Create & Approve Timesheets (Time
Administrators)
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@ Create a Timesheet for an Employee (as Time Administrator)
@ Approve a Timesheet (as Time Administrator)

Create a Timesheet for an Employee (as Time Administrator)

1. From the Employee Self Service home page, select the drop-down at the top of the screen,
and choose Time Administration.
a. Follow these instructions to add the Time Administration page/tile to your homepage.

HR Shared Service ~ Employee Self Service

Employee Time ¥ Employee Self Service

Workforce Administrator

Time Administration

2. Select the Time Administration tile.
v Time Administration

Time Administration

a. It might take a moment for the Time Administration page to load.
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3. HR Links will default to the Report Employee Time tab. From there, choose the employee

whose timesheet you want to create.

7) Report Employee Time Report Time
Timesheet Summary
Assign Employee Schedule
9 oy Employee Selection
a1l Time Administration Analytics v Srnociien
*View By | Calendar Period v I Show Schedule Information
A ) Date [09/30/2013 " Previous Period et Pariod
Time Administration Queries v B revious Feno L reno
Employees For Turner Craig, Time Needing Approval From 09/30/2018 - 10/13/2018
Time Summary Demographics
Last Name First Name Employee 1D Job Title H‘;“;;f'ﬁ”vgg pencried N s
Davenport Isiah 00000764 Supervisory Realty Specialist 0.0 0.0 80.0
Dickson Christine 00000802 Supervisory Financial Manageme 0.0 0.0 80.0
Kylie 00000031 Building Manager 0.0 0.0 80.0
00000761 Transportation Operations Spec 0.0 0.0 80.0
Last Name
Downs v 00000808 Program Manager 0.0 0.0 80.0
Doyle Karla 00000117 Program and Procurement Suppor 0.0 0.0 80.0
Durham Shamar 00000746 Assisted Acquisition Project M 0.0 0.0 80.0
Eliis Toby 00000835 Operations Manager 0.0 0.0 80.0
Espinoza Miriam 00000800 Asset Manager 0.0 0.0 80.0
Finley Ernesto 00000106 General Engineer 0.0 0.0 80.0

®

Mew Window

copton Ao opodc  Oped
0.0 0.0
00 0.0
0.0 0.0
0.0 0.0
0.0 0.0
00 0.0
0.0 0.0
0.0 0.0
0.0 0.0
0.0 0.0

4. The current pay period will appear. Select the Apply Schedule button to populate the
timesheet with the employee’s base schedule.

() Report Employee Time Timesheet

Empl ID 00000031
AsygnEmponeeSchedule mployee ID 0000003

Empl Record (

. . Actions~ Earliest Change Date 07/08/2018
l, o
It Time Administration Analytics h Select Another Timesheet
*View By | Calendar Period M Previous Period  Next Period
Time Administration Queries v “Date 0O302018 |5 &
Scheduled Hours 80.0 Reported Hours 0.0 Print Timesheet
From Sunday 09/30/2018 to Saturday 10/13/2018 (2
Sun Mon Tue Wed Thu Fri Sat sun Mon Tue Wed Thu Fri Sat Total
/30 101 10/2 1003 10i4 10i5 10/6 107 10/8 10/9 1040 10M1 102 10/13
Save for Later Submit Apply Schedule %
Reported Time Status Summary Absence/OT Exceptions
Reported Time Status Personalize | Find | & | E
Date Total TRC Description Sched Hrs Comments
0.000000 0.00
Approval
Select All Deselect All Approve Deny
Manager/Approver
Comments
A
DateTime Created User ID

Time Reporting Code

Type Ac

1oi1
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5. Ifabsences or overtime from the Absence/OT tab have been added, make the necessary

changes to the timesheet to ensure there are no exceptions.
a. In the image below, the base schedule has been applied to the pay period. However,

you need to account for two days (7/23 and 7/24) of annual leave. The highlighted
work hours must be deleted.

Time Reporting Code

From Sunday 07/22/2018 to Saturday 08/04/2018 (2
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total
7122 7123 Ti24 7125 7126 727 728 7129 7130 T 81 82 83 84
80 8.0 8.0 8.0
8.0 8.0 8.0 8.0 8.0 8.0
8.0 80

16.0 | 001-Regular Time
48.0 | 001-Regular Time

16.0 Annual Leave

b. Additional rows can be added for labor or task codes by clicking the plus sign (+) on
the right side of the timesheet. (Alternatively, click the minus sign (-) to delete a row.)

Labor Code

Personalize | Find | (B | &

First ‘&' 1-150f 15

Task Code

Q

Q

+]
+|
£
+

b Last

6. Once completed, select Submit to process the timesheet.

< Time Administration

Time Administration

Mew V]
@ Report Employee Time Timesheet
i i Empl ID 00000031
Assign Employee Schedule Kylie Dominguez mployee ID 0000003
Building Manager Empl Record 0
B Time Source Schedule Earliest Change Date 07/23/2018
l,
IS RRER s aton ooy tes h Select Another Timesheet
*View By | Calendar Period v Previous Period  Next Period
Time Administration Queries v “Date 071222018 |5 %
Scheduled Hours 80.0 Reported Hours 96.0 Print Timesheet
From Sunday 07/22/2018 to Saturday 08/04/2018 (2
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Code Tiato
Tiz2 Ti23 7i24 7i2s 7126 Tiar 728 7i29 7130 T3 81 812 8i3 814 VP
0.0 0.0 3.0 8.0 8.0 8.0 8.0 8.0 8.0 3.0 80.0 | 001 - 001-Regular Time v | Hours
8.0 8.0 16.0 040 - Annual Leave Hours
u Save for Later Submit
Reported Time Status Exceptions
Absence Events (2 Personalize | 2
Absence Take
5 Unit . Approval
Select Edit Start Date  End Date Absence Name Duration Type Details Status Manitor Source Cancel
123/201 124201 A Vi 0 N a . Approval Manager
Edit 07/23/2018 07/24/2018 Annual Leave 16.00 Hours Details Needs Approval Monitor Timesheet
Add Absence Event
Approval
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7. Review the attestation message, and choose the Yes button.

Once Approved the status cannot be reverted back. (20020 20)
By clicking Yes, you are certifying that all reported time was worked and approved according to law and regulation.

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

Mo
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8. You will return to the timesheet and see that the Reported Time Status section shows
Needs Approval as the reported status.

9. You have successfully created the timesheet. You (as the time administrator) can now
approve it. Read the following section to learn how to approve the timesheet.

< Time Administration Time Administration

@ Report Employee Time

Timesheet
: i i Empl ID 00000031

Assign Employee Schedule Kylie Dominguez mployee ID 0000003

Building Manager Empl Record 0

. i X Actions~ Time Source Schedule Earliest Change Date 08/05/2018
ul
i, Time Administration Analytics v Select Another Timesheet
*View By ; Calendar Period vi Previous Period  Next Period
Time Administration Queries hd *Date 072222018 |5 %
Scheduled Hours 20.0 Reported Hours 80.0 Print Timesheet

From Sunday 07/22/2018 to Saturday 08/04/2018 (7

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Code
Ti22 723 Ti24 Ti25 7126 27 7128 7129 7130 T3 81 Bi2 8i3 B4
0.0 0.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 64.0 | 001 - D01-Regular Time
8.0 8.0 16.0 040 - Annual Leave

m Save for Later Submit b

Reported Time Status Summary Ahsence/OT Exceptions
Reported Time Status Personalize | Find | | E 1-12 of 12
Select Date Reported Status Total TRC Description S:ﬁ: Comments
07/23/2018 | MNeeds Approval 0.0 001 001-Regular Time 8.00
07/23/2018 | MNeeds Approval 8.0 040 Annual Leave 8.00
07/24/2018 | MNeeds Approval 0.0 001 001-Regular Time 8.00
07/24]2018 | Meeds Approval 8.0 040 Annual Leave 8.00
07/25/2018 | Meeds Approval 8.0 001 001-Regular Time 8.00
07/26/2018 | Needs Approval 8.0 001 001-Regular Time 8.00
07/27/2018 | Needs Approval 2.0 001 001-Regular Time 8.00
07/30/2018 | Needs Approval 8.0 001 001-Regular Time 8.00
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Approve a Timesheet (as Time Administrator)

Learn how to run a report to see which timesheets have not been sent and need to be approved by
reviewing the How to Run Reports (Time Administrators) job aid.

1. From the Employee Self Service home page, select the drop-down at the top of the screen,
and choose Time Administration.
a. Follow these instructions to add the Time Administration page/tile to your homepage.

/' HR Shared Service v Employee Self Service

Employee Time Persenal Desails £\ 00 seif Service

. Workforce Administrator
ﬁ k. Time Administration

Print SF-50 Benefits Library

i

2. Select the Time Administration tile.

v Time Administration

Time Administration

a. It might take a moment for the Time Administration page to load.
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3. HR Links will default to the Report Employee Time tab. From there, choose the employee
whose timesheet you want to approve.

< Time Administration Time Administration

New Window
@ Report Employee Time Report Time

Timesheet Summary

Assign Employee Schedule BT BT

-ll_l, Time Administration Analytics v EhengelViw
*View By | Calendar Period v ¥ show Schedule Information
Date 09/30/2018 [ Previous Period Next Period

Time Administration Queries v

Employees For Turner Craig, Time Needing Approval From 09/30/2018 - 10/13/2018
Time Summary Demographics

Hours .

. Hours to be Reported Scheduled Absence to Denied

Last Name First Name Employee D Job Title ‘Approved Hours Hours Exception be Approved Apf;gvma‘fn:é Hours | |
Davenport Isiah 00000764 Supervisory Realty Specialist 0.0 0.0 20.0 0.0 0.0
Dickson Christine 00000802 Supervisory Financial Manageme 0.0 0.0 20.0 0.0 0.0
Domingue, Kylie 00000031 Building Manager 0.0 0.0 80.0 0.0 0.0
i 00000761 Transportation Operations Spec 0.0 0.0 20.0 0.0 0.0

Last Name

Downs v 00000808 Program Manager 0.0 0.0 80.0 0.0 0.0
Doyle Karla 00000117 Program and Procurement Suppor 00 00 20.0 00 00
Durham Shamar 00000746 Assisted Acqguisition Project M 0.0 0.0 80.0 0.0 0.0
Ellis Toby 00000835 Operations Manager 0.0 0.0 20.0 0.0 0.0
Espinoza Miriam 00000800 Asset Manager 0.0 0.0 20.0 0.0 0.0
Finley Ernesto 00000106 General Engineer 0.0 0.0 20.0 0.0 0.0

a. Review the timesheet to ensure that regular hours are removed from the days where
an absence is requested.

4. Click the Submit button to ensure there are no exceptions that need to be addressed.

‘@ Report Employee Time Timesheet
Assign Employee Schedule guez Employee D 00000031
Empl Record 0
i, Time Administration Analytics o A;Su:‘zsc: A.m.he,?:,f:::j Schedule Earliest Change Date 09/16/2018
*View By ; Calendar Period Y Previous Period  Next Period
Time Administration Queries v *Date[09/022018 | L
Scheduled Hours 80.0 Reported Hours 80.0 Print Timesheet
From Sunday 09/02/2018 to Saturday 09/15/2018 (2
W OW oW OR DR WM M N D g g o e
0.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 2.0 8.0 72.0 | 001 - 001-Reqular Time v| Hours Q03030200
8.0 8.0 040 - Annual Leave Hours
Save for Later Submit
I
Reported Time Status 'T—Swm=ry——A0sETTeT Exceptions
m Reported Time Status Personalize | Find | @\ =] 1-110f 11
Select  Date Reported Status Total TRC Description Eseed Comments
09/03/2018  Needs Approval 0.0 001 001-Regular Time 8.00
09/03/2018  Needs Approval 8.0 040 Annual Leave 8.00
09/04/12018  Needs Approval 8.0 001 001-Regular Time 8.00
09/052018  Needs Approval 8.0 001 001-Regular Time 8.00
09/06/2018  Needs Approval 8.0 001 001-Regular Time 8.00
09/07/2018  Needs Approval 8.0 001 001-Regular Time 8.00
09/10/2018  Needs Approval 3.0 001 001-Regular Time 8.00
09/11/2018  Needs Approval 8.0 001 001-Regular Time 8.00
09/12/2018  Needs Approval 8.0 001 001-Regular Time 8.00
09/13/2018  Needs Approval 8.0 001 001-Regular Time 8.00
091412018 Needs Approval 8.0 001 001-Regular Time 8.00
Approval
Select Al Deselect Al Approve Deny
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5. Goto the Absence/OT tab.

() Report Employee Time

Timesheat

Kl

[[T1] Assign Employee Schedule
i, Time Administration Analytics -

'& Time Admimstration Quenes w

Save for Later

Reported Tune Status

Reported T

Swiec

Approval

Sulect AR

Status

Reponed Hours 0.0

San Sun Tue

39

Subme

Needs Approval

Approve

Emplayes 1D oo

Empl Rocord 0

Earllest Changa Date au01

Frint Temesreat

weat

Farsoralze

Descripton

Dery

6. From the Absence/OT tab, choose the Select All button. A check mark will appear at the

beginning of each row.

£ Time Administration

@ Report Employee Time Timesheel

[ Assign Employee Schedule Dominguez
1“5 Tirme Administration Anatylics ~
in; Time Administration Cuenies e

From Sunday 09

ManagetiAg,
Comme

San Man
00| 8o
Save for Latar
Absence Events
Absance Take | TR

= ) s
8.l i
Submd
Summary AbsenceOT Excop
“Simt Onbe e D Abmencn Harse s aticzr

Desalact Al Aporove

Talances

Earfiest Change Date 0%

Piinlt Tunesheet

Sistun

Detais

wt Pariad

Total

Time Reparting Code

Parsonaize | (1
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7. Go to the Reported Time Status tab.

‘@ Report Employee Time

Timesheet
Assign Employee Schedule nguez Employee ID 00000031
Empl Record 0
3 Actions > Time Source Schedule Earliest Change Date 00/16/2018
T A T AT e h Select Another Timesheet
“View By | Calendar Period v Pravious Period  Next Period
Time Administration Queries &4 *Date 08/0272018 5§ &
Scheduled Hours 80.0 Reported Hours 20.0 Print Timesheet
From Sunday 09/02/2018 to Saturday 09/15/2018 (2
Sun | Mon  Tue  Wed  Thu Fri Sat  Sun  Mon  Tue  Wed  Thu Fii Sat Total  Time Reporting Code y
92 a3 94 915 a6 87 918 a9 90 91 8M2  8M3 814 915 Type o
0.0 8.0 8.0 8.0 80 8.0 8.0 8.0 8.0 8.0 72.0 | 001 - 001-Regular Time ¥| Hours Q03030200
8.0 8.0 040 - Annual Leave Hours
Save for Later Submit
Summary Absence/OT Exceptions
1l Absence Events Personalize
Absence Take
Select Edit  *StartDate EndDate  Absence Name Duration #‘y";‘e Details Status bproval Source Cancel
E 03 03/ N Approval Manager
| E 09/03/2018  09/03/2018  Annual Leave .00 Hours  Details Needs Approval s e
Approval
o Seledh Al Deselect All Approve Deny
Absence Entitlement Balances Personalize | (71
Entitlement Name Balance as of 051262018
Sick Leave Balance 627.00 Hours
Annual Leave Balance 276.00 Hours
**Disclaimer The current balance does not reflect absences that have not been processed
8. On the Reported Time Status tab, choose the Select All button.
< Time Administration Time Adminis
‘® Report Employee Time Timesheet
Employee ID 00000031
Assign Employee Schedule Dominguez mployee [0 0000003
Empl Record 0
I S Time Source Schedule Earliest Change Date 09/16/2018
nl, &
s, Time Administration Analytics v Seloct Another Timesheet
*View By | Calendar Period M Previous Period  Next Period
Time Administration Queries v *Date 091022018 |5
Scheduled Hours 80.0 Reported Hours 80.0 Print Timesheet
From Sunday 09/02/2018 to Saturday 09/15/2018 (7
Sun  Mon  Tue  Wed Thu Fri Sat  Sun  Mon  Tue  Wed Thu Fri Sat Total  Time Reporting Code =
a2 a3 L a5 a5 a7 g 99 840 91 GM2 943 SM4 G5 L3 e
0.0 8.0 8.0 8.0 8.0 8.0 80 8.0 8.0 8.0 72.0 | 001 - 001-Regular Time v| Hours Q [02030200
8.0 8.0 040 - Annual Leave Hours
Save for Later Submit
Reported Time Status | Summary || Absence/OT || Exceplions
Reported Time Status Personalize | Find | & | B 1110111
Select  Date Reported Status Total TRC Description sehed Comments
09/03/2018  Needs Approval 0.0 001 001-Regular Time 8.00
09/03/2018  Needs Approval 8.0 040 Annual Leave 8.00
09/04/2018  Needs Approval 8.0 001 001-Regular Time 8.00
09/05/2018  Needs Approval 2.0 001 001-Regular Time 8.00
09/06/2018  Needs Approval 2.0 001 001-Regular Time 8.00
09/07/2018  Needs Approval 8.0 001 001-Regular Time 8.00
Needs Approval 8.0 001 001-Regular Time 8.00
09/1172018  Needs Approval 2.0 001 001-Regular Time 8.00
09/12/2018  Needs Approval 8.0 001 001-Regular Time .00
09/13/2018  Needs Approval 8.0 001 001-Regular Time 8.00
09/14/2018  Needs Approval 3.0 001 001-Regular Time 8.00

Deselect All

Select All

Approve Deny
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9. Select the Approve button, which will approve items on both the Absence/OT tab and the
Reported Time Status tab.

< Time Administration Time Administration
() Report Employee Time Timesheet
Assign Employee Schedule Employee D 00000031
r Empl Record 0
|I|‘|' Time Administration Analytics o A?;!ZAW‘M[?::E::::? Schedule Earliest Change Date 09/16/2018
*view By | Calendar Period v Previous Period  Next Period
Time Administration Queries ~ “Date[p9i022018 | b
Scheduled Hours 80.0 Reported Hours 50.0 Print Timeshest
From Sunday 09/02/2018 to Saturday 09/15/2018 (7
I A T
0.0 8.0 80 8.0 8.0 8.0 80 8.0 8.0 8.0 72.0 | 001 - 001-Regular Time ¥| Hours @ 03030200
8.0 8.0 040 - Annual Leave Hours
Save for Later Submit
Reported Time Status Summary Absence/OT Exceptions
u Reported Time Status Personalize | Find | 20| B~ 1110111
Select  Date Reported Status Total TRC Description sehed Comments
| 09/03/2018  Needs Approval 0.0 001 001-Regular Time 800
08/03/2018  Needs Approval 8.0 040 Annual Leave 8.00
| 09/04/2018  Needs Approval 8.0 001 001-Reguilar Time £.00
‘r 09/05/2018  Meeds Approval 8.0 001 001-Regular Time 8.00
d 09/08/2018  Needs Approval 8.0 001 001-Regular Time 800
i 09/07/2018  Needs Approval 2.0 001 001-Regular Time 2.00
| 09/10/2018  Neeads Approval 8.0 001 001-Regular Time 800
4 09/11/2018  Needs Approval 8.0 001 001-Regular Time 8.00
| 09/12/2018  Needs Approval 8.0 001 001-Regular Time 8.00
‘r 09/13/2018  Needs Approval 8.0 001 001-Regular Time 2.00
* 09/14/2018  Meeds Approval 8.0 001 001-Regular Time 8.00
Approval
Select All Deselect All Approve l} Deny

10. Review the attestation message, and choose the Yes button.

Once Approved the status cannot be reverted back. (20020,20)
By clicking Yes, you are certifying that all reported time was worked and approved according to law and regulation.

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

No

11. You will receive an approval confirmation message. Select OK.

Timesheet

Approve Confirmation

v

ansactions were successfully approved.
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12. The timesheet submissions will appear as Approved in the Reported Time Status tab. The
timesheet has been approved for processing. No further action is needed at this time.

< Time Administration Time Administration

() Report Employee Time Timesheat

Kylie Dominguez Employee ID 00000031

[17] Assign Employee Schedule

Empl Hecord 0

Time & Earbiest Change Daie paoots

il Time Admenistration Analylics i nother Times _.
i _____ View By | ¢ Previous Period  Nexdt Period
e Time Administration Queries ~ “Piaty 0 G
Scheduled Howrs Ruported Hours 200 Piiril Timosheal

m Sunday 090272018 to Saturday 091 N2018

Savo for Later

Reported Time Status | Samemary ftsoncelOT || Excepbons
m Raported Time Status
Dute Reported Statuy Totsl | TRC

Approval
Solect A1 Deseoct Al Appiove Dy
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