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Bi-Weekly SupervisorTraining Guide

Timesheet Adjustments: Current, Previous & Futue Pay
Periods

Procedure

Step Action

1. Click theManager Self Servicdink.

[ Manager Self Semvice]

“Shiv

00014520 On HETQA | Home | Add to Favorites | QuestionsiComments | Sian out
Search:
® s:,Mar\ager Self Service
[ My Favorites o .
Help. Navigate to self service information and activities for people reporting to you.
1> SMU Links ﬁﬁ\ rove Time and Exceptions ﬁﬁegonnme ﬁ\hew'ﬁme
I Self Senvice Approve reported or payable time, overtime Report time or request absences. View calendars, balances, forecasted and
~ Manager Self Service and absence requests, and manage = Timeshaet payable time, accumulators and more.
> Time Management exceptions. =l Menthly Time Calendar
I Campus Community =l Payable Time =l Weekly Time Calendar
I Student Recruiting [l Exceptions =] Daily Time Calendar
1> Student Admissions ldore..
[» Records and Enroliment =
5 Manager Search Options
b Curmcuum Hanagsment B coess mansger searen optns
[> Financial Aid
[> Student Financials
[> Academic Advising
[> SetUp SACR
> Reporting Tools
I PeopleTools
[» MU Custom Programs
— My Personalizations
Dene @ Intemet | Protected Mode: On H100% ~

Step Action

2. Click theTimesheetlink (located undeReport Time in the center of the screen

imesheed]
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Search:

A o
4 .~§L‘EM

SMU
(Menu @]

00014520 On HETQA | Home

Timesheet Summary

®
[ My Favorites = GetEmployees
[ Help Description Value
[» SMU Links T
1> Self Senice Ex D o
- Manager Self Service
= Time Management EmplD Q
[ Approve Time and Empl Red Nbr Q
Exceptions

<~ Report Time LastName Q

o View Time FirstName Q

— Manager Search Options Deparment Q,
> Campus Community
> Student Recruiting Supenvisor 1D Q
[> Student Admissions
[» Records and Enroliment Reports To Position Number Q
[ Curriculum Management
[> Financial Aid North American Paygroup Q
I Student Financials
> Academic Advising Workgroup Q
I Set Up SACR E
> Reporting Tools
> PeopleTools Show Schedule Information
[» SMU Custom Programs
— My Personalizations

ViewBy:  Day v Date: 11/202008 [ (2 Retrash | << Previous Day NextDay ==

Employees For Helen Hartsmen, Totals From 11/14/2009 - 11/20/2009

Empl
Reported Hourstobe Scheduled Approved/Submitted Denied Employee
Hame Hours Approved Hours Exception Hours Hours ID % Department
Name 0.000000 0.000000 0.000000 0.000000 0.000000 0
GoTo:  Manager Self Service
Time Management
< . ] v

javascript:submitAction_win0{document.wind, TL_MSS_SRCHL_VW_FIELD_VALUE3Sprompts8’);

& Intemet | Protected Mode: On H100% ~

Step

Action

3.

Searching for EmployeesYou can search faemployees several different
ways.

Two Group ID's may be assigned to youyWweekly and monthly. Using the
Group ID criteria for biweekly employees will return only the-ieekly
employees assigned to you.

Click theLook Up button.
[&]

On the Look Up Vhue screen, click theook Up button.

Page 2




SMU. Training Guide

Access.SMU Payroll

Access
«SMU
(Menu &
Search: New Window | Help | 5,
®
> My Favorites Look Up Value

I Help
[+ SMU Links
> Self Senvice Search by: GroupID  ~ begins with
- Manager Self Service
= Time Management
[ Approve Time and

Look Up ‘ Cancel |Advanced Loakup

Exceptions
< Report Time Search Results

[ View Time |Group ID Group Type Indicator Description

— Manager Search Options
Wanaqer Search Options BO198 Dynamic PROV-Ft Burgwin-Tuition

> Campus Community

> Student Recruiting

[> Student Admissions

[» Records and Enroliment
[ Curriculum Management
[> Financial Aid

I Student Financials

> Academic Advising

[> Set Up SACR

> Reporting Tools

> PeopleTools

[» SMU Custom Programs
— My Per: i

€ Intemet | Protected Mode: On H100% ~

Step Action

5. Note: For security purposes, when changes are made to your group, you mg
asked to provide yougroup IDwhen submitting Help Desk requests.

Click theGroup ID link.

6. You can also seandor an individual employee by entering themplID, or by
entering thd_.ast Name First Name. To do this, enter the desired search critel
and clickGet Employees.

Note: If you are searching by name, you must enter the name in title case, i.¢
JohnDoe.
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Agpcess

MU

00014520 On HETQA

Search: Mew Window | Help | B, +

> My Favorites

> Reporting Tools
> PeopleTools

[ SMU Custom Programs Workgroup
— My Personalizations

Morth American Paygroup

&> Help Report Time
[ SMU Links -
I Self Senice Timesheet Summary
- Manager Self Service =
= Time Management — Get Employees
[ Approve Time and Description Value
Exceptions Group ID
< Report Time L2 &
EmpID a
[> View Time
— Manager Search Options Empl Red Nor Q
> Campus Community
> Student Recruiting LastHame Q
[> Student Admissions First Name Q
[» Records and Enroliment
[> Curriculum Management Department Q =
I Financial Ald
[> Student Financials Supervisor ID Q
[» Academic Advising B
[ Set Up SACR Reports To Position Number Q
Q
Q

Show Schedule Information

View By:  Day ~  Date: 11/13/2000 [ (2 Refiesh <= Previous Day Next Day >

Employees For Helen Hartsmen, Totals From 11/07/2009 - 11/13/2009

Name Reported ﬁ —Hﬂ"sr:;’v:: —Schm Exception A_bnwedﬁnhm Dﬁ%ﬂ%"m E:%m Department
Mame 0.000000 0.000000 0.000000 0.000000 0.000000 0
‘ \mﬂ — —_— m ] 3 i
Done & Intemet | Protected Mode: On H100% ~
Step Action
7. In addition, you can also retrieve all employees by clickingxaeEmployees

button.
No criteria is required in the Employee Selection fields.

Note: This will pull both biweekly and monthly employees.

Get Employees

8. Click an entryin theNamecolumn.
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MU

Search:

> My Favorites
> Help

[+ SMU Links

[» Self Senvice

= Time Manag

[> Student Recrui
[> Student Admis:

- Manager Self Senvice

[ Approve Time and - R

Exceptions View By: Time Period ~ Date:  11/07/2009 2 Refresh == Previous Time Period ~ Mext Time Period ==
= Report Time == Previous Mext Employee ==
b Viswlime Reported Hours: 28.61 Hours Scheduled Hours: (.00 Hours

— Manager Search Options
> Campus Community

00014520 On HETQA | Home | Add to Favorites | QuestionsiComments | _Sign out

® Timesheet B

Edward Evanson EmpliD 02679312

Empl Red Nor: 0

Ee O ciick tor instuctions

ting
sions

I Records and Enrollment Timesheet
[> Curriculum Management Day Date Status Exception In Meal Out In Out Punch Total Time Reporting Code
E;‘I:ir;?lal‘f;:l:nmals Q gt L AT
I';g:?ﬂepms':ég“‘”g O s 1 New
&> Reporting Tools 2 Mon 11/ Submitted 8:30:00AM 12:30:00PM  1:45:00PM  5:00:00PM 7.25
> PeopleTools
> SMU Custom Programs (2 Tue 1110 Submited & 8:00:00AM 715:00PM 11.25
. ‘ ) Wed 1111 Submitled 7:45:00AM 11:40:00AM 12:55:00PM  2:15:00PM 525
&} Submitted 415:00PM 507:00PM 036
O Thu  11M2 New I
Fri 1113 Submited i 8:30:00AM 12:30:00PM 520:24PW 400
) sat 1114 New
O sun M5 New
) Mon  11MB  New
O Tus  1IM7 New
O Wed 1118 New |
T i ] '
Done & Intemet | Protected Mode: On H100% ~

Step

Action

To enlarge the view of the timesheet, click @mlapse Menubutton.

=]

10.

Employee information will be displayed at the top of the screen.

11.

TheClick for Instructions link will provide you with detailed informtion
regarding the page you are viewing.

12.

To return to the Timesheet page, click @ik for Instructions link.
[Click to hide Instructions]

13.

Views Available TheView By: drop down box will allow you to choose a
preferred view.

TheDay view allows you to see time forsingle day. Selecting thEme
Period will allow you to see the entire twweek time period. You can also
choose to see a singléeek.
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Agmfm
L MU 00014520 On HETQA | Home | _Add to Favorites | QuestionsiComments | _Sian out
3
New Window | Help | & #
Timesheet

Edward Evanson EmpliD 02679312

EmplRed Nbr:

oc\mkﬁ]r\nstrumuns
ViewBy: TimePeriod v Date:  11/07/2009 [ (% Refresh == Previous Time Period  Next Time Period ==

== Previous Employee Next Empl ==

Reported Hours Scheduled Hours:  0.00 Hours

n

From 11 09
Day Date Status Except ] Meal Out ] Out Punch Total Time Reporting Code Quantity Time (Collectio
(2 osat 117 New -
> sun 118 New -
3 mon 119 Submitted 8:30:00AM 12:30:00PM  1.4500PM  5:00:00PM 725 -
C Tue 1110 submitted & S:00:00AM 7:15:00PM 1125 - L
(3 wed 11111 Submitted 7:45:00AM  11:40:00AM 12:55:00PM  2:15:00PM 525 -
] Submitted 4:15:00PM 5:07:00PM 0.86 -
3 Thu 1112 New -
@ Fi 1z suomites & S:30:00AM  12:30:00PH 5:20:24PN 4.00 -
2 sat 1114 New -
> sun 1115 New -
3 mMon 1118 Mew -
O Tue  1AT  New -
(3 waraa  adsan [are ] e
< i J +
& Intemet | Protected Mode: On H100% ~

Step Action

14.

To select a different view, click the desirdidw By list item. Select the
Day option.

Page 6

SMU




SMU. Training Guide

Access.SMU Payroll

Agmfm
8 MU 00014520 On HETQA | Home | _Add to Favorites | QuestionsiComments | _Sian out
3

New Window | Help | '&,
Timesheet

Edward Evanson

EmplD 02679312
Empl Red Nbr:

oc\mkﬁ]r\nstrumuns

ViewBy: Day - Date: |[11/07/2000 [ (2 Refresh <= Previous Day Next Day =>
== Previous Employee Next Empl >
Reported Hours: 0.00 Hours Scheduled Hours: 000 Hours

From 11/07/2009 to 11/07/2009
Timesheet | [= |
Day Date

O sat 1T

Status

MealOut  In

Punch Total Time Reporting Code

Quantity Time Collection Device Descr|

Submit Clear

Apply Schedule

0 Reported Hours Summary - click to view

@ Balances - clickto view
GoTo:  Manager Self Senvice
Time Management

Return to Select Employee

T

J b
€ Intemet | Protected Mode: On H100% ~

Step Action

15. Enter the appropriateate in the field or use the calendar icon to select a date

16.

Click theRefresh Timesheebutton to see the date chosen in the selected vie

17. The requested date is displayed.
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Access
SMU 00014520 0n HETOA | Home | _Add to Favorites | Questions/Comments | Sign out
IE»
New Window | Help | &,
Timesheet

Edward Evanson

EmpliD 02679312
EmplRed Nbr.

oc\mkﬁ]r\nstrummﬂs

View By:  Day v Date:  11/07/2009 [ [#Refresh == Previous Day Next Day ==
== Previous Empl Next Empl x>
Day
Reported K ERETE ours Scheduled Hours:  0.00 Hours
Week

From 11/07/2009 to 11/07/2009
Timesheet =

O sat

0 Reported Hours Summary - click o view

Date Status In Meal Out In Out Punch Total Time Reporting Code Quantity Time Collection Device Des
117 New

Submit ‘ Clear | Apply Schedule

0 Balances - click to view
Manager Self Service
Time Management

Return to Select Employee

i ] v

€ Intemet | Protected Mode: On H100% ~

Step Action

18. To return b previous view, click th&ime Period list item.
fime Peros_|

19. Editing Pay Periods TIMEaccess will allow you to edit two previous pay
periods and on&iture pay period.
You can view previous or future pay periods by clicking orRtevious Time
Period or Next Time Period links.

20. Viewing Employees In addition, you can also view tiRrevious Employeeor
Next Employeeby clicking on the desired link.

21.

Reported Hours: Information abouReported Hoursis available.
Note: This is raw data and does not reflPetyable Time.

To view instructions for Payable Time s&8ewing Payable TimePayable Time
Details" or "Viewing Payable TimePayable Time Summary."

Page 8



|:= SMU Training Guide

Access.SMU Payroll

Step

Action

22.

Important!
AEvery empl oyee ®ipenchiwben thedays warkis startei

A Wh thememployee takes a lunch (or meal) break, his time record will refleq
MEAL OUT and subsequeti punch.

A A@UT punch is required at the end of each workday.

There is no automatic [lunch] deduction, so ensure that the employee has
correctly recorded his meal break.

23.

The clock,exception ime icon, indicates that there is an exception on an
employee's timesheet.

This must be resolved to ensure that the record reflects the correct activity fq
time period- before you approve the employedisiesheet activity.

For detailed instructions regarding exception time reféManage Exceptions."

24,

If an employee has worked more than 5.5 hours without a break, you will be
alerted by the exception time icon.

This will allow you to determine iin employee has worked through lunch
(Working through L unch: only IN/OUT punches needddr the day or if meal
punches were missed.

To see exceptions fall employeegefer to"Manage Exceptions."

25.

Click the Exception button.

26.

Exception Information: Certain exceptions are not allowable and will preve
time from being passed through to Payroll. The disallowable exceptions are
with aHIGH severity level; you must correct these in order for the Payable T
to generate for that day or timeasp You must return to the employee's timesh
and correct the row/data that generated the error.

Other exceptions are allowable; they are "warnings" to prompt you that a
condition exists in case you need to correct the timesheet. The allowable
exceptios are noted with IEDIUM severity level. You can approve the
exception by clickingAllow next to the exception row ai8hve
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SMU

(CCESS
{@ MU

HETQA | Home

Exceptions
Edward Evanson EmplID: 02679312

Empl Red Nbr: 0

Exceptions on an employee’s timesheet must be resolved to ensure that the record reflects the correct
activity for the time period - before you approve the employes’s timesheet activity. Refer to the additional
information provided for each exception on the Details tab below.

Certain exceptions are not allowable and will prevent time from being passed through to Payroll. The
disallowable exceptions are noted with a HIGH severity level; you must correct these in order for the
Payable Time to generate for that day or time span. You must return to the employee’s timesheet and
corect the row/data that generated the error

Other exceptions are allowable; they are "wamings” to prompt you that a condition exists in case you
need to correct the timesheet. The allowable exceptions are noted with a MEDIUM severity level You can
approve the exception by clicking Allow next to the exception row and Save.

If you edit a timesheet to correct the data that generated an exception, you must wait for the Time
Administration process to run to see the changes reflected in Payable Time. The Time Administration

process is scheduled to run every 15 minutes.
¥ Filter Options

Exceptions

{ Overview | Delais |

Allow Exception ID Description Date Severity
[} U_TLMEAL SMU Wissing meal punch ~ 11/02/09 Medium

Click this button to resolve non-setup related exceptions once reported time has been
corrected using the Timesheet page. This button will only resolve exceptions with a
'source of Time Validation-Elapsed or Punch

Allow All
Save

Clean Up Exceptions

Add to Favorites | QuestionsiComments | Sign out

New Window | Help | & *

m

< i

v

€ Intemet | Protected Mode: On

#100%

Step Action

27. Check the box on the appropriate exception row.

[O]

28. Click theSavebutton.

minutes.

Save

Note: If you edit a timeshedb correct the data that generated an exception, y,
must wait for the Time Administration process to run to see the changes refl
in Payable Time. The Time Administration process is scheduled ®vang 15

29. Click theOK button.

Page 10
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L Sap to Favorites | Questions/Comments
3

Empl Rcd Nbr. 0
Exceptions on an employee’s timesheet must be resolved to ensure that the record reflects the correct
activity for the time period - before you approve the employee’s timesheet activity. Refer to the additional
information provided for each exception on the Details tab below.

Certain exceptions are not allowable and will prevent time from being passed through to Payroll. The
disallowable exceptions are noted with a HIGH severity level; you must correct these in order for the
Payable Time to generate for that day or time span. You must return to the employee’s timesheet and
correct the row/data that generated the error.

QOther exceptions are allowable; they are “warnings” to prompt you that a condition exists in case you
need to correct the timeshest. The allowable exceptions are noted with a MEDIUM severity level You can
approve the exception by clicking Allow next to the exception row and Save.

If you edit a timesheet to correct the data that generated an exception, you must wait for the Time
Administration process to run to see the changes reflacted in Payable Time. The Time Administration

process is scheduled to run every 15 minutes
¥ Filter Options

Overview Y Details

Allow Exception ID Description Date Severity
U_TLMEAL SMU Missing meal punch 10/26/2009 Medium
Click this button to resolve non-setup related exceptions once reported time has been Clean Up Excapi
corrected using the Timesheet page. This button will only resolve exceptions with a EEu\y ISy s

source of Time Validation-Elapsed or Punch

Allow All
Save

GoTo: Manager Self Senice

Time Management
Return to Timesheet

Sign out

m

b

€ Internet | Protected Mede: On

#100%

100%

Step

Action

30.

Click theReturn to Timesheetlink.

| Return to Timeshest |
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00014520 On HETQA

Day De Status Exception In Meal Qut In Out Punch Total Time Reporting Code Quantity Time Collecti
O st 17 New -
O s 118 New -
G2 Mon 11/ Submitted 8:30:00AM  12:30:00PM  1:45:00PM  5:00:00PM 725 -
O Tue 1110 Submitted 8:00:00AM 71500PM 125 -
O Wed 1111 Submitted 7:45:00AM 11:40:004M 12:55:00PM  2:15:00PM 525 -
(@] Submitted 415.00PM 5.07.00PM 0.86 - T
O Thu  11H2 New -
O Fri 1113 Submitted (‘:" 8:30:00AM  12:30:00PM 5:20:24PM 4.00 -
O sat 1114 New -
O sun M5 New -
() Mon 116 New -
O Tue  1AT New -
O wed 1118 New -
O Thu  1IHE New - E
O R 1120 New -
Submit Clear
0 Reported Hours Summary - click to view
oaa\an:es—:\i:kmview
GoTo:  Manager Self Service
Time Management
Return to Select Emplovee
F] (T ] ] )
& Intemet | Protected Mode: On ®100% ~

Step Action

31. Retrieving Comments An employee can alert you about missed punches. ]
Comments icon will populate to signify a comment is available for viewing.

Click theCommentsbutton.
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Access
=3
New Window | Helo | /&
Comments
Edward Evanson EmplID: 02679312

Date Under Report:  11/13/2009

Customize | Find | View All | 8 First [4] 1 or1 [F] Last
Created By DateTime Created Source ‘Comment
02679312 ;_12";3’2“09 Time Reporting Returned from lunch at 1:15. (Forgot to punch backin.)

Cancel

Empl RedNbr. 0

Done

& Intemet | Protected Mode: On H100% ~

Step

Action

32.

The comment is available for your review.

Click theCancelbutton to return to the previous screen.

Cancel ‘

33.

Adding Paid Time to an Employee's Current Work Day

An employee may need you to add paid leave time for a personal apgaint
such as a doctor's visit. To add additional hours to an employee's workday
(vacation, ill, jury, etc...) you must insert them on a separate row.

To do soscroll to the right at the bottom of the page.

34.

Select the appropriate row, click tAed pushbutton tdnsert Additional
Row.
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Agmfm
& 00014520 On HETQA | Home | _Add to Favorites | QuestionsiComments | _Sian out
3
New Window | Help | B+
Timesheet

Edward Evanson EmpliD 02679312

EmplRed Nbr:

oc\mkﬁ]r\nstrumuns
ViewBy: TimePeriod v Date:  11/07/2009 [ (% Refresh == Previous Time Period  Next Time Period ==

== Previous Employee Next Empl ==

Reported Hours: 3061 Hours Scheduled Hours: 000 Hours

I

Day Date Status Exception In Meal Out In Out Punch Total Time Reporting Code
O osat 17 New -
2 sun 18 New BIP - Business Interruption P3|
COP - Call Out Pay
C mon 119 Submitied B:30:00AM 1230:.00PM  1:4500PM  5:00:00PM 7.25 | 07D - Death Leave Biwk
v " ILB - Med Leave Biwkly
2 Tue 1110 Submitted 8:00:00AM 7:15:00PM 11.25 JRB- Jury Leave Biweekly
O wed 1M1 Submitted LIU - Wages/Lieu of Notice L
LWB - Leave wiPay Biwkly
O Submitted 7:45:00AM 11:40:004M 12:55:00PM  2:15:00PM 5.25 |MIB - Military Lv Biwkly
REG - Regular Hours Worked
o Submitted 4:15:00PM 5.07:00PM 0.86 |SJB - Second Job BW
» . UPB - Unpaid Leave - Biweekl
O Thu 1112 New 8:28:00AM 1202:00PM 12:45:00PM  4:44:00PM 7.5 |yCB - vacation Biweekly
v . ‘WC1 - Workers Comp 1st 7 d:
@ Fri 1113 Submitted Q" 8:30:00AM  12:30:00PM 5:20:24PM 4.00 WC2 - Warkers Comp after 28
O osat 1114 New -
s 1115 New -
2 Mon  11i16 Submitted 8:18:00PM - BLNTN RJ T4£
(Y Tn aasaz Rimens — h
< i J +
Done € Intemet | Protected Mode: On ®100% ~

Step Action

35. A new row has displayed. Select the desirade Reporting Codefrom the drop
down list.

(Note: The Time Reporting Code will only display those fields applicable to y
empl oyeeds benefits.
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SO SO IR0 I OIEOIEY)

VOV UO 0

halra
18
19
1110
1111

12
1113
M4
1ns
M6
1117
1ina
119
11720

Status

Submitted
Submitted
Submitted
Submitted
New
MNew
Submitted
New
New
MNew

New

Exception In

Meal Qut  In

8:30:00AM 12:30:00PM  1:45:00PM  5:00:00PM

8:00:00AM 7:15:00PM

7:45:00AM 11:400:00AM 12:55:00PM  2:15:00PM

4:15:00PM 5:07:00PK

8:28:00AM  12:02:00PM 12:45:00PM  4:44:00PM

& 8:30:00AM  12:30:00PM 5:20:24PI
Submit Clear

’ Reported Hours Summary - click to view

GoTo:

M Balances - click to view
Manager Self Senice
Time Management

Punch Total Time Reporting Code

00014520 On HETQA | Home | Add to Favorites | QuestionsiComments

11.25 -
525 -
0.86 -
7.55 -
4.00 -

T

Quantity

Time Collection Dg

r

Sign out

m

€ Intemet | Protected Mode: On

#,100%

Step

Action

36.

Enter the appropriate number of hours intoGuantity field.

37.

Submit |

Click the Submit button to save changes.

38.

A confirmation displays. ClicloK.
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SMU

A
. MU 00014520 On HETQA Add to Favorites | Questions/Comments | _Sign out
(=3

Hew Window | Help | &,
Timesheet

Edward Evanson EmpliD 02679312

EmplRcd Nbr: 0

oc\mkﬁ]r\nslrummns
ViewBy: TimePeriod ~ Date:  11/07/2000 [ (2 Refresh == Previous Time Period ~ Next Time Period ==

== Previous Employee Next Empl ==

Reported Hours: 42 71 Hours Scheduled Hours: 000 Hours

From 11/07/2009 to 11/20/2009
imesheet

m

Day Date Status In Meal Out In Out Punch Total Time Reporting Code Quantity Time Collection Device De|
O sat 1T New -
> s 118 New -
O Mon 119 Submitted 8:30:00AM 12:30:00PM  1:45.00PM  5:00:00PM 725 -
2 Tue 1110 Submitted 8:00:00AM 7:15:00PM 11256 -
@ Wed 1111 Submitted ILB - Med Leave Biwkly - 200 Pl
O Submitted 7:45:00AM  11:40:00AM 12:55:00PM  2:15:00PM 525 -
O Submitted 4.15:00PM 5:.07.00PM 0.86 -
O Thu M2 New -
O Fri 1113 Submitted 8:30:00AM 12:30:00PM  1:15:00PM  5:20:24PM 808 -
O sat 1114 New -
2 s 1115 New -
2 Mon  11i16 Submitted 8:18:00AM  1:14:00PM  2:15:00PM  5:16:00PM 795 - BLNTN RJ T4500
F] |ﬁ (T ] ] )
& Intemet | Protected Mode: On ®100% ~

Step Action

39.

Adding Paid Time to an Entire Day: An employee may need you
payable time for an entire day (ill, vacation, jury, etc.)

On the empty row, select the desired form of payable time frofithe
Reporting Codelist item.

rtecord
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Access
SMU 00014520 0n HETOA | Home | _Add to Favorites | Questions/Comments | Sign out
=3
New Window | Help | &,
Timesheet

Edward Evanson EmpliD 02679312

EmplRcd Nbr: 0

oc\mkﬁ]r\nslrummﬂs
ViewBy: TimePeriod v Date:  11/07/2009 [ (% Refresh == Previous Time Period ~ Next Time Period ==

== Previous Employee Next Empl ==

Reported Hours: 42 71 Hours Scheduled Hours: 000 Hours

m

From 11/07/2008 to 11/20/2009
{ Timesheet | [F=¥

Day Date Status In Meal Out In Out Punch Total Time Reporting Code Quantity Time Collection Device De|
O osat 17 New -
2 sun 118 New -
3 mon 1118 Submitted 8:30:00AM 12:30:00PM  1:45:00PM  5:00.00PM 7.25 -
O Tue 1110 Submitted 8:00:00AM T:AS00PM 11.25 -
@ Wed 1111 Submitted ILB - Med Leave Biwkly - 200 N
&) Submited  7:45:00AM 11:40:00AM 12:6500PM 21500PM sss) =)
&} Submitted  415:00PM 5.07:00PM 0.85 -
2 Thu 112 New
G2 Fi 1113 Submitted 8:30:00AM 12:30:00PM  1-15:00PM  5:20:24PM 8.08 -
) sat 1114 New -
0 sun 1115 New -
(2 Mon 116 Submitted 8:18:00AM  114:00PM 215:00PM 5:16:00PM 7.05 - BLNTN RJ T4500
C il | 3 )
& Intemet | Protected Mode: On ®100% ~

Step Action

40. Enter the desired number of hours in @gantity field.

41. Deleting Rows Rows can be deleted if necessary. (For example, you may
realized that you added vacation time to the wrong employee.)

To delete a row, firstcroll to the right.

42. Click theDeletebutton.

43. A delete confirmation page will display. Qlithe appropriat®eletebutton.
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Agpcess

SMU 00014520 On HETQA | Home Add to Favorites | QuestionsiComments | Sign out
’ uuuuuuuuuuuuuuu -
Reported Hours: 38.16 Hours Scheduled Hours:  0.00 Hours |
From 11/07/2009 to 11/20/2009
Timesheet
Day Date Status Exception In Meal Qut In Out Punch Total Time Reporting Code Quantity Time Collecti
0 osat 17 New - i
2 sun 118 New -
O Mon 1119 Submitted 8:30:00AM 12:30:00PM  1:45:00PM  5:00:00PM 725 -
O Tue 1110 Submitted 8:00:00AM 7:15:.00PM 1125 -
O Wed 1111 Submitted ILB - Med Leave Biwkly - 2.00
(@) Submitted T:45:00AM  11:40:00AM 12:55:00PM  2:15:00PM 525 -
O Submitted 4:15:00PM 5:07:00PM 0.86 -
O Thu 112 New VCB - Vacation Biweekly ~ 7.50
O Fri 113 Submitied (‘:'l 8:30:00AM  12:30:00PM | 5.20:24PM 4.00 - =
) sat 1114 New -
2 sun 1115 New -
O Mon 1116 Submitted 8:18:00PM - BLNTN RJ T4
0 Tue 117 New -
) Wed 1118 New -
O Thu 1113 New -
O Fi 1120 New -
Submit Clear P
0 Reported Hours Summary - click o view
OEa\anEes-E\mkmwew
P —— il I 3 )
Done & Intemet | Protected Mode: On ®100% ~

Step Action

44. Missed PunchesThe exception icon indicates a missed punch. Mast
correct these in order for the Payable Time to generate for that day or time §
On the timesheet, click in the field that yoeed to edit and add the missing
punch.

45. Time Clocks When an employee uses a time clock to record hours, you wil
the location of each different clock listed in a separate row unddirtie
Collection Device Descriptioncolumn.

46. Reported Hours: Click theReported Hours Summary- click to view link.
[Reported Hours Summary - click to view]

47. (Note: This is raw data. To view instructions for Payable Time"¥éawing
Payable Time Payable Time Detailbr "Viewing Payable TimePayable Time
Summary.")

Click theReported Hours Summayy - click to hide link.
[Reported Hours Summary - click to hide]
48. Balances Click theBalances- click to view link.

[Balances - click to view|
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Step

Action

49.

The employee's available balances display. Note the balances reflect any le
hours that were submitted on the employee's timesheet, even if that payroll
been proessed yet.

Click theBalances- click to hide link.

[Balances - click to hide]

50.

Before you exit: After completing your edits and review of the timesheet, clicl
the Submit button.

Submit ] |

51.

End of Procedure.
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SMU

Manage Exceptions

Procedure

Step

Action

1.

Before you approve ther@loyee's timesheet activity, exceptions on an
employee's timesheet must be resolved.

This ensures that the record reflects the correct activity for the time period.

Click theManager Self Servicdink.

[t Manager Self Semice]|

“Shiv

Search:

[ My Favorites
> Help

[> 8MU Links

[> Self Senvice

[> Time Management
> Campus Community
[ Student Recruiting
[» Student Admissions
[» Records and Enroliment =
> Curriculum Management
[> Financial Aid
[> Student Financials
[> Academic Advising
[> SetUp SACR
> Reporting Tools
I PeopleTools
[» MU Custom Programs
— My Personalizations

00014520 On HETQA | Home | Add to Favorites | Questions/Comments | Sian out

%D Manager Self Service

Navigate to self service information and activities for people reporting to you.
ﬁ Approve Time and Exceptions ﬁ Report Time ﬁ View Time

Approve reported or payable fime, overtime View calendars, balances, forecasted and
payable time, accumulators and more.

Report time or request absences,
and absence requests, and manage
=l Monthly Time Calendar

I Timesheat
exceptions.
=] Weekly Time Calendar

=l Payable Time
=l Exceptions =] Daily Time Calendar
3 Wore.

®

E Manager Search Options
Access manager search options.

Done

H100% -

€ Intemet | Protected Mode: On

Step

Action

Click theApprove Time and Exceptionslink.
|§ggrove Time and Exceptions

Click theExceptionslink.
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Aprress
M

Search:

[ My Favorites
> Help

[ SMU Links

[> Self Senvice

= Approve Ti

[ View Time

[> Financial Aid

[> SetUp SACR
> Reporting Toal
> PeopleTools

I~ Manager Self Service
<2 Time Management

Exceptions
— Payable Time

(> Report Time

— Manager Search Options
[» Campus Community
[ Student Recruiting
[» Student Admissions
[+ Records and Enroliment
> Curriculum Management

[> Student Financials
[> Academic Advising

[» MU Custom Programs
— My Personalizations

00014520 On HETQA | Home | Add to Favorites | Questions/Comments | Sign out

New Window | Help | /& +

Manage Exceptions

i Get Employees

Description Value

me and Group ID
EmplID

Empl Red Nor

m

LastName
First Mame
Department
Supernvisor 1D

Reports To Position Number

MNorth American Paygroup

P PP PPPLPHL O P

s ‘Workgroup

Exceptions on an employee’s timesheet must be resolved to ensure that the re corect
activity for the time period - before you approve the employee’s timesheet activty Referto e additional
information provided for each exception on the Details tab below.

Certain exceptions are not allowable and will prevent time from being passed through to Payroll. The
disallowable exceptions are noted with a HIGH severity level: you must correct these in order for the
Payable Time to generate for that day or time span. You must return to the employee's timesheet and
correct the row/data that generated the error.

Other exceptions are allowable; they are "wamings” to prompt you that a condition exists in case you
need to correct the timesheet. The allowable exceptions are noted with a MEDIUM severity level You can
approve the exception by clicking Allow next to the exception row and Save.

If you edit a timesheet to correct the data that generated an exception, you must wait for the Time

Done

@ Intemnet | Protected Mode: On H100% -

Step

Action

Click theCollapse Menubutton to enlarge the view on your screen.

O

Enter the letteB to pull all your Biweekly Employees in th&roup ID field.

Click theGet Employees button to retrieve all biveekly employees.

Get Employees

Instructions for reviewing and correcting exceptions are displayed on the
Exceptions screen. Read the instructions carefully to understand the excepti
if/fhow it is affecting your employee's payabiae.

Certain exceptionare not allowable and will prevent time from being passed
through to Payroll. The disallowable exceptions are noted witlsal severity

level; you must correct these in order for the Payable Time to generate for th
or time span.

You must return to the employee's timesheet and correct the row/data that
generated the error.
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Exceptions on an employee’s timesheet must be resolved to ensure that the record reflects the correct
activity for the time period - before you approve the employee’s timesheet activity. Refer to the additional
information provided for each exception on the Details tab below.

Certain exceptions are not allowable and will prevent time from being passed through to Payroll. The
disallowable exceptions are noted with a HIGH severity level: you must correct these in order for the
Payable Time to generate for that day or time span. You must return to the employee’s timesheet and
correct the row/data that generated the error.

Other exceptions are allowable; they are “warnings” to prompt you that a condition exists in case you
need to correct the timeshest. The allowable exceptions are noted with a MEDIUM severity level You can
approve the exception by clicking Allow next to the exception row and Save.

If you edit a timesheet to correct the data that generated an exception, you must wait for the Time
Administration process to run to see the changes reflected in Payable Time. The Time Administration

ocess is scheduled to run every 15 minutes.
¥ Filter Options

00014520 On HETQA | Home | Add to Favorites | QuestionsiComments | _Sign out

Click this button to resolve non-setup related exceptions once reported time has been
corrected using the Timesheet page. This button will only resolve exceptions with a

source of Time Validation-Elapsed or Punch.

Allow All
Save

Overview Detais
Aoy EXCDUON pogerpiion Date EmpliD Hame Severity

U_TLIN Qut Punch with no IN Punch  11/18/2009 00008566 Alice Astro High

U_TLX101 The firstIN punch is missing 11/18/2009 00008566 Alice Astro High

U_TLx1pz !N punch after MEAL Is 111812009 00008566 Alice Astro High

missing

= U_TLMEAL SMU Missing meal punch 11/05/2009 02679312 Edward Evanson Medium
= U_TLMEAL SMU Missing meal punch 111012009 02679312 Edward Evanson Medium

Clean Up Exceptions I

& Intemet | Protected Mode: On H100% ~

Step

Action

10.

Details !

Click on theDetails tab for additional information.

11.

Detailed information is displayed.
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Apcess
-8

disallowable exceptions are noted with a HIGH severity level; you must correct these in order for the
Payable Time to generate for that day or time span. You must return to the employee’s timesheet and
correct the row/data that generated the error.

Other exceptions are allowable; they are "wamings” to prompt you that a condition exists in case you
need to correct the timesheet. The allowable exceptions are noted with a MEDIUM severity level. You can
approve the exception by clicking Allow next to the exception row and Save.

If you edit a timesheet to correct the data that generated an exception, you must wait for the Time
Administration process to run to see the changes reflected in Payable Time. The Time Administration

process is scheduled to run every 15 minutes.
» Filter Options

Exceptions

[ Ovenview | Details 1\ [

00014520 On HETQA | Home | Add to Favorites | QuestionsiComments

Last Update Date

Sign out

Allow Exception ID Description Date EmpliD Name Source Time Exception [
] U_TLMEAL  SMUMissingmeal 4555009 02679312 Edward Evanson Time Administration 11/19/2009 8:50:20a11 | 1€ 93YS €
punch and no meg
B U_TLMEAL SMU Missing meal 111012009 02879312 Edward Evanson Time Administration 11719i2009 The day's e
punch 12:19:38PM and no me;
Click tis button to resolve non-setup related cxceptions once reported tme has been T
corrected using the Timesheet page. This button will only resolve exceptions with a EE LB TE
source of Time Validation-Elapsed or Punch
Allow All !
Save
GoTo Manager Self Service
Time Management
‘ . L3
@ Intemet | Protected Mode: On ®100% ~

Step

Action

12.

Click theOverview tab to return to the original view.

[ |

13.

notedwith aMEDIUM severity level.

neeal to correct the timesheet.

In addition to the exceptions that havell&H severity,there are also exception

These exceptions are "warnings" to prompt you that a condition exists in ca

In the example of the missing meal punch exception, this may be allowable
are aware that the employee has worked through lwncti,could be that the
employee forgbto punch in and out for lunckvhich needs to be corrected.

14.

you review (and possibly correct) each timesheet.

Use thePrint icon on your task bar.

You may want tqrint the list of exceptions for your employees, to refer to ag

15.

adjustments before payable tiwen be generated.

If you haveHIGH exceptions younust return to the timesheet to make

Page 23



Training Guide
Access.SMU Payroll

SMU

Step

Action

16.

Navigate to the appropriate timesheets to make the necessary edits.

To view instructions for Timesheet Adjustments s&anesheet Adjustments:
Current, Previous & Future Pay Periods."

Note: Once you edit a timesheet to corrdw tata that generated an exception
you must wait for the Time Administration process to run to see the change:
reflected in Payable Time.

The Time Administration process is scheduled to run every 15 minutes.

17.

After editing your employees timesheeatick theManager Self Servicdink.

[- Manager Self Semvice]

Search:

[> Financial Aid

[ Set Up SACR

> PeopleTools

> My Favorites

> Help Navigate to self service information and activities for people reporting to you

1> SMU Links ﬁ Approve Time and Exceptions ﬁ Report Time ﬁ View Time

- Self Senice Approve reported or payable lime, overtime Report tme or request absences. View calendars, balances, forecasted and
~ Manager Self Service and absence requests, and manage B Timesheet payable time, accumulators and more.

[» Time Management
[> Campus Community
[ Student Recruiting
[> Student Admissions
[> Records and Enroliment =
[> Curriculum Management

[» Student Financials
[ Academic Advising

> Reporting Tools

[> MU Custom Programs
- My Personalizations

00014520 On HETQA | Home | Add to Favorites | QuestionsiComments | Sian out

%9 Manager Self Service

exceptions. = Monthty Time Calendar

=l Pavable Time =l Weekly Time Calendar
ElExceptions [=IDaily Time Calendar

3 More..

= Manager Search Options
Access manager search options.

Done

€ Intemet | Protected Mode: On #100% -

Step

Action

18.

Click theApprove Time and Exceptiondink.

|Approve Time and Exceptions|

19.

Click theExceptionslink.
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MU

Search:

00014520 On HETQA | Home | Add to Favorites | QuestionsiComments

Sign out

New Window | Help | & *

> PeopleTools
[ SMU Custom
— My Per: i

[ L Manage Exceptions
> Help
[+ SMU Links
[> Self Senvice
- Manager Self Senvice & GetEmployees
= Time Management Description Value
< Approve Time and Group ID Q
Exceptions
— Payable Time EmpliD Q
[» Report Time Empl Red Nor a £
[- View Time
— Manager Search Options LastName a
[» Campus Community First Mame Q
[> Student Recruiting
[ Student Admissions Department Q
[» Records and Enroliment
[> Curriculum Management Supenisor ID Q
[> Financial Aid
I Student Financials Reports To Position Number Q
[ Academic Advising
[ SetUp SACR S ECET R &
[ Repaorting Tools Waorkgroup Q o

Programs
ion:

Exceptions on an employee’s timesheet must be resolved to ensure that the record reflects the corect
activity for the time period - before you approve the employee’s timesheet activity. Refer to the additional
information provided for each exception on the Details tab below.

Certain exceptions are not allowable and will prevent time from being passed through to Payroll. The
disallowable exceptions are noted with a HIGH severity level; you must correct these in order for the
Payable Time to generate for that day or time span. You must retumn to the employes’s timesheet and
correct the row/data that generated the error.

Other exceptions are allowable; they are "wamings” to prompt you that a condition exists in case you
need to correct the timesheet. The allowable exceptions are noted with a MEDIUM severity level. You can
approve the exception by clicking Allow next to the exception row and Save.

If you edit a timesheet to correct the data that generated an exception, you must wait for the Time -

Done

€ Intemet | Protected Mode: On H100% ~

Step

Action

20.

Enter the letteB to pull all your Biweekly Employees in th&roup ID field.

21.

Click the Get Employeesbutton.

Get Employees

22.

Scroll to the bottom of the page.

23.

Review your exceptions.

24.

You can approve thelEDIUM exceptions by checkingllow on an individual
row and selectinGave.

Or, if you choose to approve all rows, click #iéow All button.

Allow All

25.

To uncheck all rows, click thBisallow All button.

26.

Note: The Clean Up Exceptions button does not apply to the types of excep
used in TIMEaccesat SMU.

27.

Click the Savebutton when completed.

Save

28.

A confirmation displays. Click th@K button

29.

End of Procedure.
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Approving Payable Time

Procedure

Step

Action

1.

Once you have reviewed and corrected or allowed all items in Manage Exce
Time and completed all Timesheet Adjustments, you are ready to Approve
Payable Time for employees.

Click Manage Self Service.

|[> Manager Self Service |

Apcess

“SMU

Search:

> My Favorites
> Help

[ SMU Links

[> Self Senice

00014520 On HETQA | Home | Add to Favorites | QuestionsiComments | _Sign out

® %9 Manager Self Service

Navigate to self service information and activties for people rporting to you

> Time Management
[» Campus Community
[ Student Recruiting
[> Student Admissions
[» Records and Enroliment
[ Curriculum Management
[» Financial Aid
[» Student Financials
[ Academic Advising
[ Set Up SACR
> Reporting Tools
> PeopleTools
[> SMU Custom Programs
— My Personalizations

~ Manager Self Service

Approve Time and Exceptions ﬁReponTime View Time
Approve reported or payable time, overtime Report time o request absences. View calendars, balances, forecasted and
and absence requests, and manage ElTimesheet payable time, accumulators and more.

exceptions.
= payable Time
=lExceptions

E" Manager Search Options
Access manager search options.

Main Content

= Monthty Time Calendar
=] weekly Time Calendar
=] Daily Time Calendar

3 More..

Done

€ Intemet | Protected Mode: On

H100% ~

Step

Action

Click theApprove Time and Exceptiondlink.
Eggrmre Time and Exceptions

Click thePayable Timelink.

Page 26



SMU.

Training Guide
Access.SMU Payroll

Step

Action

4.

Searching for EmployeesYou can search for employees several different wg

Using theGroup ID field, enter a "B" fom list of all biweekly employees. Then
click Get Employees.

(Note: This will narrow down your results by eliminating the monthly employe
that may appear.)

You can also search for an individual employee by enteringEngID , or by
entering the_ast Name, First Name To do this, enter the desired search critel
and click Get Employees.

Note: If you are searching by name, you must enter the name in title case, i.¢
John Doe.

25U

00014520 On HETQA | Home | Add to Favorites | Questions/Comments | Sign out
Search: Mew Window | Help | /&,
> My Favorites .
I Help Approve Payable Time
[ SMU Links . -
I Self Senvice Approve Time for Time Reporters
- Manager Self Service =
= Time Management Get Employees
< Approve Time and Description Value
Exceptions Group ID Q
— Payable Time
— Exceptions EmpllD Q
> Report Time
b View Time Empl Red Nbr Q
— Manager Search Options
[» Campus Community Lasthame Q
[> Student Recruiting First Mame Q
[> Student Admissions
[ Records and Enroliment Department Q
[ Curriculum Management
[> Financial Aid Supenvisor ID Q
[ Student Financials N
> Academic Advising Reports To Position Number Q
[ Set Up SACR :
1 Reparting Tools MNorth American Paygroup Q
[ PeopleTools Workgroup Q
[» SMU Custom Programs
— My Per: ion:

StartDate 11/13(2008 End Date 11/19/2008
Mo employees were returned for the time period specified.

GoTo:  Manager Self Service

Time Management

€ Intemet | Protected Mode: On H100% ~

Step

Action

You can also retrieve all your employeeschigking theGet Employeesbutton.
No criteria is required in the Employee Selection fields.

Note: This will pull both biweekly and monthly employees.

Get Employees
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Step

Action

7.

Scroll to the bottom of the page.

8.

Click theSelect Alllink to select all employees.
Select All

If necessary, you can deselect one employee by checking the appropriate it
can also check th@lear All link to deselect all employees.

10.

Approving Multiple Employees at Once

Once all desired employees are selected, cliclkhgpove button.

11.

Click theOK button.
OK

Apcess

im
g
c

[> Student Recrui
[> Student Admis:

[ Curriculum Mar
[» Financial Aid

[» Academic Advi
[ Set Up SACR
> Reporting Tool
> PeopleTools

Search: Q,
[» My Favorites EmpliD Q
" Help Empl Red Nbr
[+ SMU Links P &
[> Self Senice Last Name Q
- Manager Self Service
= Time Management First Name Q. Bl
< Approve Time and
Exceptions Department Q
— Payable Time Supenisor ID Q
— Exceptions
> Report Time Reports To Position Number Q
[- View Time
— Manaqer Search Options MNorth American Paygroup Q
[ Campus Communil
P ty ‘Workgroup Q

[» Records and Enroliment

[> Student Financials

> SMU Custom Programs
— My Personalizations

00014520 On HETQA | Home | Add to Favorites | QuestionsiComments | Sign out

Group ID

ting

sions
nagement Start Date 11/01/2009 [ End Date 11/30/2000 [H

Select an employee and click on the approve button below to approve the employee’s time for the time
period. Click on the employee’s name to view and/or approve the employee’s time. You may expand
the date range by changing the start and end dates or by leaving them blank. Leave both date fields
blank to retum all employees with payable time that needs approval

Employees For Helen Hartsmen

Empl Total

sing

I

s

Select HName IEDWM Rcd  Payable sﬁm Department
= Nbr Hours
E Alice Astro 00008566 0 46.250000 0.000000 204000 BTPTSTAFF 01583334
selsctall [ Clearan
Approve
GoTo:  Manager Self Service
Time Management
. . ] v
& Intemet | Protected Mode: On H100% ~

Step

Action

12.

Adjusting Time through the Approve Payable Time Page

Click theNamelink.
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00014520 On HETQA | Home | Add to Favorites | QuestionsiComments | _Sign out

Search: Alice Astro EmplID 00008566 i
® EmplRcd Nbr: 0
> My Favorites
> Help
I> SMU Links Select the time you intend to approve and then click the Approve button. i
[> Self Senvice
- Manager Self Senvice If you need to make any changes, click the Adjust Reported Time link next to the employee’s
= Time Management name. Make the appropriate edits and click Submit.
< Approve Time and
Exceptions Nete:  If you make changes to the timesheet, you must wait for the next
— Payable Time Time Administration process to complete its cycle before you can APPROVE
— Exceptions the revised hours. The Time i ion process is scheduled to run every 15
[ Report Time minutes.
[- View Time
— Manager Search Options
[» Campus Community S —
1> Student Recruiting Start Date | /7717 End Date
[> Student Admissions
[» Records and Enroliment
> Curriculum Management Overview Task Reporting Elements
[> Financial Aid Time Reporting i i i
> Student Financials Select Date Code Quantity  Type Adjust Reported Time Comments
[ Academic Advising
I SetUp SACR. (=] 11/06/2009 REG 2.500000 Hours Adjust Reported Time @ =
:; EEPHI’T‘?Q Tlﬂﬂ‘s B 11/06/2009 oTP 6.000000 Hours Adjust Reported Time [®]
‘eopleTools
[> SMU Custom Programs = 11/08/2009 REG 4.000000 Hours Adjust Reported Time Q
- My Per ! F 10azo0e REG 2500000 Hours Adiust Reported Time @
F 11/110/2009 REG 8.000000 Hours Adjust Reported Time Q
=] 11/11/2009 REG 8.500000 Hours Adjust Reported Time Q
(=] 1112/2009 REG 8.500000 Hours Adjust Reported Time O
= 1113/2009 REG 6.250000 Hours Adjust Reported Time Q
Seledt All o Clear All
Approve
Return to Approval Summary
Done @ Intemet | Protected Mode: On H100% ~

Step Action

13. Select the appropriate row and click djust Reported Time link.
[Ad ust Reported Time
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wuuuouLy

Empl Red Nbr: 0

HETQA | Home | Add to Favorites | Questions/Com

=< Previous Time Period

Next Time Period ==

Punch Total Time Reporting

5:00:00PM 4.00
6:50:00PM 143
9:40:11PM 096
5:00:00PM 2.10
5:15:00PM 8.58
6:00:00PM 8.61
2:20:00PM 433
5:00:00PM 2.00

1

v

Apcess
‘.~ MU 0001
o
Search:
[> My Favorites ochckfar\nstvudmns
& Help N i . -
> SMU Links View By:  Time Period Date: 11/07/2009 2 Refresh
[> Self Senice Reported Hours: 38.03 Hours Scheduled Hours:  0.00 Hours
- Manager Self Service
= Time Management
<« Approve Time and
Exceptions
> Report Time
b View Time O sat 17 New
— Manager Search Options : 00 330.00eM]
. O sun 118 Submitted 1:00:00PM | 3:30:00PM
1 Student Recruiting @ Mon 11 Submitted  3:04:38PM  3:05:24PM  5:25:00PM
[> Student Admissions
[> Records and Enroliment Submitted 8:42:40PM
[» Curriculum Management
> Financial Aid Tue 1110 Submitted 7.45:00A1 12:01:00PM  1:10:00PM
[> Student Financials o ; e v
et Wed 1141 Submitted TAS00AM  1:05:00PM  2:00:00PM
I Set Up SACR ; —
» Rapoiting Tools 2 Thu  11M2  Submitted 81400AM 121500PM  1:24:00P1
R Slnei) 2 Fi 11M3  Submitted 830:00AM 10:4500AM 12-15:00PM
[» SMU Custom Programs
— My Personalizations Q Submitted 3:00:00PM
O sat M4 New
) sun 11M5 New
Mon 1116  New
Tue  11M7  New
@ wed M8 New
O Thu 1118 New
O P 1200 New
Submit Clear |
T i ]
Done

& Intemet | Protected Mode: On

#100% -

Step

Action

14.

Edit punchesasneeded.

15.

Click the Submit button.
| Submit [|

16.

Click theOK button.
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Apcess

MU 00014520 On HETQA | Home | _Add to Favorites | Questions/Comments | Sign out
3
Reported Hours: Scheduled Hours: (.00 Hours R W

Status MealOut  In Punch Total Time Reporting Code Quantity  Time Collection Device De|
O sun 118 Submited  1.00:00PM  3:30:00PM  4:00.00PM  5:00.00PM 350 -

2 Mon 1148 Submitied 304:38PM 3:05:24PM 5:25:00PM 6:50:00PM 143 - A
@ Submited  8:42:40PM 9:40:11PM 096 -

@ Tue 1110 Submitied 7:45:00AM 12:01:00PM 1:1000PM 500-00PM 8.10 -

(2 Wed 1111  Submited  7:45:00AM 1.0500PM 200:00PM 5:15.00PM 8.58 -

O Thu  11M2  Submitted 8:14:00AM 12:15:00PM  1:24:00PM 6:00:00PM 8.61 -

2 Fi 11M3  Submitied 8:30:00AM 10:45:00AM 12:15:00PM  2:20:00PM 433 -

&) Submitied 300:00PM 500:00PM 200 -

O sat 1114 New -

Submit Clear

n

i ] Reported Hours Summary - click to view
0 Balances - click to view
GoTo:  Manager Self Serice
Time Management
Return to Select Emplovee
Return to Approval Details

<] i ] v

Done & Intemet | Protected Mode: On ®100% ~

Step Action

17. Click theReturn to Approval Details link.
|Return to Approval Details

18. Note: If you make changes to the timesheet, you must wait for the next Time
Administration process to complete its cybkfore you ca\PPROVE the
revised hours.

The Time Administration process is scheduled to run every 15 minutes.
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Ag@es&
8 00014520 On HETQA | Home | Add to Favorites | Questions/Comments | Sign out
Search: Alice Astro EmpliD 00008566 &
® EmplRcd Nbr: 0
> My Favorites
> Help
I> SMU Links Select the time you intend to approve and then click the Approve button.
[> Self Senvice
- Manager Self Senvice If you need to make any changes, click the Adjust Reported Time link next to the employee’s
= Time Management name. Make the appropriate edits and click Submit.
< Approve Time and
Exceptions Nete:  If you make changes to the timesheet, you must wait for the next
— Payable Time Time Administration process to complete its cycle before you can APPROVE
— Exceptions the revised hours. The Time i ion process is scheduled to run every 15
[ Report Time minutes.
[- View Time
— Manager Search Options
> Campus Community - e —
1> Student Recruiting Start Date | /7717 End Date |11/=7/e77
[> Student Admissions i
Al | Detail
[» Records and Enroliment perous e S
> Curriculum Management Overview Task Reporting Elements
[> Financial Aid Time Reporting 5 _ _
I Student Financials Select Date Code Quantity  Tvpe Adjust Reported Time G
[ Academic Advising
I SetUp SACR. (=] 11/06/2009 REG 2.500000 Hours Adjust Reported Time @ L
:; EEDHI’T';Q TIUU‘S 1 11062009 oTP £.000000 Hours Adjust Reported Time (@]
‘eopleTools
[> SMU Custom Programs = 11/08/2009 REG 4.000000 Hours Adjust Reported Time Q
£ o
My Personalizations F 10azo0e REG 2500000 Hours Adiust Reported Time @
F 11/110/2009 REG 8.000000 Hours Adjust Reported Time Q
=] 11/11/2009 REG 8.500000 Hours Adjust Reported Time Q
(=] 1112/2009 REG 8.500000 Hours Adjust Reported Time O
= 1113/2009 REG 6.250000 Hours Adjust Reported Time Q
Seledt All o Clear All
Approve
Return to Approval Summary
Done @ Intemet | Protected Mode: On H100% ~

Step Action

19. Click theReturn to the Approval Summary link.

Return to Approval Summary

20. Click the Approve button.
Approve

21. Click theOK button.

22. A confirmation displays, click th&K button.
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Search:

> My Favorites

> Help

[ SMU Links

[> Self Senvice

- Manager Self Senvice

= Time Management
< Approve Time and

Exceptions

— Exceptions
> Report Time
[- View Time
— Manager Search Options
[» Campus Community
[> Student Recruiting
[> Student Admissions
[» Records and Enroliment
[ Curriculum Management
[> Financial Aid
[> Student Financials
[ Academic Advising
[ Set Up SACR
> Reporting Tools
> PeopleTools
[» SMU Custom Programs
— My Per: ization:

00014520 On HETQA | Home | Add to Favorites | QuestionsiComments | _Sign out

New Window | Help | '&,

Approve Payable Time
Approve Time for Time Reporters

i Get Employees

Description Value

Group ID

EmplID
Empl Red Nor

LastName

m

First Mame

Department

Supervisor ID

Reports To Position Number

North American Paygroup

P PP PPPLPHL R

‘Workgroup

Start Date 11/01/2009 End Date 11/30/2009

Select an employee and click on the approve button below to approve the employee’s time for the time
period. Click on the employee’s name to view and/or approve the employee’s time. You may expand
the date range by changing the start and end dates or by leaving them blank. Leave both date fields
blank to return all employees with payable time that needs approval

Employees For Helen Hartsmen

Empl Total
Select Name %“m Rcd  Payable sﬂu_lar Department Workaroup Supenviso
= Nbr  Hours o
= Name 0 0.000000 0.000000
ar = i J v
€ Intemet | Protected Mode: On H100% ~

Step Action

23.

To exit, click theSign outlink.

24.

End of Procedure.
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SMU

Time Card Report

Procedure

Step Action

1. Click theSMU Custom Programslink.
[ MU Custom Programs|

00014520 On HETQA | Home

Add to Favorites | Questions/iComments | Sign out

| oo g > |
®) Ki SMU Custom Programs

Search:

[ My Favorites

[ Student Recruiting
[» Student Admissions
[+ Records and Enroliment

ﬁ SMU Compensate Employee

&

1> SMU Links ﬁ] SMU Administer Financial Aid ﬁ SMU Admission ﬁ SMU Build Communi
[> Self Senvice

[» Manager Self Service FElview FA SF Account Summary [ Recruiting [=1S1U Photo

[: Campus Community 1 Awards [ Technoloay

SMU Manage Student Financials

ﬁ SMU Manage Student Records

[+ Curriculum Management [CITMEaccess [ canceliations [C1Graduation
[> Financial Aid [ 5napshot i 5etups
[> Student Financials CaTransfer

[> Academic Advising

[> SetUp SACR

> Reporting Tools

I PeopleTools

~ SMU Custom Programs

ﬁ] SMU Student Life

[CiRelease of Education Records

[> SMU Administer Financial
Aid

[» SMU Admission

> SMU Build Community

I SMU Compensate
Employee

> SMU Manage Student
Financials

> SMU Manage Student
Records

[» SMU Student Life

— My Personalizations

Main Content

Done R100% ~

€ Intemet | Protected Mode: On

Step Action

2. Click theSMU Compensate Empbyeelink.
|SI'.|1U Compensate Employee|

3. Click theTIMEaccesslink.

IMEaccess

4. Click theTimeCard Reports link.
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Search:

> My Favorites
> Help

[+ SMU Links

[> Self Senvice

[> Financial Aid

[ Set Up SACR

> PeopleTools

Aid

Employee

- Reports

Financials

Records

> Manager Self Service

[» Campus Community

[> Student Recruiting

[> Student Admissions

[» Records and Enroliment
[ Curriculum Management

[> Student Financials
[ Academic Advising

> Reporting Tools

- SMU Custom Programs
[> SMU Administer Financial

[> SMU Admission
[> SMU Build Community
=~ SMU Compensate

< TIMEaccess

~ TimeCard Reports

[» SMU Manage Student
[> SMU Manage Student

[ SMU Student Life
— My Personalizations

00014520 On HETQA | Home | Add to Favorites | QuestionsiComments | _Sign out

New Window | Help | /5,

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

{ Find an Existing Value "{_Add a New Value |

Search by: Run Control ID begins with |

[Tl case Sensitive

mw

Find an Existing Value \ Add a Mew Value

Done

& Intemet | Protected Mode: On H100% ~

Step

Action

Click theAdd a New Valuetab.
The first time you run this you will need to ad&an Control Value.
(The next time you run this report, click tBearchbutton, from thd=ind an

Existing Value tab, to select youRun Control ID. Note: You only need to set
your run control ID once.)

Add a Mew Value

Enter the desired information into tRein Control ID field. For example, mter
"TCReport".

Click the Add button.
Add
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Step Action
8. Enter theStart Date.
9. Enter theEnd Date.
10. Click theGroup ID button.
[&]
11. Click theLook Up button.
12. Click an entry in thé&roup ID column.
13. Click theRun button.
14. There are three reports available:

Time Cad by Employee This report is sorted by employee's last name.

Time Card by EE (employee) by Deprthis report is sorted by org # then
employeés last name.

Time Card for SignatureThis report is sorted by employee's last name and
includes a signatuiane for both employee and approver.
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