Employee Self Service: Time and Labor
Entering Your Timesheet Online (Employees)
Entering Time Online

Employees may now enter their time in an online timesheet through Self Service in PeopleSoft. The
timesheet will be approved online by the employee’s manager.

If submitted times need correction, the manager may request the employee to make corrections
before approval. In this case, the manager may either “push back” or “deny” times. The employee will
receive an e-mail alerting him or her of this situation, and the employee must make a correction to
the rejected time and re-submit it.

To enter time in Self Service:

Your timesheet is now online in Self Service. Once you have submitted the time, your manager will
receive an e-mail so he or she can approve the time. When your submitted time has been approved,
you will receive an e-mail confirmation that your time has been approved for payment.

1. Log in to PeopleSoft Portal at T ———
http://psportal.hws.edu using your HWS HOBART AND WILLIAB

username and password

Home | Admissions About
Personalize

User ID:
Password:

Sign In ]

2. On the portal page, click HOBART AND WILLIAI\

Human Resources

Home Admissions

Perzonalize Content Layout Wed, Feb 27,13 3:04 PM

Enterprise Menu

[» Reporting Tools
— CRM Admissions

— Campus Solutions
— FINancials

— My Personalizations

— My Dictionary
3. On the menu, click Self Service > Time Reporting > Report Time > Menu
Timesheet Searchc

)

- Self Senvice
= Time Reporing

R eport Time
Timeshesat
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Employee Self Service: Time and Labor
Entering Your Timesheet Online (Employees)

4. From the dropdown menu on
the first line, select the
appropriate Time Reporting
Code (such as REG for
Regular Hours)

Use one time reporting code
per line.

If more than one time
reporting code is needed,
enter the additional codes
each on their own line. If
necessary, use the plus sign at
the far right to add a row.

Favorices : Main Menu > Seff Service > Time Reporting > Report Time > Timesheet

Timesheet
Employee ID:
Job Title: Faculty Secretary Empl Record:
*View By: Calendar Period - Reported Hours: 0.00 Previgus Period Next Period
*Date: 0913012016 [&] 7 Scheduled Hours: 80.00
Welcome to Self-Service Time
Reporting
Time - .
Reporting Fri Sat  Sun Mon Tue Wed Thu Fri Sat  Sun  Mon Tue Wed Thu Total Override Department
Code 930 10 102 103 104 1006 1006 1007 10i8 109 1010 1011 1012 1013 Hours Rate
750 [ 750 [7.50 [7.50 [ 7.50 750 [+ [=
=
- [+ [=]
»
»
»

5. Enter the hours for each day worked

Note: Dates go across to the right.

6. When finished, below the time grid click Submit

An e-mail will be sent to your
manager, indicating the
timesheet requires approval.

A Submit Confirmation screen
will appear.

7. On the Submit Confirmation
screen, click OK

Fa\fnvr'rtes Mainvl'v'lenu » Self Service * Time Reporting * Report Time * Timesheet

Timesheet
Submit Confirmation

& The Submit was successful.

lime for the Time Period of 2016-09-320 to 2016-10-13 is submitted

Other information is shown in the grids below the timesheet:

C h ec k t h e Stat us (Ap p rove d , N ee d S Select Z:;:mzmﬁ Z:::: Status Approval Monitor T::]l ;RECG ZZ:::mn CUrﬂz;ﬂ(S
Approval y Pushed BaCk) Of 10/03/2016  Approved 7.50 REG Regular (@]
submitted times under Reported 100412016 | Approved 750 REG  Reguiar o}
- v 10/05/2016  Needs Approval 7.50 SCK  Sick Leave (&)
Tlme Statu S- 10/06/2016  Approved 750 REG  Regular Q
10/07/2016 |Approved 750 REG Regular Q
10110/2016  Approved 750 REG Regular Q
10M1/2016  Approved 7.50 REG Regular Q
10/12/2016  Approved 7.50 REG Regular (]
10/13/2016 |Approved 750 REG Regular Q
Check your total hours under Reported i _— _—
Time Summary. Category Total Hours [B-‘.‘;U—1U-‘E] [10;7'710;13]
Total Reported Hours 75.00 3750 3750
Check your sick, vacation, and personal =
tlme under Leave and Compensatory Plan Type Plan Recorded Balance  Minimum Allowed Maximum Allowed
Time Balances Leave Sick 219.64 0 715
) Leave Vacation 9.19 0 226
Leave Personal 450 0
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Employee Self Service: Time and Labor
Entering Your Timesheet Online (Employees)

Correcting Entered Time

If a mistake has been made and the time has already been submitted, a manager may push back or
deny the time, rather than approving it. The employee may then edit the pushed back or denied
times, then re-submit them. If time has been pushed back or denied, the employee will receive an e-
mail to that effect, as an alert of the unapproved status. Approved time will be communicated in a
separate e-mail.

To correct a time entry from Pushed Back:

You have received an e-mail saying “Pushed Back reported time requires your review.” The e-mail
contains a link to your timesheet. Your time edits must be made in a new row on the timesheet.

1. Click on the link in the e-mail

2. Log in to Self Service

. . ;‘"‘E". Fri  Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total Override o ..
You wi ” see you r su bm |tted Coporifd@zo oM 102 103 104 105 106 107 1068 109 1010 10111 10112 10113 Hours ~Rate oo o
tlme REG + [ 750 750 [ 7.50/[ 750 [7.50][ 7.50 750 [ 750/ 7.50[ 7.50 75.00 E1 8l
Save for Later Submit

. B
3. Expand the list of days by

clicking Reported Time Status 0913012016  Approved 750 REG  Regular &
10/03/2016  Approved \pproval Monitos 7.50 REG Regular Q
- 104/2016 | Approved Approval Monito 75 egular (@]
You will see the reported status | 7" 2 i il
10/05/2016 \pproval Monito 750 REG Regular Q
Of Pushed BaCk. 10/06/2016 | Approved A 750 REG | Regular (@]
10/07/2016 | Approved 750 REG Regular O
4. Clle the plus sign tO add 10M10/2016 | Approved 750 REG Regular (@]
a row 10/11/2016  Approved 7.50 REG Regular Q
5. Enter a different time , ,
reporting code, if applicable Seporig G i 03 105 404 08 103 07 108 108 040 10k 1042 03 eurs Ame . Doperiment
! REG ~ | 7.50 7.50|| 7.50 7.50|| 7.50 7.50| 7.50{|| 7.50/| 7.50| 75.00 | =

. Sje
6. Reference the Reported Time —

Status table for the date of =
pu S h ed back tl me Date Reported Status Approval Monitor Total TRC  Description Comments
089/30/2016 Approved Approval Monitor 7.50 REG Regular Q
10/03/2016  Approved Approval Monitor 7.50 REG Regular Q
7. MOVG (Cut/paste) the pUShEd 10/04/2016 | Approved roval Monitor 7.50 REG | Regular ]
back time to the new row, 10005/2016  Pushed Back roval Monitor 7.50 REG | Regular o
Ve rify| n g th e date i S co rre ct 10/06/2016  Approved roval Manitor 750 REG |Regular [}
8 . C | ick Su bm it Favorites ; Main Menu > Seff Service > Time Reporting > Report Time
Timesheet
An e-mail will be sent to your manager, indicating the Submit Confirmation
timesheet requires approval. B he Submitwas successh
6K’} Jrime for the Time Period of 2016-09-30 to 2016-10-13 is submitted

A Submit Confirmation screen will appear.
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Employee Self Service: Time and Labor

Entering Your Timesheet Online (Employees)

9. On the Submit Confirmation page,

click OK

The Reported Time status for the pushed | ...

back date now should say
Needs Approval.

Click on the link in the e-mail
Log in to Self Service

You will see your submitted
time.

Expand the list of days by
clicking Reported Time Status

You will see the Reported Status
of Denied.

Click the plus sign to add
a row

Enter a different time reporting
code, if applicable

Reference the Reported Time
Status table for the date of
denied time

Move (cut/paste) the denied
time to the new row, verifying
the date and hours are correct

Click Submit

An e-mail will be sent to your manager,

timesheet requires approval.

Save for Lates

Submit

To correct a time entry from Denied Time:

You have received an e-mail saying “Timesheet denied for payment.” Any time in Denied status will
not be paid. If the time was entered in error, you may ignore it. If the time was entered incorrectly
(incorrect TRC, etc.) you must correct it to be paid. The e-mail contains a link to your timesheet.

Your time edits must be made in a new row on the timesheet.

Time

ri Sat Sun Mon Tue Wed Thu  Fri

Sat Sun Mon Tue

Wed Thu Total

EZ’;Z"'"Q ersn 104 102 103 104 105 1006 107 10i8 108 100 10/1 10M2  10M3 Hours Override Rate Department
REG- » | 7.50||| 7,50 7.50/| 7.50 | 7.50||7.50||7.50 | 7.50 750/ 7.50 | 7.50/| 750/ 80.00 Qj
Save for Later Submit
=
Select  Date Reported Status Approval Monitor Total TRC  Description Comments
09/30/2016 Needs Approval 7.50 REG Regular @
10/01/2016  Needs Approval 750 REG Regular Q
10/02/2016 |Denied 750 REG Regular Q
10/03/2016 | Denied pproval Monitor 7.50 REG  Regular (]
10/04/2016  Needs Approval Approval Monitor 7.50 REG  Regular [
10/05/2016  Needs Approval Approval Monitor 750 REG  Regular 9]
;!‘;ang Fri  Ssat sun Mon Tue Wed Thu Fri  Sat Sun Mon Tue Wed Thu Total Override [
s 930 101 1072 10i3 10/ 105 10/6 1077 10/8  10/9 10M0 10/ 10i2 10M3 Hours  Rate
REG - | 7.50/[ 7.50 750 [750)[7.50 [ 7.50 750/ [ 750/ 7.60] [ 7.50] 90.00 [+ |[=]
| ao- -] [750] 750] [+ (=]
Save for Later
5
Date Reported Status Approval Monitor Total TRC Description Comments
089/30/2016  Approved 750 REG Regular Q
10/01/2016  Approved 7.50 REG Regular O
10/02/2016 Denied 750 REG Regular O
10/03/2016  Denied 750 REG Regular Q
10/04/2016  Approved 7.50 REG Regular O

indicating the

A Submit Confirmation screen will appear.

Hobart and William Smith Colleges -
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Timesheet
Submit Confirmation

The Submit was successful

=4

Favorites © Main Menu > Seff Service > Time Reporting > Report Time

ime for the Time Period of 2016-09-30 to 2016-10-13 is submitted
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Employee Self Service: Time and Labor

Entering Your Timesheet Online (Employees)

9. On the Submit Confirmation page,
click OK

The Reported Time status for the
denied date now should say
Needs Approval.

Hobart and William Smith Colleges
Page 5 of 5

Time
Reporting
Code

ALD - =

REG- -

=
Date

09/30/2016
10/01/2016
10/02/2016

10/03/2016

10/04/2016

Fri Sat Sun  Mon Tue Wed Thu Fri
9030 101 102 103 104 105 106 107

7.50)|| 7.50

7.50|| 7.50

Save for Later

Reported Status
Approved
Approved
Needs Approval
MNeeds Approval

Approved

7.50/|7.50 |7.50/| 750

Submit

Approval Monitor

Sat  Sun  Mon Tue
1008 10/ 1010 1011

7.50{| 7.50

Total TRC
7.50 REG
7.50 REG
7.50 ALD
7.50 ALD

7.50 REG

Wed Thu Total
10112 1013 Hours

15.00

7.50|| 7.50 75.00

Description

Regular

Regular

Administrative Leave Day
Administrative Leave Day

Regular

Override Rate Department

H= =
[+ =]

Comments

00000
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Employee Self Service: Time and Labor
Approving Time (Manager)

Approving Time Entries on Employees’ Timesheets

Employees may now enter their timesheets online. When they submit their timesheets, their manager
receives an e-mail alerting that time requires approval. For an employee to be paid for time entered,
the employee’s manager must approve the entry. When the manager approves the timesheet, the
employee will receive an e-mail indicating the approval.

If time has been entered in error, the manager may send the time back to the employee to be
corrected, either by “pushing back” or denying the time. Time pushed back or denied must be re-
submitted by the employee, and then approved by the manager.

To approve an employee’s time:

Once your employees have submitted their time, you will receive an e-mail indicating that time
requires approval.

1. Click on the link in the e-mail
2. Log in to PeopleSoft

The Timesheet Summary page will
appear on the Approve Reported e
Time page. Any employees who

have submitted time will appear in
the list.

3. Click on the name of —— = p—
an employee

You will see the employee’s
timesheet page.

4. Review the expanded Reported
Time Status list

5. Select specific days to approve
(or use the Select All link below
the grid)

6. Click Approve

Push Back

An assurance message will
appear.

7. On the message’ C||Ck Yes Are you sure you want to approve the time selected? (13504,2500)

Once Approved the status cannot be reverted back.

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

Yes No

Hobart and William Smith Colleges - Information Technology Services
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Employee Self Service: Time and Labor
Approving Time (Manager)

8. On the Approve Confirmation, click OK Timesheet

T . Approve Confirmation
An e-mail indicating approval will be sent to each employee whose PP

time has been approved. vy

The Approve was successful.

oK

Note: To see all employees with reported time, navigate to Manager Self Service > Time Management
> Approve Time > Reported Time and click Get Employees.

Rejecting Time Entries on Employees’ Timesheets

To push back time for correction:

If time has been entered in error, the manager may “push back” the time to the employee to be
corrected.

1. Click on the link in the e-mail

2. Log in to PeopleSoft

The Timesheet Summary page will | e s
imeshee! ummary
appear on the Approve Reported
Time page. Any employees who
have submitted time will appearin |
the list. ==
Appeoes [ P Race.
3. Click on the name of
an employee R S S U T Vel To S e he et T ORTS peimen
REG- » 750 750 | 750|750 |7.50 | 7.50 750 750 | 750 | 750 75.00 ﬂ j
You will see the employee’s _—
timesheet page. Select Date Reported Status Approval Monitor Total TRC Description Comments
09/30/2016  Meeds Approval Approval Monito 750 REG Regular (]
. . . 10/03/2016  Needs Approval 750 REG  Regular ]
4. Expand the list of days by clicking o
Reported Time Status 10/05/2016  Needs Approval 7.50 REG  Regular (&}
10/06/2016  Meeds Approval roval Monitor 750 REG Regular (]
10/07/2016  Ne pproval Approval Monitor 7.50 REG  Regular O
5_ Select the row for the date/t|me 10/10/2018  Needs Approval roval Monitor 750 REG  Regular @]
10/11/2016  Nee: \pproval Approval Monitor 7.50 REG  Regular O
that needs to be correCted 10/12/2016  Needs Approval Approval Monitor 750 REG Regular (@)
10/13/2016  Needs Approval Approval Monitor 7.50 REG  Regular &
6. Click Push Back e

The remaining days will still need
to be approved.

An assurance message W| | | appear. Are you sure you want to push back the time selected to the originator? (13504, 10158)
Select Yes to confirm and complete the transaction, Mo to return to the page without updating the status.

7. On the message, click Yes
Yes Mo

Hobart and William Smith Colleges - Information Technology Services
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Employee Self Service: Time and Labor
Approving Time (Manager)

8. On the PushBack Confirmation, click OK

Timesheet

Employees whose time has been pushed back will receive an PushBack confirmation
e-mail notification of push back.
V The PushBack was successful.

oK

7|

9. Select the rest of the days
that are correct

Date Reported Status Approval Monitor Total TRC Description Comments

09/30/2016 |Needs Approval 7.50 REG Regular

10/03/2016  Needs Approval 7.50 REG |Regular

10/04/2016 | Needs Approval 7.50 REG Regular

10.Click Approve

10/05/2016  Pushed Back 7.50 REG Regular

10/06/2016 MNeeds Approval 7.50 REG | Regular

An assurance message will
appear.

10/07/2016 |Needs Approval 7.50 REG |Regular

10M10/2016 MNeeds Approval 7.50 REG | Regular
10/11/2016 |Needs Approval 7.50 REG |Regular

10M12/2016 MNeeds Approval 7.50 REG | Regular

0000000000

10/13/2016 |Needs Approval 7.50 REG |Regular

2 g
. EEEEEE -EEE :

i
i

eselectAl

9. On the message, click Yes

Are you sure you want to approve the time selected? (13504,2500)
Once Approved the status cannot be reverted back.
Select Yes to confirm and complete the status change, Mo to return to the page without updating the status

Yes Mo

10.0n the Approve Confirmation, click OK Timesheet

Approve Confirmation
An e-mail indicating approval will be sent to each employee whose time
has been approved_ “ The Approve was successful,

To approve a corrected pushed back time

When an employee corrects time from a push back, he or she must re-submit it for approval, and
the manager will receive an e-mail notification.

1. Click on the link in the e-mail
2. Log in to PeopleSoft

The Timesheet Summary page will appear on the Approve Reported Time page. Any
employees who have submitted time will appear in the list. The employee who has corrected

pushed back time should also appear.

Approve Reparted Time

Timesheet Summary

veway  Weer - Saow Schedul isformatica

3. Click on the name of the employee whose time has o " T
been corrected D -

The employee’s timesheet page 7
will be displayed. —

Deny Push Back

Hobart and William Smith Colleges - Information Technology Services
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Employee Self Service: Time and Labor

Approving Time (Manager)

4. Review the expanded Reported
T. S | - Select Date Reported Status Approval Monitor Total TRC Description Comments
Ime Status list 0913072016 Approved 750 REG  Reguiar [}
1010372016 Approved 750 REG  Regular (e}
5 S | h d h : 1000412015 Approved Approval Monitor 750 REG Regular (e}
- elect the ay whose status Is 10052016 Needs Approval ADDroval Monitor 7.50 SCK  SickLeave 8]
N eed S Ap proval 1010672016 Approved 750 REG  Regular o
100712016 Approved 750 REG Regular (e}
. 101072016 Approved 750 REG  Reguiar [}
6. Clle Approve 10M12016  Approved 750 REG  Regular o)
101212015 Approved Approval Monitor 750 REG Regular (e}
101312016 Approved £poroval Monitor 750 REG  Reguiar [}
Select All_Deselect Al
An assurance message will appear.

11.0n the message, click Yes

12.0n the Approve Confirmation, click OK

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

Once Approved the status cannot be reverted back.

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

Yes Mo

Timesheet

Approve Confirmation

An e-mail indicating approval will be sent to each employee whose

time has been approved.

To Deny Time:

v

The Approve was successiul.

If time has been entered in error, the manager may deny the time to the employee.

1. Click on the link in the e-mail

2. Log in to PeopleSoft

The Timesheet Summary page will | wweoomere.
appear on the Approve Reported :
Time page. Any employees who
have submitted time will appear in o1 s
the list.
oo Dy Pusn Rack
3. Click on the name of
an employee _
Select Date Reported Status Approval Monitor Total TRC Description Comments
YO u W| I I see th eem ployee ’ S 09/30/2016 | Needs Approval 7.50 REG | Regular (]
: 100112016 | Needs Approval 750 REG |Regular o}
times h eet page ) 10/02/2016 | Needs Approval 7.50 REG |Regular &}
10/03/2016  Needs Approval 7.50 REG  Regular (@}
4. Review the ex panded 1000412016 | Needs Approval 7.50 REG  Regular @
- . 10512016 eeds Approval 7.5 egular Q
Reported Time Status list S il il e
eeds Approval 7.50 REG Regular O
10/07/2016  Needs Approval 7.50 REG |Regular @
7 . Se | ect th e day th at n eed S to 10/10/2016 | Needs Approval 750 REG |Regular [}
. 10/12016 | Needs Approval 7.50 REG |Regular &}
be de n Ied 10/12/2016 | Needs Approval 7.50 REG |Regular (&}
10/13/2016  Needs Approval 7.50 REG |Regular Q
8_ C||Ck De ny SelectAll  DeselectAll
Approve | Deny I Push Back

Hobart and William Smith Colleges -
Page 4 of 6

Information Technology Services




Employee Self Service: Time and Labor
Approving Time (Manager)

An e-mail notification will be sent to the employee.

The remaining days will still need to be

approved.

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

An assurance message will appear.

11.0n the message, click Yes

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

Yes Mo

12.0n the Deny Confirmation, click OK

Timesheet

Deny Confirmation

¥ The Deny was successful.

13.Select the rest of the days that
are correct

14.Click Approve

An assurance message will appear. g s i

13.0n the message, click Yes

Once Approved the status cannot be reverted back

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

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

Yes Mo

14.0n the Approve Confirmation, click OK

An e-mail indicating approval will be sent to each employee whose time
has been approved.

To approve a corrected denied time:

Timesheet

Approve Confirmation

v The Approve was successful.

When an employee corrects time from a denial, he or she must re-submit it for approval, and the

manager will receive an e-mail notification.
1. Click on the link in the e-mail

2. Log in to PeopleSoft

Hobart and William Smith Colleges - Information Technology Services
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Employee Self Service: Time and Labor

Approving Time (Manager)

The Timesheet Summary page will appear on the Approve Reported Time page. Any
employees who have submitted time will appear in the list. The employee who has corrected

pushed back time should also appear.

3. Click on the name of the employee whose time has |«

been corrected

The employee’s timesheet page
will be displayed.

Approve Reparted Time

Timesheet Summary

4. Review the expanded Reported Time
Status list

5. Select the day whose status is Needs
Approval

6. Click Approve

An assurance message will appear. o

Duny Push Back

15.0n the message, click Yes

16.0n the Approve Confirmation, click OK

An e-mail indicating approval will be sent to each employee whose v

time has been approved.

Hobart and William Smith Colleges -

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

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

Yes Mo

Timesheet

Approve Confirmation

The Approve was successful.

Information Technology Services
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Employee Self Service: Time and Labor

Delegating Time Approval (Manager)
Delegating Time Approval

A manager may delegate time approval for a specific, limited time period to a proxy. The person to
whom time entry approval is delegated will receive an e-mail notification of the request, and must

accept the delegation.

To delegate time approval:

1. Log in to PeopleSoft Portal at
http://psportal.hws.edu using your HWS
username and password

2. On the portal page, click Human Resources

3. On the menu, click Self Service >
Manage Delegation

4. On the Manage Delegation page, click
Create Delegation Request

5. On the Create Delegation Request Enter
Dates page, select the start and end dates
for the delegate to enter time

6. Click Next

HOBART AND WILLIA

Home | Admissions
Personalize

User ID:

Password:

Signin |

__ HOBART AND WILLIA

Home Admissions Abe

Personalize Content Lavout Wed, Feb 27,13 3:04 PM

Enterprise Menu
[ Reporting Tools

— CEM Admissions

— Campus Solutions
Human Resources
— rFinancials

— My Personalizations
— My Dictionary

Fa\.rovr'rtes Mainvl\-'lenu * Manager S_elf Service * Time Management * Report Time
Search Menu:

®

Report ” =

Times| D Manager Gel ervice (1 Time Reporting

n.--u-- 3 Reporting Tools

3 Personal Information
3 Payroll and Compensation

oyee Sele a G [
Description |=] Manage Delegation

v v

Manage Delegation

Some of your self-senvice transactions can be delegated so that others may act on your behalf to initiate
and/or approve transactions for you and/or your employees. In addition, others may have delegated
responsibility for their transactions to you

@ Leam More about Delegation

Select Create Delegation Reguest to choose transactions to delegate and proxies to act on your behalf.

Create Delegation Request

Create Delegation Request

Enter Dates

Enter the dates for your delegation request Enter a From Date that is today or later. Enter a To Date that
is the same as or later than your From Date. For open-ended delegation requests, leave the To Date
blank.

From Date: 11012016 [+
To Date: 11104/2016 =)
Next ] Cancel

Hobart and William Smith Colleges - Information Technology Services
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Employee Self Service: Time and Labor
Delegating Time Approval (Manager)

7. Check Manage Approve Reported Time

8. Click Next

9. On the Select Proxy by
Hierarchy page, click Search
by Name to find the person to
whom to delegate

10.Use the search to find the
proxy: enter the person’s
name and click Search

11.In the Choose Delegate area,
select the person

12.Click Next

13.0n the Delegation Detail page, click Submit

An e-mail notification will be sent to the chosen

delegate.

14.0n the delegation confirmation page,

click OK

Hobart and William Smith Colleges -

Create Delegation Request
Select Transactions

Selectthe transactions that you want to delegate to a proxy. You can select one or many ransactions.

Transaction
Manage Approve Reported Time
Manage Reported Time

Select All

Deselect All

Previous ltem Mext Cancel

Create Delegation Request
Select Proxy by Hierarchy

This page displays persons within your hierarchy that you can select as proxies. Select the radio button
next to the name to select that person as a proxy. You can also select the Search by Mame hyperlink to
search for proxies outside your hierarchy.

Search by Hierarchy
Last Name: L] Q
First Name: Q
Search Clear
Name Empl ID Org Relation  Job Title Department Supervisor Hame
El— Gy o D G E——
=< Previous Next Cancel

Create Delegation Request

Delegation Detail

Proxy: L
From Date: 10/27/2016
To Date: 101312016

Manage Approve Reported Time

Cancel

Create Delegation Request

You have successfully submitted a delegation request. Refer to the My Proxies page toview the status
of the request

Information Technology Services
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Employee Self Service: Time and Labor

Delegating Time Approval (Manager)

Revoking Delegation
Managers may also revoke delegation of a proxy.

To revoke delegation (before the delegation expire date):

HOBART AND WILLIA

1. Log in to PeopleSoft Portal at
http://psportal.hws.edu using your HWS
username and password Home | Admissions

Personalize

User ID:

Password:

Signin |

2. On the portal page, click Human Resources HOBART AND WILLIA

Home Admissions | Abc

Personalize Content Lavout Wed, Feb 27,13 3:04 PM

Enterprise Menu
[ Reporting Tools

— CRM Admissions

— Campus Solutions
Human Resources
— Financials

— My Personalizations
— My Dictionary

Favorites : Main Menu > Manager S_elf Service * Time Management > Report Time

3. On the Main Menu, go to Self Service > e

Manage Delegation ®
Report” +

Times| D‘l Manager Sel Service [ Time Reporting

3 Personal Information

m 3 Reporting Tools
3 Payroll and Compensation

Employee Selection Criteria £} |
ioti Iﬁ Manage Delegation I

Description

- v v v

4. On the Manage Delegation page, click Review Manage Delegation
My Proxies

Some of your self-senice transactions can be delegated so that others may act on your behalfto initiate
andlor approve transactions for you and/er your employees. In addition, others may have delegated
responsibility for their transactions to you.

@ Learn Wore about Deleqation
Select Create Delegation Requestto choose fransactions to delegate and proxies to act on your behalf.

Create Delegation Request

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction
Review My Proxies
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Delegating Time Approval (Manager)

5. On the My Proxies page, check the My Proxies
name of the proxy to revoke

6. Click Revoke

Fefresn

The delegate will receive an e-mail
notification of the revocation.

7. On the first Revoke Delegation Request confirmation,

. . Revoke Delegation Request
click Yes-Continue

Yes - Continue Mo - Cancel

Are you sure you want to revoke the delegation requests that you have selected 2

8. On the second Revoke Delegation request

. ) ) Revoke Delegation Request
confirmation, click OK

You have successfully revoked a delegation request. Refer to the My Proxies page to view revoked
delegation requests.

OK
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Accepting a Delegation to Enter or Approve Time

Accepting Delegation of Time Entry or Time Approval

Timekeepers and managers may delegate time entry and time approval for a specific, limited time
period to a proxy. The proxy to whom the duty is delegated will receive an e-mail notification of the
request, and must accept the delegation.

To accept the delegation:

You have received an e-mail notification of a delegation request. You must review, then accept or
reject, the request.

1. Find the e-mail and click on the Manage Delegation
link within
Some of your self-service transactions can be delegated so that others may act on your behalfto initiate

2 Log in tO Pe0p|eSOft andfor approve transactions for you and/or your employees. In addition, others may have delegated

responsibility for their transactions to you.

3. On the Manage Delegation page’ @ Leamn More about Delegation
CliCk REVieW MY DE|egatEd Select Create Delegation Reguestto choose transactions to delegate and proxies to act on your behalf.
Authorities

Select Review My Delegated Authorities
others, and to accept or reject pen

to see the list of transactions that have been delegated to you by
legation requests.

Review My Delegated Authorities

4. On the My Delegated Authorities My Delegated Authorities
page, check one of the following: -

status and select Refesh fo

e Manage Reported Time

e Manage Approve Reported
Ti me I.\ana;e Repoded Time O U201 (i ]
5. Click Accept
. > . My Delegated Authorities
An e-mail notification of acceptance
is sent to the timekeeper
or manager. e (i
Transastion Marme Job Title Frombate  Talale oo o Details
[ poiidacdiiab b ) - G016 TAE0NE Submited  Inactive L]

6. On the Confirmation of Success,

click OK Accept Delegation Request

You must sign off and sign back on in order
to enter or approve time as a delegate.

You have successfully accepted a delegation request. Refer to the My Delegated Authorities page to
view accepted delegation requests
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Entering Time as a Timekeeper

Entering Time as a Timekeeper
A Timekeeper is someone who enters time for a group of other people.

To enter time:

1. Log in to PeopleSoft Portal at
http://psportal.hws.edu using your HWS

HOBART AND WILLIA}

username and password Home | Admissions | About
Personalize
User ID:
Password:
Signin |
2. On the portal page, click Human Resources HOBART AND WILLIAN
Jalelial=] | Admissions | Abol
Personalize Content Lavout Wed, Feb 27, 13 3:04 PM
Enterprise Menu
[ Reporting Tools
— CRM Admissions
— Campus Solutions
— Einancials
— My Personalizations
— My Dictionary
3 On the menu Clle Manager Self Service > Manager Self Service I‘ Time Mallagement & REDDI’ETimE » Timesheet
. )
Time Management > Report Time > Timesheet r:|
Report Time
o]
4. On the Timesheet Summary page, click Report Time
Get Employees Timesheet Summary
~ Employee Selection Crileria
| Employee SelectionCritera @ ]
All the individuals for whom time should be Desarision Valae
input will appear (scroll down). Tirme Reparter Group Q
Empl 1D e
Empl Record ’7(1
LastName ’7(1
First Name aQ,
Business Unit Q
Job Code Q
Department fiq
Supenisor ID ’7(1
Reports To Position Number ’7(1
Location Code Q,
Company Q
MNorth American Paygroup Q
Workgroup ’7(1
Position Number ’7(1
I Clear Selection Criteria I Save Selection Criteria ) Get Employees
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5_ C||ck on the name of the first person Favorites - Main Menu > Manager Self Service > Time Management > Report Time > Timesheet
for whom to enter time
View By: Week - V| Show Scheduld
Date: 10/2712016 B o Previous Week Mext Week
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
6. From the dropdown menu on the first Timesheet
. . . Employee 1D
line, se!ect the appropriate Time — S
Reporting Code (such as REG for _
*View By: Calendar Period - Reported Hours: 0.00 Previous Period Next Period
RegU|ar Hours) *Date: 1011412016 ) 3 Scheduled Hours: 80.00 [ext Employ
Welcome to Self-Service Time
Reporting
Use one time reportlng COde per llne' ;""en. Fri  Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total
cone i) qoM4 1015 10M6 0M7 10 10M9 1020 1021 1022 10023 1024 10125 10026 10027 Hours
If more than one time reporting code is m : L E - L= - jj
needed, enter the additional codes each . 2=
on their own line. If necessary, use the P | AvaiyGehaciie

plus sign at the far right to add a row.
7. Enter the hours for each day worked
Note: Dates go across to the right.

8. When finished, below the time grid click Submit

An e-mail will be sent to the manager, indicating the

timesheet requires approval.
A Submit Confirmation screen will appear.

9. On the Submit Confirmation screen, click OK
On the Timesheet page, in the Reported Time
Status section, the reported status will now be
Approval

in Process.

10.Below the Reported Times Status section, click
Return to Select Employee

11.Select the next employee to enter time

12.Repeat the above steps until all time has been
entered

13.When finished, log out

Fa\fovr'rtes MainvMenu # ManagerS_elfSer\fice > Time Management > Rep)

Timesheet
Submit Confirmation
& The Submit was successful.

ime forthe Time Period of 2016-10-14 to 2016-10-27 is submitted

=
Date Reported Status Approval Monitor Total
10/14/2016  Approval In Process 8.00
10/15/2016  Approval In Process 8.00
101812016  Approval In Process 2.00
101972016  Approval In Process 8.00
10/20/2016  Approval In Process 8.00
10i21/2016  Approval In Process 8.00
10/24/2016  Approval In Process 8.00
10425/2016  Approval In Process 8.00
10/26/2016  Approval In Process 8.00
10i2712016  Approval In Process 8.00
3

3

Punch Timesheet

Return to Select Employee I

Manager Self Service
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Delegating Time Entry (Timekeeper)

Delegating Time Entry

A timekeeper may delegate time entry for a specific, limited time period to a proxy. The person to
whom time entry is delegated will receive an e-mail notification of the request, and must accept

the delegation.

To delegate time entry:

1. Log in to PeopleSoft Portal at
http://psportal.hws.edu using your HWS
username and password

2. On the portal page, click Human Resources

3. On the menu, click Self Service >
Manage Delegation

4. On the Manage Delegation page, click Create
Delegation Request

5. On the Create Delegation Request Enter Dates
page, select the start and end dates for the
delegate to enter time

6. Click Next

HOBART AND WILLIA

Admissions
Personahze

User ID:

Password:

Signin |

HOBART AND WILLIA

Home Admissions Abe

Personalize Content Lavout Wed, Feb 27,13 3:04 PM

Enterprise Menu

[ Reporting Tools
— CEM Admissions

— Campus Solutions
Human Resources
— rKinancials

— My Personalizations
— My Dictionary

Fa\.rovr'rtes Mainvl\-'lenu * Manager S_elf Service * Time Management * Report Time
Search Menu:

Report ” =

Times| D Manager Gel ervice (1 Time Reporting

£ Reporting Tools 3 Personal Information
m 3 Payroll and Compensation

oyee Selectio te

Employe 2B o pencis
Description |=] Manage Delegation

v v

Manage Delegation

Some of your self-sernvice transactions can be delegated so that others may act on your behalf to initiate
andlor approve transactions for you and/or your employees. In addition, others may have delegated
responsibility for their transactions to you

@ Learm More about Deleqation

Select Create Delegation Reguestto choose transactions to delegate and proxies to act on your behalf.

Create Delegation Reguest

Create Delegation Request

Enter Dates

Enterthe dates for your delegation request. Enter a From Date that is today or |ater. Enter a To Date that
is the same as or later than your From Date. For open-ended delegation requests, leave the To Date
blank

Delegation Dates

From Date: 11/01/2016 1

To Date: 110412016 5]
MNext Cancel
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Employee Self Service: Time and Labor
Delegating Time Entry (Timekeeper)

7. On the Create Delegation Request
Select Transactions page, check
Manage Reported Time

8. Click Next

9. On the Select Proxy by Hierarch
page, click Search by Name to
find the person to whom to
delegate

10.Use the search to find the proxy:
enter the person’s name and
click Search

11.In the Choose Delegate area,
select the person

12.Click Next

13.0n the Delegation Detail page, click Submit

. S . Delegation Detail

An e-mail notification will be sent to the chosen delegate. elegation betal
Proxy: o
From Date: 1042812016
To Date: 10/29/2016

14.0n the delegation confirmation page,

click OK

Create Delegation Request

Select Transactions

Selectthe transactions that you want to delegate to a proxy. You can select one or many transactions.

Transaction

Manage Reported Time

Select All Deselect All

Previous Item Mext Cancel

Create Delegation Request
Select Proxy by Hierarchy

This page displays persons within your hierarchy that you can select as proxies. Select the radio button
next to the name to select that person as a proxy. You can also select the Search by Mame hyperlink to
search for proxies outside your hierarchy.

Search by Hierarch
Last Name: L] Q
First Name: Q
Search Clear
Name Empl ID Org Relation  Job Title Department Supervisor Name
El— -y oo D O —_—
< Previous Mext Cancel

Create Delegation Request

Manage Reported Time

Create Delegation Request

You have successfully submitted a delegation request. Refer to the My Proxies page to view the status
of the request
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Revoking Delegation
Timekeepers may also revoke delegation of a proxy.

To revoke delegation (before the delegation expire date):

HOBART AND WILLIA

1. Log in to PeopleSoft Portal at
http://psportal.hws.edu using your HWS
username and password Home | Admissions

Personalize

User ID:

Password:

Signin |

2. On the portal page, click Human Resources HOBART AND WILLIA

Home Admissions | Abc

Personalize Content Lavout Wed, Feb 27,13 3:04 PM

Enterprise Menu
[ Reporting Tools

— CRM Admissions

— Campus Solutions
Human Resources
— Financials

— My Personalizations
— My Dictionary

Favorites | Main Menu * Manager S_elf Service * Time Management > Report Time

3. On the Main Menu, go to Self Service > e

Manage Delegation ®
Report” +

Times| D‘l Manager Sel Service [ Time Reporting

m 3 Reporting Tools 3 Personal Information
3 Payroll and Compensation

Employee Selection Criteria £} |
ioti Iﬁ Manage Delegation I

Description

- v v v

4. On the Manage Delegation page, click Review Manage Delegation
My Proxies

Some of your self-senice transactions can be delegated so that others may act on your behalfto initiate
andlor approve transactions for you and/er your employees. In addition, others may have delegated
responsibility for their transactions to you.

@ Learn Wore about Deleqation
Select Create Delegation Requestto choose fransactions to delegate and proxies to act on your behalf.

Create Delegation Request

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction
Review My Proxies
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On the My Proxies page, check the
name of the proxy to revoke

6. Click Revoke

The delegate will receive an e-mail
notification of the revocation.

My Proxies

This page allows you to view your proxies and the request status for each delegation request Selecta
particular status and select Refresh to show the matching requests. Select the information icon to view
request details. To revoke requests, select the request, then select Revoke.

Show Requests by Status:

Transaction Hame

Manage Reported Time

- Refresh

Request

Job Title From Date To Date
Status

1012712016 | 10i28/2016 Accepted

L L
ManageRepnnedT\me [ ] - 110112016 11/04/2016  Accepted

Return to Manage Delegation

m

Delegation
Status

Active

Inactive

7. On the first Revoke Delegation Request confirmation,

click Yes-Continue

8. On the second Revoke Delegation request
confirmation, click OK

Hobart and William Smith Colleges -

Revoke Delegation Request

Are you sure you want to revoke the delegation requests that you have selected 2

Yes - Continue Mo - Cancel

delegation requests.

OK

Revoke Delegation Request

You have successfully revoked a delegation request. Refer to the My Proxies page to view revoked
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