human Resources 4
£3 Payrol »
3 Student Financials 4
3 Student Records 4
3 Time and Labor
3 Training 3 Use 3
03 setup »
3 Report 3
3 Inguire
[E L Queries
hitps://psSherch2 lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIB_PTPP... | |

Training Guide

Time and Labor Manual - Time Keepers - LSUSH

Step Action

5. Click the TL Queries menu.
| B 7L queries |

6. Select the Query you desire to run from the Query drop the list.

Click the Query list.
[
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PSOHRTRN:s

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

Query: -

Date: : 0413012012
BI TL EMPLOYEE NO PAYABLE TIME

Group ID: |BI TL EMPLOYEES <80 HRS
BI TL EMPLOYEES <FTE
BI TL EMPLOYEES > 80 HRS
BI TL EMPLOYEES > FTE

Pay Period End Date: 05/13/2012

GetData) @ Select For Instrudlions

‘WK TL EMPLOYEES < 40 HRS

PSOHEWEBDEV11  RcB Hnme | AddtoFavorites |  Sian out

Mew Window | Help | Customize Page | /&

Step Action

7. Each Query name begins with a Bl or WK:

|BI TL EMPLOYEES < 80 HRS |

Queries that begin with WK displays information for one week at a time. Queries
that begin with BI displays information for a two week pay period.
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | Addto Favortes |  Sian out
Favorites ~ Main Menu > LSUHSCProcesses > Timeand Labor > Inqure > TL Queries
Mew Window | Help | Customize Page | /&

Query: BI TL EMPLOYEES < 80 HRS -

Date:  |05/13/2012 [5)  Pay Period Begin Date: 04/30/2012 Pay Period End Date: 051312012
Group ID: @ GetDatal € Select For Instructions

Step Action

8. Date: Click the Calendar button to choose date or enter desired date (mm/dd/yy).
The system will automatically adjust the beginning and ending pay period dates.
NOTE: The system always defaults to the current pay period.

Click the Choose a date button.

9. Click the desired date.
10. Click the Look up Group ID button.
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PSOHETRNs0

PSOHEWEBDEV11 RcB

Search:

®

o 1y Favorites

> Self Service

b Manager Self Service

I> Workforce Administration
b Benefts

> Compensation

1 Time and Labor

1 Payroll for Norih America
1 Payroll Interface

[ Workforce Development

|- Organizational Development Look Up Group ID
I Enterprise Leaming

| Workforce Monitoring

E g;':::&iﬂu“";‘:g"’ Search by: Group ID begins with

> Student Admissions

> Records and Enrallment
1> Curriculum Management
1> Financial Aid

> Student Financials Search Results
1> Acadernic Advisement
> Contributor Relations
1> SetUp HRMS

LookUp | Cancel | agvanced Lookup

I Set Up SACR Company 001 Biweekly

- Reporting Tools Company 002 Biweekly

5 E;aﬂ;‘g’;‘:messes Company 003 Biweekly
T e Company 001 Monthly
> Campus Community Company 002 Monthly
I> Financial Aid Company 003 Monthly

I> Student Financials Bus. Unit EACMC - Biweekly

I> Student Records
< Time and Labor Bus. Unit EKLMC - Biweekly

b Use Bus. Unit HCSD - Biweekly
> Setup
> Report

Bus. Unit HPLMC - Biweekly

Inquire

- TL Queri
> Training
|- My Personalizations

LSUHealth

Sign out

Step

Action

11.

Click the desired Group ID.
Click the HPL-B link.

12.

Click the Get Data button to run the query and display results.
Get Data
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PS9HRTRN:s
PSOHEWEBDEV11  RcB Home | Addto Favorites Sign out
Favojites | Main Menu > LSUMSCProcesses > Timeand Labor > Inquire > TL Queries
Dew Window | Help | Customize Page | /EH +
Query:  BITL EMPLOYEES <80 HRS -
Date:  [01/01/2012 [ Pay Period Begin Date: 12126/2011 Pay Period End Date: 01/08/2012
Group ID: |HPL-B @, Bus. Unit HPLMCG - Biweekly @ Seled Fornstructions
BI TL EMPLOYEES <80 HRS
lame Emplid [Rea#[Deptin
1 Jonn Doe 0 HL2058450 ADMITTING DEPARTMENT PBN  Permanent1  F 723
2 John Doe 0 HL2058450 ADMITTING DEPARTMENT PBN Probation 1  F 718 3
3 John Doe 0 HL2058450  ADMITTING DEPARTMENT PBN Probaion 1 F 72
4 John Dog 0 HL2068027  Ancillary Semices PBN  Permanent1  F 72
5 John Doe 0 HL2088420 BIO-MEDICAL DEPARTMENT PBN Permanent1  F 72
6 John Doe 0 HL2058870 COMMUNICATIONS DEPARTMENT  PBM  Permanent1  F 799
7 John Dog 0 HLZ058870 COMMUNICATIONS DEPARTMENT  PBN  Permanemt1  F 72
8 John Doe 0 HL2068020 DIRECTOR NURSING SERVICE PBN Permanent1  F 795
9 John Doe 0 HL2068020 DIRECTOR NURSING SERVICE PBN  Permanent1  F 754
10 John Doe 0 HL2067220 EKG DEPARTMENT PBU Transiet 1  F 48
11 John Dog 0 HL2047100 EMERGENCY DEPARTMENT PBN  Permanent1  F 68
12 John Doe 0 HL2047100 EMERGENGCY DEPARTMENT PBN Permanent1  F 771 I
13 John Doe 0 HL2047100 EMERGENCY DEPARTMENT PBU Transiet 1  F 605
14 John Dog 0 HL2047100 EMERGENCY DEPARTMENT PBW Permanent1  F 766
15 John Doe 0 HL2047100 EMERGENGCY DEPARTMENT PBW Permanent1  F 56.1
16 John Doe 0 HL2047100 EMERGENCY DEPARTMENT PBU Transiet 1  F 203
17 John Dog 0 HL2047100 EMERGENCY DEPARTMENT PBW Permanent1  F 68.1
18 John Doe 0 HL2047100 EMERGENGCY DEPARTMENT PBN Permanent1  F 799
19 John Doe 0 HL2047100 EMERGENCY DEPARTMENT PBW Permanent1  F 763
20 John Dog 0 HL2047100 EMERGENCY DEPARTMENT PBN  Permanent1  F 6
21 John Doe 0 HL2047100 EMERGENGCY DEPARTMENT PBU Transient 1 F 516
22 John Doe 0 HL2047100 EMERGENCY DEPARTMENT PBU Transient 1 F 481
23 John Doe 0 HL2047100 EMERGENCY DEPARTMENT PBU Transiet 1  F 217
‘711 Iahn Dos 1] HI 2047100 FMFRGFNCY DFPARTMENT PALI Transiant 1 F 129 ‘I -
« i '

Step Action

13. The Query results will

use the page navigation options to view the additional results.

display on the screen. If your query has more than 25 rows

14.

The Query results can be sorted by clicking on the column headings.
You may export the results to Excel by clicking the download button.

ck the Download button.

15. Click the Open button.

=< Open

Click the Yes button.

]

16.

Yes
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-

™ . [React-Only] = Microsoft Bxce e 1
= Home Insert Page Layout Formulas Data Review View Acrobat @ -8 X
"‘*j % == = General - [Fi conditional Formatting ~ | S=lnsert = | X ~ ﬁ [ﬁ
o 3 |'$ - % o lgiFormatasTable - 5% Delete - || (g]~
Feste 7 B I =- ] ) Cell Styles ~ [ Format - || 2+ ;T{:,Kf ;T:f:
Clipboard Font [} Alignment G| Number T Styles Cells Editing
AL -~ £ | Name
[ A B | c D E £ G L K L m g
1 Name Emplid |Redif| _DeptiD Descr PayGrp| Class | FTE | Full/Part | Hrs B
2 0|HL2018710 |ADI ON PBN Permanent 1|F 0|
3 1 0[HL2059340 | ADI SUPPORT PBN _|Permanent| 1[F 0
4 1 0[HL2059340 | AD! SUPPORT PBN__ |Permanent| 1[F 0
5 ] 1|HL2059340 |ADI ‘SUPPORT PBN Permanent 1|F 0|
6 1 0[HL2059340 | ADI SUPPORT PBN _|Permanent| 1[F 0
7 1 0[HL2058450 | ADMITTING DEPARTMENT PBN__ |Permanent| 1[F 0
8 ] 0|HL2058450 | ADMITTING DEPARTMENT PBN Probation 1|F 0|
9 1 0[HL2058450 | ADMITTING DEPARTMENT PBN _|Probation | 1[F 0
10 1 0[HL2058450 | ADMITTING DEPARTMENT PBN__ |Permanent| 1[F 0
11 ] 0|HL2058450 | ADMITTING DEPARTMENT PBN Permanent 1|F 0]
12 1 0[HL2058450 | ADMITTING DEPARTMENT PBN _|Permanent| 1[F 0
13 1 0[HL2058450 | ADMITTING DEPARTMENT PBN _|Permanent| 1[F 0
14 1 0[HL2058450 | ADMITTING DEPARTMENT PBN__ |Permanent| 1[F 0
15 ] 0|HL2058450 | ADMITTING DEPARTMENT PBN Permanent 1|F 0|
16 1 0[HL2058450 | ADMITTING DEPARTMENT PBN _|Probation | 1[F 0
17 1 0[HL2058450 | ADMITTING DEPARTMENT PBN__ |Permanent| 1[F 0
18 ] 0|HL2058450 | ADMITTING DEPARTMENT PBN Permanent 1|F 0]
19 1 0[HL2058450 | ADMITTING DEPARTMENT PBN _|Permanent| 1[F 0
20 1 0[HL2058450 | ADMITTING DEPARTMENT PBN__ |Permanent| 1[F 0
21 ] 0|HL2058450 | ADMITTING DEPARTMENT PBN Permanent 1|F 0]
2 1 0[HL2058450 | ADMITTING DEPARTMENT PBN _|Permanent| 1[F 0
23 1 0[HL2058450 | ADMITTING DEPARTMENT PBW_|Permanent| 1[F 0
] 0|HL2058450 | ADMITTING DEPARTMENT Permanent 1|F 0|

11:21 AM e
9/19/2011

Step

Action

17.

Notice your results display in an Excel file.
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Step Action

18. The following queries are currently available using these steps:

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

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

Bl TL EMPLOYEES < FTE

Identifies all employees where the sum of the base (regular) hours is less than the
employees FTE for the pay period specified. The FTE used on the Job record is as of
the Pay Period End Date.

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

Bl TL EMPLOYEES > FTE

Identifies all employees where the sum of the base (regular) hours is greater than the
employees FTE for the pay period specified. The FTE used on the Job record is as of
the Pay Period End Date.

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

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

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

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

WK TL EMPLOYEES < 40 HRS
Identifies all employees where the sum of the base (regular) hours is less than 40 for
the week specified.

19. This completes Time & Labor Queries.
End of Procedure.
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Exceptions

Procedure

In this topic you will learn how to run the Exceptions report.

Exceptions are generated when an error has occurred on the timecard. Errors such as working in
excess of 24 hours per day are classified as “High” exception and a “missing punch” is classified
as a “Medium” exceptions. High and some medium exceptions would need to be resolved before

an employee is paid for a particular day. “Low” exceptions (early/late in/out) may be captured
on a “Early/Late Exception Report”.

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs
Favorites | Main Menu

Personalize Content | Layout Hel,

Step Action

1. Click the Main Menu button.

Point to the Time and Labor menu.

3. Point to the View Exceptions and Attendance menu.
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PS9HRTRNG:s0 i
PSOHEWEBDEV1  Rce SR =
Fa\’ﬂv”tes Main _Menu

Personalize SCorch Menu: o) Help
3 Self Service 4
(3 Manager Self Service »
3 workforce Administration 4
3 Benefits 4
& compensation L3
3 Time and Labor
3 Payrol for Horth America| =} Report Time "
3 Payroll Interface & vew T‘m? '
3 Workforce Development £ Process Time '
£3 Approve Time 3
(3 Organizational Developme £ View Unprocessed Time ,
(3 Enterprise Leaming £ View Exceptions and Attt
&3 Workforce Monttoring 3 Enroll Time Reporters D Exceptions
£3 SetUp HRMS o Reports 5] Exceptions History
3 Reporting Tools [£] Attendance History
3 PeopleTools ’ [£] Attendance Actions
3 LSUHSC Processes 4
[E My Personalzations

hitps://psSherch2 lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIB_PTPP... |

Step Action

4, Click the Exceptions menu.
| E| Exceptions
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Timeand Labor » View Exceptions and Aftendance > Exceptions

Home | AddtoFavortes |  Sian out

Mew Window | Help | Customize Page | /E +

Exceptions
— Employee Selection Criteria
Employee Selection Criteria
Description
Time Reporter Group I [
Empl ID &
Empl Record -
Last Name I ¢
First Name -
Business Unit I -
Job Code [ e
Job Description &
Department I - ¢
Supenvisor ID [
Reports To Posilion Number -
Location Code I ¢ B
Company . @l
North American Paygroup I ¢
Gloval Payroll Paygroup [ .
Clear Selection Criteria | Save Selection Criteria_ | Get Employees |

¥ Filtering Options

Step Action

5. The Exceptions report can be run for an entire department or an individual.

To Run for a Department:

Enter the Department Code into the Department field to run the exceptions report for
an entire department. Click the Look up Department button to search for the
appropriate department number.

NOTE: If you enter the Department directly into the field, you must include the
Business Unit abbreviation. The Business Unit abbreviations are provided below.

SH - LSU Health Science Shreveport
HL - Huey P. Long Medical Center
EA - E A Conway Medical Center

Enter "SH2036110".

6. Click the Get Employees button.

NOTE: The results will display at the bottom of the page.
Get Employees
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Step Action

7. To Run for an Individual:

Enter the Employee ID number in the EmplID field to run the Exceptions report for
an individual.

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

8. Click the Get Employees button.

NOTE: The results will display at the bottom of the page.
Get Employees ||

9. Click the scrollbar.

PS9HRTRN:s0
PSYHEWEBDEV11 ReB Home | AddtoFavortes | Signout

Favorites . Main Menu > Time and Labor > View Exceptions and Attendance > Exceptions

O AN sy group | -, N
Global Payroll Payaroup @ |
Clear Selection Criteria | Save Selection Criteria_ | T GetEmplojess. |

¥ Filtering Options

Exceptions Customize | Find | view 100 | B0 B First B 150 o1 142 1 Last

[ overview [{IBSEE 7

Allow  |Exception ID Description

[ TLX01770 g:ﬁ::e""m“ iNPriot 474412011 John Doe RN 2 Wedium -

£ Tooizo  REPOREANMEINPIION - o745011  an Doe RN2 Medium L
O TX01770 s:ﬁu“ge‘“i’”e inPrior 4711512011 John Doe RN 2 Medium E

E  TX01770 s:ﬁu“ge‘“i’”e inPrior 4711612011 John Doe RN 2 Medium

[ TLX01770 g:ﬁ::e""m“ InPrOT 4714712011  John Doe RN 2 WMedium B 4
[ TLX01770 s:ﬁg:“"m INPrior 4711812011 John Doe RN 2 Wedium

O TX01770 s:ﬁu“ge‘“i’”e inPrior 4711812011 John Doe RNZ Medium

[ TLX01770 g:ﬁ::e""m“ inPriot 4714812011  John Doe RN 2 Wedium

[ TLX01770 s:ﬁg:“"m INPror 4711812011 John Doe RN 2 Wedium |

< . ]+
Step Action
10. Filter Options allows you to narrow your results based on selected parameters for an

entire department or individual.
Click the Arrow button to the left of Filter Options.

NOTE: In this exercise, we will be utilizing the Filter Options to view results for
an entire department.

F Filtering Options
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PS9HRTRN:s

PSOHEWEBDEV11  RcB Home | AddtoFavorites |  Sian out
Favorites | Main Menu > Timeand Labor » View Exceptions and Aftendance > Exceptions

NOMI ATTIENGEN Faygroup h h 1 =, T
Global Payroll Paygroup @,

Clear Selection Criteria_|  Save Seledtion Criteria_ | CetEmplojees |

+ Filtering Options

*Date Filter: equalto - Start Date: Bl |
Employee Fitter: equal to - Employee: |

“Exception Filter: equal to - ExceptioniD: |

severity: -

Run Control ID: Select

Exceptions
[ overview TiDeGEE

Allow  [ExceptioniD  |Description Date.

[ TLX01770 E::g:“ time InPror 0711112011 John Doe RN 2 Wedium I
E  TX01770 s:ﬁu“ge‘“i’”e inPrior 4711212011 John Doe RNZ Medium

] TLX01770 E:r?:::m time in Prior 07115011 John Doe RN 2 Wedium E

[ TLX01770 s:ﬁg:“"m INPror 4711612011 John Doe RN 2 Wedium

O TXo1770 s:r"’g:e" timeinPrior 474712011 John Doe RN 2 Medium

[ TLX01770 g:ﬁ::e""m“ inPriot 4714812011  John Doe RN 2 Wedium

Step Action

11. You can select a date, or a date range, that will allow you to view Exceptions that
occurred on that date or within the date range.

Click the Date Filter list.
equal to -
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Timeand Labor » View Exceptions and Aftendance > Exceptions

Add to Favorites

Sign out

A St ‘ = N
Global Payroll Paygroup -
Clear Selection Criteria | Save Selecion Criteria_ | GetEmplojees |

v Filtering Options

*Date Filter: equal to - Start Date: [+ |
Employee Filter: between Employee ID:

equal to
“Exception Filter: greaterthan Exception ID:
- less than
Run Control ID: [ Select

Exceptions
[ Overview |liDSGEE

Allow  [Exceptionid  |Description Hame: job Description

[ TLX01770 E::g:“ time N Pror 0711112011 John Doe Wedium I
[ TLX01770 s:ﬁg:“"m INPror 4711212011 John Doe RN 2 Wedium

O TX01770 s:r"’g:e" fimeinPror 07451011  John Doe RN 2 Medium =

[ TLX01770 g:ﬁ::e""m“ inPriot 471461011 John Doe RN 2 Wedium

[ TLX01770 E:r?g:e“ time N Pror 0711712011 John Doe RN 2 Wedium

[ TLX01770 s:ﬁg:“"m INPrior 47/1812011  John Doe RN 2 Wedium

Step Action

12. Click the between option from the drop-down list.
[between |

Page 177



Training Guide
Time and Labor Manual - Time Keepers - LSUSH Q LSUHealth

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

Favorites © Main Menu > Time and Labor > View Exceptions and Attendance » Exceptions

D AT Fayyoup | = )
Global Payroll Paygroup @
Clear Selection Criteria |  Save Selecion Criteria_ | GetEmplojees |

L Instructions

v Filtering Options

*Date Filter: Start Date: | B
End Date: A

Employee Filter: equal to - EmployeeD: |

*Exception Filter: equal to - ExceptioniD: |

Severity: -

Run Control ID: [ Select

Exceptions
[ overview TiDeGE

Allow  [ExceptioniD  |Description

[ TLX01770 E:ﬁ::“"me INPror 4711112011 John Doe RN 2 Wedium = Il
[ TLX01770 s:ﬁg:“"m INPrior 4711212011 John Doe RN 2 Wedium

O TX01770 s:,‘"::e‘""”e inPrior 4711512011 John Doe RN 2 Medium E

£ Tooizo  ReporedlimemnPror - ozi465011  onn Doe RN 2 Medium

[ TLX01770 E:x::e""me inPrOr 4714712011  John Doe RN 2 WMedium L4

1 Tixoizzo  RePOMEdUMEINPIOT 07485011 John Doe RN2 Medium 2

Step Action

13. NOTE: By selecting the between option, the system automatically displayed an
additional date box.

Enter the desired information into the field. Enter "121409", or the pay period Start
Date.

14. Enter the desired information into the field. Enter *122709", or the pay period End
Date.

15. If you wish to filter all results except for those of a specified person, you would
enter the Employee ID in the EmplID field.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites © Main Menu > Time and Labor > View Exceptions and Attendance » Exceptions

NI ATTIBNIGET F3yyroup

Global Payroll Paygroup

Hnma | AddtoFavorites |  Sian out

L Y

|

Clear Selection Criteria_|  Save Seledtion Criteria_ | CetEmplojees |

 Filtering Options

*Date Filter:

Employee Filter:
*Exception Filter:
Severity:

Run Control ID:

between - start Date: o020tz
End Date: ECE

equalto - Employeel: |

equalto - ExceptioniD: |

w
o
@
a
I

Exceptions

Allow  [Exception ID

TLX01770

TLX01770

=

]

[ TLX01770
[l TLx01770
O

TLX01770

[T TLX01770

[ overview [jIESEE

Description

Reparted ime in Prior ooy oo RN 2 Medium T
Period

Repotedime NPrior (200001 onn Doe RN 2 Medium

Period

Reportedtime in Prior (0o o RNZ Medium £
Period

Reportedfime inFrior 47152911 John Doe RN2 Medium

Period

Repotedtime N Prior (2 omnes  (ononoe RN 2 Medium L4
Period

Reportedfime in Prior _ o711gr2011 _John Doe RN2 Wedium hd

customize | Find | view 100 | &) First B 450 07142 10 Lost

Step

Action

16.

Exceptions are identified based on Severity. High Priority Exceptions must be
corrected in the timesheet.

Some Medium exceptions such as “Missing Punch” would need to be corrected
in order for the employee to be paid. All others should be reviewed and may be
used as management tools. Low Priority Exceptions may also be used as
management tools.

Click the Severity list.
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Favorites © Main Menu > Time and Labor > View Exceptions and Attendance » Exceptions

D AT Fayyoup i = )
Global Payroll Payaroup @ L
Clear Selection Criteria |  Save Selecion Criteria_ | GetEmplojees |

L Instructions

v Filtering Options

“Date Filter: between - Start Date: [owotz01z B
End Date: 01312012 3

Employee Filter: equal to - EmployeeD: |

*Exception Filter: equal to - ExceptioniD: |

Severity: -

I

Run Control ID:

Select

Exceptions 100 | ) i
[ overview TiDekiE

First B 150 or 12 1 Last

low  [Exception ID Severity

[ TLX01770 E::::“"me INPror 4711112011 John Doe Wedium = Il
[ TLX01770 s:ﬁg:“"m INPrior 4711212011 John Doe RN 2 Wedium

O TX01770 s:r“’::e‘”mi" PrOT 071512011 John Doe RN 2 Medium E

£ Tooizo  ReporedlimemnPror - ozi465011  onn Doe RN 2 Medium

[ TLX01770 E:g::e""me'" Pror 071712011 John Doe RN 2 WMedium L4

1 Tixoizzo  RePOMEdUMEINPIOT 07485011 John Doe RN2 Medium 2

Step Action

17. Click the Medium option from the drop-down list.
[Medium |

18. To Print: You may also download the exceptions into an excel spreadsheet:

Click the Download button on the blue ribbon next to the Find link.
=4
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If TE indicates your download has been blocked, permit the download by clicking on its Information Bar and selecting "Download File_.".

Please close this window after download has completed ...

N
Windows Internet Explorer =5

What do you want to do with psxls?

Size: 338 KB
Type: Microsof ft Office Excel 2003
From: psOherch2.lsuhsc.edu

* Open 't be saved automatically.
< Saveas
Step Action
19. Click the Open button.
20. Once the Exceptions download into an Excel Spreadsheet Select File, and Print from
your Toolbar to get a hardcopy of the Employee(s) Exceptions.
21. This completes Exceptions.
End of Procedure.
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Appendix

Transaction Time Rounding

Transaction time rounding rounds all time to the nearest tenth of an hour and works as follows:
each tenth of an hour is six minutes in length. Below is a table that breaks down the windows of
each tenth of an hour.

57 minutes - 02 minutes = .
03 minutes - 08 minutes = .
09 minutes - 14 minutes = .
15 minutes - 20 minutes =.
21 minutes - 26 minutes = .
27 minutes - 32 minutes = .
33 minutes - 38 minutes = .
39 minutes - 44 minutes = .
45 minutes - 50 minutes = .
51 minutes - 56 minutes = .
57 minutes - 02 minutes = .

Qowoo~NO U WNEO

The 6 minutes which are rounded to the nearest hour or half-hour are now rounded 6 minutes
according to the schedule which has been entered in Time & Labor.

For the clocking transactions "1 and 9" the employee will have from six minutes before until six
minutes after the scheduled time to clock. For example, an employee clocks in with a "1" at 8:06;
the transaction will be rounded to 8:00, if the employee's scheduled in time is 8:00 am.

Clock Codes

1

Clock In

Employee clock in for work

2

Call In

Employee called back to work
5

Dept/Job Class Change
Employee floats to another dept.
9

Clock out

Employee Clock out from work
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