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DISCLAIMER

Written by the North Dakota University System, March, 2016.

This training manual is considered to be proprietary and confidential and may not be reproduced for any reason
other than stated below without prior written consent of the North Dakota University System.

EXCLUSION

This training manual has been prepared exclusively for End-User Training. Information contained within this
document may be used by NDUS campuses for the sole purpose of personnel training. Additional manuals may be
reproduced and edited as needed for training purposes ONLY. All other uses are prohibited without prior written
consent from the North Dakota University System.

Copyright © 2016 North Dakota University System. All Rights Reserved.
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INTRODUCTION

After the initial rollout for each campus, all non-exempt (from overtime) employees will report time worked
in the Time and Labor module in PeopleSoft. Only non-exempt employees need to use this module.
Various methods will be used to get time into the module:
1. Employees paid by the hour will enter time directly into PeopleSoft through a
web clock on a daily basis. This is referred to as “positive time reporting”.

2. Non-exempt employees who are paid on a salary basis will only need to report time if it
exceeds forty hours, referred to as “exception time reporting”, overtime
or compensatory time.

2. Some employees will continue to use time clocks, which will interface to PeopleSoft.

3. Select employees will have their time worked interfaced from other specialized systems
(FAMIS, EERC, UND Aerospace).

A major difference in this new process is that absences are not entered through this process.
Absences will now be handled exclusively through the Absence Management module of
PeopleSoft. The Time and Labor process is used only to record time worked.

Hourly employees (time reporters) will access the web clock to punch in/out. The web clock is
built within PeopleSoft which requires hourly employees to login to punch in/fout. Campuses may
have some departments that utilize a physical time clock. This requires swiping the employee
badge. Salaried non-exempt employees will access the timesheet to report all hours over forty.
This is possible wherever there is a device with an internet connection. At the end of each pay
period, the time entered will be submitted to the supervisor (time approver).

Campuses and business units of the North Dakota University System pay employees on a semi-
monthly basis with the work week starting on Sunday and ending on Saturday. Employees are paid
on the 15t of the month for hours worked in the second half of the previous month. Employees are
paid on the last day of the month for time worked the 15t through the 15t

Employees must enter their time by the last day of each pay period. Supervisors must approve or
deny the time worked the day after the last day of each pay period. If the time doesn’t get
entered, or doesn’t get approved prior to the deadlines, the employee will not get paid until
a subsequent pay period.

The business process under this new process is as follows:
1. Employee enters and submits hours worked.
2. Supervisor approves reported time
3. Approved time is sent to payroll
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ENTERING POSITIVE TIME FOR HOURLY EMPLOYEES

This page is used to enter time by the supervisor for hourly employees who may have forgotten to
punch infout (missing punch) or to select comp time as applicable.

Navigation: Manager Self Service > Time Management > Report Time > Timesheet

Search Menu:
Employee - B s ov
— Perst 1 CLEAN_Address ’
=] Revie [ Self Service 4
anager rvice
M Self Se
Abse [ Set Up HRMS (] Time Management oA - . - ,
= Requt (] Enterprise Components L Job and Personal Informat pprove Time and Exceptions
. [ Report Time
7 Waorklist {3 Compensation and Stock _
View [ PeopleTool R 3 View Time [E] Timesheet <=
= eoplelools . Absence Request
= 1 ND HE Applications . [Z] Manager Search Options E q
[£] Change My Password
Eﬁ" E% [Z] My Personalizations
o
[Z] My System Profile
[Z] My Dictionary
| oa
Report Time
Timesheet Summary
-+ Emplarye Selection Criteiia
[Trioyee Soecton Crers g —————————————————————————
Dewripton Value
Time Reporter Croup a
Ermi ID a
Ermgl Hiscond Q
Last Mama Q,
Fet Nama -
Business Unit =g
b Coda o
Job Description s
Dapartment / o
Reports To Posiion Nurme 00005506 o
Camguany Q
Posiion Numbe .Y /
Frreees e e (ﬁ ....... "
e / ~ ¥ Show Scaivdule information
Dt WEN2ENG 0] Provipus Wesk  Newd Wesk
preiises Hour ot Exception rssinien) APPIOVESUDIIN Denied lioors Cmpkoree 10 L8 308 Deparsment Descripsion Workgroup Taskgroup
Fotied Posmon - Lifeguard oo oo a0 oo 1 240002 Sid Cenlir, Bishole & Fd Srv HRANE NOU TSEG
o em=SE etk 00p 000 000 000 0840006 Std Center, Bkstors & Fd Srv HRNE NDU TSKY
F‘ooled".:nyﬂmvm 000 000 ('L 7] 000 0840001 51 Center, Bicstore & Fd Srv HRNE NUU 13K
Pooled Position - Lifeguard 000 000 ano oo0o 0240002 Sid Center, Bksiore & Fd Siv HRNE NDU TSKY
o

The Reports to Position Number is the position number of the supervisor logging in. By selecting Get
Employees will display employees reporting to the Reports to Position number. Other search criteria
can be used such as emplid or name.

Enter the date that is desired. Useful Tip: use the first day of the pay period which is the 1% or the
16" of each month.
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Timeshesat
Empl D e
Job Tille.  Fookd Posmson - Waler Safaty Empl Recoi 1
ewsy: [P | feportua Hours: 00 P Boood bt Posiod
“Date: e g Schedubed Hours: pop  PuniousDmplses bl Dmoloven
S— Tatwult ;
. [— et
FLSA Status: Hon-Lnempt ez Combination Ceste e, Paroent of Desruion
Multige Jobs; Mo
' VIDIDOSA00NIED 12500 000
2414 V005000350 25,000

M8 VES00 1SI00CONDONSS10 Fh.000

o] Men W1 [Fesauiar Honrs - WO | a v +| =]
) Tue 82 Mew | Frequiar Hoars - HOY ~ caT s} vl + =]
o Wed B3 [l = -1 vl w3 1+ =
] Tha A (=33 Q [ v R +| =
] Fii New =) o L ] s *| =]
) al BB [ car =% wl ne £3] =]
e fun A7 Hew cat o} L vl a7 £ =
o (e Hew T % v e + =1
] Tus A8 Hew TaT oy ] e +| =]
L2 Wed 810 MNew oat o, E ] e [#] =]
> T 011 Mew =] -3 ] e =}
> Fioanz Hew csT 1 wi B2 + =]
b} Sal BT Mew =3 (=1 v oan *| =}
23 S WU Mew =3 -} I U =l
(9 Men 815 New g =1 aQ W ! £ =]

Enter the punch information as appropriate. The Quantity field can also be used for a total number of
hours per day. The Time Reporting Code (TRC) can be changed to work study (H14) or call back
pay (H12) if applicable or the combo code (funding source) can be overridden.

Click Submit. Save for Later does not allow the timesheet to be approved. A timesheet can only be
approved upon clicking Submit.

NOTE: Do not use the Approve, Deny or Push Back buttons on this page. These actions will take
place on another page.

Upon Submit the following confirmation message appears. Select OK.

Timesheet
Submit Confirmation
[v,‘" The Submit was successful

OK | Time for the Time Peried of 2016-04-01 to 2016-04-15 is submitted
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APPROVING/DENYING POSITIVE TIME FOR HOURLY
EMPLOYEES

Approval of time worked needs to occur for an employee to be paid and must occur prior to the
deadline.

Also know that in North Dakota, in cases of a dispute over wages, the employer must provide a
written notice to the employee of the amount of wages being questioned. The employer is still
responsible to pay the balance of the wages on the regular payday. So if a supervisor doesn’t agree
with all the time submitted, they should be careful to approve the time which is not under dispute.

NOTE: Supervisors will not be able to view employees reporting to them on this page if no
hours have been submitted. Supervisors that need to enter hours for employees need to enter
them directly on the timesheet, which is NOT this navigation.

This page is used to approve, deny or push back hours worked. Emails will be sent to the employee
upon any of the three actions.

Navigation: Manager Self Service > Time Management > Approve Time and Exceptions >
Reported Time

Approve Reported Time
Timesheet Summary
- —

[Empioyes Selecton Criea g ]

Description Value

Time Reporter Group ’7 Q

Empl 1D I < }

Empl Record ]7 Q

Last Name  a

First Name e

Business Unit ’7 Q

Job Code e

Job Description ’7(1

Frraz] j a

Reports To Position Mumber 00009606 J Q

Company T a

Position Number I < }
Clear Selection Crileria Save Selection Criteria

View By: [week ~| ﬁi\hs&nce Show Schedule Information

Date: 08/12/2016 [l % Previous Week — Mext Week

Employees For Brooke Yanish, Time Needing Approval From 08/12/2016 - 081372016

Select Name Job Description o Hayitnt] Exception LTl I Denied Hours Employee ID Gzl

Approved Hours Approved Hours Record ab Cerin e i
O E;é"e" FEimD= 0.01 001 0.00 0.00/1007899 0840002 Std Cenler, Bkstore & Fd Sty
guard
Select All Deselact All
| Approve Deny ' Push Back
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Enter the desired date or leave as the current date. The View By can be changed by clicking on the
drop down. USEFUL TIP: Changing the View By to All Time Prior to the current date will display
hours that need to be approved for the pay period since NDUS pays on a payroll lag. Or change the
date to the beginning of the pay period and leave the View by set to Week.

Note: The date displayed is the current date, click Previous Week to change the date to the previous
week. You can also change the dates displayed after navigating to the Timesheet.

Also note for hourly employees the supervisor should not push back to the employee. Hourly
employees have view only access to their timesheets. Supervisors are expected to make the
changes on behalf of the employee.

Click Refresh or Get Employees. Then select the first employee to review/approve and continue to
click Next Employee if more than one employee needs time approved.

Timesheat

Coumeaty Chrrerede Kate oy — Colechon  Ohversite Coveten £ Dt
T

< [¢f'ie] f¢fl[e] el e
@

o el [ellelleliel Le] | bef el je] pe €] lie] ¢

o llef <] ledi|lel il le] ¢

Comments
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Review comments from employee if necessary. Example: Information to whether a student is a
work-study or if an hourly employee is asking for compensatory time instead of overtime, if
applicable.

Select each row or click Select All to choose all rows at once and take action. The supervisor can
Approve, Deny or Push Back to the employee.

Approval Messages:

Are you sure you want to approve the time selected? (13504 2500)
Once Approved the status cannot be reveried back

Select Yes to confirm and complete the status change, Mo to return to the page without updating the status.

Yes  No

Timesheet

Approve Confirmation

“ The Approve was successful

o]

Deny Messages:

Are you sure you want to deny the time selectad? (13504 10033)

Select Yes to confirm and complete the status change, No to return to the page without updating the status

Yes No
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Timesheet

Deny Confirmation

“ The Deny was successful

I oKk |
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APPROVING /DENYING POSITIVE TIME FOR SALARIED
NON-EXEMPT EMPLOYEES

Remember, this only needs to be done on weeks when the employee works in excess of 40 hours.

Navigation: Manager Self Service > Time Management > Approve Time & Exceptions >

Reported Time

Approve Reported Time

Description

Time Reporter Group
Empl ID

Empl Record

Last Name

First Name

Business Unit

Job Code

Job Description
Department

Reports To Position Number
Company

Position Number

Clear Selection Criteria

Select Name

O

Select Al Deselect All

Approve

View By: All Time Before ~
Date: 081212016 El LA

Employees For Kari Stricklin, Time Needing Approval Before 08/12/2016

Timesheet Summary

~+ Employee Selection Criteria
[Fmiojes Soecton o gy ————————————————————————

Save Selection Crileria

Job Description

Administrative Assistant

Deny | Push Back

#Include Absence

Value

00003626 Q
Q
a

Gel Employees

Hours to be

Approved Employes ID

44.00 0430078

N

] show Schedule Information

Reanpl Job  Department Description

0/520501 Std Center, Bkstore & Fd Srv

Workgroup Taskgroup Dusiness L ocation Code

SLNE NDU TSKGRP  VCSU1 STUDENTCTR

On this page, the supervisor can Approve, Deny, or Push Back reported overtime/comp time.
Choose the correct date from the drop down. Useful Tip: use the first day of the pay period.

Click Refresh or Get Employees.

Click Employee to Review.
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Timesheet
Employes ID;
Jeb T Acrniatve Assitant Empl Record o
Viewny: [ | Reposted Hours: 5400 i Wk sl sk
“Date: jorneenG Scheduled Hoars: 000 _ _
T Pecausiin | Fixf | =1 huli
FLSA Stalus: Non-Deamet FMMNOS o ination Code Bungel  rcent of Dharibution
Mustipile Jobs: Ho — ol
1 V1010055000032 25353000
o Satirlay 07 MGMAE by HFFITIIN
s o T bt . e Tl i peporsmg Code verid fate CompTime  Ovemide Combo Cd
10.00! | 10.00. | .00 | noo | 800 44,00 Preguisr Hours - HIE [ aQ, v & =

Comments

Review comments from employee. Click Select All and choose to Approve, Deny or Push Back to the
employee. Any of the actions taken by the supervisor will result in an email to the employee.

Approval Messages:

Are you sure you want to approve the time selected? (13504 2500)
Once Approved the status cannot be reveried back

Select Yes to confirm and complete the status change, Mo to return to the page without updating the status.
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Timesheet

Approve Confirmation

“ The Approve was successful

Deny Messages:

Are you sure you want to deny the time selected? (13504, 10033)

Select Yes to confirm and complete the status change, No to return to the page without updating the status.

Yes _|'. No

Timesheet

Deny Confirmation

V The Deny was successful

Lok |
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HOME PAGE SHORTCUTS

Click on Arrow for Expand of Time Management Alerts.

Alerts Occurrences
Owvertime Limit ol
Reached
Overtime Approval 0
Required
Reporied Time , /
Approval Required
Exceptions to .
Review
Absence roval ;
Requi
ConnectND 14
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Clicking on the different alerts will take you directly to the approvals needed.

Employee Self Service o
MSS Approval/Review Summary o
Manager Self-Service o~
New Employee On-boarding o~
New Employee personal data ov
Emp Access Revoked Last 3 Days v
Employee Leave Summary s
Time Management Alerts ov

Personalize Time Management Alerts

(] overtime Limit Reached

[l overtime Approval Required

& Reported Time Approval Required
& Exceptions to Review

¥ Absence Approval Required

Save | peum

Click on Arrow for Personalization of Time Management Alerts. Check or uncheck the Alerts applicable.
Overtime Limit Reached and Overtime Approval Required are not applicable to the NDUS. Upon Save
the following message is displayed.

Save Confirmation

V The Save was successful

OK
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To move the pagelets on the homepage click on Layout hyperlink.

Home | WWordist | Addio Favortes | Sign oul

Personalize Content | Layout (2) Help

The following window appears:

& New Window 7 Help http

Personalize Layout: My Page

Tab Name My Page

Basic Layout: 2 columns ® 3 columns

Click arrows to move pagelets up and down or inio neighboring columns. Click "Delete Pagelet”
to remove the selected pagelet from your portal home page. Remember to click "Save” when done.

Add Pagelets: Goto Personalize Content

# = Required - fixed position pagelet
* = Required - moveable pagelet

Left Column:

#Employee Self Service
Menu - Classic
*MSS Approval/Review Summary

Center Column:
—No Pagelets Selectpd

Right Column:
—Nao Pagelets Selected--
(=

*Manager Seli-Service | D]
*Employee Leave Summary =
*Time Management Aleris

| Delete Pagelet |

| Save | | Cancel |

(=1 Moty |
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Highlight the pagelets to move around by using the arrows. This example will move the Time
Management Alerts to the Center column.

Favorites . Main Menu
Employee Self Service LA Time Management Alerts /
Menu - Classic o
MSS Approval/Review Summary s
Manager Self-Service o
Employee Leave Summary s
ConnectND 17
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SCENARIO 1: HOURLY EMPLOYEE FORGETS TO PUNCH; MISSING PUNCH

This page should be used to enter time by the supervisor for an hourly employee who may have
forgotten to punch in/out or missed a punch.

Navigation: MSS > Time Management > Report Time > Timesheet

[FaVOITES Ml e

- H -

Search Menu:

| | ®

Employee -

o Time Management Alerts
CLEAN_Address
Self Service

Manager Self Service & v
Set Up HRMS [ Time Management

Enterprise Components 1 Job and Personal Informat 3 Approve Time and Exceptions »
Worklist 3 Compensation and Stock 1 Report Time

9 View Time [5] Timeshest

PeopleTools r b
3 M Search Onti [=] Absence Request
ND HE Applications » anager earch Uptions

[Z] Change My Password
[E] My Personalizations
[Z] My System Profile
[£] My Dictionary

* v A

Menu - Cla o
MSS Appre
Manager S

Employee

oo @

Enter or correct the information as shown on previous pages, Entering Positive Time for Hourly
Employees.

Once the hours are entered and submitted the hours will need to be approved on another page. The
navigation is at: MSS > Time Management > Report Time > Timesheet.
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SCENARIO 2: EMPLOYEE HAS TIME TO ENTER FROM PRIOR PAY PERIOD.

This page should be used to enter time by the supervisor for an hourly employee who may have
forgotten to punch in/out or missed a punch.

Hourly Employee

Navigation: MSS > Time Management > Report Time > Timesheet
[FAVOITIES © Ml FIen

Search Menu:
Employee - v Ll Time Management Alerts
3
Menu - Cla = G_EAN_ﬂq.ddress e
3 Self Service 4
MSS Appre () Manager Self Service S
1 Set Up HRMS [ Time Management
Manager S £ Enterprise Components 9 Job and Personal Informat ) Approve Time and Exceptions L4
. Compensation and Stock (1 Report Time
Employee j :I'orkll IS_: | 4 P = 9 View Time [5] Timeshest
eopleTools
B ND EE Applications , [Z] Manager Search Options |=] Absence Request
l_‘] Change My Password
[5] My Personalizations
[5] My System Profile
[=] My Dictionary

Enter or correct the information as show on previous pages under entering positive time for hourly
employees.

Once the hours are entered and submitted the hours will need to be approved on another page. The
navigation is at; MSS > Time Management > Approve Time and Exceptions > Timesheet.

Salaried Non-Employee

Salaried non-exempt employees should only enter time per day for work weeks over forty hours. The
timesheets are accessible to the employee themselves for prior pay periods. Have the employee
enter and submit the hours for the supervisor approval.

NOTE: Hours worked entered or approved late will be processed with the next on-cycle payroll.
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SCENARIO 3: NOT ALL EMPLOYEES REPORTING TO ME ARE LISTED

In the event an employee(s) does not appear in the timesheet navigation please contact your
Campus Payroll office for support.

In the event an employee(s) does not appear in the approve reported time page the most likely cause
is the employee hasn't submitted the timesheet. The supervisor can navigate to the timesheet to
verify hours have been entered and the status. Depending on the status is the action the supervisor
should take. If all statuses are New there are no hours to approve so the employee would not appear
in the approval page. If the status is Approved there are no more hours to approve so again, the
employee would not appear in the approval page. If the status is Approval In Process contact the
campus Payroll office for support.
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SCENARIO 5. WHAT HAPPENS WHEN THERE IS AN EXCEPTION?

Managers should check for exceptions each pay period. Exceptions are resolved by editing the
employee’s timesheet. Exceptions can be found on the Time Management Alerts pagelet.

Iimﬁﬂnﬁgemantm = o

Alerts Occurrences

Reported Time 1
Approval Required

Exceplions io / 1
Review

Absence Approval 0
Required

Exceptions
w Employee Selection Criteria
Employee Selection Criteria i

Description

Time Reporter Group

Empl ID

Empl Record

Last Name

Business Unit

Job Code

Job Description

Department

Reports To Position Number

Company

Position Mumber

|
|

|

|
First Name [
|

|

|

|

|

|

|

2 P P plLp L L L L LS

| Clear Selection Criteria | Save Selection Criteria | i Get Employees i

‘i Instructions

} Filtering Options

Personalize | Find | View A1l | B | 2

t First

1 of 1 Last

Allow  Exception ID Description Date Name: Job Description Severity

[ TLxo1540 'r‘:‘;m |ma| D2 mrss 07/01/2016 | - Admin Assist/Head Resident High
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Click Get Employees to view the employees in Exception. There can be several reasons an
employee has an exception. Some examples include invalid combination code (funding source) or
more than twenty-four hours reported in a day (most likely a missing punch).

Note: Exceptions cannot be resolved on this screen. Navigate to the Timesheet to fix the errors. If
unsure contact the campus Payroll office for support.
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