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Human Resources

Managing PAC Timesheets and Absences — Training Guide

Visit the PAC Time and Absence page on the HR Website for more information.

Managing PAC Timesheets and Absences
As a manager, you are responsible for reviewing and approving timesheets and absences for your direct reports.
Timesheets are processed bi-weekly (for bi-weekly time reporters and timesheets must be approved by the pay period

deadline). Absences are processed per pay period (for semi-monthly and bi-weekly) and absences must be approved by

the pay period deadline).

Overview

Timesheets
When an employee accesses their timesheet, it defaults to the current pay period. They enter and submit time each day

and until the end of the pay period and can also edit data (if needed) for the prior two (2) pay periods. Reference the Bi-
Weekly PAC Timesheet Processing Schedule to see the submission and approval deadlines by pay period.

Multiple entries can be entered for one day to accurately reflect the total types of hours worked or time taken off away
from work. Timesheets, for non-Casual or VHO employees, reflect their scheduled work hours. Their reported time
each week should at least equal their scheduled hours.

As a manager, you can also enter and modify an employee’s timesheet if needed. They will receive an email notification
when anyone approves or modifies their timesheet

Absences
Employees submit absence requests through the absence page in PAC. Time reporters can also submit absences

through their timesheets. When employees submit absences, managers receive email notifications to review and
approve. Absences approved by the pay period deadline are processed; subtracting time off taken from the employee’s
absence balance and adding earned time to the balance. Reference the Paid Time Off Calculation Section for timing
details when specific absence balances are updated.

Reference the PAC Absence Processing Schedule (semi-monthly and bi-weekly) respectively, to see the submission and
approval deadlines by pay period.

Absence data can be retroactively entered for a period up to 180 days* prior from the last absence processing
finalization. If your department uses the *Quarterly Closeout Process, absences can only be entered retroactively
through the current quarter.

As a manager, you can also enter an employee’s absence if needed. Employees receive an email notification when
anyone approves or modifies their absences.
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PAC Time and Absence Defined

What are PAC Time and Absence?
PAC Time and Absence are modules within PeopleSoft that allow employees to enter timesheets and time off requests

directly into PAC. These entries then route to the employee’s manager to review and approve. Managers can also edit,
cancel, deny or push back requests to employees if needed.

Entering time directly into PAC allows timesheet data to feed directly to payroll and eliminates the need for additional
entry into FFE. Absence Management allows employees to enter time off and see balances for vacation, sick and
personal days at the end of each pay period. It also ensures that the University has accurate estimates for these paid
time off categories.

What is Paid Time Off?
Paid time off includes absences for which an employees is paid. The types of absences, the amount of time off received

for each and how they are earned or accrued varies based upon the employee type, length of time employed and
University policy.

Examples include vacation, personal time, sick time, bereavement and jury duty. Some union employees also receive
time off for marriage, birth or adoption events. Note: for purposes of the Time and Absence system and this training,
paid time off does not include leaves of absence.

Additional information on eligibility and accrual of paid time off can be found in the HR Manager Toolkit on the
Columbia University Human Resources web site.
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Paid Time Off Calculations

How is Paid Time Off Calculated and when is it added to the Employees’ Absence Balance?
Use this chart when reviewing balances to determine when days are added.

Managing Timesheets and Absences Training Guide

To view the various university leave policies for officers, refer to the “Time Off Work” policies in the Policy Library and

the Union Collective Bargaining Agreements on the HR Website for union employees.

of each fiscal year (7/1/2XXX) or
at time of hire, and then at
beginning of each fiscal year.

Paid Time Off Officers Support Staff Casuals and Variable
Hour Officers
Vacation Credited at the end of each Credited at the end of each Not Eligible
calendar month, based on calendar month, based on
completed month of service and | applicable Collective Bargaining
total length of service Agreement (Union) or policy
(NUSS)
Personal Day Credited at the end of each Credited at the end of each bi- Not Eligible
semi-monthly pay period, based | weekly pay period, based on the
on the employee’s benefits employee’s union service date
service date (union) or benefits service date
(NUSS)
Sick See Salary Continuation policy During first year of employment: | Not Eligible
employees are credited at the
end of each pay period, based on
applicable Collective Bargaining
Agreement (Union) or policy
(NUSS) and their service date.
Following one year of
employment: employees are
credited their full entitlement at
the end of the pay period
following their anniversary date.
NYC Sick 40 hours credited at beginning 40 hours credited at beginning of | Credited at end of

each fiscal year (7/1/2XXX) or at
time of hire, and then at
beginning of each fiscal year.

each bi-weekly pay
period based on
accrual rate of one
hour for every 30
hours worked.
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For Officers of Administration, the chart below shows the general schedule for crediting entitlements (when added to
the balance) and debiting absences (when deducted from the balance) taken. Absences taken are decremented each
pay period. Personal days* are earned at the end of the pay period in which the employee earns it based on their

Benefit Service Date or Union Seniority Date. Vacation days are earned based on a completed month of service, and are

added after the month has ended.

*Absences taken will always be processed before an earned personal day is added. This is to ensure the employee does
not lose an earned day over the maximum of three days if the employee took a day in the same month the 4th day is

earned.

1st Semi-Monthly Absence Calculation

Semi-Monthly

Personal Day

Vacation
Personal Day*
Sick

NYC Sick

Jury Duty
Bereavement

2nd Semi-Monthly Absence Calculation

Semi-Monthly

Personal Day

Vacation
Personal Day™*
Sick

NYC Sick

Jury Duty
Bereavement

Monthly Vacation Entitlement Calculation

Monthly

Vacation

N/A

*Personal Day absence takes will be processed before the entitlement
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More about Personal Days

Personal days are calculated and added to employees entitlements differently than vacation days are added because
they are earned based upon the employee's Benefits Service Date (BSD) for Officers of Administration and Non-Union
Support Staff (NUSS) or Union Seniority Date (USD) for Union-2110 and Union-1199 employees. The total number of
days earned is dependent upon the campus where the employee works, three (3) days per anniversary year at
Morningside and two (2) days per anniversary year at CUMC.

Here are key points about how Personal Days are calculated, accounted for and processed.

e Personal day entitlements will be credited at the end of each semi-monthly pay period based on the employee’s
Benefits Service Date (BSD) for Officers.

o If the BSD falls within the first half of the month (15t -15™), the personal day will be earned after the first
semi-monthly absence calculation

o If the BSD falls within the latter half of the month (16" — month end), the personal day will be earned
after the second semi-monthly absence calculation

e Personal day entitlements will be credited at the end of bi-weekly pay period based on the employee’s Union
Service Date for union employees or Benefits Service Date for Non-Union Support Staff.

e Personal day absence requests cannot be negative.

o Officers of Administration Only. If a personal day request is entered that brings the balance below zero
(0), the request will be processed but will decrement the vacation balance instead

0 Managers should review each request and run the Negative Balance Report to approve/deny/push back
accordingly

o ForTime Reporters. Time in excess of the employee's available balance will not be processed, and this
could impact the employee's pay for the period.

e For Officers of Administration ONLY. If an employee has a zero (0) personal day balance, takes a personal day
take for the period, and is also earning a personal day entitlement for that period:

o0 the personal day absence will first deduct from the vacation balance
o0 vacation balance will go down by the total amount of approved personal day absences for that period

o personal day balance will display as one (1) because the employee will then have earned his/her
personal day entitlement in the same period

For more information, visit the Time Off Work Policies page in the policy library.
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More about Vacation Time for Absence Only Reporters
Vacation days are calculated based upon the employee type and their length of employment.

Key Points:

e Employees are entitled to use, in a given pay period, the paid time off available at the beginning of that period.
Paid time earned during the current pay period will be available to use in the following period

e Absence time is credited to the employee’s balance via a process run after the 2" semi-monthly process
e Absence Reporter Only employee’s vacation balances can go negative up to ten (10) days

For more information on Time Off at Columbia, visit the Time Off Work Policies page in the policy library.

Absence Balances for New, Transferred and Returning from Leave Employees

Absence Earning Proration

For new hires:
When a new employee is hired into a department using the PAC Time and Absence system during a month, the absence

entitlements earned will be prorated based on the partial month worked and the employee’s eligibility for absence
entitlements. The amount is system calculated based on the total scheduled working days and the total number of
active days for the employee for the given month. This prorated amount is added to the employees balance when the
absence process runs.

For employees transferring into a department using PAC Time and Absence:
When an employee transfers into a department using PAC Time and Absence from another department, the balances as

of the start date in the new department must be manually added to the employees balance.

To update the employee’s balance, the department administrator should obtain the employee’s absence balances from
the transferring department and submit an incident to Service Now requesting the employee’s existing vacation,
personal, NYC sick, and sick time balances be added to the record. The employee will see their adjusted balance after
the absence process runs at the end of the pay period.

For employees returning from a leave of absence:
Paid Leave

1) For Officers who are on a paid leave of absence, they will receive entitlement accrual for days 1-29 of Paid Leave;
there will be no entitlement for days 30 and beyond

2) Union and NUSS will continue to earn/accrue entitlements for the duration of their paid leave

Unpaid Leave
1) No employee will be eligible to earn/accrue entitlements while out on an unpaid leave of absence

2) Union and NUSS will earn a prorated vacation entitlement for the month in which the employee goes out/returns
from unpaid leave
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The WorkCenter

This is the WorkCenter lesson of the Managing Timesheets and Absences in PAC, PAC Time and Absence course. Upon

completion of this lesson, you will be able to:

e Navigate to and Identify the tabs and functionality within the WorkCenter

e Locate where absence and time information can be found for your direct reports
e Use the Monthly Absence Calendar

Estimated Time to Complete Lesson: 10 minutes

WorkCenter Overview
The Time and Absence WorkCenter is a centralized location where managers and DTAs can view and perform time and

absence activities. It works as a dashboard providing a monthly calendar view of absences, convenient links to approve
and view your employee’s and your department’s absences and timesheets, and access to delegation and reports.

Log in to PAC Time and Absence
1. Open your browser and navigate to my.columbia.edu

2. Click “Log In Now”
3. Enter your UNI and Password
4. Click “Login.” You are on the Faculty and Staff page

5. Click the “WorkCenter” link in the PAC Time and Absence section

Access the WorkCenter
The WorkCenter is located in PAC which you access from the myColumbia portal. Direct links to pages are located in

the “PAC Time and Absence” section on the Faculty and Staff page.

PAC Time and Absence

Note: The links below are for those
participating in the Time & Labor and
Absence Management Pilot —- Columbia
Business School, CUIT and CU Human
L . . Resources. Training materials and

The navigation to access the WorkCenter when already logged into PAC is: system downtime iE{DrmatiDn Enaiahe

Main Menu > Manager Self Service > Time Management > Time & Absence on the CUHR Websltes
WorkCenter. s+ Submit Absence Requests
s Submit Timesheets

= Approve Absences

» Approve Timesheets

» Time and Absence
WorkCenter ' (Mgr. and OTA only)

» Manage Delegation

Managing PAC Timesheets and Absences-Guide AL PA(' August 2018
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The WorkCenter Landing Page - The Monthly Absence Calendar
The default view when accessing the WorkCenter is the Monthly Absence Calendar where you can quickly view your

direct reports absences. Tabs across the top provide access to the Monthly Absence Calendar, Pending Approvals,
Manage My Team and Manage My Department (DTA Only) functionality.

Once a tab is selected, sub-tabs appear for more detailed transactions and views.

The left hand side of the page provides additional features:

Reports - links to Time and Absence
Reports.

Useful Links — links to other Time
and Absence activities.

Time & Absence WorkCenter
Heading — Click this link on the
upper left hand side of the page to
return to the Monthly Absence
Calendar (default view).

Managing PAC Timesheets and Absences-Guide

Time & Absence WorkCenter ©  «
dlb ReportsiProcesses S ow

= Reports

Absence Event Delails
Absence Balance
Megative Balance
Overtime Tracking

Officer Quarterty Closeout
Fayable Time Report

bhbhhhh

Landing Page

& ks =

=  Uselul Links
& Manage Delegation Request
& View Exceptions History

Manager Tabs DTA Tab
i Monthly Absence Calendar || My Pending Approvals || Manage My Team || Manage My Department
Monthly Absence Calendar
Employee ID 10121957
Pravious Month [04- Apri v][201_ v] Next Menth
Sunday Monday Tuesday Wednesday ) Thursday Friday i Saturday
1 2 3 4 5 & I
8 ] 10 1] g‘ 13 14
18 18| 17 18 19 20 2
22 23| 24 25| 26 27| 28
29 20
| Legend
“ Approved Absence % Pending Absence @ Holiday OFF Scheduled OFF Day
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Monthly Absence Calendar
For managers of direct reports, this page provides your employee’s absences at-a-glance from a single page view as well

as a convenient way to approve pending absences. DTAs without direct reports will not see absence data.

The calendar defaults to the current month but can be changed by selecting a different month/year at the top of the
page.

There are three icons on the calendar that allow you to easily identify:

e Approved Absences — noted with a green star. Click the green star and a pop-up box appears showing the
number of employees who have an approved absence for that day. This is view only and no actions can be
taken

e Pending Absences - noted with a red star. Click the red star and a pop-up box appears showing the number of
employees who requested absences for that day

e Holiday — University holidays are noted with a suitcase

To Review a Pending (Submitted) Absence: Click the red star and a pop-up box appears showing the employees
who requested the absence for that day (absences that are in submitted status). Click the Go to Approve Absence
Requests link in the pop-up window and you will be taken directly to the Approve Absence Request page, where you can
see the complete list of all pending requests to review the request.

To return to the monthly calendar, click the Return button or the “X” at the top right of the pop-up page.

Monthly Absence Calendar My Pending Approvals Manage My Team

otase %) (BW 9 Nt Monen

P W]

Wednesday Fridey

J N C :
" ™~ L]
,”/,’, \\\

Approved Absence Requests

Name Absence Start Date | End Date * 1 13 * 1 14 15
Name
Mindy Lathrop Vacation 10/07/2016 | 10/07/72016 *
Pamela Bradley Personal Day 10/07/2016 | 10/07/2016 . 12 22
20 [
1 et
1 T
| ~.
.
1 =
z 2 2 26 Fid 28 L —
2 4 Pending Ab: Request:
Name Absence Start Date End Date Submitted
Name
Ann Jacobs | Vacation [ 10z1206 | 102172016 | 10122016
30 * »n
: 10 ADI 1 jest
* 1
Legend
@ Holiday *  Approved Absence *  pending Absence
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My Pending Approvals

The “My Pending Approvals” tab contains sub-tabs where managers review submitted Absences, Timesheets and
Exceptions directly within the WorkCenter page.

Absence Requests — Click this tab to review pending (submitted) absence requests from your direct reports.

Monthly Absence Calendar | My Pending Approvals | IManage My Team ||_

Absence Requests | Reporied Time | Exceptions

Absence Requests

Ann Rogers

IMar - Depi Admin - ADNN
Select the requestor's name link to approve or deny the request. You can view the
manthly calendar for vour direct reports by selecting the View Moninly Calendar link.

fiew all requests or previously approved/denied requests, use the Show Requesis b
Status and select the Refresh button.

*Show Requests by Status | Pending v Reiresh

Pending Absences and Delegation

If you are a proxy for another manager - You will only see pending requests from your direct reports show on the
calendar. If another manager delegated their time and absence responsibilities to you, your will not see their direct
reports on the calendar. If you are acting as a proxy, once you click the “Go to Approve Absence Request” link in the

pop-up window, you will be asked to make a selection for processing your own transactions or those who were
delegated to you.

Charles Channing

You have been delegated authority to process transacti for another employee(s). If you would like to process transactions for an employee other than
yoursell, select that employee, otherwise select "Process my own ransaction’

Choose Delegate

Hame Job Title Department Supervisor Hame
» * Process my own fransaction
" BillLocherty

Director-Finance ‘Corporate Finance Jean Parsons

Continue

If you delegate to another manager - You will not see any pending requests from your direct reports during the period

of delegation as they are in your proxy’s queue. However, once the proxy approves the request, it is reflected and can
be seen on your monthly calendar.

Managing PAC Timesheets and Absences-Guide 1@} PAC August 2018
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Reported Time — Click this tab and all your direct report’s reported timesheets for your review are accessible.

| Monthly Absence Calendar

| My Pending Approvals

Mansge My Town |

Absenca Requests | Reported Tima | Exceptions

Officer Quarterly Closeout

[ 4 Employea Selection

[ Change View
“View By | All Time After [ [#] Show Schedule Information
Date 083002012 H
Employees For Viian Romey, Time Needing Approval After 09/30/2012 Personaliza | Find | (2 1-8 08
Time Summary | Demographics |

Hours 1o ba
Select Last Name First Name Click on the employeels App 4
O  1sssc Richard “Last Name” link to dgetl 44,00
O  Manks = access their timesheet. ., 2300
O Hihal lan e — e wrwer e whanGial Se 46.00
O  Hoeen Daren KUTLWG18 0.Analyst-Budgetl 44.00
O Refina Richle KUTLWCO4 0 Consultant-Senlor 28.00
O  Reshs Derick KUTLWC 16 0 Analyst-Budget| 28.00|

Exceptions — Click this tab to review and resolve and timesheet exceptions that generated from an employee’s
submission. Exceptions noted as “high” must be resolved for the employee’s pay associated with that exception to be

processed.

Manthly Absence Calendar | My Pending Approvals Manage My Team

Absence Requests | Reported Time | Exceptions

|| Manage My Department

b Employee Selection

J Filtering Options

Exceptions (%)
Overview || Details || Demaographics |

Allow Last Hame First Name Empl ID¥

Empl
Record

Job Title

Managing PAC Timesheets and Absences-Guide
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Manage My Team
The “Manage My Team” tab contains sub-tabs where managers can view and submit Time and Absence events on behalf
of their direct reports within the WorkCenter without having to navigate to the individual pages.

Absence Requests — Click this tab and the “Absence Requests” page appears where you can submit absence requests
on behalf of your direct reports.

| Monthly Absonce Calondars | My g Apg | go My Toam
Absence Roquests | | Absence Request History i.lhsen:a Baly
Request Absence

| Ann Jacobs

O Admn Emplayeo « ADWN

S

¥ Instructions

Enter Stant Date and Absence Name. Compiale the rest of the required fieic(s) befone submitting, of cick Say

Absence Detail (7

“Start Date 011182017 | View
Fitter by Type Al

"Absence Name Select Absence Name

Absence Request History — Click this tab and the “Absence Request History” page appears where you can view the
absence history of your direct reports.

My Panding Approvals | Manago My Town ]

Absence Request History Absence Balances

Absence Balances - Click this tab and the “Absence Balances” page appears where you can view the absence balances
of your direct reports.

Managing PAC Timesheets and Absences-Guide @?‘P'\(' August 2018
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Timesheet — Click this tab and the “Timesheet Summary” page appears where managers can submit time entries on

behalf of their direct reports (manager default).

Important! DTAs can view, modify and submit timesheets. They cannot approve or reassign timesheets to another
manager. If a DTA submits a timesheet, it routes to the manager to approve. If a timesheet must be reassigned to
another manager to approve, submit an incident via Service Now for HRPC to perform the reassignment.

Monthly Absence Calendar || My Pending Approvals || Manage My Team || tanage My Department |

Request | Ab Request History | Ab Bal | Timesh || Officer Quarterly Closeout

_|>_Employee Selection

Change View

*View By [Week | () show Schedule Information
Date [04/0472018 ) & Previous Week Next Weelk
_Emp!oyees For Ann Rogers, Totals From 0410272018 - 04/08/2018
Time y || Demographics |
Last Name First Name Employee 1D Rl Job Title panaried "ﬂ;r:;’wb; Sche

Officer Quarterly Closeout — For departments using this feature. See the Officer Quarterly Closeout section for more

information.

Manage My Team | IManage My Department |

IeBalances | Timesheet | Officer Quarterly Closeout

August 2018
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Time and Absence Reports

Time and Absence reports assist with the reviewing and reporting needs of managers and DTAs. They are easily
accessible through the WorkCenter and the report links are located on the upper left hand side of the page. See the
upcoming Time and Absence Reports section for detailed information.

Time & Absence WorkCenter € «
ilp Reports/Processes o (g

Monthly Absence Calendar |; My FPending Ap

- Reports Monthly Absence Calendar

Ahsence Event Details
Ahsence Balance
Megative Balance

hhbhhbhth

Overtime Tracking | Previeus Month [03]
Oificer Quarterly Closeout [
Payable Time Report [

v P Sunday Monday Tuesda

Useful Links
On the bottom left hand side of the page are convenient links to other pages for Time and Absence activities.

e Manager Delegation Request — where you can delegate your time and absence activities and review/accept
activities delegated to you

e View Exceptions History —where you can view a historical listing of exceptions

Q@ Links C o~
< Useful Links
& Manager Delegation Request
& View Exceptions History
Managing PAC Timesheets and Absences-Guide 1@} PAC August 2018
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Managing Absences
As a manager, you are responsible for reviewing and approving absence requests for your direct reports. In addition to

approving, you can also submit an absence for a direct report or push back an entry for correction.

High Level Process - Overview
Ongoing

Absences must be approved by the absence processing deadline for the pay period to be reflected in the employee’s
history and balance at the end of the pay period.

Absence Only Reporters Approval Deadline: Access the PAC Semi-Monthly Absence Processing Schedule:

e Employee absence submission/manager approval deadline is 5pm on the listed deadline day

July: 2017 — June 2018 Semi-Monthly PAC Absence: ProcessingiScheaule;

Ernﬁ:::c:l::::v?l;;ls::;m::ger Payroll Period Begin Payroll Period End Check Date Vie:a:.:::::e:nﬁ::nee

Thursday, March 15, 2018 3/1/2018 3/15/2018 3/15/2018 3/17/2018

Friday, March 30, 2018 3/16/2018 3/31/2018 3/30/2018 4/3/2018*

Friday, April 13, 2018 4/1/2018 4/15/2018 4/13/2018 4/17/2018

Monday, April 30, 2018 4/16/2018 4/30/2018 4/30/2018 5/3/2018*

Tuesday, May 15, 2018 5/1/2018 5/15/2018 5/15/2018 5/17/2018

Thursday, May 31, 2018 5/16/2018 5/31/2018 5/31/2018 6/2/2018*

Friday, June 15, 2018 6/1/2018 6/15/2018 6/15/2018 6/19/2018

Friday, June 29, 2018 6/16/2018 6/30/2018 6/29/2018 7/3/2018*

*Note: vacation time earned is applied to the employee’s balance following the second semi-monthly pay period in a month.

Managing PAC Timesheets and Absences-Guide ' August 2018
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Time Reporters Absence Approval Deadline: Access the PAC Bi-Weekly Timesheet Processing Schedule:

e Employee timesheet submission is 12 noon on the listed deadline day (usually Fridays)
0 Note: Absence requests must be approved before 12 noon on the timesheet deadline to be included for

processing in the pay period

July: 2018 = June 2019 Bi-Weekly PA

Ei

ployee Timesheet Submissi

I er Ti heet Approval

Pay Period Begin

Pay Period End

t'Schedule;

View Updated Absence Balances

Deadline (12 PM) Deadline (12 PM) (Monday) (Sunday) Check Date on Wehb
Friday, July 06, 2018 Friday, July 06, 2018 06/25/2018 07/08 2013 07/13/2018 07/10/2018 — Personal/Sick*
Friday, July 20, 2018 Friday, July 20, 2018 07/09/2018 07/22/2018 07/27/2018 07/24/2018 — Personal/Sick*
08/01/2018 — Vacation®**
Friday, August 03, 2018 Friday, August 03, 2018 07/23/2018 08/05/2013 08102018 08/07/2018 — Personal/Sick*
Friday, August 17, 2018 Friday, August 17, 2018 08/06,/2013 08/19/2018 08/24/2018 08//21/2018 — Personal/Sick*
Wednesday, Aupust 29, 2018 Wednesday, Aupust 29, 2018 08/20/2018 09/02/2018 09/07/2018 09/04,2018 — Personal/Sick*
09/05/2018 — Vacation®**
Friday, September 14, 2018 Friday, September 14, 2018 09/03/2018 09/16/2018 0942172018 09/18/2018 — Personal/Sick*
Friday, September 28, 2018 Friday, September 28, 2018 09/17/2018 05/30/2018 10/05/2018 10/02/2018 — Personal/Sick*
10/01/2018 — Vacation**
Friday, October 12, 20138 Friday, October 12, 2013 10/01/2018 10/14/2013 10/19/2018 10/16/2018 — Personal/Sick®
Friday, October 26, 2018 Friday, October 26, 2018 10/15/2018 10/28/2018 11/02/2018 10/30/2018 — Personal/Sick®
11/02/2018 — Vacation**
Friday, November 09, 2018 Friday, November 09, 2018 10/29/2018 11/11/2018 11/16/2018 11/13/2018 — Personal/Sick*
Wednesday, November 21, 2018 Wednesday, November 21, 2018 11/12/2018 11/25/2018 11/30/2018 11/27/2018 - Personal/Sick*
12/03/2018 - Vacation**
Friday, December 07, 2018 Friday, December 07, 2018 11/26/2018 12/09/2018 12/14/2018 12/11/2018 — Personal/Sick*
Tuesday, December 18, 2018 Tuesday, December 18, 2018 12/10/2018 12/23/2018 12/28/2018 12/21/20158 — Personal,/Sick*
01/02/2019 — Vacation®**

#  The highlighted pay period has a submissionfapproval deadlines on a day other than Friday.

s  Absence requests must be approved before 12 Noon on the timesheet deadline day to be included in the absence processing for that pay period.
&  *Casuals and Variable Hour Officers are only entitled to earn New York City Sick Leave.

*  **Yacation time earned is applied to the employee’s balance at the beginning of the following month

Manager Absence Approval Deadline Activity
Review submitted absence requests and reports to confirm that all absences have been approved. Refer to the Time

and Absence Reports section for more detail on generating the reports.

e Absence Event Details — to view any unapproved absences (in submitted status) that must be approved before
the appropriate deadline

¢ Negative Balance — does an employee’s current absence balance minus approved absences result in a negative
amount? Note, this will not show submitted but not yet approved absences.

e Absence Balance — compare available balances to requested (approved and submitted) absences. Will there be
a negative balance if all requests are approved?

Managing PAC Timesheets and Absences-Guide August 2018
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Access Employee Absence Submissions PAC Time and Absence
Absence request and history pages are located in PAC which you access from

Mote: The links below are for those

the myColumbia portal. Direct links to pages are located in the “PAC Time and participating in the Time & Labor and
” ; Absence Management Pilot -- Columbia
Absence” section on the Faculty and Staff page. Business School. CUIT and CU Human

Resources. Training materials and
system downtime information is available

on the CUHR Website ©.
Via PAC Navigation « Submit Absence Requests
Using the PAC menu, you can navigate to specific absence pages. Absence » Submit Timesheets
requests are located here: Manager Self Service > Time Management > = Approve Absences

s Approve Timesheets

Approve Time and Exceptions > Absence Requests
s Time and Absence

WorkCenter ' (Mgr. and OTA only)

Favorites ‘ Main Menu - > Manager Self Service ~
P.l"\(l Manager Self Service > Time » Manage Delegation
5T .J(T(f‘! Management Folder View
Main Meru
Manager Self Service
Havigate to sel service information and acthties lor peop reporting to you
& Time Management

Manage scheduies, view and spprove reported and payabe time, sbsence and of
] Time and Labor WorkCenter

Main Mena « |

ove Time and Exceptions: r Home |
g;\w e %@) Manu "flyout” view. ApproveTime folder expanded. L

£3 View Time — "
C1 seserkce

S —|
O Manager Self Service - 1
O Reportng Toos Treparaweret 1o [Epprove Tima and Exe

Repofied Time
Exceptons

Avsence Requasts
Mustpls Absance Requasts

f-ira O Report Time
raraticn

4 Compenation O ViewTime
B e and Laber Werkt]

DpEw

ot sarvice
ot service intormation and scsties s pacle

Via email Notification
When an employee submits an absence request, an email is sent to the manager. Click the link in the email and you will

be prompted to log in with your UNI and Password and will then land directly on the request.

There is an Absence Request awaiting your approval

Employee Id:

Department: wplic Job Title: Other - TECH Absence Start Date: 2017-01-19 Absence Mame: 10189 - TMSPDOF - Persanal Day J
End Date: 2017-01-13

Status: Submitted

Comments:

Please use the following link to view the transaction:
https://cas.columbia.edu/cas/login?
service=paci&forcelogin=1&destination=https://pac.enterprice columbia. edu/psp/hr92prd/EMPLOYEE/HRMS/e/ROLE MANAGER.GP 55 ABS APPH

Via the WorkCenter
The WorkCenter is a dashboard providing a centralized location from which you can access and process time and

absence activities. When you arrive on the WorkCenter, you will first land on the Monthly Absence Calendar where you
can easily identify approved and pending absences for your employees. Reference the WorkCenter section for more
information on navigation and actions.

Managing PAC Timesheets and Absences-Guide 1@ \ ,\(o August 2018
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View Pending Absence Requests
This is the page where you can access all absence requests. When you arrive on the WorkCenter, you first land on the

Monthly Absence Calendar page. Click the “My Pending Approvals” tab and then the “Absence Requests” sub-tab to
view page will appear listing all absence by status (Approved/Pending/Denied) for your direct reports.

Note that if you are a delegate for another manager, you will be prompted to select between either your own direct
reports absences to view, or the delegator's direct reports absences.

Monthly Absence Calendar H My Pending Approvals I Manage My Team

Absence Requests | Reported Time | Exceptions

Absence Requests

Preston Wang

Mgr - Dept Admin - TECH

Select the requestor's name link to approve or deny the request. You can view the
monthly calendar for your direct reports by selecting the View Monthly Calendar link. To
view all requests or previously approved/denied requests, use the Show Requests by
Status and select the Refresh button.

*Show Requests by Status | Pending v Refresh

[ Absence Requests Personalize | Find | 0| EE  First (0 1-40f4 ) Last
‘Name Employee ID Job Title Approval Process Absence Name Start Date End Date Status Submitted |
iReed Woods Other - TECH Absence Request Vacation 06/13/2018 06/14/2018 Submitted 03/25/2018 ‘
Reed Woods Other - TECH Absence Request ook NVC 061152018 06/15/2018  Submitted  03/25/2018 ‘
\

‘Reed Woods Other - TECH Absence Request Vacation 07/16/2018 07/20/2018 Submitted 03/25/2018 ‘
Reed Woods Other - TECH Absence Request Vacation 07/23/12018 07/27/2018 Submitted 03/25/2018 ‘

You can also view approved or denied absence requests by selecting that status from the drop down

» [ Monthly Absence Calendar ” My Pending Approvals || Manage My Team

Absence Requests | Reported Time | Exceptions

Absence Requests

Preston Wang

Mgr - Dept Admin - TECH

Select the requestor's name link to approve or deny the request. You can view the
monthly calendar for your direct reports by selecting the View Monthly Calendar link. To
view all requests or previously approved/denied requests, use the Show Requests by
Status and select the Refresh button.

*Show Requests by Status | Pending v Refresh
Approved
Absence Requests Denied
Name Aporova
Managing PAC Timesheets and Absences-Guide f\ ' August 2018
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Approve Absence Requests
Click on the Employee’s Name link to access each individual request. After accessing an absence request, the details

appear on the page.

1. Review the request comparing the amount of time requested to the available balance.
Review any Comments the employee entered. You may add a comment in the Approver Comments section, if
needed.

3. To approve the request, click “Approve” and then “Yes” to confirm the submission and then “Ok” to the
confirmation message. The request no longer appears in the ‘Pending’ view of the Approving Absence Requests

page.

Important! When approving absence requests, it is important to review the request along with the balance information
displayed in the details of the request before approving to ensure the employee has enough time available for the

request. If more time is submitted for an absence than is available or if it requires a change, push it back to the
employee asking them to correct it.

Absence Detail | -:? |

Start Date 06/13/2018

End Date 06/14/2018

Absence Name Vacation Current Balance 11.05 Days
Partial Days None

Duration 2.00 Days
Status Submitted

Comments

Requestor Comments

Approver Comments %
&
Go To View Absence Request History View Absence Balances View Monthly Calendar
Approve | | Deny | | Push Back

Return to Absence Reguests

Managing PAC Timesheets and Absences-Guide P,\(' August 2018
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Review Absence Balances in a Request
When reviewing an absence, the current balance information displays directly on the page:

» Current Balance as of [DATE]: this is the balance for vacation/personal/sick/NYC sick time as of the last date the
absence process finalized

Approve Absence Request

Request Details

Arlene Shiplee
Admin Employee - TECH

w Instructions
Review the details for this request and either approve, deny or push back for rework. You may also enter optional comments about each approv

Absence Detail i7)

Start Date 12/28/2018

End Date 12/28/2018
Absence Mame Vacation Current Balance 24.00 Days
Partial Days Mone
Duration 1.00 Days
Status Submitted

Comments

Requestor Comments

Approver Comments %
£
Go To View Absence Request History View Absence Balances View Maonthly Calendar
Approve | | Deny | | Push Back

Retumn to Absence Reguests

Managing PAC Timesheets and Absences-Guide ‘@‘*‘ ' August 2018
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Note that when an absence is entered, the submitter sees additional balance data once the Calculate Duration button is
pressed.

> Balance Through this Request: the projected balance through the current request - vacation/personal only
> Balance at 06/30/ [YEAR]: the projected balance at the end of the current fiscal year - vacation/personal only

If any vacation or personal time only will be in the negative, it will display in a red color alerting you that the employee
does not have sufficient time available to use for the request.

Absence Detail (2)
*Start Date 05/0272017 |5
End Date 05/0222017 |5
Filter by Type [Al v
*Absence Name | Personal Day v] Current Balance as of // 0.00
Balance Through this Request
Balance at 06/30/2017 0.50
Partial Days | Start Day Only v]
Start Day Hours [3.50
Duration [0:50 Days
| i -
E TSR I Current Balance is the most-recent date abse|
*Includes earned time off

Absence Requests and Unavailable Time
Absence requests greater than the available balance through this request should not be submitted.

e For Time Reporters, if an absence is requested for more time off than is available, push this back for correction (to
align the request to available time). If the request is approved, an exception will generate notifying you and that it
needs to be resolved. If an absence without pay adjustment is required, see the Subtracting Pay section for more
information.

e For Officers, a negative balance will be viewable on the Negative Balance Report.

Managing PAC Timesheets and Absences-Guide @?‘P'\(' August 2018
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Process Multiple Absence Requests
You can process multiple absence requests, either from one employee or multiple employees in one action, from the

Multiple Absence Requests page in the Approve Time and Exceptions folder.
Click the employee’s name link to view each request details.

After reviewing, check the ‘select’ box next to each entry for the action to perform and then click the appropriate action
on the bottom of the page and all selected items will be processed with the same action (e.g. approve).

Multpla Absence Requesls
[F1Searth

Abisre & Hepenh

Abrearad Durlai Coamemarsy

Sy "Bl B THEpars g Ry Bregs

Pwruoral Ciay

Bl Coirnin]] %

Aoorower Commanty

Firidy Bt
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Push Back or Deny Absence Requests
If after reviewing the absence request it needs to be modified, you can send it back to the employee to edit.

1. Enter a comment into the “Approver Comments” field.
Click “Push Back” then “Yes” and “Ok” to the confirmation messages. The request is now in the employee’s
request queue for editing.

3. Click “Deny” to deny the request —rare. It is preferable to push back the request to the employee to edit.

Caution! If an absence request is denied, a same type absence event for the same or overlapping date(s) cannot be
entered until the Absence Process runs at the end of the pay period. A different absence type can be submitted for the
same or overlapping dates.

Modifying Submitted Absence Requests
If an absence requires modification, do not approve it. Push it back to the employee specifying in the comment the

reason the adjustment is needed. The employee can then update the request and resubmit it for approval.

If the edit box is greyed out, that indicates that the absence processed and it cannot be accessed or edited. The process
date also appears.

Note: Cancelled absences can still be approved. Be sure to review employee’s absences prior to the deadline each pay
period to ensure absences taken are accurately recorded. Contact your DTA to request cancelled absences be removed
from the employee’s history.

Managing PAC Timesheets and Absences-Guide A P,\(* August 2018
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View Absence Information for your Direct Reports

View Absence Balances

To review your direct reports available absence time for Vacation, Personal, Sick and NYC Sick; navigate to the
WorkCenter: Manage My Team > Absence Balances tab or via the PAC menu navigation at Manager Self-Service > Time
Management > View Time > Absence Balances.

View Absence Balances
The As Of Date field on the top of this page defaults to the | Enpioyee Selection Griteria

current date and refers to employees who reported to you Select the employee you'll be working with. You can initiate transactions only for empl
as of that date. To see direct reports as of a different date,

As Of Date [05/21/2018 | |  Refresh Employees
enter the date in the field or select the date using the
Calendar button and then press the Refresh Employees” Preston Wang's employees
button. Select Name
Empty Position (20009515)
Click ‘Select’ next to the Employee Name and then the Empty Position (20004167)
Continue button on the bottom of the page. o Arlene Shiplee

O Dean Brown
O Joseph Quill
(8] Paul Vandort

This view displays absence balances as of the last processing date, and do not include time reported since that date. To
see unprocessed time for an employee, go to the Absence Request History page and locate items that do not have a
“Processed” status.

Employees are entitled to use, in a given pay period, the paid time off available at the beginning of that period. Balances
update after the processing date for each pay period by subtracting time taken and adding in any time earned. Personal
time taken will be subtracted before time earned is added.

The “Entitlement Name” column displays the absence. If “0” or “negative” balance exists, it will not appear on this page
but are displayed when reviewing the Absence Request.

The “Balance as of” column is the date of the last absence process finalization and the date the balance is as of.

Absence Entitlement Balances Personal|

| Current Balances ‘

Entitlement Name Ezﬂjlggégfé’ ot From To Accrual Period

Wacation 14.00 Days 07/01/2017 06/30/2018 ‘*Year to Date

Sick 333.45 Hours 07012017 06/30/2018 ‘“Year to Date

Sick - NYC Sick Leave 34.00 Hours 070172017 06/30/2018 Year to Date

Personal Day 1.71 Days 07/01/2017 06/30/2018 ‘Year to Date

Managing PAC Timesheets and Absences-Guide ' August 2018
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Viewing Absence History
To review a direct report’s Absence Request History, navigate to the WorkCenter and to the Manage My Team >

Absence Request History tab or via the menu Manager Self Service > Time Management > View Time > Absence
Request History.

Managing Timesheets and Absences Training Guide

1. The As Of field defaults to the current date. To see direct reports as of a different date, enter the date in the
field or select the date using the Calendar button and then press the “Refresh Employees” button.
Check the ‘select’ box next to the employee’s name and click Continue. This page shows the absence request

3.

history including the status and how the request was made. Here you can see all absence requests for a given

period of time.

The history page defaults to a date range of four (4) months in the past to three (3) months in the future. You
can enter a different date range in the “from / through” fields, then click refresh.

Absence Request History
Employee Selection Criteria
Select the employes you'll be working with. You can initiate transactions o
As Of Date |05/21/2018 | |  Refresh Ej
Preston Wang's employees
Select Name
Empty Position (20009513)
Empty Position {20004167)
O Arlene Shiples
O Dean Brown
O Joseph Quill
Absence Request History Personalize | Find | View All | [E—” E‘B First (4 1-10 017 (* Last
ﬁ';ﬁfe“ce Status Start Date End Date Duration Requested By Process Date Edit
Vacation Approved 04/02/2018  04/02/2018 1 Days Employee Absence Request
Vacation Approved 03/30/2018  03/3012018 1 Days Employee Absence Request
Sick Approved 03/21/2018  03/2312018  21Hours  Employee Absence Request
Vacation Approved 03/19/2018  03/19/2018 1 Days Employee Absence Request
Sick Approved 03/07/2018  03/07/2018 7 Hours Employee Absence Request
Sick Approved 03/02/2018 03/02/12018 7 Hours Employee Absence Request Edit
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Submit Absence Requests on Behalf of your Employees
From the WorkCenter, navigate to the Manage My Team > Absence Requests tab. Select the employee from the list
and then enter the absence details and submit the request. The absence is also approved once submitted.

Request Details

Other - TECH

@
-

— Clayton Peacock

| w Instructions

View Request Status and Approval Details

Details (7)

Start Date
End Date

Absence Mame
Partial Days

Duration

Status

08/06/2018
08/06/2018

Sick
MNone

7.00 Hours
Approved

Workflow

Allow Request By

Employee and Manager

Request As Employee
Request History
|Approval Process Status Name Date C
Absence Request Submitted Clayton Peacock 080672013
Pbsence Request Approved Louis C Palermo 08/06/20158
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Cancelling Absence Requests
To cancel a pending or approved (but not yet system processed) absence submitted by one of your direct reports.

1. Click the EDIT button to the right of the entry .
a. Click the “Cancel” box on the bottom of the page and then click ‘Yes’ to confirm and then ‘OK’ to return
to the Request Details page. You will see that the status for the request is now “Cancelled”.

Once an approved absence is processed, the Edit button will no longer be active. To change an-approved and processed
absence, speak with your Department Time Administrator

Change the

timeframe view Click “View All” or the navigation icons to
view absences displayed on additional pages

oz |5 meownprmszT g [ Reresn ]

Absence Request History Personalize | Flnr{l view Al | 3| B First @ 14014 @ Last ]
‘Abunce Name Status Start Date End Date Duration Requested By Process Date Edit ;
Unprocessed,
Sick - NYC Sick Leave )| Approved 03/0372017  03/08/2017 8 Hours Employee Timesheet Edit absences can be
‘ edited. If greyed
Sick - NYC Sick Leave | Approved 03/02/2017 03/02/2017 3 Hours Employee Timesheet b _E_;h: & out, the absence
|p 1D d 027242017 02242017 1D M Timesheet | Edit | was processed.
‘. ersonal Day Approve ays anager Timeshee i Speak with your
Sick Approved 02222017 0272272017 7 Hours g’;‘g&?ﬁe Absence Edit Manager or DTA
\ if an adjustment
Displays when the is needed
| The status of the request | How absence absence was processed
was requested in PAC. If blank, the
- - absence was not yet
Click the Absence Name to view the absence processed
details and approval history and status

Edit a Processed Absence Entry - Departmental Time Administrator Request
To edit an absence that was processed but the time off was not taken; contact your Departmental Time Administrator.

Once the absence is adjusted, the history page will reflect the updated event entry and any balance adjustment will be

viewable after the next absence process runs.

If the total event was voided, the absence item in the history displays a status = Void and Requested By = Administrator

Absence Event.

If the event was modified and not voided, the adjusted entry information will overwrite the original request and be
viewable in the history. The status = Approved and Requested By = Administrator Absence Event.
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Managing Timesheets
As a manager, you are responsible for reviewing and approving timesheets for your direct reports. In addition to
approving, you can also enter into a timesheet for a direct report or push a timesheet entry back for correction.

High Level Process - Overview

Ongoing

Each pay period, employees complete timesheets for your review and approval. Employees and Managers receive
reminder emails the morning of submission deadlines. Timesheets must be submitted and approved by the deadlines.

To access your employee’s timesheets, navigate to ‘my.columbia.edu’ and log in with your UNI and Password. Click the
“WorkCenter” link. Submitted timesheets to review are located in My Pending Approvals > Reported Time tab. Click
the employee’s last name to review the timesheet.

A listing of all direct reports timesheets displaying ‘Reported Hours’ and ‘Hours to be Approved’ is located on the
Manage My Team > Timesheet page. Use this view to determine if there are timesheets to approve or employees who
need to report time.

Timesheet Schedule and Deadlines
e Employee timesheet submission is 12 noon on the listed deadline day (usually Fridays)

0 Note: Absence requests must be approved before 12 noon on the timesheet deadline to be included for
processing in the pay period
e Manager timesheet approval is 12 pm on the listed deadline day (usually Fridays)

VUly2018=tine’2019)Bi-Weekly.PAGHimesheetiS chedlile

Employee Timesheet Submission

Manager Timesheet Approval

Pay Period Begin

Pay Period End

View Updated Absence Balances

Deadline (12 PM) Deadline (12 PM) {Monday) (Sunday) Check Date on Web
Friday, July 06, 2018 Friday, July 06, 2018 06/25/2018 07/08/2013 07/13/2018 07/10/2018 — Personal/Sick*
Friday, July 20, 2018 Friday, July 20, 2018 07/09/2018 07/22/2013 07/27/2018 07/24/2018 — Personal/Sick®
DB/01/2018 — Vacation®*
Friday, August 03, 2018 Friday, August D3, 2018 07/23/2018 08/05/2013 0B/10/2018 DB/07/2018 — Personal/Sick®
Friday, August 17, 2018 Friday, August 17, 2018 0B/06/2013 08/19/2013 0B/24/2018 DB/21/2018 — Personal/sick®
Wednesday, August 29, 2018 Wednesday, August 29, 2018 0B/20/2018 09/02/2018 09/07/2018 09/04/2018 — Personal/Sick*
09/05/2018 — Vacation®*
Friday, September 14, 2018 Friday, September 14, 2018 09/03/2018 09/16/2013 09/21/2018 09/18/2018 — Personal/Sick*
Friday, September 28, 2018 Friday, September 28, 2018 09/17/2018 09/30/2018 10/05/2018 10/02/2018 — Personal fSick*®
10/01,/2018 —Vacation**
Friday, October 12, 2013 Friday, October 12, 2018 10/01/2018 10/14/2015 10/15/2018 10/16/2018 — Personal/Sick*®
Friday, October 26, 2018 Friday, October 26, 2018 10/15/2018 10/28/2013 11/02/2018 10/30/2018 — PersonalfSick*
11/02/2018 — Vacation®*
Friday, November 09, 2018 Friday, November 09, 2018 10/29/2018 11/11/2018 11/16/2018 11/13/2018 — Personal/Sick*
‘Wednesday, November 21, 2018 ‘Wednesday, November 21, 2018 1141272018 11/25/2018 11/30/2018 11/27/2018 — Personal/fSick®
12/03/2018 — Vacation®*
Friday, December 07, 2018 Friday, December 07, 2018 11/26/2018 12/09/2013 12/14/2018 12/11/2018 — PersonalfSick*
Tuesday, December 18, 2018 Tuesday, December 18, 2018 12/10/2018 12232018 12/28/2018 12/21/2018 — Personal/Sick*
01/02/2013 —Vacation**

Notes:
= The highlighted pay pericd has a submissionfapproval deadlines on a day other than Friday.
«  Absence requests must be approved before 12 Noon on the timesheet deadline day to be included in the absence processing for that pay period.
«  *Casuals and Variable Hour Officers are only entitled to earn New York City Sick Leave.
*  **Vacation time earned is applied to the employee’s balance at the beginning of the following month
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Manager Absence Approval Deadline
Review the Absence Reports to confirm that all absences have been approved. Refer to the Time and Absence Reports
section for more detail on generating the reports.

e Absence Event Details — to view any unapproved absences (in submitted status) that must be approved before
the 12 noon deadline

e Negative Balance — does an employee’s current absence balance minus approved absences result in a negative
amount? Note, this will not show submitted but not yet approved absences.

e Absence Balance — compare available balances to requested (approved and submitted) absences. Will there be
a negative balance if all requests are approved?

Manager Timesheet Approval Deadline
Ensure all timesheets have been reviewed and approved by the timesheet approval deadline.

e Review Timesheet Statuses.

o Time Summary — from the WorkCenter, navigate to Manage My Team > Timesheet.
O Review the page to see if there are any hours to approve or Exceptions to resolve
0 Click on the employee’s last name to review a timesheet, if needed

0 Confirm if any employees need to submit time and reach out to them to ensure it is completed and
approved by the deadline

Exceptions
Resolve any Exceptions that may have generated. Access them via the email notification or through the WorkCenter -
“My Pending Approvals” tab and then the “Exceptions” tab

Managing PAC Timesheets and Absences-Guide % PA(' August 2018
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Access Employee Timesheets

Managing Timesheets and Absences Training Guide

Timesheets are located in PAC which you access from the myColumbia portal.
“PAC Time and Absence” section on the Faculty and Staff page.

Via the WorkCenter

PAC Time and Absence

Mote: The links below are for those
participating in the Time & Labor and
Absence Management Pilot - Columbia
Business School, CUIT and CU Human
Resources. Training materials and
systern downtime information is available
on the CUHR YWebsite ~.

+ Submit Absence Requests
+ Submit Timesheets

+ Approve Absences
» Approve Timesheets

» Time and Absence
WorkCenter ' (Mgr. and OTA only)

+ Manage Delegation

Direct links to pages are located in the

The WorkCenter is a dashboard providing a centralized location from which you can access and process time and
absence activities. Tabs across the top provide quick access to the Monthly Absence Calendar, Pending Approvals and
Manage My Team. From the myColumbia portal, click the “Time and Absence WorkCenter” link. Once a tab is selected,
sub-tabs appear for more detailed transactions and views. If you are already logged in to PAC, navigate to: Main Menu >
Manager Self Service > Time Management > Time & Absence WorkCenter.

Via PAC Navigation

Using the PAC menu, you can navigate to specific timesheet
pages. Timesheets are located here: Manager Self Service
>Time Management > Approve Time and Exceptions >

Reported Time

Managing PAC Timesheets and Absences-Guide

Main Menu

I =] Time Management

5] Mansge schedules, view and
S Time and Labor WorkCen
Main e = |
[ Approve Time and Exceptions |l Search Menu:

[ Repoct Time
[ View Time.

Favorites ~ | Main Menu
@P }\C _Manag« Self service > Time
EST. 2004 Management Folder View

Manager Self Service

Havigate lo self service information and actiies for peopie reportng 1o you.

> Manager Self Service v

BPEeOvVe rEporied and payabis time, sbsence and ¢
ter

Home ||

Manu “fiyout” view. Appreve Tims folder expanded.

®A
O sewsenice
O heansgersettsence 1 Y
O ReporsngToois O Time Management O FEEE T
e O ReportTios B Reporied Time
| Compensation O viewTims Excaptena
@ Teno andLatorvecic] B Avsence Reavess

Jott sarvica B wmusole Assance Reauests
o servce niumaton and scoted td peocis
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Reported Time Tab

This is the page where you can access all submitted timesheets. When you arrive on the WorkCenter, you first land on
the Monthly Absence Calendar page. Click the “My Pending Approvals” tab and then the “Reported Time” sub-tab and
the Timesheet Summary page will appear listing all pending timesheets submitted by your direct reports. Note that if you
are a delegate for another manager, you will be prompted to select between either your own direct reports timesheets
to view, or the delegator's direct reports timesheets.

| Manthly Absence Calondar | My Pending Approvals HMansge My Toan |

Absence Requests | Reported Time | Exceptions Officer Quarterly Closeout

’ 4 Employes Selection |

| Change View |
*View By [ All Time Aer v [@ show Schedule Information ‘
Date[08302012___ & b
Employees For Vinian Romey, Time Needing Approval After 09/30/2012 Personalize | Find | {2 1-80l8

Time Summary || Demagraphics | \

Select  LastHame First Hame Employeeld | ti'“n__';‘ Job Title "T;m

O  1saac Richard KUTLWC19 | (Click on the employeels 4200

O Marks Brain KUTLWCOS “Last Name” link to 23.00

0O  ninal fan KUTLWC10 | access their timesheet. 45.00

O Noten Daren KUTLWGC18 4400

O  Refina Richle KUTLVW/CO4 | 0 Consultant-Senior 28.00

O Roshs Derick KUTLWC16 0 Analyst-Budget] 28.00

O  savader Courtney lHUTLWCM | 0 Speciatist-Compensation 46.00

O  simsen Allan KuTLWC7 0 Analyst-Budget 23.00,

To see the listing of all direct reports timesheets displaying ‘Reported Hours’ and ‘Hours to be Approved’, navigate to
the Manage My Team > Timesheet page. Use this view to determine if there are timesheets to approve or employees
who need to report time.
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The Timesheet Summary Page
When accessing timesheets from the Reported Time tab in the WorkCenter or from navigating the menu, the page that

displays is the Timesheet Summary. This page lists all timesheets pending your approval. The date defaults to today’s
date and displays employees who submitted time during this week. If any of your employees submitted time, a line item
appears in the Time Summary section on the page.

Approve Reported Time

Timesheet Summary Locate timesheets to review by navigating using the “previous
and next week” links or selecting a “View By” option.

b Employee Selection
Chance View /

Fview By | Week Y1 "include Absence ¥ Show SC Information
Dat | All Time After “gope v Waalk
ate i All Time Before Previous Week Next Week
{ Day
Empldyees Forlli=3 g Approval From 10/10/2016 - 10/16/2016
| Time Summary | Demographics
Select  Last Name First Name loyee ID Reomp!  Job Title M| e |
Tapia Boris 10009059 o Admin Employee - 14.00 35.00 3
* HMRS
| S
Click the employee’s last name to view the There are two tabs of information; Time Summary and Demographics.
timesheet. To view all fields in one row, click the icon to the right.

Change View Section
To view submitted time outside of this week, change the “View By” selection to see a specific day or “All Time Before” or

“All Time After” the current date. You can also navigate to prior or future weeks by clicking on the “Previous Week” or
“Next Week” links on the page.

When selecting to view “All Time Before” or “All Time After” a date, the ‘Hours to be Approved’ column displays the
total hours for your view selection and when you click on the employee name link, you land on the earliest timesheet
entry for that view. This is because it is looking for all pending timesheets. Please view each individual timesheet to
confirm the total hours reported and type of time reported (Time Reporting Code - TRC) and absences taken, if any, for a

pay period.
After selecting or deselecting an option, click the refresh icon next to the Date field Date [10/08/2017 5 7,
Managing PAC Timesheets and Absences-Guide ' August 2018
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View Scheduled Hours and Absence Indicators
These options are available in the Day or Week view.

e Selecting the “Include Absence” checkbox inserts the “Absence to be Approved” column in the Time Summary
section. If a green star appears in the field, there is a pending absence request to approve. This icon is not a link.
Navigate to the Absence Request section to view the details and approve

e Selecting the “Show Schedule Information” checkbox inserts the Scheduled Hours column in the Time Summary
section and displays the employee’s scheduled hours

Wil ¥ | ¥ inciude Absence ¥ Show Schedule information
DrRenie =% Previous Mext Week
Absence to Scheduled
be Approved Hours
L 35.00

Tip! It is recommended to review the Entering Timesheets job aid. This will provide you with a reference on how your
employees enter and edit time and absence entries on a timesheet.
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Analyzing the Timesheet
Click the Last Name link to access the timesheet for that employee.

Select Another Timesheet
-------- " ViewBy|CalendarPerod v Previous Period  Next Period
“Date 02202017
Scheduled Hours 70.00 Reported Hours 53.00
[From 02/2012017 to 03/05/2017 (2)
Select Comments Day  Date Reported Status In Out In Out P‘%gf:. Time Reporting Code Quantity Sched Hrs  Date

a Mon 2720 Needs Approval [ 110 110 11 ] [11 CUHO- Columbia Holiday v 7.00] 7.00 2120 = =
@ Tue 2221 Needs Approval [9:00:00An [12:00:00PM [ 1:00:00PM [ 5:00:00PM 7.00 [01 REG - Regular Hours ] ] 7.00 221 =
@ Wed 2122 Needs Approval [e:00.00AM [12:00:00PM [ 1:00.00PM |[5.00.00PM 7.00 [01 REG - Regular Hours v ] 7.00 2122 =
o Thu 2023 Needs Approval [s:00:00AM [12:00:00PN [ 1:00:00PM [ S:00:00PM] 7.00 01 REG - Regular Hours v] | ] 7.00 2023 = =
] Fri 224 Approved [e:00.00AM [12:00:00PM [ 1:00:00PM [ 5:00:00PM 7.00 [01 REG - Regular Hours ] ] 7.00 2724 =
@ Sat 2125 New [ ][ 1l I ] [ v] [ ] 0.00 2125 =
) sun 226 New [ ][ ]l ][ ] [ ]| [ ] 0.00 2126 =
Mon 227 New \ ][ ] | | [ | [ ]| | 7.00 227 =

a Tue 228 Needs Approval PD - Personal Day 200 7.00 2128

| wed 311 Needs Approval PD - Personal Day 7.00 7.00 311 =

] Denied VAC21 -Vacation - Union-2110 7.00 0.00 31

0 T 3R Needs Approval VAC21 -Vacation - Union-2110 7.00 7.00 32
) Fi 33 New [ ][ ]l ] ] [ ]| [ ] 7.00 353 = =
] sat 34 New \ ][ ] | | [ | [ ] | | 0.00 314 =
a Sun 35 New I ] 1 1 N ] [ ] | ] 0.00 35 =

Navigation (Select Another Timesheet) Section —you can select a date and view the pay period timesheet for that
point in time. You can also navigate to past and future pay periods by clicking on the Previous Period and Next Period
links. There is also a quick view of the Scheduled and Reported Hours.

Select Column - check the box to select the row to approve, push back or deny.

Comments Column — employees can include a comment for a day’s entries. If a comment was added, the bubble icon
will have lines in it. Click this bubble to read the comment and add to it if needed.

Day and Date Columns — these indicate the workday and date.
Reported Status Columns — status for the item.

In and Out Columns — The fields to enter work begin and end times as well as break times for each worked day. For
casual employees who work irregular hours on differing days, their timesheets may only contain one set of In and Out
times on a day indicating the exact amount of time worked that day, e.g. In at 1:00 pm and Out at 3:00 pm.

Punch Total Column - The total number of “In” hours entered for the day.

Time Reporting Code — A description of the type of time entered or subtracted on the timesheet. (see next section
for more detail).

Quantity — The total number of non-worked time for the day. Used in combination with the appropriate TRC, e.g.
CUHO for Columbia Holiday.

Managing PAC Timesheets and Absences-Guide @fPA(' August 2018
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Scheduled Hours — The employee’s scheduled work hours for the day. For non-casual time reporters, the number of
hours displayed is defaulted based upon the Work Schedule for the position. If the hours displayed are incorrect, you
can request the correct schedule for the employee be added through your Department Time Administrator. For casual
employees and Variable Hours Officers, no scheduled hours appear.

+ Column - click to add another entry row to enter a different time type for the same day
- Column - click to delete an entry row

Reported Time Summary — on the bottom of the page is a breakdown of time by week within the pay period. Ata
glance you can see the reported time and the employee’s scheduled hours and if there is schedule deviation between
those two categories.
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Time Reporting Codes (TRCs) and their Definitions
A Time Reporting Code (TRC) is a description of the type of time entered on the timesheet. A TRC must be selected for

each time row entered. Absences do not require a TRC entry. Different employee groups will have different codes
available to them as appropriate. Managers and Department Time Administrators (DTAs) can also enter time for their
employees as well as access additional TRCs for specific functions.

Most often, the “REG” code for Regular Hours will be used for work hours entered. There are also specific codes for
hours such as Holiday Pay Worked. As there are multiple types of payable time that can be entered into the timesheet,
it is important to review each entry and ensure it is coded correctly. The system will automatically calculate overtime
pay, based on the number of hours worked in a given week.

Below is a view of available TRCs that can be entered by each employee type. For more information, please speak with
your Department Time Administrator (DTA) or Human Resources representative.

Below is a view of available TRCs that can be entered by employees.

TRC \ Description Use Support Staff Casual / VHO

REG Regular Work Hours For regular hours worked X X

If | h d
AWOP Absent Without Pay employee has an unexcused or X
excused absence without pay

Indicates the day is a University-
CUHO Columbia University Holiday designated holiday, and the X
employee did not work

If employee elects comp time for

HOLD Holiday Worked + Deferred Day having worked the holiday

Holiday Worked + Regular Day’s If employee worked on a designated

HOLW holiday and elects to receive X
Pay . ,
additional day's pay
Indicates use of the comp time
ILPU In Lieu of Pay Used earned for having worked the X

holiday
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Time Reporting Codes and Timesheets Entry Sections
There are two (2) different methods for recording time on the timesheet. For actual hours worked on the day, the

employee completes the In/Out columns only. For other types of time, the Quantity column is used. Refer to the below
grid for further specification:

TRC \ Description \ Use Timesheet Entry Section
REG Regular Work Hours For regular hours worked In/Out
HOLD Holiday Worked + Deferred If employee elects comp t.|me for having In/Out
Day worked the holiday
. If employee worked on a designated
HOLW Holiday Wor’ked + Regular holiday and elects to receive additional In/Out
Day’s Pay .
day's pay
. Indicates use of the comp time earned for
ILPU In Lieu of Pay Used having worked the holiday In/Out
. If employee has an unexcused or excused .
AWOP Absent Without Pay . Quantity
absence without pay
. . . . Indicates the day is a University-designated .
CUHO Columbia University Holiday holiday, and the employee did not work Quantity
Managing PAC Timesheets and Absences-Guide C August 2018

/)
QLT
S2765T 9004 Page 40 of 66



Ci;? COLUMBIA UNIVERSITY
Human Resources Managing Timesheets and Absences Training Guide

Scheduled Hours and Reported Time
An employee’s scheduled hours and reported time determine the earnings amount calculated for their paychecks and

differs for non-casual time reporters and casual employee time reporters.

e Non-casual time reporters must ensure that the total time submitted equals at least their scheduled hours.
Submitted hours may be greater than scheduled if they work overtime.

e Casual employees and Variable Hour Officers are paid based on the time reported and approved by the pay
period deadline. If the time is not entered and approved timely, the employee will not receive a paycheck for
this pay period. The time can still be submitted and once approved, the employee will receive their pay in the
pay period when the approval occurred.

When Reported Time and Scheduled Hours Do Not Match
The timesheet totals all entered time items (punch total + quantity total + absence hours). This total includes adding in

AWOP (absence without pay) hours. Even though the AWOP TRC does not count towards payable hours, it still counts
towards the employee's total reported hours for each week of the pay period. If an exception is generated related to
reported time and scheduled hours, it will need to be reviewed and cleared. See the Managing Exceptions section for
more information.

|_ Summary || Absence
Reported Time Summary Personalize | Find I@[ @ 1-5off

Catagory Total {1&91?5 5} {1:1‘;{?17;2?
Regular 60.00 2800 31.00
Total Reported Hours 60.00 2900 31.00
Total Scheduled Hours F0.0D 3500 3500
Schedule Deviation -10.00 500 -4.00
Time with no Category
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Timesheets and Overtime
Employees do not need to enter an overtime code if overtime hours are worked. If the employee’s reported hours are
greater than his/her scheduled hours, the system will calculate overtime based on the rules outlined in his/her

respective Collective Bargaining Agreement.

Managing Timesheets and Absences Training Guide

Summany || Ahsence |

S

Reported Time Summary

Personalize | Find | il | @ 1-6 of B

Tirme with no Category

Category Ll (2:;?;;51} (2“42‘:?3‘;42]

Ahzence 42.00‘ 35.00 T.00

Regular Ell .DD: 31.00

Total Reported Hours FS.DD| 35.IZIIZI| 38.00

Total Scheduled Hours ‘ m.uu: 35.00: 35.00

: Schedule Deviation ‘ S.DD| | 3.00
|

Timesheets and Absences without Pay

The Absence Without Pay (AWOP) TRC is used to account for time that was not worked and that absence time was not
available to use so that when all hours are added together, they should at least equal your scheduled hours.

If an AWOP code is entered in one of the prior two pay period timesheets, the hours are accounted for in the timesheet.

If an overpayment exists, speak with your DTA or Human Resources Representative.

Example below of an AWOP entry. 7 AWOP hours are counted toward the reported hours.

] Thu 311 Needs Approval [9:00:004M [12:00:00PM [ 1:00:00PM| | 5:00:00PN] 7.00 [ 01 REG - Regular Hours ] |
o Fri el Needs Approval [ | | | | [ 08 AWOP - Absent Without Pay ] | 7.00]
o sat 3 New | | [ | | | 7] |
| Submit | | Clear
| Summary || Absence |
Reported Time Summary Personalize | Find | Ed] | @ 1-6 of &
Week 1 Week 2
Category Jotal (2119-2125) (2126-3/4)
Absence 42.00 35.00 7.00
Regular 23.00 28.00
Total Reported Hours 70.00 35.00 35.00
Total Scheduled Hours 70.00 35.00 35.00
Schedule Deviation
Time with no Category
Managing PAC Timesheets and Absences-Guide ,\ ' August 2018
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Approving Timesheets
1. Review the Total Reported Time entered for each day of the pay period

2. Confirm the Time Reporting Code selected for the time entry.
3. Review any Comments the employee entered by clicking on the shaded comments bubbles
4

Review any Absence Events and approve or edit as needed. See the Approve Absence Events on the Timesheet
section for more information

5. Review the Reported Time Summary section of the page to compare the Total Reported Hours to the Total
Scheduled Hours and any Schedule Deviations. Follow-up with the employee with any questions before approval, if
needed (see next section).

6. To Approve submitted time, check the “Select Box” next to each time item that Needs Approval, or click the “Select
All” button to choose all and then click “Approve” and then “Yes” to confirm the submission and then “Ok” to the
confirmation message. The status now reads as ‘Approved’. A comment can be added for an approval (optional).
See next section.

Important! This action approves time entries only. To approve any absences entered on the timesheet, see the

Approving Absence Events on the Timesheet section.

Approving a Time Entry - Example
Below is a sample timesheet that is partially completed. Let’s approve a time entry item.

Timesheet

9?}![1‘_3_'(__5}{[[9_\'_\[-'2 h Employee IO 10212325

Admin Employee - TECH Empl Record 0

Actions= Earliest Change Date 04/02/2018

Select Another Timesheet

*iew By CalendarPeriod 7| Previous Peried  Mext Period
*Date 04/022018 | ©
Scheduled Hours 70.00 Reported Hours 49.50

From 04/02/2018 to 04/15/2018 (7.

Selact gg:'nmms Day  Date Reported Status In out In Out F'#g:; Time Reporting Code Quantity SchedHrs  Date
(] ] Mon 472 Needs Approval [s:00:00aM [12:00:00PM [ 1:00:00PM | 5:00:00PM 7.00 01 REG - Regular Hours v] | 7.00 412 =
[m] o Tue 413 Neads Approval [9:00:00aM [12:00:00PM [ 1:00:00PM [ 5:00:00PMd 7.00 [01 REG - Regular Hours ] | | 7.00 413 =
[m] ] Wed 414 Neads Approval [9:00:00aM [12:00:00PM [ 1:00:00PM [ 5:00:00PM 7.00 01 REG - Regular Hours ] | 7.00 4/4 =
(] o Thu 415 Needs Approval [9-00.00aM [12:00:00PM [ 1:00:00PM | 5:00:00PM 7.00 01 REG - Regular Hours v] | | 7.00 415 =
0 o Fri 415 Needs Approval [8:30:00aM [12:00:00PM [ 1:00:00PM | 5:00:00PM 7.50 [01 REG - Regular Hours v] o | 7.00 4/6 =1
] Sat 47 New [ | | | 1 | [ v | | 0.00 47 =
] Sun 478 New [ | [ ] [ Rl | [ ] ] 0.00 473 =
] Mon 459 New [ | [ | [ R | [ v] | 7.00 419 =
o Tue 410 New [ | [ [l ] | [ v | 7.00 4110 =
] Wed 411 New [ | [ |1 | [ | [ v] | | 7.00 4111 =
(] o Thu 412 Needs Approval [9:00:00aM [12:00:00PM | | [ | 3.00 (01 REG - Regular Hours v] | 7.00 4112 =
HNeeds Approval VAC21 - Vacation - Union-2110 4.00 0.00 412
Fri 413 HNeeds Approval VAC21 - Vacation - Union-2110 7.00 7.00 4113
o sat 414 New [ ] [ | | [ | [ v] | ] 0.00 414 =
o Sun 415 New [ | [ [l | | [ v | 0.00 415 =
|
| Submit | | Clear |
Approval |
\L Select All ‘ | Deselect All | Approve | | Deny | | Push Back | |
’m‘ Absence

Reported Time Summary Personalize | Find | (1| B 180f8
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1. Select the Time Entry Item - Click the select box next to the item or you can click the “Select All” button to select all

Time entries.
2. Click “Yes” to the completion prompt.
3. Click “OK” to the submission prompt

The time entry status is now “Approved”.

Approve Confirmation

“ Selected transactions were successfully approved.

O 2 Tue 403 Needs Approval | g-00:008M [12:00:00PM | 1:00:00PM | 5:|:u:|:|:u|:11I
| {1 Message )
@ D
= o Are you sure you want to approve the time selected? (13504, 2500) i
] =
Once Approved the status cannot be reverted back. ]
G |
C Select Yes to confirm and complete the status change, No to return to the page without updating the status. i
C es Mo 1
c | _ _ _ =
&l - Thu 412 Meeds Approval 9:00:004M [12:00:00PM | B
HNeeds Approval
Eri 4713 Meeds Annroval
Timesheet

. 2 Wed 4/ Mew | | | | | | [ ]
O ] Thu 412 Approved | 9:00:00aM [12:00:00PM | [ [
[ Meeds Appraval
Fri 413 Meeds Approval
. ) Sat  4M4 New [ | | | [ | [
] Sun 4115 Mew [ | | | | | [
| Subrmit | | Clear |
Approval
| Select All | | Deselect All | | Approve | | Ceny | l_
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Timesheets and Salary Accounting
The approved payable time will be allocated according to the Salary Distribution in effect for the employee. It is not

entered on the timesheet.

To set up a new funding distribution or change a prior allocation, contact your local HR Team/Financial Office to make
the change through Salary Distributions and Cost Transfer pages.

Salary Distribution History Find | View All First (1) 10f10 (* Last
Effective Date: 07/01/2017 Effective Sequence: 0 Department: 1606602
Allocation Find  First ‘4 10of1 2 Last
Combination Code: 1000001288  94600-UR004672-00000- Earnings Code: REG
Q0000000-01
% Distribution: 100.000 Funding End Date: 08/30/2018

Pushing Back a Time Entry
If upon reviewing the timesheet you identify an error, you can send it back to the employee to make the adjustment and

then resubmit for approval.
1. Check the “Select Box” next to the time item(s).
2. Click “Push Back” on the bottom of the timesheet.
3. Press “Yes” to confirm the submission and then “Ok” to the confirmation message.
0 Itis helpful to add a comment for the employee’s review.
The status now reads as ‘Pushed Back’. Employees receive an email that there is a ‘pushed back’ item for their review.

If the Push Back is due to an incorrect TRC selection, only send it back to the employee to correct if they have access to
select that TRC. Otherwise, you can update that entry. See the TRC section to view the available TRCs to employees and
managers.

For steps on how employees update a Pushed Back item, see the Entering Timesheet Job Aid.

A Push Back is the return of a time entry item to the employee requesting an update to the entry or there is a
guestion on the entry.
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Add a Comment
A comment can be added for any time entry item. When sending a timesheet back to the employee to correct an error,

the comment provides the reason for the employee to make the adjustment and then resubmit for approval.

. . ———
1. Click the “Comments” bubble in the Comments [Rote
CO| umn Commant histary cannal be altared or remaved. Cnze you select O to leave the page or selectApply foroneorm

Wil not D 20Ie 10 2102 oF remove those COMMENES 1ML

2. Click the “Add Comment” button

Comments related to time entered for 021972016 Persqnalize [ Find | ¥
i i Include
3' Enter the nOte |nt0 the comment fleld Date UgerlD DateTimes Created | Source RD;H:H? Comment
Comments
4. Click “OK” I
1 00192016 me72 A Tima Reporting 0 [Agoa comman

When a comment exists for an item, the Bubble in |
i ; [ Asdcomment |
the Review Comments column is shaded. Add Comment

I ok || Cancel |[ Apoly |

Correcting Timesheets
If after reviewing the timesheet and confirming the employee’s entries, you determine that a correction or update to

the timesheet is needed, you can do so directly instead of pushing it back to the employee to make the correction.

e If the reported time is greater than the scheduled hours and the time is approved, the system will calculate
overtime based on the rules outlined in the employee’s respective Collective Bargaining Agreement.

e |If the reported time submitted is less than the scheduled hours, confirm that the employee entered the correct
amount of hours and TRC for each day in the pay period.
0 update the time entry or submit the eligible absence to make the timesheet whole
0 if the employee is not eligible for another type of time or absence, enter an additional row adding the
AWOP TRC for the number of hours they were absent without pay. Remember, those hours are added
to the total reported time thus ensuring the reported time is at least equal to the scheduled hours.

See the following sections on how to enter/modify timesheets.

Reference the PAC Timesheet Processing Schedule for pay period submission deadlines.
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Editing or Deleting Time Entries for an Employee
Time entry edits can be made for the current and prior two (2) pay periods. You can edit time on a timesheet during the

current pay period or navigate to the prior two (2) pay period timesheets even if it has already been submitted or
approved. Changes can be made until the submission deadline for the pay period.

To edit a time entry for an employee in the current or prior two (2) pay periods and examples of edits include:

® You can adjust work hour entered on an employee’s timesheet when entering yourself or when approving an
already submitted one. Click in the “In” or “Out” field to change entered time

Adjust the category for the hours by selecting a different Time Reporting Code from the drop down menu
After editing, click “submit” and then “approve”

To delete a time entry row: click the “-” to the right of the row and then confirm the deletion

To add a time entry row: click the “+” to the right of the row and then confirm the deletion.

Note: An Absence without Pay entry in the current pay period will process the timesheet and may result in reduced pay
for the employee. If a prior pay period timesheet is adjusted to reflect an Absence without Pay (AWOP), the change will
be reflected on the timesheet and the entries will reflect the correct allocations of hours, however, the system will not
process any changes that would result in a deduction in wages. Please refer to the subsequent section for more
information regarding subtracting pay from an employee’s prior timesheet.

For edits to prior processed pay periods greater than the past two (2) pay periods, contact DTA.

Subtracting Pay from an Employee’s Timesheet
Events that occur in the current pay period that would result in reduced pay for the employee - such as an absence

without pay or Union Duty that was paid by the union - can be processed in the current period.

Any changes to the prior two (2) pay periods needs to be updated and reflected on the timesheet. If any of these
changes to a prior-period result in a deduction in wages, this will not be processed by the system. These changes will
need to be processed following the current Overpayment Recovery Process. Please speak with your DTA or Human
Resources representative for more information on how to initiate this process.
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Editing a Timesheet Entry
Timesheet edits can be made for the current and prior two (2) pay periods.

In the current pay period: You can edit a timesheet during the current pay period even if it has already been submitted
or approved. Changes can be made until the submission deadline for the pay period. Simply update the entries and
‘Submit’ the timesheet again before the deadline and it will route to your manager for approval.

In prior pay periods: Navigate to the timesheet using the calendar or navigation links on the Timesheet Entry page.
Make any required updates to the selected timesheet and ‘Submit’ it. Then ‘Approve’ the timesheet.

Examples of edits include:

e Adjust work hours - click in the “In” or “Out” field to change entered time

e Add or remove atime entry row - click “+” or “-” buttons to add or delete a row

e Adjust the category for the hours - select a different Time Reporting Code, if applicable

For prior processed pay periods greater than the past two pay periods, contact your DTA.
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Report Time for your Direct Report

If needed, managers can submit time on behalf of their employees. To enter time on behalf of an employee, access the
WorkCenter and navigate to the Manage My Team > Timesheet tab. The PAC menu navigation for this page is:
Manager Self Service > Time Management > Report Time > Timesheet

To enter time for an employee:

Click the last name of the employee and their current pay period timesheet appears.

Enter the ‘In’ and ‘Out’ or ‘Quantity’ of hours and the associated Time Reporting Codes.
Click ‘Submit’ to submit the timesheet.

P wnNheR

Click ‘Approve’. The timesheet must be approved even though you submitted it.
Note: Employees receive an email notification each time anyone modifies their timesheets.

‘Im»mmcm |u.r-m-guw-m- |u--n-uﬂ-n ]

— Absence Fegueils Absence Reguest Histary Abaercs Dalsmes | Tireabeet |

. Report Time
Timesheet Summary
[ Employes Selection |

Change View |

“View By | Voo B {0 Show Schedule Information
Daze OUZI201T W Provicus Week et Wieek

| Employees For Glenn Hough, Totals From 017232017 - 0172972017
Time Summary || Demographics | T

Laat Name Fiest Narma Ergloyss® o E™0 senTie Roported |Howslobe | Bchaduled

Viewing Time Entry Status

o 2 e, ™1 T ™ T
To view the workflow status of a time entry, click the link in the "= 2= |'*_"'”°“" | SO000A; [ZOD0PY OO0 S0I0FLY
Thin Elea) Naw 1T I 1T 1
Reported Status column and the Timesheet Approval Monitor I
appears Timesheet

Approval Monitor

By PosMgmt

Here you can view the chronological actions taken for each [~ [Reported Time Approval for REG on 2017-02-22 09.00.00 (In):Approved
Route to PosMgmt
item. Approved
Kristina Gorbatenko
“ g'ﬁigg?;':lg?}PM
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Timesheets and Absences
Time Reporters can enter absences through the timesheet or through the absence page. Reference the Entering PAC

Timesheets guide for steps on entering absences in a timesheet and examples.

Approve Absence Entries on a Timesheet
Time Reporters can enter absences directly into their timesheets as well as from Absence Management. Whichever

method is used, the absence request appears in a status of Needs Approval on the timesheet for the requested dates.
Absences must be approved in addition to approving the entered time.

1. Click the Absence tab on the bottom of the timesheet. To see the details and request history, click the Details
link for the entry. Click OK to return to the timesheet.

2. Select the checkbox next to the absence and click Approve (in the Absence section). Then click Yes and click OK.

[ summary || Absence | Reference the Entering Absence Requests and
Managing Absence Requests job aids for detailed |
| Absence Events (2) information on how to enter and approve absences.
Absence Take
|
Select all items that require approval or select each individually e Duration %.";:*e Details Status Approval Monitor

[} 09/19/2015~7 Approval Monitor

0911912016 Personal Day Click the Details link to view the absence details

O 09/20/2016 Sick - NYC Sick Leave 4.00 Hours  Detdils Cancelled Approval Monitor
ﬂ 09212016 09212016 Vacation 7.00 Hours | Details |Needs Approval'Approval Monitor
[ AddAbsenfe Event | T
! Absence requiring approval I
| Approval |
II Select Al ||| Deselect Al | | Approve I Deny | Push Back |
Absence Entitlement Balances Personalize | (2)
Entitlement Name Balance as of 07/10/2016* From To Accrual Period
Vacation Checkthe available balance 358 Hours 070172016 08/3072017  Yearto Date

Important! When approving absence requests, it is important to review the details along with the balance information
displayed in the Absence Entitlement Balances section on the bottom of the timesheet or in the Absence Balances
displayed in the details of the request before approving to ensure the employee has enough time available for the
request. If more time is submitted for an absence than is available or if it requires a change, push it back to the
employee asking them to correct it.

Tip! Run the Negative Balance Report each pay period before approving timesheets to see if any employees are carrying
or have the potential to have a negative absence balance.
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Edit Absence Entries on a Timesheet
You can edit an absence on behalf of your employee.

To edit the dates and type of absence,

1. Click the Absence tab on the bottom of the timesheet.
2. Click Edit to the right of the absence item.
3. The dates and absence name field open and can be changed.
4. Click Submit and it appears on the Timesheet.
5. Click Approve Remember that it must also be approved.
To edit absence to include a partial day entry,

1. Click the Absence tab on the bottom of the timesheet.

Click Edit to the right of the absence item.

Click the Details link for the absence item. Update the request and click OK.

Click Submit (in the timesheet submit section) and the updated entry appears on the Timesheet.

e W

Click Approve to approve the request. Remember that it must also be approved.

Cancel Absence Entries on a Timesheet
You can cancel an absence on behalf of your employee and it will be removed from the timesheet.

1. Click the Absence tab on the bottom of the timesheet.

Cancel Edi
2. Click Edit to the right of the absence item. anes i

Edit

3. Select the Cancel checkbox.

4. Click Submit and it is removed from the Timesheet. Remember that the timesheet must also be adjusted to record
the type of time reported for that day and then approved.

Caution! Once an absence request is cancelled or denied, the same type of absence for the same day cannot be
resubmitted so only deny an absence if it is the disallowance of the request. A cancel is used when the absence is no
longer being requested.
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Exceptions
When the Time Administration process runs, it will look at all Approved time and absence entries (‘saved’ or ‘submitted’

time entries are not included) and ensure they are in accordance with the established rules and employee eligibility or if
an aspect of the entry is incorrect.

If, after this process completes, it is determined that there is a variation from the established rules for an employee type
or an aspect of the entry is incorrect, an exception will generate to notify you that there is something that needs to be
reviewed and addressed.

You will receive an email anytime an exception is generated. An indicator is also viewable on the Timesheet Summary
page or on the Exception page.

If a time entry or absence item is not approved, see example page.

Subject: An exception was generated by the system,

This message is to notify you that an exception was generated by the system for time that has been reported.

To access the Manage Exceptions page, click on the following link
http/mvserverfpse/ps/EMPLOYEE/HRMS/¢/ROLE MANAGERTL MNG EX PNL GRP1.GBL7Page=TL MNG EXCEPT PNL1

NOTE: This is a system-generated email. Do not reply to this email.

You can click the URL link from within the email and it will take them to the Main Menu > Manager Self Service >
Approve Time and Exceptions > Exceptions page. Note: you can also access this page at any time in the system, or
through the WorkCenter via the My Pending Approvals > Exceptions tab.

This is the default view on the exceptions page. It will contain a list of all exceptions for all your direct reports.

Exceptions
» Employee Selection

b Filtering Options

Exceptions (¢ Personalize | Find | View All | IF|| E First ‘4 1.290f29 '} La
| Owverview || Details || Demographics | =h
Allow Last Name First Name Empl ID Rni’::il Job Title Exception ID Description Date Severity
= 0 CasualWork Study TLX10081 Exceed daily regular limit 02/20/2017 Low
(] 0 CasualWork Study TLXA0081 Exceed daily regular imit  02/21/2017 Low
0 Admin Employee - TECH CUTLTO01 R 02/23/2017  High

Scheduled Hrs
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Exceptions and Employee Pay
Exceptions must be reviewed and resolved by the end of every pay period so that employees will receive their correct

pay.

If the exceptions are not resolved by the end of the current pay period, the timesheet will be processed in the next
period once the exceptions are resolved. Any additional pay due to the employee will also be processed and paid out in
the next period.

Exceptions Severity Level
Exceptions are assigned a High/Medium/Low severity level.

> High exceptions must be corrected in order for the time associated with the exception to become payable time.
> Medium and Low priorities must also be reviewed and/or addressed and corrected, if needed.

Exception Examples

Event that Triggers Action Required

Exception Severity
CUTLHOO01 Invalid Holiday CUHO, HOLD, and HOLW are only allowed on a University-designated holiday. The
TRC on Non Holiday High timesheet needs to be updated by correcting the TRC to a non-holiday TRC.
CUTLTOO01 Reported Hours This exception could have been triggered by one or more of the following scenarios:
Less Than Scheduled Hours 1. Employee submitted less than scheduled hours for one or more weeks of
for Pay Period the period (employee needs to submit a whole timesheet)
2. Lessthan the employee’s scheduled hours got approved for one or more
High weeks of the period (all hours need to be approved)
3. Absence was submitted and/or approved past the absence approval
deadline (this will get processed next period)
4. Employee has an Unpaid absence because he/she does not have the
available balance (additional absence or AWOP is needed)
CUTLT002 Employee has ILPU was keyed in on the timesheet without the employee having previously used
not earned enough hours to High HOLD. ILPU can only be used when the employee had a deferred holiday (indicated
use TRC - ILU by HOLD). ILPU needs to be changed to a different TRC for that day.
TLX00440 TRC is not in TRC Manager needs to follow up with DTA/CA to ensure appropriate TRCs are
Program High activated/being used.
TRC needs to change to one for which the payee is eligible.
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Event that Triggers
Exception

TLX00030 Inactive
employee submits
timesheet

TLX01540 Reported time
submitted on timesheet in
excess of 24 hours for one
day

TLX10074 A schedule
might not exist for the
time reporter

CUTLTO03 Employee has
not used Deferred Holiday
Hours

Reported time submitted
on the timesheet in excess
of 12 hours per day

TLX01700 Time has been
reported on the same day
as a Full Day absence event

TLX01710 Partial absence
event and Reported Partial
Punch Time reported on
the same day

TLX10081 Reported hours
for a Casual has exceeded
more than 6 hours in one
day

CUTLAOO01 An Absence
during this period
produced Unpaid Time

Managing PAC Timesheets and Absences-Guide

Severity

High

High

High

Low

Low

Low

Low

Low

Low

Managing Timesheets and Absences Training Guide

Action Required

Manager needs to check employee’s status; follows-up with DTA if needed.

Manager corrects time on the employee’s timesheet; follows-up with manager as
needed.

Manager needs to check employee’s status; follows-up with manager as needed.

This is an informative message to the manager that an employee who previously had
a deferred holiday (HOLD) has not used ILPU within 30 days of the holiday, and the
holiday will now be paid out to the employee in the employee’s next check.

Manager needs to verify the actual time worked (follows-up with manager as
needed).

Manager either allows this exception or corrects it.

Manager needs to verify the actual time worked (follows-up with manager as
needed).

Manager either allows this exception or corrects it.

Manager needs to verify the actual time worked (follows-up with manager as
needed).

Manager either allows this exception or corrects it.

Manager to follow-up with employees accordingly.

Manager either allows this exception or corrects it.

At this point, Absence Calc has already finalized for this period for the

employee. This exception serves as an informational message to the manager,
alerting them this employee has an Unpaid absence for this period. Unpaid
absences for Union/NUSS employees will cause their timesheets to be short for the
week/period, and they will still receive their default pay. For true Absence Without
Pay scenarios, the manager will need to input the AWOP on the timesheet for the
Unpaid absence.
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Reviewing Exceptions
To access and review exceptions, click the link in the email and you will be brought directly to the Manage Exceptions
page.

To access the Manage Exceptions page from the WorkCenter, navigate to: MSS > Time Management > Time and

Absence WorkCenter.

1. Click on the “My Pending Approvals” tab and then the “Exceptions” tab. There are three tabs of information,

Overview, Details and Demographics. The default view displays the overview tab listing employee names, type of
exceptions and the Severity level.

2. Click the Details tab to view additional data. The Details tab provides similar information along with the Source of

the exception, e.g. Time Administration, and an explanation of the exception. Note: to see all data in one row, click
the icon to the right of the Demographics tab.

3. Click the Explanation link to the right side of the item to view more detail about the exception.

| Monthly Absonce Calondar I Ity Pending Approvals | Manage My Team I
Absence Requests Reported Time Exceptions Officer Quarterly Closeout
Exceptions
) Employea Selection |
) Fitering Options ‘
Exceptions (7) Parsonaize | Find [Vew I | 2] B At @ 1201
Overview || Detals || Demographics |
Niow  Last Name First Name EmplID R Eml Job Tithe Excoption D Description Date Severlty
- 1 100 Io0
B ‘Exception 1D Source Last Updated Exception Data Explanation
- TLXDO440 Time Administration jﬁ%’gﬁ;ﬁ The HOLW Time Reporting Code (TRC)is natin the Eme reporters TRC program as of the date reporied Explanaten
Thomas 10003385 . —
] Brockway — rrogam - I /
o o = sxzpnaoe AT Exception Explained
Exception ID
CUTLAOO1
Description

Unpaid Absence Processed
An Absence during this period produced Unpaid Time

4

The PAC menu navigation for this page is: MSS > Time Management > Approve Time and Exceptions > Exceptions.

Managing PAC Timesheets and Absences-Guide @?‘P'\(' August 2018
71 2004 Page 55 of 66




Ci;-) COLUMBIA UNIVERSITY
Human Resources Managing Timesheets and Absences Training Guide

Resolving Exceptions
Review each message and address as needed to ensure the employee’s time and absence information is accurately

captured and that the timesheets reflect actual reported time. The research and resolution for each depends upon the
unique message. If the exception approval deadline has passed for the pay period, the resolution will be in the next pay
period.

Low and Medium Severity Exceptions
These exceptions serve as warning messages that need to be reviewed and cleared, thus accepting the message sent for

the timesheet.

For example, if the “Reported time submitted on the timesheet in excess of 12 hours per day” exception generates, it is
letting you know that an employee reported more than 12 hours of time in one day in the timesheet.

Navigate to the timesheet and review the entry to confirm the reported time in excess of 12 hours in the day is correct.
Note that if this results in any overtime it would be calculated for the employee and paid as the entry was approved
(unless it is changed).

If you do not allow this exception because the entry is incorrect, modify to the timesheet to indicate the correct time
entries or absences taken and then resubmit the timesheet and approve it.

iExcuplicns 2)
| Overview || Details |[ Demographics | [FD
Allow | Last Name First Name Empl ID R;‘:‘r‘: Job Title
Clearing Low and Medium Severity Exceptions
. . N = | Jenkins Joo 0 Admin Em|
To clear low and medium level severity exceptions,
. Jenkins Joao 0 Admin Em
select the “Allow” checkbox next to the item and then
. « ” . . . . Russell Theodore 0 CasualWd
click “Save”. Items will remain on the list until cleared
= | Russell Theodore 0 Casual/Wd
(allowed).
1 Russell Theodare 0 Casualiwd
A Russell Theodare 0 CasualiWd
< Vallee Scott 0 Admin Em
Allow Exceptions (2
‘ Selact Al L DoselectAll |
Save
e—— x5
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For High Severity Exceptions
These exceptions need to be resolved by the end of every pay period. If High exceptions are not resolved by the end of

the current pay period, the timesheet will be processed in the next period once the exceptions are resolved. Any
additional pay due to the employee will also be processed and paid out in the next period.

For these exceptions, selecting “Allow” alone will not resolve the exception.

For example, if the “Reported time submitted on the timesheet in excess of 24 hours per day” exception generates, it is
letting you know that an employee reported more than 24 hours of time in one day in the timesheet. This exception
must be resolved by correcting the timesheet.

e Navigate to the timesheet and review the entries totaling an excess of 24 hours in the day
e Correct and submit the revised timesheet. Follow up with the employee if needed (or DTA may follow up with
the manager) and then approve the timesheet

If the correction resolved the High exception, it will no longer appear in the list after the next time administration
process runs.
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Time and Absence Reports
Time and Absence reports assist with the reviewing and reporting needs of managers and DTAs. Managers can access

reports that provide information for their direct reports and DTAs can access those reports and additional reports that
allow for the review and oversight activities for their department(s). When a DTA runs any of these reports, the results
returned are by department.

This is the Reports lesson of the Managing PAC Timesheets and Absence course. Upon completion of this lesson, you will
be able to:

e Access and Generate Time and Absence Reports

e Interpret Report Data

Estimated Time to Complete Lesson: 20 minutes

WorkCenter Reports Section
Reports are easily accessible through the WorkCenter and the report links are located on the upper left hand side of the

page.

Time & Absence WorkCenter € «
ilp Reports/Processes o (a

Monthly Absence Calendar | My Pending Ap

< Reports Monthly Absence Calendar

Absence Event Details
Absence Balance
Megative Balance
Cvertime Tracking Previous Month 03]
Officer Quarierly Closeout
Payable Time Report

Y

bhbhhhh

Sunday Monday Tuesda

In addition to being easily accessible through the WorkCenter, reports are also accessible on their own individual pages
in PAC here: Main Menu > Manager Self Service > Time Management > TLAM Reports

To export report results into Excel, click the export icon at the right side of the Report Results title bar.

\ 4

Personalize | Find | @ | B
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Available Reports
Time and Absence managers and *Department Time Administrators can generate the following reports for their direct
reports. Managers view information for their direct reports and DTAs view information for their department.

1. Absence Event Details — this report shows all absence events with their start and end dates, duration, comments
and approval/workflow status

2. Absence Balances — this report shows all absence entitlement balances

3. Negative Balance — this report shows projected negative balances

4. Overtime Tracking — this report shows reported hours, either approved or after approval, will generate and
overtime payment

5. Officer Quarterly Closeout (*DTA only, certain departments only) — this report displays the status of quarterly
acknowledgement of absences. For departments using the “Officer Quarterly Closeout” process only

6. Payable Time Report — this report shows detailed information of an employee’s payable hours by day

Absence Event Details Report

Absence Event Details Report Description
The Absence Event Details Report displays all absence events for a manager’s direct reports (when run by the manager)

or by department (when run by DTA).

Report Use
This report is useful to see all absence events for your direct reports within the parameters entered in the search criteria

window. It is helpful to see this data in a summary view as the absence history page provides an individual employee
view only.

It can also be used to view absence history by employee or by absence type. DTAs who run this report will return results
for the entire department or within a certain department (if you have access to more than one).

Report Generation and Entry Parameters
1. Click the Absence Event Details report link from the WorkCenter or menu navigation

2. Inthe ‘Report Parameters’ section, enter or select from the calendar icon, the From Date and To Date for the
period of time you would like to view (required fields)

3. Inthe ‘Report Selector’ section, the default view is Absence Detail to view all absence types. If you want to see
results for Sick absences, select the ‘Sick Days Only’ radio button

4. Click the Generate Report button to run the report

Optional Parameter Entry — if you would like to view results for a specific employee or department, you can enter the
UNI or Dept ID (department) respectively.
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Report Results
The report results show:

e Name, Employee ID, Employee Record and UNI

e Department ID and Department Name

e Absence Type, Start and End Dates

e Unit Type (Days or Hours) and Absence Duration

e last Action Date (last date the absence was acted upon, e.g. date is was approved)
e Manager Approved (Y = yes; N = no)

e Absence Status (Submitted, Approved, Denied, Cancelled, Pushed Back

e Comments (as entered on the absence request)

Absence Event Details Report
Absence Event Details Report
Report Parameters |
w1 DepartmentiD___ |
*From Date SI1EZ0T7 | *To Date G TE12017 |53
Report Selector
® Absence Detail O Sick Days Only
Report Results Personalze | Fird | 0] B First 0 11000 f 1000 2 Last
Name Empid EmpiRed  UNI Doptia  DaptHame Absance Typs g:!‘."“"m ADnGeENd Unit Typs SRENGH 'ﬁ";‘.“ﬁ"’" :’:;?g\:a el Comments
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Absence Balance Report

Absence Balance Report Description
The Absence Balance Report displays all absence balances for a manager’s direct reports (when run by the manager) or

by department (when run by DTA).

Report Use
This report is useful to see employee’s absence balances within the parameters entered in the search criteria window.

This is helpful to see a summary view as the absence balance page provides an individual employee view only.

It can also be used to view absence balances by employee or by absence type. DTAs who run this report will return
results for the entire department.

Report Generation and Entry Parameters
1. Click the Absence Balance report link from the WorkCenter or menu navigation

2. There are no required fields and the report results default to show either your direct reports (managers) or
department employees (DTAs)

Optional Parameter Entry— if you would like to view results for a specific employee or department, you can enter the
UNI or Dept ID (department) respectively and then click Generate Report button to run the report.

Report Results
The report results show:

e Name, Employee ID, Employee Record and UNI
e Department ID and Department Name
e Absence Type and Unit Type (Days or Hours)

e Balance and Balance As Of Date (when the last absence process was finalized)

Absence Balance Report |

Absence Balance Report

Report Parameters

uni[ ] DepartmentiD[ |

[ Generate Report |

Personalize | Find | View All | @I = First ‘&' 140f4 ‘» Last
Name Emplid EmplRcd UNI Deptld  Dept Name Absence Type Unit Type  Balance Balance as of Date
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Negative Balance Report

Negative Balance Report Description
The Negative Balance Report displays employees who have a negative absence balance for a manager’s direct reports

(when run by the manager) or by department (when run by DTA).

Report Use
This report is useful to determine if employees have a projected negative balance and assist with the review and

approval for that employee’s absence requests.

Managers should run this report prior to the absence approval deadline to determine if any employees will be going into
the negative and for what absence to allow time to edit or push back absences as needed. This provides a quick, last-
minute check on any employees who could be going into the negative for the upcoming Absence Calculation about to
run and to follow-up to make any needed corrections prior to when absences are finalized for the period, which alleviate
additional work needed later to correct balances and absence data post-absence finalization for the pay period.

Either an additional absence should be entered to make up the difference between the negative value in the report and
the employee’s scheduled hours for that day (employee recorded 7 hours vacation, only has 4 hours vacation balance,
needs to key 3 hours as personal day), or the manager should indicate an AWOP on the employee’s timesheet for the
negative amount. At this point in the period, this is most likely after-the-fact, as it is at the end of the period, and, in fact,
the employee would have already taken the absence.

Benefit

By having managers run this report prior to their absence approval deadline, it provides them a quick, last-minute check
on any employees who could be going into the negative for the upcoming Absence Calc we’re about to run (later that
day). This ensures managers are still able to follow-up to correct any errant absence requests prior to when absences are
finalized for the period, which alleviate additional work needed later to correct balances and absence data post-absence
finalize.

DTAs should run this report for their department after the manager absence approval deadlines for a department level
view of employees who will go into a negative absence balance and work with the managers to resolve as needed.

Report Generation and Entry Parameters
1. Click the Negative Balance report link from the WorkCenter or menu navigation

2. There are no required fields and the report results default to show either your direct reports (managers) or
department employees (DTAs)

If, after the manager approval deadline, there are still employees showing up in this report, the DTA will need to review
this information further, following up with managers as-needed in order to resolve these scenarios. DTAs will need to
maintain oversight to ensure negative absence takes are not getting picked by Absence Calc.

Note: for Officers of Administration, vacation balances can go negative by ten (10) days. If the Negative Balance Report is
run after the Absence Calculation has finalized, negative vacation will still display on this report only for Officers of
Administration. Negative balances are not stored in the system for other employee types. Once a negative absence take
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gets processed by Absence Calc as Unpaid, it will no longer get generated in the results set from this report after the
Absence has finalized for that period.

Optional Parameter Entry— if you would like to view results for a specific employee or department, you can enter the

UNI or Dept ID (department) respectively and then click Generate Report button to run the report.

Report Results
The report results show:

Name, Employee ID, Employee Record and UNI
Department ID and Department Name
Absence Type

Balance

Unit Type (Days or Hours)

Balance As Of Date (when the last absence process was finalized)

When this report is run, it will show a projected negative balance for the following absence types, based on population

group:

For Absence Only Reporters, projected negative balances will appear for Vacation

For Timesheet Reporters (non-casual or VHO), projected negative balances will appear Vacation, Personal and
NYC Sick and Sick absence types.

For Casual and VHO Timesheet Reporters, projected negative balances will appear NYC Sick absence types.

Negative Balance Report ]

Negative Balance Report

| Report Parameters

l unml ] Dep tiD

| Generate Report

Personalize | Find | View All | E]] | = First ‘4’ 130f3 » Last
Emplid Empl Red UHNI Deptid Dept Name Absence Type Balance Unit Type Balance As Of Date

Negative Absence Balances and Unpaid Absences
If a Time Reporter entry includes unavailable absence time, the timesheet needs to be corrected. This will produce an

exception when Time Admin runs, prompting you to go back to the employee’s timesheet to resolve the issue.
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Overtime Tracking Report

Overtime Tracking Report Description
The Overtime Tracking Report displays employees who have already received overtime pay. It includes any processed

pay periods and does not show the current, unprocessed pay period. Results displayed are for the manager’s direct
reports (when run by the manager) or department employee’s (when run by DTA).

Report Use
This report is useful to determine the amount of overtime hours and earnings that were incurred within a pay period or

within the entered parameters.

Report Generation and Entry Parameters
1. Click the Overtime Tracking report link from the WorkCenter or menu navigation

2. Inthe ‘Report Parameters’ section, enter or select from the calendar icon, the Pay Begin Date and Pay End Date
for the period of time you would like to view (required fields)

3. Click the Generate Report button to run the report

Optional Parameter Entry— if you would like to view results for a specific employee or department, you can enter the
UNI or Dept ID (department) respectively.

Report Results
The report results show:

e Name, Employee ID, Employee Record and UNI
e Department ID and Department Name

e Pay Group

e Pay Begin and Pay End Dates

e Earn Code

e QOvertime (OVT) Hours and Overtime (OVT) Pay and Rate Used

Overtime Tracking

Report Parameters |

UNI DepartmentiD| |

*Pay Begin Date 01/01/2017 |3 *Pay End Date 03192017 |3

[ Generate Report

Personalize | Find | View All | & | E First ‘4 10f1 * Last

Name Emplid EmplRcd UNI Dept Id Dept Name Pay Group  Pay Begin Date  Pay End Date Earn Code OvtHours OvtPay Rate Used
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Officer Quarterly Closeout Report (DTA Only)

Officer Quarterly Closeout Report Description
The Officer Quarterly Closeout report displays all officer employees in the department and the submission statuses of
their Closeouts.

Report Use
This report is useful to determine employee’s quarterly closeout completion status.

Report Generation and Entry Parameters
1. Click the Officer Quarterly Closeout report link from the WorkCenter or menu navigation

2. There are no parameters/criteria for generating this report. The data will load, as a default, upon navigating to
the page.

Report Results
The report results show:

e Name, Employee ID, Employee Record, UNI,
e Manager Name, Department ID, Department Name,
e Status ,Status Date and Source

The four (4) statuses the DTA will see are as follows:
* Not Submitted: employee has not submitted his/her Closeout (Status Date and Source will be blank)
® Submitted: employee has submitted his/her Closeout (Status Date = the submission date and Source = Employee)
® Approved: manager has approved the Closeout (Status Date = the approval date and Source =Manager)

® Rework: manager has sent Closeout back to employee (Status Date column will be populated and Source will be
Manager)

Officer Quarterly Closeout Report

Officer Quarterly Closeout Report

Marilyn Linfield

Mgr — Dept Admin — ADMIN

Qtr. Start Date: 04/01/2017 Qtr. End Date:  06/30/2017
Report Results
Name Emplid Empl Red UNI Manager Name Depid Dept Name Status Status Date Source
1 John Smith 10003333 0 js2211 Malcom Robinson 161000 CBS Human Resources Approved ANDE2017 Manager
2 JaneDoe 10122445 0O 1a09a7 Malcom Robinson 161000 GBS Infarmation Technalogy Submitted 1052017 Employee
3 Gall Bonner 10077543 0 gbeS4 Shirley Todd 161000 CBS Information Technalogy Approved o207 Manager
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Payable Time Report

Payable Time Report Description
The Payable Time Report provides a historical view of payable time and displays the quantity of daily hours paid to Time

Reporters.

Report Use

This report is useful to determine the amount of paid hours and the Time Reporting code for the pay.

Report Generation and Entry Parameters

1. Click the Payable Time report link from the WorkCenter or menu navigation

2. Inthe ‘Report Parameters’ section, enter or select from the calendar icon, the Pay Begin Date and Pay End Date
for the period of time you would like to view (required fields)

3. Click the Generate Report button to run the report or PDF Report button to run the report as a pdf document

Optional Parameter Entry— if you would like to view results for a specific employee or department, you can enter the

UNI or Dept ID (department) respectively.

Report Results
The report results show:

e Name, UNI, Employee ID and Employee Record

e Job Title, Pay Group

e Department ID and Department Description

e Payable Date, Payable Hours

e Time Reporting Code, TRC Description

e Hours Worked, Standard Hours

Managing Timesheets and Absences Training Guide

‘ Payable Time Summary Report |

Payable Time Report

| Report Parameters

Generate Report

PDF Report

il ] Departmentn[ |
*PayBeginDate| |3 *PayEndDate[ I
Name uNI Empl ID Pay  penartment Department Description

‘Group

Personalize | Find | View All | 2| ]

Payable
Payable Date -
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