HRS Manager Self-Service (MSS

Classified Employees - SVM




SVM Approval Timeline

Time Entry Deadlines:
 Employees (EE) should enter and submit all time entries by Noon on the Monday after the pay period ends.
e Supervisors (SUPV) should review exceptions and approve all time by the end of the work day on the Tuesday after

the pay period ends.
pay perio entertime a submit for whole week if

submit each day 5  notalready completed.

SUPV: Review/correct END of
exceptions; Approve Pay Period

time for Week 1

EE: Enter time and 5 EE: Enter time and
submit each day submit for whole week if
not already completed.

First day of EE: LAST morning to SUPV: Approve
next pay enter time and submit exceptions and
period for prior 2 weeks. time for prior 2
weeks by end
SUPV: Review/correct of work day.

exceptions; Approve
time for Week 2

Payable time and absences that are NOT APPROVED by a supervisor will not be paid.
Please develop a reminder schedule for yourself so that you do not miss any deadlines resulting in

employees not receiving payment.




2017 Bi-Weekly Pay Schedule

Biweekly Pay Schedule

University Staff, Academic Staff Hourly and Student Hourly
Final Calc and

Pay Period Pay Run ID Pay Period Confirmation Pay Date
DecBame 2016BW12B 1211172016 - 127242016 12/29/2016 Moming 01052017
Jan A 2017BWO1A 12/25/2016 01072017 01122017 Moming 01192017
Jan B 2017BWO1B 01/08/2017 01212017 01/26/2017 Noon 02/02/2017
Feb A 20M17BWOD2A 01222017 02/04/2017 02/09/2017 MNoon 0262017
Feb B 2017BWO02B 02/0572017 02182017 02/23/2017 Noon 0370272017
Mar A 2017BWO3A 02192017 03/04/2017 03/09/2017 MNoon 03/16/2017
Mar B 2017BW0O3B 03/052017 03182017 032372017 Noon 0373002017
Apr A 2017BWOD4A 03192017 04/01/2017 04/06/2017 MNoon 04/13/2017
Apr B 2017BW04B 040272017 04152017 04/19/2017 Noon 0452772017
AprC 2017BWO4AC 04/16/2017 04/29/2017 05/04/2017 Noon 05M11/2017
May A 2017BWO5SA 04/30/2017 05132017 05M17/2017 Noon 0525/2017
May B 2017BWO0SB 051472017 052772017 06/01/2017  Noon 0G6/08/2017
Jun A 2017BWOBA 05/28/2017 06M10/2017 06/M15/2017 Noon 06/22/2017
Jun B 2017BWOeB 06/11/2017 06242017 06/28/2017 Noon 07/06/2017
Jul A 2017BWOTA 06/25/2017 07/08/2017 07/13/2017 Noon o7r2002017
Jul B 2017BWOTB 07/09/2017 072212017 072772017  Noon 08/03/2017
Aug A 2017BWOBA Q7232017 08/05/2017 08M10v2017 Noon 0872017
Aug B 2017BWOEB 08/06/2017 oaMy2017 08/23/2017 Moming 0873172017
Sep A 2017BWO9A 08/20/2017 09/02/2017 09/07/2017 MNoon 09/14/2017
Sep B 2017BWO09B 09/032017 09M1e/2017 09921/2017 Noon 09Y28/2017
SepC 2017BWO9C 0917/2017 09/30/2017 10/05/2017  MNoon 10122017
Oct A 2017BW10A 10/01/2017 101472017 10/118/2017 Noon 1072672017
Oct B 2017BW10B 10152017 10/28/2017 11/02/2017 Noon 11/09/2017
MNowv A 2017BW11A 1072972017 11112017 11152017  Noon 1172272017
Nov B 2017BW11B 11122017 11252017 11/30/2017 Noon 120072017
Dec A 2017BW12A 11/26/2017 12/092017 12/14/2017 Noon 1272172017
Dec B 2017BW12B 1212017 120232017 12/28/2017 Moming 01/04/2018
Jan A 2018BWOD1A 1202402017 01/06/2018 01/11/2018 Noon 01/18/2018

Payroll processing dates are subject to change. Changes will be communicated to institution payroll offices
and posted on the UW Service Center website: https:/fuwservice.wisconsin.edufadministration/payrall/
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Outline

Biweekly Payroll Approval Process: Page 5

- Overview of the Approval Process

Reviewing Payable Time: Pages 6 - 13
- Reviewing Payable Time —a MUST every pay period
- Reviewing an Employee’s Timesheet

Absences: Pages 14 - 17
- Absence Approvals —a MUST every pay period

Approving Payable Time: Pages 18 - 25
- Approving Payable Time —a MUST every pay period

Supplemental: Pages 26 - 39
_ Accessing an Employee’s Timesheet
- Reviewing and Approving Exceptions
- Common Timesheet Entries and Corrections
_ Legal Holidays
_ Reporting Floating Holiday or Comp Time Usage
_ Overtime: Paid vs. Comp Time Earned
_ Approving Absence Through the Timesheet
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Biweekly Payroll Approval Process

Biweekly payroll Approval Process for classified permanent and project employees:

1) Employee enters in his/her absences.

2) Supervisor must approve all absences in order for those days to be paid.

3) Employee enters time worked and submits that time.

4) Time Admin runs*

5) Supervisor reviews submitted time to clear Exceptions.
HIGH Exceptions: Must be cleared by you. Go to page 28 for instructions. Then proceed to #6.
NO Exceptions: Proceed to #7

6) Time Admin runs*

7) Supervisor must approve all hours worked for the employee to be paid.

*Time Admin is scheduled to run approximately several times daily. It usually takes approximately %-1 hour for each run.
Updated Time Admin processing information can be found at http://twitter.com/HRSProcessing
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http://twitter.com/HRSProcessing

Reviewing Payable Time
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Reviewing Payable Time

Approving Payable Time each pay period is a must!
Log in to the My UW portal at: https://my.wisc.edu

WORK RECORD RESEARCH

Time and Absence

Click on Work Record Tab

Annual Benefit Enroliment and Change Period”™ # ~ J  HRS Self Service Links - News About My UW

Annual Benefit Enroliment and Change Period Manager Time and Approval

- October 3-28, 2011 . tions * Problems with My L
N I ; ) . University Personnel Systems ¢ QOutage scheduled
The annual Benefit Enrg and Change - Development and others Sunday
Period endedds ober 28. A
; * Mobile UW upgrade
Payrall Information Edit navigate campus
Click on Manager Time Campus Quick Links R e More »

* Campus Resources

and Approval

Campus News

L
Ac

m My Professional Development
=

UW System Career Opportunities e
* UW-Madison Web Site g P put
* Academic Calendar Benefit Information L_JW e One compound det
* Schools and Colleges ding, malignant tumors,
* Academic Departments = Personal Information 3 and cells '
* Administrative Offices i g « Earth Day confarer
: ,li:t:nzr:irsl.isto Campus IT Systems L ntt tO growth, happiness
- * County Health Ranl
s Student Life Employee Resources ":Il' Croix is Wisconsin's

2 hlmmas lmissme sl
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https://my.wisc.edu/

Reviewing Payable Time

ACADEMICS WORK RECORD

Manager Time and Approval

Manager Self Service - Time Management

Approve Absence /
Approve Payable Time

' |
” Absence || Time |

Click on Approve Payable Time

MName
Submitted
Submitted
Submitted
Submitted
Submitted
Submitted
Submitted
Submitted
Submitted
Submitted

Refresh
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Reviewing Payable Time

Search Group ID to get

Approve Payable Time employees you supervise and

Approve Time for Time Reporters select a group.
=7 %k %k 3k 3k 3k %k >k ok 3k >k >k 5k %k >k >k %k >k %k %k %k %k *k *k %k *k *k
Description Value

“B” Group is for Supervisors.

AN

= O e .
roup | C” Group is for Back-Up
EmpIID | < | supervisors.
Empl Red Nor | Q
Last Mame | .

TIp: Once you populate the Group ID click
First Mame p Y pop P

on Save Selection Criteria. Next time you

Business Unit open this window your Group ID will be

Job Code populated.
Department |A5? [} l
Waorkgroup | ')

/ Click on Get Employees
Clear Selection Criteria E Save Selection Criteria ] Get Employees |

Mo employees were returned for the time period specified.

Start Date: 0312512012 B Eng Date: 0410712012 [5) | @ Refresh |

GoTo:  Manager Self Service
Time Management
NOTE: The Start Date and End Date default to the current pay ’_ 31,‘

period that needs approval / W]SCONS[N
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Reviewing Payable Time

Tip: If you have a long list, click on
Name to sort alphabetically

Start Date: 03252012 5] End Date: (0410772012 [ @Retesh) If you have more than 8 employees; click on View All
i ]

Click for Insfucticns

Employees Fol Find | View All First 11 1-8 of 10 [+ Last

v Empl Total .
Select Hame %ﬂm Rcd Job Job Description Working Title Payable Department Workaroup W Supenvisor ID
- Hbr Hours —_—
e WCH-STUDENT
» e ——. 00509386 084870 STUDENT HELP VIDEO EDITOR 0.500000 AS72900 STHOOMPPQOD UWMSH
— _ MEDICAL PR MEDICAL PRO ASST
I - 00102070 123002 ASST ASSO0 ASS0 4.000000 AS7E000 LTEQOMPPOOD UWMSH
B MEDICAL PRO  MEDICAL PRO ASST
I = S 00527497 2 23002 ASST ASSO ASS0) 50.500000 ASTE000 LTEOOMPPOD UWMSH
I e, ———— = 00E09804 1984870 STUDENT HELP UHS - MED 13.250000 AST8500 STHOOMPPOO LWMSH
= ASSISTANT (PC) ’
S _ MEDICAL MEDICAL
I - ——— - Qoo73yog 0 35662 ASSISTANT 2 ASSISTANT 2 39.000000 AS7Y8500 LTEQOMPPOOD UWMSH
I — —— 00484022 016310 PRGASST CONF PRG ASST COMNF 88.750000 A579400 NOMOOMEPOD LWMSH
I _— —— 00577283 3 94870 STUDENT HELP ’L:JIEESEDGET& 1.500000 AS79800 STHOOMPPOO LIWMSH
BUDGET &
I = — Qoe01923 084870 STUDENTHELP FINAMCE 31.000000 AS79500 STHOOMPPQOD UWMSH
ASSISTANT

O
Select All Clear All
Approve

NOTE: Please look for ALL your
employees here! If you do not see them,
they may need to be reminded to
submit their hours OR Time Admin
hasn’t run.

Click on the employee’s name to view the employee’s time.
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Reviewing Payable Time

the previous screen;

After you have selected your employee on

this page will appear.

Approve Payable Time Click on Adjust Reported Time. This will
Employes ID: bring up the employee’s timesheet.
Job Title: HR ASST ADY Employee Record Number 0

Select the time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date:  |U6/16/2013 End Date: 06/28/2013
Approval Details
f Overview \‘( Time Reperting Elements Y Task Reporting Elements \\I

Select Date -Frtleiérting Quantity Type Accounting Date Comments
Code

= 06M7i2013 REGOO 8.250000 Hours B Q
= 061972013 REGOO 5.000000 Hours [5] Adjust Reported Time Q
[ 06/20/2013 REGOO 8.250000 Hours [+ Adjust Reported Time @
= 06/21/2013 REGOO 8.750000 Hours El Adjust Reported Time q,_—:'
= 06/2472013 REGOO 2.000000 Hours El Adjust Reported Time Q
[E 06/25/2013 REGOO 3.000000 Hours [+ Adjust Reported Time Q
= 06/26/2013 REGOO 3.000000 Hours El Adjust Reported Time C.,_-:'
= 06/28/2013 REGOO 2.000000 Hours El Adjust Reported Time Q

Select All O Clear All

Approve |
Return to Appraval Summary

NOTE: Absences entered in the
Absence Module will not show
up here for approval as they
are approved in the Absence
module. But before Approving
Payable Time, make sure all
time entry plus absence entry
has run through Time Admin as
absence entries have an effect
on overtime calculations

}i.

W) WISCONSIN

USEIVERSITY C6F WISCONSIN-MAIHSON



Reviewing an Employee’s Timesheet

Reported Hours:
This will indicate
total time the
employee
submitted for the
pay period. It
should read
“80.00” for full
time employees.

Job Title:

HR ASST ADV

Employee Record Mumber: 0

e

View By:

® 000

This shows you the
employee’s daily
time punches
submitted and any
requested leave.

Fri

sun
Maon
2 Tue
2 Wed
2 Thu

 Fi
0> sat

Populate Time From:

qﬁeporled Hours: 80.00 Hours

F 06/16/2013 t

Click for Instructions

Time Period ~ Date:

616 New

617 Submitted

618 MNew
Needs
Approval

619 Submitted

6120 Submitted

621 Submitted

6/22 New

6/23 MNew

6/24 Submitted

6125 Submitted

6/26 Submitted

6127 MNew
Needs

pproval
6128 ubmitted
6/29 MNew

06/16/2013 [ |2 Refrest |

Schedule Information
Scheduled Hours:

7:00:00AM

7:15:00AM
7:00:00AM
T:15:00AM

7:15:00AM
T15:00AM
T:15:00AM

T15:00AM

== Previous Time Period  Next Time Period ==

11:45:004M

11:45:004M
11:45:004M

11:45:004M
11:45:004M
11:45:00AM

11:45:004M

0.00 Hours

12:30:00PM

12:30:00PM
12:30:00PM

12:30:00PM
12:30:00PM
12:30:00PM

12:30:00PM

4:00:00PM

4:00:00PM
4:00:00PM
4:00:00PM

4:00:00PM
4:00:00PM
4:00:00PM

Punch Total Time Reporting Code Quantity Sched Hrs Taskgroup

- 0.00 UW_DEFAUL @
825 - 0.00 UW_DEFAUL Q@
- 0.00 UW_DEFAUL @

Vacation - VACTN 675 0.00 UW_DEFAULT
800 - 0.00 UW_DEFAUL @
825 - 0.00 UW_DEFAUL @
875 - 0.00 UW_DEFAUL @
- 0.00 UW_DEFAUL @
- 0.00 UW_DEFAUL @
800 - 0.00 UW_DEFAUL @
8.00 - 0.00 UW_DEFAUL @
8.00 - 0.00 UW_DEFAUL @
- 0.00 UW_DEFAUL @

Vacation - VACTN 8.00 0.00 UW_DEFAULT

4:00:00PM - 0.00 UW_DEFAUL &
- 0.00 UW_DEFAUL &

/

NOTE: Needs Approval

indicates that this leave request
is pending your approval.

When done reviewing - Scroll to bottom of
timesheet and see next page......
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Reviewing an Employee’s Timesheet

(5] Summary ofHourS H
@ Absence Elent =T

Approved Wacation - VACTMN 8.00
O Fri 6l28 Submitted 7-15:00AM  11:45:00AM  12:30:00PM  4:00:00PM 8.00 -
) sat 829 New -
Clear | .
.................... . BEST PRACTICE: Review all of your employees’

timesheets before starting your approval process.

o Reported Hours Summary - click to v

) Balances - click to view

Scenario #1: If you have NO absences to approve; Click
on Summary of Hours and proceed to page 22 to begin

swomt | g cetces | penyesesa || APPTOVING by first reviewing Summary of Hours.

GoTo:  Manager Self Service
Time Management

Elapsed Timesheet

Scenario #2: If you have more than one employee; Click
{ Retm o Select Emploves & on Return to Select Employee. This will allow you to

Relumlo fporoval Detalls select your next employee to review their time.
REQUESD‘\DSEHC

Scenario #3: You have completed reviewing all your
employees’ timesheets and you have leave requests to
approve; click on Approve Absence.

‘,_
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Absences
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Absence Approvals

This screen will show you all your employees who requested leave.
You will view all these requests by the status “Pending”.

Absence Requests

SUSAN BETHKE

HR ASST ADV

Click on the requestors name link to approve or
maonthly calendar for your direct reports by cli
Toview all requests or previously appro
by Status and selectthe Refresh button

*Show Requests by Status: Fending  ~ Refresh |

ny the request. You can view the
g on the View Monthly Calendar link.
enied requests, use the Show Requests

Absence Backup Q

Absence Requests

Name Employee ID  Job Title Absence Name StartDate End Date Status Submitted

SANDRA MANKE HR ASST ADV Wacation (CLS)  06M8/2013 06M8/2013 Submitted 08/28/2013

SAMNDRA MANKE HR ASST ADV Yacation (CLS)  06/27/2013 06/27/2013 Submitted 06/28/2013
Click on the GoTo:  Timesheet

first request.

Note: You will need to approval each LINE of leave request separately.




Absence Approvals

Request Details
SANDRA MANKE This will show you the

HR ASST ADV Current Balance for the
Review the details for this request and either approve, deny or submit for rework. You .
specific Leave Type

may also enter optional comments about each approval choice.

This will show Absence Detail requested.
you the details Start Date: 0611812013 (This employe(? has 155.00
B e End Date: 051812013 hours of Vacation left to use.)
request Absence NHame: Vacation (CLS) Current Balance: 155.00 Hours**
L Reason: L L e L o L L e L e o L L e Ae e e
1
Start Date ========1 | NOTE: You need to see “Hours Per Day” here. |
End Date Entry Type I Hours Per Day 1 1 I
b HoursPerDay | 675 1 : If you see 0.00 hours, it’s an employee error.
ssiceName Duration: e7s  rous | Always PUSH BACK this absence. :
Hours Per Day. oo ittt
Status: Submitted
Comments
Requestor Comments:
Approver Comments: & @

-

“/ 4 \ After reviewing this leave
*Dizclaimer: ri

rent balance does not reflect absences that have not be

Approve | peny |  Pusheack | | request; you must click
" ” o" 27
Go To: View Absence History Approve or Deny or
" 7 =
View Monthly Calendar Push Back” this absence.

Pending Absence Request

View Absence Balances

W) WISCONSIN
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Absence Approvals

IF you clicked APPROVE absence: these Approval Confirmation screens will appear.

Approval Confirmation

¢/ Are you sure you want to Approve this Absence Request? NOTE: If you have approved ALL absences you can start approving
time. Follow this path:
Y= | = | Click on Manager Self Service>Time Management>Approve Time
"\ - and Exceptions>Payable Time then go to page 19.
Click Yes

Approve Confirmation

v" The Absence Request was successfully approved.

D L e —— ORACLE

This box may appear. It means

|
I |
: that time was also recorded on l
i | he
: the same date of this approved | ro Absence Requests
| absence. Click OK . | ®
.- I My Favorites
Inbound File Upload
[ 2 ] Self Sendce ’ ’
et : Manager Self Senice Click on the requestor’s name link to approve of deny the request You canviewthe
= Time Managament maonthly calendar for your direct reports by dlicking on the View Monthly Calendar link. To
4 There s exsting time entry for date 2013-07-08. (20009,10) [ Manage SIG'IBGIIGS view all requests or previously approvedidenied requesls, use the Show Requests by
A v gﬂfﬂ‘-"f Time and Status and select the Refrash buton,
Please review to determine if this is accurate new that you have entered Ceﬁ ons . Pending = Refresh
absence for this information. = Bavble Timg Show Requeats by Status:
- Excigtions Absence Backup Q
= Absence Requests
There are no results to display. Please select a different Status and select the Refresh button.

(W) wisconsIN
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https://www.hrs.wisconsin.edu/psp/hrs-fd/EMPLOYEE/HRMS/?cmd=expire

Approving Payable Time
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Approving Payable Time

Search:
@

> My Favorites
> Inbound File Upload
> Self Service
7 Manager Self Service
= Time Management
[ Manage Schedules
~ Approve Time and
Exceptions
= Payable Time
= Exceplions
= Absence Reguests
[ Report Time
[» View Timea
= Manager Search Options
> Workforce Administration
> Benefits
> Compensation
> Time and Labor
» Payroll for Morth America
» (Global Payroll & Absence
Mgmt
» Payroll Interface
> Workforce Development
> Organizational Development
> SetUp HRMS
> UW Absence Management
Reports

= UW Benefits Reports

s

Approve Payable Time

Approve Time for Time Reporters
* Employee Selection Criteria

Description
Group ID
EmpllD

Empl Rcd Mbr
LastMName
First Mame
Business Unit

Job Code

m

Department
Company
Morth American Paygroup

Workgroup

Clear Selection Criteria Save Selection Criteria

Value
UWMSN

UWM3N

Get Employees

L PLPLPLOLPLPLHLL

Click: GET EMPLOYEES

You will get a list of
employees that are ready
to be approved. Click on
an employee’s name.




Approving Payable Time

Click on Adjust Reported Time. This will
bring up the employee’s timesheet.

Approve Payable Time

Job Title:  HR ASST ADV

Employee 1D:

Employee Record Mumber. 0

Selectthe time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: |J5/18/2012 End Date: ~ |08/29/2013

Approval Details

—~ - - - N k22
Customize | Find | View All | &=

f' Overview ‘( Time Reperting Elements Y Task Reporting Elements \\

First L

Time
Select Date Reporting
Code
[71 06M7I2013 REGOD
[71 06M92013 REGOD
[Tl 062002013 REGOOD
[ 062112013 REGOOD
[71 062412013  REGOD
[71 062502013  REGOD
[71 06/26/2013  REGOD
[71 062812013 REGOD
Select All O Clear All

Approve |

Return to Approval Summary

Quantity Type

8.250000 Hours
8.000000 Hours
8.250000 Hours
8.750000 Hours
8.000000 Hours
8.000000 Hours
8.000000 Hours
8.000000 Hours

Accounting Date

3 3 R 3 R 3 R 3 B T R

Adjust Reported Time

Adjust Reported Time

Adjust Reported Time

Adjust Reported Time
Adjust Reported Time
Adjust Reported Time

VOO0 0O000

Adjust Reported Time

(W) WISCONSIN
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Approving Payable Time

Reperted Hours: 7450 Hours Scheduled Hours: 0.00 Hours

From 06/2H2013 to 07132013

Note: Look at the

R r Hours. |

epo ted ou s t E dale E: Punch Total Time H

o" V24

shows “74.50”. {2 sun B30 Mew
'g—} Man T Submitted T30:00AM 1:00:00PM 2:00:00PM 5:15:00PM 875

TIP: TO Verlfy the ':;-} Tue T2 Submitted T30:00AM 1:00:00PM 2:00:00PM 4:30:00PK 5.00
'q,_-} Wed T3 Submitted T 30:008M  11:00:008M  12:30:00FPM 5:00:00PM 5.00

hours that the

| ilb > Thu 74 New

emp Oyee Wi e @ Fri 75 Submitted T.30:00AM 11:00:00AM  1Z2:30:00PM 5:00:00PM 5.00

paid. Click on O sat e New

a

Summary of O sun 7 New

Hours”. (2 Mon 78 Submitted 8:30:00AM  1:00:00PM  2:00:00PM  6:15:00PM 8.75
'g—} Tue Fia Submitted T30:00AM 1:00:00PM 2:00:00PM 5:15:00PM 875
':;-} Wed THQ Submitted T30:00AM 1:00:00PM 2:00:00PM 5:15:00PM 875
'q,_-} Thu T Submitted T30:008M  11:00:008M  12:00:00FPM 5:00:00PM 8350
C—} Fri TH2 Submitted T.20:004M 2:00:00PM 2:00:00PM 2:20:00PM T.00
0 gat  7M2 Mew

i Clear

€ Summar of Hours

3
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Approving Payable Time

SUMMARY OF HOURS

Pay End Date: 07/M13/2013

TIP: You will always want to
check Summary of Hours. This
will show you if any overtime is
being paid plus it is always good
to check the TOTAL on this
page.

For a full-time employee, this
should reflect 80.0 hours. —
The difference between
Reported Hours and Summary
of Hours is the Legal Holiday.
Legal Holiday is NOT included in
the Reported Hours. (See
example of this on previous

page.)

o T : . i
Customize | Find | ==
Time Reporting Code  Short Description

1 LGHOL LegalHIday
2 ND045 Might Dif

3 0OT100 0T 1.0

4 0T150 o715

5 REGOO Reg Hour

Total80 for Empl_Rcd: 20.000000

\

Totalg0 for Employee: 20.000000

Return |

N

First "

Click RETURN to go back to timesheet.

1-50f 5L Last
Hours
8.000000
0.250000
0.750000
1.750000
72.000000

(W) WISCONSIN




Approving Payable Time

2 Fri 96 Mew
¢ sat o7 Mew
Clear
. & Summary of Hours
After retu rnlng tO the & Absence Event - click to view
tlmeSheet and If you are ready © Reported Hours Summary - click to view
€D Balances - click to view
to approve; scroll down and
click on Return to Approval
Details.
Submit Approve Selected Deny Selected

Go To: Manager Self Service

Time Management

Elapsed Timesheet

Return to Select Employee

Return to Approval Details
Reguest Absence
Approve Absence

‘A-;—
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Approving Payable Time

Job Title: PRG ASST COMF Employee Recard Mumber: 0

== Previous Employes
Mext Employes ==

Selectthe time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: End Date:

Approval Details Customize | Find | View All | 8 First [*] 110 or 14 I L ast
NOTE: Absences entered [ Overview Y Time Reporting Elements '/ Task Reporting Elements |
in the Absence Module Time
will not show up here for Select Date Eid@erting Quantity Type  Accounting Date Adjust Reported Time Comments
approval as they are € —ee262042 BEGO0 8000000 Hours | [ AdjustReported Time -
approved in the Absence ™ 032712012  REGO0 2.000000 Hours |1 Check individual days or Select All
module. . ™ 03/28/2012 REGOO 5500000 Hours | a B Adjust Reported Time .
Bgfore Approving Pa\./able ™ 03/20/2012 REGOO 3.000000 Hours El Adjust Reported Time .
U, [zl S e ™ 0330/2012  OT4150 0500000 H ! Adjust Reported Time -
entry plus absence entry
has run through Time ™ 0320/2012 REGOO . OHours [ [ Adjust Reported Time 2
AT 28 £ 5EEED ETee ™ 040012012  REGO0 500000 Hours | B AdustReported Time .
have an effect on ™ 04/01/2012 2500000 Hours [ [ Adjust Reported Time 2
overtime calculations ™ 04/02/2012 GO0 9250000 Hours | [ AdiustReported Time 2

r REGOD 8500000 Hours | [ Adjust Reported Time >
selectal = Clearal
poprove__ | < Click on Approve to approve selected days

‘)
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Approving Payable Time

Are you sure you want to approve the time selected? {13504, 2500) Save Confirmation

Onoe the page is saved, the time cannot be "Unapproved” ‘/

Press OK to Approve or press Cancel to not save the approval. The Ssve was successiul

OK | Cancsl
Ok
Click on OK Click on OK

- —_ Employes |D: 00433187
Job Titke:  COMM SPEC Employes Record Mumbsr: 0

<< Previous Employes
Mext Em =8 FE

Sslect the time you wish to approve and then click the Approve button. Enter 3 specific Accounting Date for each row of
payable time to be published. 1 you wish to use the cument date a=s the publish date, you may leave the Accounting Date

figld blank.
Start Date: |C2/2582002

Approval Details
¢ Overview Y Time Reporiing Elements © Task Reporling Ekmeants | F=7F)

-
Select Date R:-“;nrtinu Guantity Type Accounting Date Adjust Reported Time Comments
Code
r 0.000000 B Adiust Reported Time e
o Select All o Clzsr All \
Approve . 0 .
If this page is returned with zero hours, you have successfully

Return to Approw sl Summany approved the employee’s t|me | | |

USEIVERSITY C6F WISCONSIN-MAIHSON
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Accessing an

Employee’s Timesheet

Manager Time and Approval

Manager Self Service - Time Management €€

To view an employee’s time sheet when you
first log in, go to Manager Self Service —

Approve Absence
Approve Payable Time

Time Management

Absence Time

Mame

!
Refresh

Status
Submitted

KMain Menu = Manager Self Service =

~iiil Time Management

Click on Timesheet

Manage schedules, view and approve reported and payable time, absence and overtime reguests, exceptions, and mol

Manage Schedules

Asz=ign permanent work schedules, change
schedules for a day, week, or range of dates.
=l Assign Work Schedule

“ “

View Time
View calendars, balances, forecasted and payable
time, accumulators and more.
= Monthly Time Calendar
= Weekly Time Calendar
= Daily Time Calendar
6 More...

e

Approve Time and Exceptions

Report Time
Approve reported or payable time, overtime and ort time or request absences.
absence reguests, and manage exceptions. Timesheet

i=] Payable Time
=] Exceptions
5] Absence Reguests

Manager Search Options
Access manager search options.

=l Absence Reguest

WISCONSIN

USEIVERSITY C6F WISCONSIN-MAIHSON




Review and Approve Exceptions

Exceptions are created for time which meets specific criteria, such as when an employee’s shift is longer
than twelve hours. Low and Medium exceptions do not require action, but HIGH exceptions MUST be
reviewed and corrected or accepted.

Navigate to :
MyUW > Work Record > Manager Time and Approval

WELCOME ACADEMICS SERVICES WORK RECORD
To view Exceptions, click on Manager Self
Manager Time and Approval Se rvice — Tlme Management
| _r-'l:n :;ur_EaFSZM?n -_T::-u:-!u:ng:m:'l! —|
I. —— e — — —— — — .
nme
Hame
" ORACLE
Approve Home _Add to Favorites
o
ik e nu =
~ Time Management Bl| Main teny > Manager SeffServige> |
[ Manage Schedules
I> Approve Time and Time Management
Exceptions ' . q
> Repoprt Time Mam’fge schedules, view and approve reported and payable time, absence and overtime requests, C||Ck Exceptlons
P View Time ﬁ Manage Schedules ﬁ’ Approve Time and Exception T
— Manager Search Options Assign permanent work schedules, change Approve reported or payable jiffe, overtime and V Report time or request absences.
> Recruiting schedules for a day, week, or range of dates. absence requests, and age exceptions. = Timesheet
I> Workforce Administration E=] Assign Work Schedule E=] Payable Time i) Absence Reguest
> Benefits =] Exceptions
b Time and Labor i=] Absence Requests
> Payroll for North America 221 1 - :
> Glglraal Dot & Abaeric W View Time Manager Search Options
Mamt yr View calendars, balances, forecasted and Access manager search options.
gm payable time, accumulators and more.
b Payroll Interface F= Monthly Time Calendar
> Workforce Development =] Weekly Time Calendar
[> Organizational Development =] Daily Time Calendar
> SetUp HRMS € More. .




Review and Approve Exceptions

Manage Exceptions

v Select Group ID using the look-up glass
Description Value I o
Group ID o " to get employees you supervise
EmpliD Q.
Empl Red Mbr Q.
LastN Q ; .
Fi:m::: N Tip: Once you populate the group ID click on
Business Unit Q Save SElECtiOﬂ criteria. Next tlme you Open
Jab Code this window your group ID will be populated
Department Q
Company Q. .
Morth American Paygroup aQ, CIICk Get Employees
Workgroup
. Clear Selection Criteria | Save Selection Criteria | Get Employees |
formation
Review the listed exceptions.
. Exceptions Find| 3  First [ 13.0r2 [ Last
If the exceptions do not R I IERLE T
require further investigation, Aliow =Rl pescription Date Name Job Description Severity
[ s e , 2
they may be allowed i ~ i UW_PCHIM Late IN Punch 03M2/2012 I =SSaeeT PRG ASST CONF Low
: - i UW_PCHIN Late IN Punch 040212012 = = — T PRGASST CONF Low

Click the open box(s) under
Allow, or click the Allow All
button

______

Click this button to resolve noen-setup related exceptiens once reperted time has been

corrected using the Timesheet page. This button will only resolve exceptions with a Clean Up Exceptions

Click Save

determine wheth
needs correction.

WARNING: Review all HIGH severity exceptions on employee’s time sheet to

er the exception should actually be allowed or if time reported



Review and Approve Exceptions

Once the exceptions have been Allowed and Saved, the

Allow box will appear blank. The exceptions have been
removed from the employee’s timesheet

Click to View Additional |nformation

F Filter Options

{ Overview Y Demlls ' TR

Allow %“ﬁﬂ Description Date Name Job Description Severi
W _PCHIMN Late IN Punch 322012 = = PRG ASST CONF Low
W _PCHIM Late IN Punch 4022012 — PRG ASST CONF Low

Click Biks Dulion 1o nesole Non-5e%up related exceptions onGe Meponed fime M5 been .

comected using e Timesheet page. This bumon will onily resole excenfions wilh 3 Sounce of Clean Up Exceptions

Time Validation-Elansed or Punch

Ellow All

Save

I*‘.A
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Review and Approve Exceptions through the Timesheet

Populate Time From: Schedule Information Mext Employes ==

Reported Hours: 97.00 Haours Scheduled Hours:  80.00 Hours

From 04/08/2012 to
{ Timesheet '|

! Status Exception In Punch Total Time Reporting Code Quantity Sched Hrs
O sun 4B New [ [ [ [ [ ~| 0.00 |
2 Mon 49 Submitted | 7:00:004M | | | 3:00:00PM 3.00 | ! 8.00 |
(2 Tue 410 Submitted (’:T:) | 7:00:004M | | | &:00:00PM 13.00 | ! 8.00 |
(o Wed 411 Submitted & | 7:00:00AM | 4:00:00PM | E:00:00PM | 9:00:00PM 12.00 | Ral 8.00 |
(2 Thu 412 Submitted | 7:00:008M | | | 3:00:00PM 5.00 | Ral 8.00 |
2 Fi 413 Submitted | 7:00:008M | | | 3:00:00PM 5.00 | Ral 8.00 |
(O sat 414 New [ [ [ [ [ ~| 0.00 |
7 sun 415 New | | | | | - 0.00 |
(2 Mon 4116 Submitted | 7:00:008M | | | 3:00:00PM 5.00 | Ral 8.00 |

Exceptions may also be reviewed from an employee’s
time sheet. Click on an exception icon.

e
J'

.;‘*

\
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Review and Approve Exceptions through the Timesheet

Job Title: HR ASST ADY Employee Record Mumber: 0

Allowing an exception will enable the time to be processed and create payable time without
having to resolve the exception. Once an exception has been allowed, it will no longer appear
on this page. Time that has an exception with a Low or Medium severity level will still create
payable time. Exceptions with a source of Time Administration can only be resolved by running
the Time Administration process. Time that has an exception with a High severity level will not
create payable time.

¥ Filter Options
Exceptions Find First [4] 1-2 of 2 [ Last
Overview Y  Details
Allow Exception ID Description Date Severity

| uw_PCH12 Punch Hours Greater Than 12 04/10/2012 High
TTITTS SIS L ||---r

UW_PCHIN Late IN Punch 0411120 !

Click thiz button to resolve non-getup related exceptions once reported time haz b
corrected using the Timesheet page. This button wil only resolve exceptions with
source of Time Validation-Elapsed or Punch.

TR (0 sun 4

) O Mon 419

In this case, the employee worked more than 12

hours on 4/10/12. This is a High Exception that must
be approved and the Time Admin process must run
, again before the hours will show up for approval by

the supervisor.

| 3:00:00PM

Mew | |

Submitted | 7:00:00AM |

=
s00|

cote uanae Click Save (- Mue 40 Submitted | 7:00:0041 | | |_g:00:00PM 13.00]
Lime Marmeemmerr 0 Wed 411 Submitted | 7:00:00AM | 4:00:00PM | 6:00:00PM | 9:00:00PM 1200
Eeturn to Previous Page
(2 Thu 412 Submitted | 7:00:00AM | | | 3:00:00PM 800
0 Fri 413 Submitted | 7:00:00AM | | | 3:00:00PM goo|
¢ sat 414 New | | | | [
2 sun 415 [ ey f f f f [

Note: If an exception was created due to incorrect time entered, correct the time on the timesheet
and submit. When the next Time Admin runs, the time will be evaluated, and the exception will be
cleared. Confirm the exception has been cleared after the Time Admin process, and approve hours.

il
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1.

Common timesheet entries/corrections

Common timesheet entries and corrections affecting Payable Time approval:

Final “Out” punch for the day must be in the far right “Out” punch box.

Exceptions must be cleared before approving time. Time Admin must run
again to show exceptions cleared.

Floating Legal Holidays and Comp Time Used will appear in Approve Payable
Time to be approved by the supervisor. These two types of absences are
entered on the time sheet and require approval along with the hours
worked for the week.

If Overtime should be given to the employee as Comp Time earned, this
needs to be indicated under Rule Element 1 on the timesheet (for non-

exempt employees).

ﬁ*‘}
¥
&
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Legal Holidays

EmpllD:

Legal holidays are
automatically generated for
each State paid legal holiday
even though they do not
“appear” on the time sheet.

Monday, September 3 was
Labor Day. It appears the
employee did not work AND no
leave was used that day. BUT,
HRS has “used” the legal
holiday based on the
percentage of appointment
(this employee is full-time so 8
hours of legal holiday were
used). To view how many
hours HRS is pulling for a given
holiday, click on the Summary
of Hours link at the bottom of
the timesheet.

Job Title: | Employee Record Mumber: 0

View By: Time Period ~ Date:  08/26/2012 5] (% Refresn |

Schedule Infarmation
Scheduled Hours:

== Previous Time Period Mext Time Period ==

Populate Time From:
Reported Hours:

== Previous Emplayee Mext Employee ==

T2.00 Hours 0.00 Hours

From 08/26/2012 to 09/08/2012

Status Punch Total Time Reporting Code
(2 sun 826 New
¢ Mon 827 Submitted 7:45:00AM  11:45:008M  12:30:00PM  4:30:00PM 8.00
¢ Tue 828 Submitted 7:45:00AM  11:45:008M  12:30:00PM  4:30:00PM 8.00
> wed 8029 Submitted 7:45:00AM  11:45:008M  12:30:00PM  4:30:00PM 5.00
¢ Thu 8030 Submitted 7:45:00AM  11:45:008M 12:30:00PM  4:30:00PM 5.00
O R 8m Submitted 7:45:00AM  11:45:00AM  12:30:00PM  4:30:00PM 8.00
(O sat 9N New
& sun 92 New
Q|Mon ) New
O Tue oM Submitted 7:45:00AM  11:45:008M  12:30:00PM  4:30:00PM 5.00
¢ wed 95 Submitted 7:45:00AM  11:15:00AM  12:30:00PM  4:30:00PM 7.50
¢ Thu 96 Submitted 7:45:00AM  11:45:00AM  12:1500PM  4:30:00PM 8.25
O Fi o9 Submitted 7:45:00AM 12:15:00PM  12:45:00PM  4:30:00PM 8.25
O sat s New

Summary of Hours

o Absence Event - click to view

Quantity

Sched Hr




8 hours of legal holiday are being used
for this employee.

Legal holiday usage can be adjusted. If
you come across any situations where
the legal holiday being pulled for a
holiday is not accurate, please see
your departmental payroll coordinator
for training on legal holiday
adjustments. Part-time employees
should pay close attention to this so
that they are accurately paid for legal
holidays.

Legal Holidays

Summary of Hours

This page is accurate as of the last time administration process. Any changes or
additions will be incorporated in the next run of the time administration process.

EmpliD:

Hame:

Empl Red Nbr: - 0 Working Title:

Pay End Date: 09/08/2012

Customize | Find | i First 21 413 0f3 L7l Last

Short Description Hours
LegalHIday 8.000000 |
2 MLD45 45 Lunch
3 REGOD Reg Hour 72.000000

Total80 for Empl_Rcd: 80.000000 Note: Summary of Hours is
updated with each Time
Totalg0 for Employee: 50.000000° Admin run which runs
approximately 4 times daily.
Summary of Hours is NOT
updated when a timesheet
entry is submitted.

Return

I*‘.A

\
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Reporting Floating Holiday or Comp Time usage

Comp time taken and use of floating holiday hours are reported directly on the timesheet in the
Time Reporting Code column (these two types of leave are not reported in the Absence module).
They must be approved in Approve Payable Time along with hours worked.

Time
Punch Collection

Status 0 0 Total Time Reporting Code Quantity  Sched Hrs Taskgroup Task Profile ID Time Zone Device I Rule Element 1 Rule Element 2 Date
(3 s T Mew - 0.00 UW_DEFAULQ, Q CcsT Q Q Q TS = [#
2 Mon  THE Submitted T:20:00AM  12:00:00PM  12:30:00PM | 5:00:00PM 9.00 - 8.00 UW_DEFAULQ Q GCsT Q Q ‘ [ Q e =l [+
0 Tee THT Submitted T:45:00AM 12:00:00PM  12:30:00PM  5:00:00PM 875 - 8.00 UW_DEFAULQ, Q CcsT Q Q @ T = [+
| LT Wed THE Submitted CTUSE - Comp Time Tak v 025 |B.00 Uw_DEFAUL O Q GCsT Q Q -"_'{ THE = [+
Submitted 1:00:00PM 5:15:00PM 425 - 8.00 UW_DEFAULQ, Q csT Q Q o g = [+
o Approved Prs Holdsy - PSHOL 175 8.00 UW_DEFALLT CST T8 = [+
q Thu  THS Submitted FLHOL - Floating Holidzy - £.00 |8.03I UW_DEFAUL QY Q CsT a qQ Q THe = [+
O Fi 720 Submitted T:45:00AM 2:15:00PM 6.50 - 8.00 UW_DEFAULQ Q GCsT Q Q _"_'{ T2 =l [+
@] Approved Prs Helday - PSHOL 150 8.00 UW_DEFALLT CsT Ti20 =l [+
0 sat T Mew - 0.00 UW_DEFAULQ, Q csT Q Q Q m =l |+

‘)
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Overtime: Paid vs. Comp Time earned

Timesheet

Emipll D

Employes Record Mumber:

Click for Instructions

View Time Period v Date: DXTT/Z012 (i £ Renesh|

Pnpulaiae Time From: Schedule Information

Reported Hours:  53.00 Hours.

From 06M7/HH2 to 063052042

Scheduled Hours:  80.00 Hours

22 Previous Time Period

Element 1

HRS automatically computes all overtime for
non-exempt employees as paid overtime. If an
== employee is approved to work overtime and the
agreement is that they will earn Comp Time for the
overtime hours, they must indicate this in Rule

Mext Time Period =*

== Previous Employes

Mext Employes ==

Task Profile ID

Sun BT Mew

Mon @18 Submitted
Tee 613 Submitted
Submitted
Thu  &21 Submitted
Fri 2z Submitted

Sat 623 New

[ONE OIS IR SR G IS R ]
i
g

T:45:008M

T:45:008M

T:45:008M

T:45:008M

T:45:008M

4:30:00FM
4:30:00PM
4:30:00PM
4:20:00FM

4:30:00PM

275

375

875

275

275

Time Reporting Code Quantity Sched Hrs Taskgroup
- 0.00 UW_DEFAUL QY
- 8.00 UW_DEFALULQ,
- 8.00 UW_DEFALIL (Y
- 500 UW_DEFALIL (L
- 8.00 UW_DEFAULQ,

| Look Up Rule Element 1

| Search by: RuleElement1 ~ begins with

Look Up | Cancel |Ad’uancedLooKu:}

Search Results
[4] 1ef1 [¥]
Rule Element 1 Description

COMP Compensatory Time for Overtime

Time
Collection
Time Zone Device 1D Rule Element 1 Rule Element 2 Date
Q, CST Q Q Q8T
Q, CSsT Q [+ ] Q618
@, CSsT Q Q Q819
Q cst Q je Q e
g, CsT aQ Qa2
Q C8T Q Q Q ez
O C8T Q a Q ez

Click on the look up glass
on ANY day in that week
and select COMP

Ii.
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Approving Absences from the Timesheet

Timesheet
Sign Out |
EmpliD:
Job Title: e Employee Record Number. 0
oCIickfﬂr Instructions
ViewBy: TimePeriod = Date:  09/09/2012 [&] [ Refrash == Previous Time Period  MNext Time Period ==

Populate Time From: Schedule Information

Reported Hours: 76.00 Hours Scheduled Hours:  0.00 Hours

From 09/09/2

{ Timesheet |

Punch Total Time Reporting Code Quantity Sched Hrs
¢ sun 9@ New - 0.00
Q Mon 910 Submitted 2:30:00AM 1Z:00:00PM  12:30:00PM  1:30:00PM 4.50 - 0.00
Q Approved Prs Holday - PSHOL 275 0.00
Q Tue 911 Submitted 8:30:00AM  12Z15:00PM  12:45:00PM  4:15:00PM 725 hd 0.00
Q Wed 9M2 Submitted 8:30:00AM 12:00:00PM  12:30:00PM  4:45:00PM 775 - 0.00
Q Thu 913 Submitted 2:30:00AM 1Z:00:00PM  12:30:00PM  3:30:00PM 6.50 - 0.00
Q Fri 914 Submitted 10:00:00AM  12:00:00PM  12:30:00PM 4:45:00PM 6.25 - 0.00
Q Approved Prs Holday - PSHOL 1.00 0.00

M Self Senvi
Sotor TansasrRelREns If an Absence appears as Needs Approval, you may also
Time I'v'Ianagement

Elapsed Trmeshest approve absences from the timesheet page by clicking on

Return to Select Emplovee the Approve Absence ||nk

Request Absence
Approve Absence




Questions?

Please contact SVM’s ESS - MSS Coordinator, Susan Bethke
Room 2153A or 890-4533
susan.bethke@wisc.edu
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