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Logging into the Network

1. The IT department assigns you a network login when you start at the City. If you

have not logged into the network, you can request your login and password from the

IT Help Desk at x1234.

Turn on the computer.

It will then give you a page to log into Windows by pressing the CTRL key and the

ALT key and the DEL key at the same time

4. |If this is your desk computer, it will already enter in the username. If the username
is not yours then you need to enter in your username

5. Enter in your first initial followed by your last name and then the’@” symbol then
springfield1.net.

wn

Example: hsimpson@springfieldl.net

6. Enter in your password
7. Click on the OK button
8. You will then be logged into the City of Springfield network.

Reaching and Logging on to PeopleSoft HRMS

@ Internet
1. Launch the browser (Internet Explorer) | &% memeeeire
Springboard. http://springboard

and navigate to

2. From Springboard, you will Select Employee Self Service by clicking on the picture
or the “Employee Self Service” text.

Employee Self Service -
Access to yvour personal, benefit and
payroll nformation. View the
Emplovee Self-Service Documentation.

The PeopleSoft sign on page should then display and you can sign-on to the PeopleSoft
system. Your ID and PASSWORD must be entered in UPPERCASE.
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mailto:hsimpson@springfield1.net
http://springboard/

Your ID is the first four characters of your last name, followed by the last 4 digits of your
social security number.

Your password is assigned to you and you should change it every so often. Itis
important that your login stays secure because there is a lot of sensitive information.
You can follow the instructions in the Employee Self Service documentation on how to
change your password.

If you attempt to login to the system 3 times incorrectly, you will be locked out of the
system. If this happens, or you have forgotten your password, you will need to contact
the IT Help Desk at X1234 to have them unlock or reset your password.

PeopleSoft.

User ID: [SIMP4333

Password: |nn.|
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Accessing your Timecard

After you login, click on SPR Timecard and then on My Timecard Home by using the
left-hnand navigation menu. The “My Timecard Home” page shows a summary of all the
timecards that you have available to you. This is a view only page. There are 3 types
of timecards:

Future — timecards for a future date

Active — the current 2 week time period

History — timecards from the past
(The first time you login you will only have future timecards showing.)

PeopleSoft.

Add to Favorites

Search:

> My Favorites My Timecard Home

> Employee Self Service " "

SPR Timerards Timecard UserlD: Nefme EmpliD
— administer Timecards [Tans4es <, [simpson,Homer [razo

— Dynamic Profile Report
— Dynarnic TC Report
— My Timecard Home

Timecard Information customize | Find irst 11-26 of 26 As

> Bpr Custom { Main b Status =l

jp L e “iews Timecard Template ;Ld &E%rd Fun 1D |Empl Approwal |Oztes Description | Holiday |+ Leswe |+ Morm
Wiew Timecar 4 Templats |0 chMo o721 | [T 1077 - 10£13 FUTURE MISSING TC
Wiews Timecan d Template |O cMo o721 '_ 9/320 - 108 FUTURE MISSING TC
Wiew Timecar 4 Templats |0 chMo o720 | [T 923 - 9/28 FUTURE MISSING TC
Wiews Timecan d Template |O cMo o7z0 '_ 0416 - 0522 FUTURE MISSING TC
Wiew Timecar 4 Templats |0 chMo o7ig | [T 2/ - 9415 FUTURE MISSING TC
Wiews Timecan d Template |O cMo o719 '_ sz -as FUTURE MISSING TC
Wiew Timecar 4 Templats |0 chMo o7ig | [T 226 - 941 FUTURE MISSING TC
Wiews Timecan d Template |O cMo o718 '_ B/10 - B/25 FUTURE MISSING TC
Wiew Timecar 4 Templats |0 chMo ERE 8/12 - 8418 FUTURE MISSING TC
Wiews Timecan d Template |O cMo o717 '_ B45 -2 FUTURE MISSING TC
Wiew Timecar 4 Templats |0 chMo o7is | [T 7420 - 0id FUTURE MISSING TC
Wiews Timecan d Template |O cMo o718 '_ T2 -7res FUTURE MISSING TC
View .
Timecard Template |0 ChO 0715 ] 75 -T/21 ACTIVE MISSING TC
wiew Timecar 4 Template |0 cho o7is | [T Ta3-7M4 ACTIVE MISSING TC
Wiews Timecan d Template |O cMo o714 '_ T HISTORY 2.00 22.00 40.00
wiew Timecar 4 Template |0 cho o7da | [T 5124 - 5730 HISTORY 40,00 40,00

Different Columns on My Timecard Home Page:

View Timecard

You can access any of your Future, Active or Historical timecards that are shown by
selecting the “View Timecard” link next to the week you wish to view. The line with
Enlarged Fonts and green in color represents the active weeks. History is in black and
the future rows are blue.

Template

You can access your timecard template by selecting the “Template” link next to any
History, Active or Future record. The template is a timecard that is created, that has all
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of the possible lines with earnings codes for entering in your time. The template is
created by you and is the “model” that will automatically fill in when you create a new
timecard for yourself.

Timecard Group
Timecard Group is the department for which you work for, such as Fire or PW.

Run ID

Each paycheck you receive is associated with a 2 week block of time, called a “Run”.
This ID is read as follows: Run-ID 0714 = “Pay period 14 of Year 2007”, Run-ID 0715 =
“Pay period 15 of Year 2007”, and so-on.

Dates
The Beginning and End date for the week.

Description

A color-coded indicator for the employee to provide an easy way to determine if a Run-
ID is Active, In-Process, Future or History.

Hours Columns

Once you've entered your first timecard, the Timecard Home page will display hours in
each of the categories seen. (Holiday, Leave, Regular, Overtime, Accumulated Hours
(Comp Time), Other Hours, and finally Adjustment amounts).

Timecard Warning

This red indicator will alert you if you have a missing timecard, or have entered regular
hours <> 40. The “Not 40” warnings are simply notifications to you and can be ignored
if in fact you worked regular hours outside your standard hours.

Resort Data
By clicking on the column header, you can resort the data for your viewing preference.

Timecard Information

I IMain Y Status ==

wWiew Timecard (Template Rcd # m& Bun IF:.:L Ermpl Approwsl | DOastes

Wiews Timecard Template [m} FIH D?’ZB% |_ =S
12522

Wiewd Timecard Template [m} FIH a7Fz26 |_ 12M8 - 12515

Wigewy Timecard Templats [} FIMN arFzs I_ 14025 - 12M

Wiewy Timecard Templats ] FIM oyFes I_ 1252 - 1253

Wiewe Timecard Templats ] FIM o2 I_ ::;:;_

RFP 1702 ATT 7 b



Timecard Information

[ Main 'y Status =

Rod Timecasrd
Wiews Timecard Templats #  |Sroup Run IEL Erpl Approwsl |Ostes
Wiews Timecard Template |0 FIM o717 L‘@ = =02 - 2018
“Wiew Timecard Template |0 FIM o747 - 205 - 201
wiew Timecard Template |0 FIM o71s | 2019 - S525
View Template |O FIN o71s ~ 826 - 91
Timecard
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Steps to fill out your Timecard

Here are the general steps that you need to follow to enter in your timecard. See
specific documentation below to see how to do each step.

Click on the View Timecard Link to open your timecard for a given week.

Enter in time on the Standard Tab

Add a new line or use the ones that are there from your template

Select Account Code from drop down list

Select Activity Code from drop down list (if needed)

Select Earning Code from drop down list

Select Rate ID from drop down list (if you notified of this)

Enter in hours from Sunday through Saturday

Go to the Comments tab. Enter in comments that are needed for specific

earning codes or select from the drop down list of comment options.

10.1f you are entering in earning codes that need to have punch times, then enter in
the punch times. The main required punch times are for Overtime and Comp
Time earned.

11.Click on the Employee Approval check box in the upper right hand corner of the
page when you are finished.

12.Click on Save button on the lower left hand side or in the left middle of the page.

13.Click on the Return to My TC Home link to go back to the summary page.

CoNoO~WNE

10
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Filling out your Timecard

When you click on View Timecard link, it will take you to the individual timecard for one

week. This is where you fill out your timecard information. You can also view your
accrual information and other benefit information.

If you will be gone when your timecard it due and you have not filled it out, your
supervisor will fill out your timecard for you. You can then approve the timecard later.

Not filling out or approving your timecard WILL NOT stop you from getting paid. There
are checks and double checks to make sure that all employee time is entered.

My Timecard — Main Tab

My Timecard {_My Timecard Punches | Hour Check | Information

Tmcd UserlD: Rec #: Hame:

ErnplID)
TO0468 1] Sittpson Homer 1820 - Employee Approval
DaptiD Fosition # Job Code: Stap: ™ Supervisor Approval
01000 = T [u]} 00000002 185107 Assistant City Manager 5 r Dept Audit Approval
Crenes: Union: Barg Unit: Swo Date: Svo Mths: Bzse Rate:  Pay Rate - Dept Head Approval
000004 MOM 0604/2007 1.0 50.767438  60.757428
Save | Return to by TC Haome Adjustments

Timecard Entries 07/15/2007 Through 07/21/2007 (Wk 2) (RuniD 0715)

Custornize | Find | i First [ 1of 1 [ Las
Standard Yy Comments Statuz §

o ) Hours
*Ascount Code ooty |cBaing fictivity Fate ID  |Sun7AE |MonTHME |Tue 747 |Wed 7M8 [Thu7r8 |Fri7e0 |Sst7ed | WeekTo
— _— Date
100-01110 Q, @, rEs O |Gen Fd-CMO Admini Q, ] ] 8 ] ] =

Load Template I Duplicate Labor Sun:  Mon:  Tue:  Wed: Thu: Frii  Sat

H Taotal
Save as Template rUSeOfnycle our Totals

" Include Howrs

Total:

B save | [=] baotify 4 Refresh

My Timecard | My Timecard Punches | Hour Check | Information

Example of timesheet w/ multiple account codes already filled out

11
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My Timecard {_My Timecard Punches } Hour Check | Information

Trcd UserlD: Rec # Name: EmplID:
T0046% 0 Simpson Homer 1330 ™ Employee Approval
DeptID: Fusition # Job Code: Step ™ supervisor Approval
01000 CMO 00000002 188107 Assistant City Manager 5 I Dept Audit Approval
Crews: Unisn:  Barg Umit:  Swe Oate: Swe Mihs:  Bass Rate:  Pay Rats: I Dept Head Approval
3 3
000001 NON 06m12007 10 50757438 50757438
Sa Return to My TC Harme Adjustments
Timevard Entries 07/15/2007 Through 07/21/2007 (Wk 2) (RunlID 07 15) Customize | Find | # First [ 13 01 3 [ Las
Standard Commerts Status
Activity |*Esrring Hours
*Account Cods o = Activity Fate ID SunTH5 |Mon M6 |Tue THT |Wed 7ME |Thu7HS | Fri 720 |Sst 7021 | Week-To-
Lode Lode Dat=
10001110 a Q. |rEe O |8en F4-CMD Admini (] 400 2.00 2.00 2.00 £.00 3400 =
Gen Fd-Econemic b-
100-01130-PE0ZZ REG
Q Q Q Glenmood Urban Renewal Q 100 il =
208-01110 a Q, |rEe CQ  |TRT Fund-CMO Admini (] 2.00 200 =

Note: Use the “Return to My TC Home” link to return back to the summary page.

Moving to a new field

Press the tab key to move to the next field or use your mouse to click into the field.

Adding/Removing Lines to your timecard

To add or remove a line to your timecard, use the il B buttons located at the right
hand side of your timecard entries.

Account Code

Select an account code by clicking on the look-up Prompt <., The account code is
what account you want to charge your hours to. Account codes are assigned to users
by the department administrator. Contact them if you do not have access to an account
code that you need to use. When you go into your timecard and you have not set up a
template, it will come up with a default account on the first timecard line. If there isn’t an

account on the first line, contact your department admin person to add a default account
for your profile.

12
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Look Up Account Code

Timecard UserlD: TOoOogs
Timecard User Record #: 1]
Pay Run IIv 07149
Pay Period End Date: 09152007
Week Begin Dt: 09/0872007
Week No: Week 2
Account Code: hegins with
Description: hegins with
Short Description: hegins with

Look Up | Clear | Cancel | Basic Lookup

Search Results
13 of3

Account Code Description Short Description
100-23410 Gen Fd-Diata Proce Data Proce

100-23410-PRO014 Gen Fd-Data Proce-Facilities bMomt Business Are Data Proce
100-23410-PAO116 Gen Fd-Data Proce-Emergency Management Program Data Proce

Click on the link with appropriate description under “Search Results” to select the
account code.

Allocate and PW Allocate

You may have two special account code options, Allocate or PW Allocate. These are
used to split out your time to several different accounts.

The Allocate code is based on your budgeted time allocation that is in payroll, not
everyone has this allocation.

The other is a department specific allocation that is used in Public Works. This is based
on your last 4 weeks of time and selects the top 3 accounts that you have charged to.
This is used mainly for vacation and sick allocation. If you are a new employee, you
should not use this option for the first 4 weeks of employment.

If you are using Allocate, you should not be using PW Allocate. If you use PW Allocate,
you should not be using Allocate.

Activity Code

Select an Activity Code by clicking on the look-up Prompt < Thisis a description field
that is assigned to specific jobs where time is tracked per your department head. The

activity code is determined by departments or divisions. Your supervisor will notify you
if you should be using activity codes.

13
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Look Up Activity Code

Timecard Group: IT
Actiaity Cid: hegins with  »
Description: heging with
Look Up ‘ Clear | Cancel |Elasic Lookup

Search Results
1-5 ot 5

Activity Cd Description

nze Budiet Administration

17T FeopleSoft Financials Implermean
B30 Computer Training and Assistan
&40 Computer System

G40 Computer Book Marking & VWeb P

Click on the link with the appropriate description under “Search Results” to select the
activity code.

Earning Code

Select an Earnings Code by clicking on the look-up Prompt < thatis applicable to the

hours you are entering (i.e. “REG” = Normal Worked hours, “WAC” = Vacation, etc.)

Look Up Earning Code

Timecard Group: IT
Timecard UserlD: TOOOGS
Timecard User Record #: i}
Pay Run ID: o714
Pay Period End Date: 09r /2007
Earnings Code; begins with
Description: heging with
Short Description: begins with

Look Up | Clear | Cancel | Basic Lookup

Search Results

1.3 of Q
Seq Earnings Code Description Short Description
1 REG Regular Redgular

3 o Dwerirne 1.0 oT1.0

20 Chi1 Compensatory Time Earned 1.0 Cmp E1.0

25 T Compensatory Taken, Full-Time Comp Taken

40 WAC Wacation Wacation

50 sIe Sick Sick

80 EFHL Eloating Holiday El Holiday

L9599 BRY Bereavement Leave Bereavernt

5998 UCT Linpaid Owerirne Unpd 0T

Click on the link with the appropriate description under “Search Results” to select the
earning code.
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If you are an exempt employee and you work overtime, it is up to your department on
whether you should record the extra hours under UOT, Unpaid Overtime.

If you are working overtime and get paid 1.5 for each hour you work over, enter in the 1
hour that you worked. The system will calculate your pay at 1.5 for you.

If you are a new employee and have not worked for six months yet, you will get a
message when you try to enter in a vacation earning code. The message will say "You
have to be here 6 months before you can use vacation.” If you have gotten vacation
hours as part of your sign on bonus, please notify your department admin person that
you should be allowed to use vacation hours in the first six months of your employment.

Activity
This displays the descriptions of the account code and the activity code. You can then
make sure you are using the right codes by name and not just the number.

Rate ID (AIC)

If you are working Out of Class (ie: AIC), you may have to apply a different rate value
for the hours you work. Example, you typically make $10/hr, but are working another

job that pays $12/hr. Your department administrator will setup a “Rate Adjustment ID”
for you to use to apply the $12/hr to hours you enter on your timecard. Access the

Rate-ID’s that is available to you by pressing the Prompt Qi you do not see a rate
code listed, contact your department administrator.

If you are only getting AIC for a couple of days and you put in hours for the whole week

on the line you have the rate id, the system is smart enough to know what days you will
be receiving AIC. It will calculate and process the additional amounts correctly.

15
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Look Up Rate ID

Pay Period End Date: oaneazonr
Pay Run 1D: ovr1y
Week No: Wieak 2
Timecard UserlD: TOO524
Timecard User Record N
Rate Adjustment ID: | hedgins with ;l |

Look Up | Clear | Cancel | Basic Lookup

Search Results
1 af1

Rate Adjustment ID Description Adjusted Hourly Rate
Al 1838 haintenance Crew Chief 22 7T35306

Click on the link with the appropriate description under “Search Results” to select the
rate id code.

Hours Fields

Enter the amount of hours for each day to apply to the given “Account code /Earnings-
code/Rate-ID” combination you have entered. Each week is from Sunday through
Saturday. If you start on Saturday night at 11pm and finish your shift at 7am on
Sunday, it is up to your department on whether the time is tracked on Saturday or
Sunday.

If you are working a fraction of an hour, you need to enter it in according to a
percentage of an hour.

45 minutes = .75 hour
30 minutes = .5 hour

20 minutes = .33 hour

10 minutes = .17 hour

5 minutes = .08 hour

You need to enter in actual worked hours. If you get paid time and a half for overtime,
you need to put in actual hours worked not the hours you will be paid for.

If you are an exempt employee and you work overtime, it is up to your department on
whether you should record the extra hours under UOT, Unpaid Overtime.

Hours Week-To-Date

This display field shows you how many hours you have entered in this week for each
line. This field does not update until after you click on the save or refresh button.
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Comments Tab

For certain Earnings-codes, comments will be required. Comments for SIC, BRV
(bereavement), and INJ (injury) are the only ones required at this time.

SIC comments

If you enter in SIC as an earning code, you must enter in comments
for that sick time. It will not let you save the timecard until you enter
in the comments. If you try to save before you enter in the
comments you get the error below.

' You must supply a camment when using Earncode SIC. Please click on the Comments Tab and select the bvpe of
< leave from the drop down in the Empl Comments Field,

The PeopleCode program executed an Error skatement, which has produced this message.

x|

Click on the OK and the program will move you to the Comments tab. You will then see
the Account code, Activity Code, Earning Code, Activity and the Empl Commments

Field.
" Standard i Comments Y Status \'n
sAccount Code w *Earning Code | Activity Empl Commerts
100-01110 Q Q rREG |C) Gen Fd-CMO Admini
100-01110 Q Q, wac |CL Wacation
100-01110 Q Q sic Oy Sick Q
100-01110 Q Q FHL |3, Floating Holiday

Click on the prompt on the empl comments. It will give you 5
Options. Click on the comment that suites your sick time the

Best.

Look Up Empl Comments

Earnings Code: SIC
Comment: hegins with  »
LookUp | clear | cancel | gasic Logkup
Search Results
1.5 of &

Fammily Member lliness
Medical Appointrment

My lliness 3 days ar less

My lliness greater than 3 days
Sick Child

RFP 1702 ATT 7 b
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BRV comments

If you enter in BRV (bereavement) as an earning code, you must enter in comments for
that time. It will not let you save the timecard until you enter in the comments. If you try
to save before you enter in the comments you get the error below.

Microsoft Internet Explorer, §|

You must supply a comment when using Earncode BRY, Please click on the Camments Tab and select the bvpe of
! leave From the drop down in the Empl Comments Field.

The PeopleCode program executed an Error statement, which has produced this message.

Click on the OK button to go to the Comments tab. You will then see the Account
code, Activity Code, Earning Code, Activity and the Empl Commments Field.

,( Standard Comments Y Statuzs \‘

tAccount Code w *Earning Code | Activity Empl Cormments

100-01110 a, a, REG | Gen Fd-ChO Admini

10001410 (e} (e} wvac O Vacation

100-01110 Q, Q, BRY | Bereavement Leare Q
100-01110 &} &} FHL | Floating Haliday

Click on the prompt on the empl comments. It will give you several
options. Click on the comment that matches who you took bereavement for. Note that

there are several options that are only for specific unions. Please only use the general
ones or the ones for your union.

18
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Look Up Empl Comments

Earnings Code: BRY
Comment: begins with
Look Up | Clear | Cancel | Basic Lookup

Search Results
1-18 of 15

AFS - In Loco Parentis

AFS - Other Cloze Relative
AFS - Other Fesident in House
AFS - Pall Bearer- 4 Hours
Brother

Daughter

Grandparent

IAF - Other Relative in House
OPE - Dom Partner Same Sex
QOFE - Other Resident in House
QPE - inloco Parentis

FParent

Barent-in-Law

SPA - Other Relative in House
Sister

son

Spouse

Step-Child

Other Comments

Timecard Entries 09/02/2007 Through 09/08/2007 {Wk 1) (RuniD 0719)
J( Standard ?‘ Comments Y Status \II

#fpcount Code % *Earning Code | Activity Employes Commernts

100-23410 Q, Q REG O Gen Fd-Data Prace Q
100-23410-PE0014|C), Q, rEG |Q ::n:tsb,:: ProceFadiliies Mamt |0 s 2 spacial praject that | am warkin| G
10022410 Q Q vac O Wacation lwent to the Bahamas for vacation Q
100-23410 &} &} sic |0 Sick Q,
100223410 Q Q HoL | Haliday Labor Day Q

You can enter in comments for any other earning line. Click on the Comments tab and
enter in under Employee Comments column and comments that you feel is important for
this earnings line.

Status Tab
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Timecard Entries 09/02/2007 Through 09/08/2007 (Wi 1) (RuniD 0719) Customize | Find | E First [ 1.5 o1 5 [F] Last
f Standard Comments Status \

*Accourt Cods activity
Code

Empl Supervisor Dept Audit Dept Head
Approwval Approwal Approval Approwal

100-23410 &} &} REG | Gen Fd-Data Proce Mot Apyd

*Earning Code |Activity

Pavroll =yt 1k

[#

100-2310-FE00 14| QL ree |Q Gen Fd-Data Proce-Facilities Mgmt

Mot Apvd
Business Are ot Ap

[#

100-23410 a

wac |0 Wacation Mot Apvd

100-23410 Q sic |Q Sick Hot Apyd

RILR|I R L
[+ | ] [+
{07 0| O | @

100-23410 Q) HoL | Holiday Mot Apyd

The Status Tab shows you what approval has been checked on your timecard.

Employee Approval

r Employee Approval
r Supenvisor Approval
™ Dept Audit Approval
™ Dept Head Approval

Use the “Employee Approval’ check-box to approve your timecard for the week when
you have completed entries for it and are satisfied it accurately reflects your hours for
the week. If you check the Employee Approval check box, it then automatically saves
your timecard and locks it for further entry.

Unlock TC

Employee Approval
Supenrvisor Approval
Dept Audit Approval
Drept Head Approval

Unlock TS

Once you approve your timecard, it will display an Unlock TC button. When you
approve your timecard, it locks it from any more entry. If you decide that you have
made a mistake and want to go back and change it before the supervisor approves it,
you need to click on the Unlock TC button to unlock your timecard. Once the supervisor
has approved your timecard, you will not be able to unlock your timecard.

Historical Timecard Approval
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~ Employese Approval
] Supendsor Approval
™ Dept Audit Approval
¥ Dept Head Approval

Approve TC U |

There may be times where you will be unavailable to approve your timecard before
payroll is processed. Your supervisor will do their approval and send your timecard on
to the Dept. Head. Once you return to work, go into the timecard you need to approve

Approve TG

and click on the | button to “electronically” sign your timecard.

Save Button

There are two save buttons on the page, one in the middle of the page and one at the
bottom. They both work the same to save the entries you have made. The keyboard
keys to Save is ALT + 1.

Error Message for Leave Accruals

If you have entered in sick, vacation, or any other leave accrual hours that cause you to
go in the negative, you will get the message below. You will not be able to save your
timecard until you correct it.

Microsoft Internet Explorer E|

ou have entered in more hours that wou have in your leave bank For the earning code you entered. You CAMMOT save your
! timecard unkil wou Fix this, Please check vour leave accrual balances!

The PeopleCode program executed an Error statement, which has produced this message,

If you are a firefighter you can have your vacation go in the negative because you have
your 5L bank of hours that you are accruing this year. If you are Police you can have
your floating holiday amount go in the negative. You will get this message below. You
can save your record but you will get the warning.

Warning -- You have driven an accrual balance negative, butyour rale allows vou to proceed with save. Be aware!

The PeopleCode program executed a Warning statement, which has produced this messane.
ok | cancel
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Notify Button

The notify button is used by the supervisors to notify you if they change your timecard.
When you click on the notify button it gives you another page to email information to an
employee. You will probably not be using this option.

Refresh Button

The refresh button will update the display fields on the page. For example when you
enter in time, the hour totals do not display the hours you just entered. You need to
click on the refresh button to update the display area.

Holiday Timecard Line

There are several holidays throughout the year. All of the holidays are defined on a
table by payroll. If a holiday is given to you through a contract or City policy, that
holiday will be automatically populated on your timecard when you enter it. Do not
remove this line or you will not be paid for the holiday. If you are working a holiday and
then taking another day off through an agreement with your department, you need to
record the days that you actually worked. You will then need to record the holiday day

when you actually took it. Parttime employees will be receiving prorated holiday pay
line.

/Wy Timecard My Timecard Punches )" Hour Check § Infarmation

Tmizd Userl0: Rec #: Marmne: EmpliD:

TO0463 1] Sirps ot Homer 1220 Employee Approval
DeptiD: Faosition #: Job Code: Step: Supervisor Approval
23000 Infarmation Senrices 00000064 030454 Nehmo e Analyst 3 Dept Audit Approval
Crew: Unicn: Barg Unit: Swie Date: Swvo Mhs: Base Ratz:  Pay Rate: Dept Head Approval

000001 QOFE 05012007 1.0 25.555320  25.855320
Returm to by T Home Adiustme nts

Timecard Entries 07/01/2007 Through 07/07/2007 (Wk 2) (RuniD 0714)
1( Standard Y Comments Y Status \I

Aocourt Code w Earning Code | Adtivity Rate |0 |Sun?M Mon 72 Tue7/3 |Wed7M |Thu?s Fi?h |Sst77 %

First Izl 1-2 of 2 El Last

Custamize | Find | E

100-01110 RE® @en Fd-CMO Admini &non &.00 &.00 &.00 a0
100-01110 HOoL Haliday 2.00 .0
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Buttons & Other features on Timecard Page

Adjustments

You department administrator may use this editor to make adjustments for you. If the
button-text appears bold and in red, then there are adjustments entered and you can
view them by pressing the button. Some of the adjustments that may be added are
forgotten overtime, sick used rather than vacation, missed AIC day, etc. Thisis a
display only page.

Adjustments

Adjustments
Main  Stetus

Lock Adj Off Cycle Al O Aocount Code Aot Cd Erncd Rate Adj 1D Adj Hrs Adi Arnt Adjustrnent Reazon

0672472007 100-01130 CEL 15.00 Additional Pay Entry

Save as Template

Press this button to save the timecard-information you have entered this week to your
“Timecard Template”. The template will automatically populate your timecard each
week when you create a new timecard.

Use the “Include Hours” to save your current hours entered out to the template. Be sure
that you only save hours in REG time. You should not save hours in the SIC or VAC
earnings code line, as those change from week to week and it won't allow you to save it
with hours in it.

See more documentation below

Load Template

Press this button to refresh it from your template you had saved. You would want to do
this if you had entered several entries and you feel that you have all the wrong
information in your timecard and want to just start over. You need to delete all of the
rows first before you load the template in.

See more documentation below.

Duplicate Labor

Duplicate labor is a convenience feature for users who need to "copy-down" the line
above. Click on the Duplicate Labor box on the bottom left of the page to turn this on
for this timecard. Click on the “+” next to the line you want to copy. It will then create a
new line with the same codes as the line above. An example is you worked 2 hours on a
specific account code and you worked the 2 more hours with a slight change in the
account code. With this feature checked on, you just click the "+" next to the line you
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want to copy and it creates a new line with the same codes. Then you just have to
update the account code.

Load Template %;i:t;:h}

Save as Template 5 ]

Cinclude Hours

Hours Totals box

This information shows you a summary of the hours that were entered for each day.
Like the box Hours week-to-date sums the hours across, the Hours Totals sum the
hours down for each day.

Back Button

There is the back button to navigate on the internet. PeopleSoft does not hold previous
pages like most internet sites do. You can not use the Back Button to go back several
pages in PeopleSoft. If you do, you may get the message:

Warning: Page has Expired

The page vou requested was created using information you submitted in a form. This page is no longer available, As a security
precaution, Internet Explarer does not autornatically resubrit your information for you.

To resubmit your information and view this Web page, click the Refresh button,

You can either click on the Refresh button to go back to the last page that it can accept
or you can click on the navigation on the left hand menu to go back to where you
started.
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My Timecard Punches tab (If Available to you)

[ MyTimeeard My Timecard Punches Y vy Training | Hour Check | Tnformafion |

Tmed UserlD: Rec #: Name: EmplID: | d Status
TO0027 0 ™ Emp Apvi Status
DeptiD Position # Job Code: Step: I” Sup Apv Status
06051  Administratve Services Aanz21 Accounting Clek 2 10 ™ Dept Audit Status.
Craw: Urion: Barg Unit Swve Dt: Swe Mns Base Pay: I— Uem “'M sts
AD SER 01 1 1000000 1.030000
Save | Return to by TC Home L

Punches Required For Cind First 14 4.2

Date of pay | JErncd ( TC Hours |Punsh Hrs
|r,-‘3..f13!’3DDﬁ !Mnndau ‘21 ‘CU\AP WKD 2 0 2.00
{ozr142000 [ Tuesday {21 \cc\nPWKD |1; 100

Punch Time Details End | ViewAll| 25 Firs &

=

Unpaid EXCESS
*Start *Stop T
. . L
Dste of pay Erncd ‘ Time T . HBrreeak ﬁra;l -In Hrs ‘EH\E'OEE Comment

‘[1 "— 03132008 Q [21 Q ifm?(rp 6:00AM | 7:30AM : ‘0.50 1200 |Worked 1.5 hous, but had 2-heur minimum call-in
I T ‘CDMP ’ ) )
amarooe @ |21 Q o |PODAM |730AM  |0.50 100 |Had to take a 5 hour break in the middle
| |
| | |

General Information

The "My Timecard Punches” tab allows you to track “Punch in” and “Punch out” times
for certain earning codes. In addition, some departments REQUIRE punch tracking for
some earning-codes like overtime and comp-time earned. The top box just gives you
information about you and your position and job you are working in. If you try to save
your timecard and you are required to enter in punch times, it will move you over to the
My Timecard Punches page and give you this message.

Depti0: Fasition #: Job Code:
G2000 Fublic iodes Conndana DS AnT i CECOP Inter
Cren: Unicn: B=rg) 0 NIErNe plore Fay Rate:

001344 HOMN

Save Eeturn to My TC Hor

16040187

"j Highlighted figlds are required, (15,30}
L

Enter data inka the highlighted Fields,
Punches Required For

OF 2402007 Tuesday

Punch Time Details ind | Wiew All | B First [4] 4 of 4 [

. Unpsid Excess
tStart *Period i
® ® _ jLisH
D=te of pay Ernzd Time End Time I-IlE:;eak ﬁil Ix] s Eri

E | = [rrmra o [oesme [N N | |C 1w
_
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Punches Required For

This grid-box displays any days and earning codes for-which time reported on the
timecard require punch entries. Days are color-coded to make it easier to find entries in
the Punch Time Details grid below. When you first go to this page, the Punch Hour’s
field will be 0.00 until you put in the punch times in the Punch Time Details.

Punch Time Details
This grid is used by the user to enter their “In” and “Out” times.

Date of Pay - Specify the Date the punches occurred. This is automatically filled in.
Earn Code - Specify the Code for which the punches are associated. This is
automatically filled in.

Start-time — Specify the start-time of the punch. You can enter this in military or
standard time. To enter in military time use the 24 hour clock (0600 or 2100). If you are
entering in standard time then use the 12 hour clock with an A or P after the time (6A or
9P or 1:30P)

Stop-time — Specify the ending time of the punch.

Unpaid (Break) Hours — Specify in hours the amount of time between punches that
does not count (Unpaid lunch, etc)

Excess Call-in Hrs — Specify any hours that the employee receives outside of the
punches for call-in minimums, etc.

Total Hours — Calculated total of hours for the entry and it is entered into the Punches
Required For Punch Hours field.

Employee Comment — An optional comment about the entry.
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Hour Check Tab

| My Tirmecard | My Timecard Punches | Heur Check Y Infarmation |

Trncd UserlD: Rec #: Name: ErnplID:

TO0465 i SimpsonHomer 1820 Employee Approval
DeptlD: Fosition #: Job Code: Step: Supervisor Approval
232000 Information Senices Qo0O00E4 020464 Mehwok Analhyst 2 Dept Audit Approval
Crews: Urion: Earg Unit: Swio Date: Swio Mths: Ba=e Rate:  Pay Rate: Dept Head Approval

000001 OFE 06/01/2007 1.0 25855320 23.855320
Return to My TG Horne adictment

Timecard Hours Breakdown
Standard Hours

Rliocate Dist %'s 88 [4] 4 4 [
Holiday Hrs: L Hr=: Adjust Hrs: | Hrs: [ l=ar Hrs: _ N .
cliday Hrs: Leswve Hrs: Ad ormal s sguisr nrs Account Code Distribution %
0.00 + 000 + 00 + 000 = m

Excess Hours
'S

OT Hrs: Aoorued Hrs: Cther Hrs: Adjust Amourt: Account Code Distriburtion %

0.00 0.00 0.00 F0.00

General Information

Use the "Hour Check" tab to double-check you hours entry to see that things are coded
correctly. This page is display only.

Standard Hours

Standard Hours are made up of Holiday pay, Leave hours, Adjustments to Standard
Hours, and Regular Hours. These hours will typically total to 40, unless you are a part-
time worker, have a flex schedule, or other odd activity that may cause you to
legitimately have over or under 40 hours. If your Standard hours do not total 40, you
will receive a “Not 40!” warning to alert you to possible errors.

Excess Hours

Excess hours can consist of Overtime Hours, Accrued Hours (Comp-time), Other Hours,
or Adjustment Amounts.

Allocate Dist %'s

This Allocate distribution box will display your allocation if you are budgeted to be
allocated between several accounts for a percentage. Employees should know if they
are allocated. On your timecard, you will select Allocate instead of an account code
string to allocate your hours. This is where you can see what accounts your time will be
allocated to.
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Grp Allocate Dist %’'s

Group Allocation Distribution is different than Allocate. This allocation is used
specifically for the Public Works department. The way this allocation works is to look at
your time over the last 4 weeks of timecards. It then adds them all together and looks at
the top 3 projects that you worked on. It then will allocate your time based on those
accounts. This is mainly used for vacation and sick account allocation. If you are a new
employee, you will not use PW Allocation for the first month you are here as you are not
allowed to use vacation or sick leave. If you have vacation front loaded from a sign on
bonus, do not use the PW allocate until you have been here over a month.
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Information Tab
The information tab is only to give you information. You cannot enter any data into this
page.

My Timecard | My Timecard Punches j Hout Check | Information |

Troed UserlD: Rac #: Hame: Ernpl10:
TO0468 1] Sitr e ot Hotner 1820 Il Employee Approval
DeptiD: Position #: Job Code: Step: r Supervisor Approval
01000 ChO 0000000z 188107 Assistant City Manager i} r Dept Audit Approval
Creny: Union: Barg Unit: Swve Date: Swe hths:  Base Rate:  Pay Rate: I— Dept Head Approval
000001 NON 06012007 1.0 G0.7567438  &50.757438
Save | Retum to by TC Home Adjustments
Work Phone:
I Calendar: [20.00 Fiscal: [40.00 Fed State
Mar Status:lS 5
SalPlan:  Grade: Step:  Standard Hours: Allowances:|0 il
MO |45 |5 I 40.00
Addl Amt: ID aa 0.00
First 4] o1 1 (] | 3=t [l Accrual Information First (4 1. of 4 [¥] Lagt
Erncd  Description Hre  Amourt |Plan Type BeaBsl |HrzEsmed |Spert  |EndBal  |Futwre Eam |EAdE Future End
Spert Eal
_ Sick 0.000 0.000000 (0.000 0.000 0.000 0.000 0.000
Wacation 0.0o0 0.000000 0.000 0000 0,000 0.000 0.0o0
Compensatory Time 0.000 0.000000 0.000 0.000 0.000 0.000 0.0o0
Floating Holiday 0.0o0 0.000000 0.000 0000 0,000 0.000 0.0o0

General Information

The Information tab provides you with a variety of information about your position, job
and leave accruals.

YTD Hours

This represents how many hours you have worked this year as of the beginning of the
year. It DOES NOT include hours you have entered for the current or future pay-runs,
only what has processed through payroll already.

Tax Info (As of Today)

This represents your tax settings in the system as of the date you look at it. Even if you
are viewing a historical timecard, the Tax Info is as of present. It shows what you have
setup for your W-4. It is separated by Federal and State and shows you your Matrital
Status, the allowances you have claimed and if there is any additional amount that you
are having taken out for taxes.

Additional Pay

If you receive additional pay, your additional pay information should display here. For
example, Cell phone allowance, auto allowance, incentive pay, uniform allowance, etc.
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Comp Time Information

If you have and/or currently earn comp-time, information about those hours will display

here.

Accrual Information

If you are eligible for Accruals then any activity in these accounts will be displayed in
this area.

Accrual Plans:
Sick
Vacation
Compensatory Time
Floating Holiday
Police Holiday — Police only
Vacation Leave Accrual Fire — Fire only
Smoothing Fire Bank — Fire only

Information:
Plan Type — this lists all of the plan types you have available for leave
accruals
Beginning Balance - this is the current balance you have at the start of
this period

Hours Earned — this show how many hours you earned for comp time that
you have entered. It will not show you the hours you earned
through sick, vacation, floating holiday, etc

Spent — this shows you how many hours you entered to use this pay
period for this leave accrual

End Balance — this is the ending balance of beginning hours + hours
earned — spent

Future Spent - this will show you any hours you have entered in future
timecards to use for this accrual

Future End Balance — this is the ending balance for the future. It takes
End Balance — future spent

Accrual Information First (4] 1-4 of 4 [ Last
Flan Tvpe E=g Bal Hr= Ezarned Spent End E=l Future Spent |Future End Bal
Sick 286.910 0.00000a 0.000 286.910 0.000 286.910
Wacation 458 924 0.00000a 3Z.000 426.924 0.000 426 924
Compensatony Time 20.000 0.00000a G0.000 20.000 0.000 20.000
Floating Haliday 0.000 0.000000 30.000 -30.000 0.000 -30.000
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Timecard Template

The Timecard Template is a tool that an employee can use to simplify their timecard
entry. If you have created a template for yourself, then it will automatically be entered
for you each time you enter a timecard page to put in your time. You could then enter
only exceptions in your actual timecard if needed to complete your timecard efficiently.
You can also use the template as a starting point by having most of the information you
need to enter in your timecard.

My Timcard Template ',

TimecardUserl:  Record # HName: Timecard Group:
TOD4E68 0 Simpson,Homer Cho

save | Retum fo by TC Home

Template Values Customize | Find | Yiew All | # First [ 1303 M
*Acct Cd Act Cd "Emed  |Adfivity Desc | Sat Sun ton Tug ied Thu Fri Employee Comment

10001110, Q |rRE6Q, i;;;‘?’mo g 8 3 8 8
10001140, Qs @ |sin
0001110, Q. |wac Q |Vacation

General Information

Your template can be reached from your My Timecard Home page. You can only save
one template. If you want to create a new template, you create your timecard and then
save your template again.

Columns

The columns in the template should be the same as those found in your timecard
except there are a few columns that are only entered in at the timecard page so they will
not show here in the template.

Hour Information

Hours are optional. It is perfectly acceptable to create a template of the Account codes,
earncode, etc that you typically use during a week, but wait until the actual timecard to
enter the hours. Do not enter any hours in your template for sick or vacation. You
should only save hours to your template for regular hours.

Save Template

Click on the Save button in the template page to save this template. You only have one
template. If you have a template already, it will give you a message asking you if you
would like to overwrite the current template.
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Load Template

The load template button is located on the My Timecard page on the bottom left. The
Load template button is used to reload your template if you have messed up entering in
your timecard and want to start over again. In order to load your template if you have
entered in hours already, you need to delete all of the rows. It will not load your
template if you have rows and hours in.

Load Template

Save as Template

[linclude Hours

Save as Template

This button will save the current timecard that you are viewing as your template. You
may want to do this when you have changed account codes and want to start using a
new template to start your timecard entry.

The Include Hours button allows you to save your new template with the hours that you
have entered. If you do not check this button, it will only save the template with the
account codes, earnings codes, etc and not any hours.

You only have one template. If you have a template already, it will give you a message
asking you if you would like to overwrite the current template.

Are you certain you wish to avenwtite your current template’?

0] 24 | Cancel |

Timecard Changes by Supervisor

Notify

There are times when you timecard may be changed by your supervisor or department
head. When there is a change, your employee approval check box is unchecked. This
is one way you will be able to see if anyone has changed your timecard. The
supervisors and department heads besides changing your timecard will send you an
email to notify you that your timecard has changed and what the change was. It is your
responsibility to go back and reapprove your timecard with the changes. Here is an
example of the email that you would receive if there was changes. You can double click
on the link and then login and it will take you directly to the timecard in question.
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From: gmott@ci. springfield.or.us Sent:  Tue §/7f2007 4:10 PM

To: GUTHRIE Faula
Ce:
Subject:  Change in your timecard

Workflow Notification

Priority:

Date Sent: Z007-05-07

Jent To: Guthrie,Paula Jane/GUTH7O3S

(=15

Please click on the link below to access this transaction:
http://spShtesti.springfieldl.net/psp/HRETCZ 1/EMPLOYEE/PSFT HR/co/SPR TIMECARD.LCTC MY TIMECARD,.USA?

Page=LCTC MY TIMECARD&LC THMCD GROUP=D3D&LC TMCD USERID=TO0133&LC TMCD UIER RCD=0&LLC WEEKMO=2Z £PAY END DT=2007-05-15&RUN ID=
O717&WEEE BEGIN DT=2007-08-12&lction=0U

Message Text:
¥ou put down 4 hours of overtime and I have that vou worked 5 hours 2o I changed your timecard to reflect that. FPleas go
back and reapprove your timecard.

Thanks
Your supervisor

Supervisor deleted lines

If a supervisor deletes a line on your timecard after you have approved it, there will be a
link that shows up on your My Timecard page. It will say “Link to Deleted Time
Records.”

Load Template | | | [ pypiicate Labor

Save as Template | [use Off Cycle

D Include Hours

Hour Totals

Link to Deleted Time Records

& Save | L\ Return to Search | +[E] Previous in List |

hlw Timerard | Honr Cheek | Infarmatinn
By clicking on that link you will be able to view the lines that the supervisor had deleted.

LC Tmecd Deleted Records View

Deleted Timecard Records

Labor Cd Earn Code Fate Adj 10 Sat un o Tus Wied Thu Ti Adj Ot

Iz

100-36200 WAC 2.00

Supervisor changes lines

If a supervisor changes a line on your timecard, you will be able to see the status before
the lines was changes. If you click on the Status tab on My Timecard page, you will
see the employee approval check on the line that you had previously approved. The
Timecard Status box will not have your Employee Approval box checked.
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Tracd UserlD: Fiac #: Nare:

EmpllD:
TO0125 0 Smith Teffrey Dale 1313 Clemployee Approval
DeptlD: Position # Job Code: Step: Supervisor Approval
G2000 Fublic Waors oooo1z244 a24627 Traffic Maintenance Technician & Dept Audit Approval
Cress: Urian: E=rg Unit: S Date: Swo Mths: Bzse Rate:  Pay Rate: Delﬂ Heail Apprwal
0o0ez3 AFS il [ E =y j=leli] 206.0 220042385 22004285

Save | Return to bty TC Home

Timecard Entries 09/16/2007 Through 09/22/2007 (Wk 1) (RuniD 0720)

{ Stancard Y Comments Y Status ‘.I

tAncourt Code % *Ezrning Code | Activity Employee Supervisor Dept Audit

Approvwal Approval Approval
S Y
mem @ A

Street-Traffic Co

Street-Traffic Co
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Logging out of PeopleSoft HRMS

1. When you are done working in the PeopleSoft HRMS system and want to logout,
follow these instructions.

2. On the right hand top of the page is the Sign out link. Click on that.

3. It will automatically log you out and take you back to the login page.

A PeopleSoft B Sign-in - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

- ( -
a Back. o Ia @ @ /D Search *Favontes a @ =] - D ﬁ ..3
Address | @] hitp:ffspahtest2.springfieldl . net{psp/HRETC2/EI Go | Links * Google + () Settings

PeopleSoft.

Dansk Deutsch
T
Erangais Erangais du Canada
ltaliano Macyyar
To settrace flags, click here Mederlands Morsk

Polski Portugués

Fuini it e
< 1l ] =]
€] 8 Internet i |

4. Click on the Red X on the top right of the page. You are now logged out and
exited PeopleSoft.

Logging out of the Network
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Make sure that all your open windows are closed
Click on the Start button the left hand bottom of the page.

|§| Shut Down

N =

3. Click on the Shutdown button
4. It will then give you box that asks “What you want the computer to do?” Make
sure that Shut down is the in box by selecting it from the drop down list.

Shut Down Windows

f i Mice J

3 Wind
Copyright & 1985-2001 .. Professio
Microsoft Conporation

@ what do wou want the computer ko do?

| Shut down

Ends vour session and shuts down Windows so that
woll can safely turn off power,

L Ok, J[ Cancel ][ Help ]

5. Click on OK and your computer will shut down.
6. You are done!!
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Accessing your application using the keyboard

keyboard navigation is contralled by Hot keys and Access keys |
List of Hot Keys
Alt 1 -- Executes different buttons depending on the page type
= Save hutton on the Toolbarin a page
= Ok hutton on a secondary page
= Search or Add button on a Search or Lookup page
Alt 2 -- Return to Search
Alt 3 -- Mextin List
Alt 4 -- Previous in List
Al 5 --Yalid Lookup Yalues
Al & -- Related Links
Al 7 -- Insert Bow in arid or scroll area
Al 8 -- Delete Row in grid or scroll area
Alt O -- Refreshes the page by invoking the Refresh button on the Toolbar
Al . -- Mext set of rowes in grid ar scroll area [e.q., Alt period]
Alt, -- Previous set of roves in grid or scroll area [e.g., At comima]
Al /- Find in grid or scroll area [e.d., Altforward slash]
Al -- Wiew Al in grid or scroll area [e.o., Alt prime]
Al - Toggle hetween Add and Update an the Search pade [e.9., Alt hackslash]
Ctrl J -- Systemn Infarmation
Ctrl K -- Kevhoard Infarmation
CtrlY -- Togole menu hetween collapse and expand.
Ctrl Tab -- Toggles focus through the frame set
Enter -- Invokes the following buttons where present: Ok, Search, Lookup
Esc -- Cancel

List of Access Keys

Al 9 -- Takes you to the Help line

Al ' -- Takes vou to the Toaolbar [e.g., Alt hackslash Enter]
Ctrl Z -- Takes you to the Search hox of the Menu

Menu Access Keys
The Ctrl £ combination will focus your cursor onto the menuing system. From there, you can use
your tab key (or shift-tab to reverse direction ) to navigate through the menu hierarchy.

About Access keys and Hot keys

= AnAccess Keyis an Alt key combination that maves facus to a specified field an the current page.
Far example, Altl moves focus to first button an the Toalbar. Then pressing the Enter key

wiolld invake that action. Or, yvou may use the Tah key to mowve you to the next Toolbar hutton.

= A Hot Key performs an immediate action. For example, when focus is in a field that has lookup
arocessing, Al S invokes the Lookup page without having to press the Enter key.
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Reaching and Logging on to PeopleSoft HRMS

Internek
@ |
2. Launch the browser (Internet Explorer) remet Bplorer and navigate to Springboard.
[http://springboard]

2. From Springboard, you will Select Employee Self Service by clicking on the picture or the [Employee
Self Service] text.

Employee Self Service -
Arcess to yvour personal, benefit and
payroll mformation. View the
Employee Self-Service Documentation.

The PeopleSoft sign on page should then display and you can sign-on to the PeopleSoft system. Your ID
and PASSWORD are entered in UPPERCASE.

Your ID is the first four characters of your last name and the last 4 digits of your social security number.

Your password is assigned to you and you should change it every so often. It is important that you login
stays secure because there is lots of sensitive information.

If you attempt to login to the system 3 times incorrectly, you will be locked out of the system. If this
happens, or you have forgotten your password, you will need to contact the IT Help Desk at X1234 to
have them unlock or reset your password.
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http://springboard/

PeopleSoft.

User ID: |USERID)| Select a Language:
Passwurd:l English Espafiol

Dansk Deutsch

S ——
rancais  Frangais du Canada
ltaliano Macyar

Monitoring and Approving Time for your Employees

The task of the supervisor in the timecard system is the review and approval of employee timecards.
These employees are the ones that are under your direction and supervision. You may be asked to
approve timecards for another supervisor if they are not available. You will then be identified in the
system as the supervisor backup. If there are any timecards that are not correct, you can change them
and then notify the employee that they have been changed. The employee should have approved their
timecards before you approve them but it will not stop you from approving them if the employee has
not approved it first.

Timecards should be approved every week by Monday.

Using the left-hand navigation menu, click on the SPR Timecards menu and then “Administer Timecards”
link.
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Menu B E

Search:
&

+* SPR Timecards

— Chande hly Password

[+ Wiy Favorites
[ Employee Self Semice

— Administer Timecards
— Dynamic Profile Report
— Dynamic TS Report
— My Timecard Home

[ Spr Custam

Y

ou will then see the Timecard Administration blank page.

[/ Timecard Administration " Browse TC |

TC Group:

Crews #: Wor kgroup TC Filter 1: TC Filter 2: TC Filter 3
e | o & | Pg | A — | —

Pay Run ID:

FPay Begin Ot: Wk 2 Start Ob: Pay End Date:
Lock¥eek 1 Lock ¥eek 2
ori7 Q oga2007 | |

Timecard Information

View TC Erowse ErnpllD Name k# Empl St |Empl Super %t %‘;—; Pyl |Haol + Leave
Wiew TC Brouse

The TC Group should be populated for your department. If it is not, select a TC Group by clicking on the

look-up Prompt Q . You will select your department and it should be the only one that is displayed.
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Look Up TC Group

Search by:

Look Up | Cancel |Advanced Lookup

Search Results

Timecard Group Description

Dsh

Timecard Graup | hegins with

1 of 1

Short Description Status

Development Services Dept DSD Active

The Pay Run ID should be populated with the active pay run. If not, select an Pay Run ID by clicking on

the look-up Prompt S, You will select the Run ID for the active weeks that you are approving. The

only time you would select a Run-ID other than the active is in the brief window where the previous run

is Still Processing and the new Run-Id has started.

Look Up Pay Run ID

Search by:

Look Up | Cancel |Advanced Lookup

Fay Run D

Search Results

Pay Run ID Pay Period End Date Description
0726 1202202007 FUTURE
ovés 1210852007 FUTURE
074 112452007 FUTURE
0723 111052007 FUTLIRE
o722 10f27r2007 FUTLIRE
o721 100132007 FUTURE
o7rzo 09r29r2007 FUTLIRE
o714 o9 a20o7 FUTLIRE
o718 ogso1s2007 FUTLUIRE
[IFA ognarzoor ACTIVE
o716 ogim4r2oo7 PROCESS
o714 oFi2r2007 HISTORY
0714 orravr2oo7 HISTORY
nria NRIZ3NNT HISTORY
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Click on the Refresh button and it will then populate the timecards that you have access to as a
supervisor or backup supervisor. There are two lines per person because each timecard is for only one
week and there are two weeks in a “Run.”

PeopleSoft.

Search:

@

> My Favorites
> employes Seif Service

My Timecard Home
My Timecard
My Timecard Template

MewWindow | Help

| Timecard Administraiion | Bmwse TC |

Refresh

Timecard Group:  Crew Number: Pay Run ID: \afr Solectionis) |
TC Fitter 2:

Cram— — e —

Wk 2 Start Dt: PayEnd Date:
061172005 061712005

Pay Begin Dt
060472005
Timecard Information

> PeoplzTools
Applicant Home
Change My Password
My Personalizations
rofl
by Ditionary

g :‘RD i View IC |Brovse |Name Wi# |EmpSts |Emp |S.p |D-Aud |Dept |Fwl |Hal +leave |+Morm Of |07 |4od  [Ohhs
ecruiting ——t- =T — — == — e e e e b s M= =T P =l =3
D> Workforce Administration View TC |Browse | Abele.Judith J. Wil |Active B |BE |E |E |E MISS NG TC
EES“ET“ Ve TC s |AlsleJuditi . whz o |Audiee E B B | |® kil ki
b Stock View TC |Browse  |Albedo, Margaret A w1 |adive E |E B |E |B MISS NG TC
P Time and Labor 1
B North American 2agenll Voo 0 | Rrcaoes Alhsdn Margarst & W5 (At B e |m |m|= MISS NG TF
> Global Payroll
1> Payral Interface View TC |Brouse | AllenDorothy F. w1 |Active HE |E B |B |E MISS NG TC
I Workforce Devalopment e —E
P Organizational View TC |Browse  |AllenDorothy F. Wk 2 |Active r = r [ ] = MISS NG TC

Develapment View TC |Browse | AllenMitchell L w1 |Active E |E |[E |FE & MISS NG TC
I Enterprise Learning
I Workforce Monitoring View TC |Browse | AllenMitchell L k2 |Adive [ ] [ 7 ] B = MISE NG TC
> Pension
D Pariners View TC |Browga | AllenSharon L Wkl |Active B |E E |E (B ‘ MISSNG TC
E gg:aljgur:gan;\ggemem View TC |Browsg | Allen.Sharon L wkz  |Active H |@E H |E (W ‘ MISS NG TC
E \E\ff!'ebmﬁl?e Components View TC |Broimg | Alviskisa A WK1 |Active E |E |H |= |§ MISS NG TC

orklis

D Tree Manager View TC |Broums  [AbvisLisa A wz ave (OB (B O|F W MISS NG TC \
> Reports
S H;:;m“g Tools View TG {Broves  |RlvisRec) w1 |active m m (mwm | MISS NG TC ‘

Eviotty |
Timecard Administration | Browse TC

Crew Number
Press the prompt button to select the crew you wish to call up to approve. As a supervisor, you will only

have access to your primary crew, or crews you have been selected as back-up for. This defaults to

blank.
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Look Up Crew #

Search bl_.,r: Creny Mumber w [hegins with

Look Up ‘ Cancel |Advanced Logkup

Search Results

18 of 8
Crews Number Description Short Description
aoo07a2 Flanning Mananger i ott
000761 Community Services Manager Puent
Q00yeE2 Code Enforcement Officer ott
ooovay Development Services Director Grile
001045 Department Assistant M ar
001068 Flanner 3 Donaovan
001338 Flanning Supervisor Metzger
0013745 Flanning Supervisor Summers

TC Filter

There is a drop down box that allows you to filter the timecards that are on your list. The one that is
most used is filtering week 1 and week 2. If you filter by “Wk 1” it will only show you the timecards for
that week. That way it is very easy to browse through those records to approve. You can do the same
with “Wk2”

Cremw #: Wiar kgroup TC Filter 1: TC Filter 2: TC Filter 2

Q 4

Fay Begin Of: Wk 2 Start Df: Pay EndDirectu:-rs

2 DEMEEO07  0Zce007  oande| N DAUdARY
Mo Dep Apw

Mo Pyrlfp

Je

lame wi# |EmgHNo Sup Apyw
Overime
tarrewik, Trudy Juanita ik 1 Acti PWIEXE_:PTN
FateAdjust
tarrewik, Trudy Juanita k2| Acti ik 1
k2

After you enter in Wk 1 into the TC Filter 1, you will need to click on the Refresh button to show just the
week one records for your crew.
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[ Timecard Administration Y} BrowseTC

Refresh |

TC Group:

CMo

Pay Run ID:

o718 Q

Crews #:

‘Wiar kgroup

TC Filter 1: TC Filter 2:

TC Filter 3

N

& [wer ] | 5 |

w

O8/26:2007

Pay Begin Of: Wk 2 Start Dt: Pay End Date:
02/19/2007

09404 2007

Migw TC
Miew TC
Wiew TC
Miew TC

Wiew TC

Erowse
Broveze
Brovge
Broveze

Brovse

EmpllD Name

1656
1804
1182
1703
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Borrewilk, Trudy Juanita
Griesel, Courtney b
Grimaldi,&ino C.

Laudati,Niel

d
g

Empl St=  |Empl Super %EI‘_:{

T
i
]
o

Active

Active

Active

Active

Hol + Leawve +t
40,
32,

40,
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Browse TC

[ Timecard Administration '} Browse TC

TC Group: Crew #  Runll: Wi = Job CDx Union: BGL: FLSA Stat: Empl Approval
DS Qaooyay o715 Wil 2 168237 NOM 0 Exempt [Isuper Approval
EmpliD: Rec#  Name: RegTemp  Std HrsWk: Dept Audit Approval
1080 i} Puent,David James Regular 40.00 Dept Head Approval
Payroll Approval n
View TC =- Previous| Mext-=
~ Timecard Details ze | Find
f Main i
Labor Cd  |Erned | Rt Adj 1D Adi Rt | Sun 7015 ?’}E Tue 717 |Wied 718 |Thu 719 |Fri 7020 |Sat 7621 | Hrs WD éﬂ oo |Emploves Comment
ALLOCATE | SIC N
ALLOCATE |VAC 200 200 200 2.0 8.00 40,00 N
ALLOCATE RES N
Sun Mon Tue Wed Thu Fri Sat Hr= WTD
Totals 200 200 800 200 800 40.00

* Adjustment Detail

* Punch Details

¥ Training Details

Hol: + Leswe:  + Morm: = Reg Hrs: OT Hrs: OT Hrs: Acord: Oth Hr=: Arnount:
4000 40.00

Wiew TC Punches List Crewsheets

Timecard Administration | Browse TC

General Information

You can use the “Browse TC” page in the Timecard Administration area to review and approve your
Employee’s time. This feature allows quick access to view the timecards, however you cannot modify
any employee time here. If you need to perform an operation on an employee’s timecard other than
approving it, you must use the “View TC” link to go to the employee’s timecard page for corrections.
From there, you can make any changes that may be necessary before approving the employee’s time.

Approval Checkboxes

Check the [Super Approval] box for the employee timecard if you approve the time as entered. It will
automatically save the approval check mark.

Navigation Buttons

Use the [Previous] and [Next] buttons to scroll through each timecards you have access to on the
“Timecard Administration” page.
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Timecard Information Columns

View TC

You can access any of crew’s timecards by selecting the [View TC] link next to the person/week you wish
to see. A new page will pop up with the employees Timecard. Follow the instructions for entering in an
employee timecard if you need to make any changes.

Browse

This activates the “Browse TC” Tab and brings up the employee you select from the list. The “Browse
TC” page is discussed later in this document.

[ Timecard Administration | Browse TC

TC Group: Crew % RunlD: WK #: Job CD: Union: BGU: FLSA Stat: Empl Approval

DED 0go7s2 0714 Wl 2 199267 QrPE 1 Exermnpt |:|Su|)e[ Approval
EmpliD: Rec# HName: RegTemp  Std HrsWk: Dept Audit Approval

1373 0 Gale,Kitti M Regular 40.00 Dept Head Approval

Payroll Approval __ -

View TC HOLIDAY WEEK i =IO | L CX

~ Timecard Details Customize | Eind | L First B 1.2 ot 2 [V Last
f Main ]

Lsbor Cd |Erncd RtAdiID  AdiRt (Sun7?M |Mon %2 [Tue?i |wed 74 |Thu?5 |Fi?H |Sst77  Hs WID éﬂ oo  Emplovee Commert
210-63621 |HOL .00 .00 N Indapendence Day
210-63621 |REG 2.00 2.00 £.00 .00 32.00 N

Sun Mon  Tus  Wed Thu  Fri sat Hrs WD
Totals 500 BO0 800 800 500 40,00

} Adjustment Detail

» Punch Details

¥ Training Details

Emplid and Name

This shows the Employee ID number and the Employee Name.

WK #

Timecards are completed on a weekly basis. Run-ID’s are a 2-week period. Week # indicates which
week (1 or 2) the given timecard is for in the given Run-ID.

Empl Sts

The Employee Status column displays the status the HR has entered for the employee. Typically, this

should be “Active”. However, if an employee is on leave, recently terminated or other, this status may
reflect those situations.
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Empl, Super, Dept Audit, Dept Head, and Pyrl Checkboxes
These checkboxes indicate who in the process has signed off on the timecards. If a box is checked, then
that person has signed off and accepted the timecard as it was entered.

Hours Columns

The Timecard Home page will display hours in each of the categories seen. (Holiday, Leave, Norm
(Regular), Overtime, Accumulated Hours (Acrd - Comp Time), Other Hours, and finally Adjustment
amounts).

Adjustment Present
Adjustment Present is a check box that is used for Department Admin or Payroll for verifying an
adjustment amount.

Crew
This field displays that crew that this employee is in. The crew is the group that one person supervises
in a department or division.

TC Warn

This red indicator will alert you if the employee is Missing a timecard, or has entered regular hours <>
40. The “Not 40” warning can be ignored if they do not typically work 40 hours, or if that week they
truly had an exception.

Other Info

This column may have warnings if the employee’s current profile is out of synch with HR Data, or they
are a contractor and not being paid through Payroll, or other important information about the
employee.

Department Head Approval

Payroll will not lock down the timecards until all department heads have approved their department
timecards.
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trmi iemv | ey v | opcep

{ Timecard Administration Y Browse TC

TC Group: Dept Head Approve AIITCS|
Crewe #: Warkgroup TC Filter 1: TC Filter 2: TC Filter 2
Refresh B o}
E Q Q > N ~ || DeptHead Approve Week1|
Pay Run ID: Py Begin Ot: Wk 2 Start Ot: Pay End Dat
E) egin =] N E) il (=}
o7 G, ¥ Ee v Dept Head Approve Week 2|

022002007 10072007 A0s1202007

Timecard Information Custamize | Eind | Wiew All | # First A 114 of 23 B Last

Wiew TC Browse Ermnpl 1D Hame k# |Empl $t= Empl Super Pl Hol + Leawve + Horm = ReqPay TC

Wiew TC Browse 1792 Bear.P attieb uff M1 | Active 13.50 13.50 Ex

The Department Head can either approve the timecards Week 1 then Week 2 or else they can approve
all the timecards for the two weeks.

Dept Head Approve All TCs

The Dept Head Approve All TCs button allows the department head to click this one button to approve
all of the timecards for the two week period for all employee timecards in the department. You can
approve them this way or else go through the Browse TC to approve them one at a time

Dept Head Approve Week 1

The Dept Head Approve Week 1 button allows the department head to click this one button to approve
all of the timecards for week 1 for all employee timecards in the department. You can approve them
this way or else go through the Browse TC to approve them one at a time

Dept Head Approve Week 2

The Dept Head Approve Week 2 button allows the department head to click this one button to approve
all of the timecards for week 2 for all employee timecards in the department. You can approve them
this way or else go through the Browse TC to approve them one at a time

Correcting Timecards

If you find that there is information on a timecard that you are reviewing and approving that is incorrect,
you may change the timecard and notify the employee that you have changed it.

The same instructions that are used for an employee entering in their timecard is the same
documentation that you would use to correct a timecard. Please use the employee timecard entry
documentation for entering in to an employee timecard.

Once you change the employee timecard and save it, the employee approval will become unchecked. It
is one of the indications to the employee that their timecard has been changed. The employee will then
have to go back in and reapprove their timecard.
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NOTE: After you change an employees timecard, you will have to click the RED X at the top right of the
page to exit out of the timecard and go back to the main Administer Timecard page. You do not use the
RED X to exit out of PeopleSoft only out of an employee timecard if you are in administer timecard.

Notifying the Employee
Once you change the employee’s timecard, an email will automatically be sent to notify the employee

that they need to reapprove their timecard.

If you would like to add more comments you can also send the employee an additional email.

To notify the employee, click on the Notify button at the bottom of the page.

[Z] Motify

Send Notification Page

A new page will open that will have the standard format for an email. You can enter their email address
into the To: field or else you can click on the Lookup Recipient link.
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Mew Window | Customize F

Send Naotification

Type names ar email addresses inthe To, CC, or BCC fields, using a semi-colon as a separatar.
Click LOOKUP RECIPIEMT ta search for a name. Click DELIVERY OPTIONS ta views ar change the method ofthe send.

Notification Details Lookup Recipient Delivery Options

To:
cc:
BCC:
Priority: A
Subject: =Enter Subject here= @
Template  |\wiqiow MNotification ~
Text:

Priority. %MotificationPriority

Mato Sant: 2O00T O AT v
Message: K

Click OK to send this notification and exitthis page. Click Cancel to exit this page without sending a notification.
Click Apply to send this naotification and remain an this page.

Ok | Cancel| Apply |

Lookup Recipient Address Link

When you open up the recipient link, it will give you a page that had the Recipient Search at the top.
Enter in the first characters of the person’s last name.
Click the Search button. It will give you a list of employees that start with those characters.

Click on the To: check box besides the employee you are sending the notify to. Click on the Add to
Recipient List button.

Click on the OK button.
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Send Notification

Lookup Address

Name: ‘ |

Search

Search Results First [ 1 o1 [M
To (= boce Recipient Email Address User ID
O O O

Add to Recipient List

To: | |

ce: | |

BCC: | |

oK Cancel

Send Notification

Lookup Address

Name: |a

Search

Search Results

To cc  bhee Recipient Email Address

Fl Fl O] @&  AdairDebbie Sus dadairg@eispringfield.orus

O O O @&  AkinsScoftEllis sakins@el.springfield orus

Fl Fl O & Adaco Livis Alondra laldacog@eispringfield.orus

O O O & AllenJoseph dadair@cl.springfield.orus

Fl Fl O & Allen,Mark Andrew malleng@ci.springfield.orus

O O O & Allocco,Louis M sakins@el.springfield orus

Fl Fl O & Allocco,mary E malloccog@el springfield.orus

O O O & Arundson Allan Addebe aarmundson@cel.springfield.orus

Fl Fl O & ArcherJames Scott jarcher@ei springfield.or.us

O O O & Atkingon,Scott B satkinson@ci springfield.orus

Fl Fl F & Awrniller Marilyn M. mawrmiller@ei springfield.orus
O O & AJDITOR

O
Add to Recipient List

To: | |

ce: | |

BCC: | |

Ok Cancel

Enter Subject
Enter in the Subject for this notification. It should say something to the effect of “Change in your
timecard.”
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Message

Do not change anything that is in the Template Text: box. Enter in the message of the change that you

made to the timecard. For example: “You put down 4 hours of overtime and | have that you worked 5

hours so | changed your timecard to reflect that. Please go back to your timecard and reapprove it.”

This is what the message will look like to the employee that they receive in their Outlook email account.

From: gmott@ci. springfield.or.us

To: GUTHRIE Paula
Ce:
Subject:  Change in your timecard

Workflow Notification

Priority:

Date Sent: Z007-05-07

Jent To: Guthrie,Paula Jane/GUTH7O3S

oo

Please click on the link helow to access this transaction:

Sent:  Tue §/7f2007 4:10 PM

http://spShtesti.springfieldl.net/psp/HRETCZ 1/EMPLOYEE/PSFT HR/co/SPR TIMECARD.LCTC MY TIMECARD,.USA?

Page=LCTC MY TIMECARD&LC THMCD GROUP=D3D&LC TMCD USERID=TO0133&LC TMCD UIER RCD=0&LLC WEEKMO=2Z £PAY END DT=2007-05-15&RUN ID=

O717&WEEE BEGIN DT=2007-08-12&lction=0U

Message Text:

¥ou put down 4 hours of overtime and I have that vou worked 5 hours 2o I changed your timecard to reflect that. FPleas go

back and reapprove your timecard.
Thanks
Your supervisor
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Logging into the Network

10.
11.

12.

13.

14.
15.
16.

The IT department assigns you a network login when you start at the City. If you have not logged
into the network, you can request your login and password from the IT Help Desk at x1234.

Turn on the computer.

It will then give you a screen to log into Windows by pressing the CTRL key and the ALT key and the
DEL key at the same time

If this is your desk computer, it will already enter in the username. If the username is not yours then
you need to enter in your username

Enter in your first initial followed by your last name and then the” @” symbol then springfield1.net.

Example: hsimpson@springfieldl.net

Enter in your password
Click on the OK button
You will then be logged into the City of Springfield network.

Reaching and Logging on to PeopleSoft HRMS

3.

Internet
Internet Explarer

Launch the browser (Internet Explorer)
http://springboard

and navigate to Springboard.

2. From Springboard, you will Select Employee Self Service by clicking on the picture or the “Employee

Self Service” text.
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Employee Self Service -
Arcess to your personal, benefit and
payroll mformation. View the
Employee Self-Service Documentation.

The PeopleSoft sign on page should then display and you can sign-on to the PeopleSoft system. Your ID
and PASSWORD must be entered in UPPERCASE.

Your ID is the first four characters of your last name, followed by the last 4 digits of your social security
number.

Your password is assigned to you and you should change it every so often. It is important that your login
stays secure because there is lots of sensitive information. You can follow the instructions under ePay
on how to change your password.

If you attempt to login to the system 3 times incorrectly, you will be locked out of the system. If this
happens, or you have forgotten your password, you will need to contact the IT Help Desk at X1234 to
have them unlock or reset your password.
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PeopleSoft.

User ID: [SIMP 4333

Password: |-uu|

Training Database

For training, we are using a copy of the production database. You can reach it by going to Springboard.
From the main page, click on the Time Entry link. At the top of the page, is the link to training database.

= MapSpring
= PeopleSoft

= ESD Safety Flan

Bi-weekly Tune Entry
Information

-‘!! m !' ’--

Overview

Department Administration employees for time entry have the responsibility of:

1. Making sure that the information is correct for the employee to enter in their timecard (profiles)
and updating information as needed
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2. Reviewing and approving timecards before supervisor or department heads have approved
them to make sure entries look correct

3. Answering questions that employees may be having regarding entering in their time

SPR Timecards

Search:

| |®

[+ by Favarites
[ Employee Self Service
- SPR Timecards

— Administer Timecards
— Dynamic Profile Report
— Dwynamic TS Feport
— My Timecard Home
— Delete & Warkdgroup
—Workaroups - Sefup

[= Spr Custom

[- Set Up HEMS

— Chandge iy Passwaord

Administer Timecard

Administer timecards are two pages that you can navigate through several employee timecards and see
what has been entered. This allows you to also check of the Dept Admin Approval if the timecard is
correct.

Navigate to SPR Timecards > Administer Timecards

Use the “Timecard Administration Link” to bring up the Administer Timecards page in a separate
window. This will allow Payroll the ability to reach individual timecards in an orderly fashion.
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L LRSI LS

/ Timecard A

Refresh |

[+ My Favarites
[ Employee Self Service
= SPR Timecards

— Dynamic TC Repart
— hiy Tirnecard Horme
— Delete 5 \Workogroup
—Wiorknroups - Setup

Timecard Information

ation ' Browse TC

Home

Mew Window | Customize Page

TC Group:

Wor kgroup

TC Filter 1: TC Filter 2: TC Filter 3

IF\N— Q ICrew #,

Pay Run ID:
|0?20 Q,

Q |

EmpliD Name (4.3

Q =l =l =

Fay Begin Dt: Wk 2 Start Ot Pay End Date:

09/28/2007

+ Leave |;

[> Spr Custom

> Workforee Adrministration dewlC |Browse
I Benefits View TC Brouse
[> Marth American Payroll

[+ Workforce Development
[ Set Up HRMS

[ Warklist

[> Reporting Toals

[ PeopleTools

— Change My Password
— bty Personalizations

— Mty Dictionary

Dynamic Profile Report

C 5 | Find | igw &)
m_[m = FF

See other documentation regarding how to work with the Dynamic Profile Report

Dynamic TC Report

See other documentation regarding how to work with Dynamic TC Report

Workgroups - Setup

What is a workgroup?
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A workgroup is a list of employees that supervisors or administrators can create and use to make their
jobs easier. For example, if a supervisor in the Police Department has a crew that includes people on
multiple shifts, and it would be easier for them to process these employees by shift, then they can
create workgroups that allow the supervisor to split the employees out. They could also be used to
track employees by the type of work they may be doing, such as road crew vs tree crew. Workgroups
are a convenience tool and it is up to the workgroup creator to maintain their lists.

** NOTE — Workgroups can be used in any fashion you wish, but they do not grant or rescind security
access to an employee by a supervisor or administrator in any way, even if you share the list with
another supervisor that may only have access to some of the employees on it. If that supervisor uses
the list, then they will only see employees they have access to appear. Employees can be placed in
multiple workgroups.

Setting up a New Workgroup

Navigate to SPR Timecards > Workgroups - Setup

Workgroup Setup
Enter any information yau hawve and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_Add a Mew Value |

Timecard Group: | hegins with QL

Workaroup ID: hieqins with

Description: hieqins with
Publish EIP ]
User ID: hieqins with

[l case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value
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Click on the Add a New Value Tab

Workgroup Setup

{ Find an Existing Yalue '} Add aNew Value '\

Timecard Group: DQ

Workaroup 1D: | |

Add

Find an Existing Yalue | Add a Mew Yalue

Enter in your Timecard Group or select it from the magnifying glass dropdown list.
Enter in a Workgroup ID. This ID can be anything that helps you identify the group easily.

Click on the Add Button

Men
| Workgroup Setup
Timecard Group: Workgroup ID: Description: Sort Code
P ROAD CREWY | | | |O\

Current Members Customize | Find | View All | 5 First [4] 4 of 1 [¥] Last
Marne TC UserlD Rec #

| Q 12 [Ja =]
e

[Ishare This Group

On the workgroup setup page, enter in a description and add employees.
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The easiest way to add members is to type in their last name and hit tab. If you enter enough of their
name, then it will automatically find the employee and add them.

If you are unsure of the name or several people share a similar last name, then you can use the lookup
prompts on either the name or TC UserID fields to find them.

Share This Group OJ Only allow me to Update Workgroup Setup

Custamnize | Find | Yiew Al | B8 First
E 1 of 1 |I| Last

Harie *TC UserlD
Q Q [=]

Last Updated Date-Time Stamp: Last Updated User Name:

Bl save | [=] Motify

To share this group with others besides yourself, check the “Share This Group” check box. Enter in
names of supervisors, managers, and dept admin with whom you would like to share this group.

Sharing a group will allow the individual to both use the group in the administer timecards page AND to
update it. If you want to be the only person who can modify the workgroup definition, check the “Only
allow me to Update Workgroup Setup” checkbox.

Using the Workgroup in Administer Timecards

Enter the Administer Timecards page.
Either type in your workgroup name, or use the prompt to look it up.
Press the “Refresh” button.

You can use workgroup in combination with any other filter as well.
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[ Timecard Administration {_ Browse TC |

TC Group:

Crew & Wjor kgroup TC Filter 1: TC Filter Z: TC Filter 3
Retesh | 2| M| LN — ] —

Pay Run ID: .
F=y Begin Ot: Wk 2 Start Of: Pay End Date:
o717 Q
QsMe2007

Timecard Information

View TC Erowse EmplID Hame Wk# |Empl Sts |Emgl Super  |Deet Dept Farl | Hal +Leave

Audit Hesg |—0 B2

Wiew TC Brovse

Delete a Workgroup

If there is a workgroup that you are no longer using, you can delete that group.

Navigate to SPR Timecards > Delete a Workgroup

Enter in the Timecard Group and the Workgroup ID number.

Click on the Delete Workgroup Button.

{ Delete A Workgroup

Timecard Group DQ

Workgroup 1D | |Q~

Delete Workgroup |
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Spr Custom Menu

The SPR Custom menu has menu items that you can use.

Custam

— Employvee Evaluation

Feport (i

— Paysheet Edit (5}
— Timecard Crew Bepart

— Leave Benefit Request

Timecard Crew Report

This report will give you a list of Supervisors and who is in their crew.

Grou
TC User ID
CMO
000001
TO0061
TOO110
TO0305
ToO372
TO0507

000002
TOOO7S

000887
T00452

001041
T00342

COURT
000153
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Report ID: TC_CREW

Timecard Crew

Eff Date Emplid
City Manager

7/1/2006 1108

5/1/2008 1183

7/1/2008 1578

5/1/2007 1703

4/30/2007 1821
Assistant City Manager

7142007 131

Community Development Mgr
12/4/2006 1804

Administrative Coordinator
10/8/2008 1656

Court Supervisor

Name

Grimaldi
Wilson,Julie Martinez
Grimaldi,Gino C.
Sowa,Amy L.
Laudati,Niel
Towery.Jefirey Raymond

Towery
Tamulonis,John B.

Tamulonis
Griesel, Courtney M

Wilson
Borrevik, Trudy Juanita

Cunninaham

Page No.
Run Date

Run Time

Position Nk

Q0001041
00000001
00001042
00001351
00000002

00000887

00001388

0ooo1180

1
8/16/2007

1:30:20 PM

dohcode

169120
188007
243342
161060
188107

188237

199367

21936N
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Leave Benefit Request

See other documentation regarding how to use Leave Benefit Request.

Setup HRMS — SPR Timecard Setups

= SetUp HEMS

* SPR Timecard Setups
— Crews
— Profiles
— Rate Adjustiments - By

Employee

Crews

Crews are groups of employees that are supervised. Most of the time a crew is only supervised by one
person but there could be alternate supervisors that could be in charge of the group from a timecard
status when the primary supervisor is gone.

Navigate to Set Up HRMS > SPR Timecard Setups > Crews

The timecard group will only allow you to look at your own department. When you click on the
timecard group search for your department it will list the crews that are setup.
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PeopleSoft.

Search:
®

> My Favorites
> Employee Self Service
> BPR Timecards
> Bpr Custom
> Warkforce Administration
> Benefits
> Morth American Payroll
> Workforce Development
7 Set Up HRMS
=~ BPR Timecard Setups

— Prafiles
— Rate Adjustrments - By
Emplayee
> Warklist
> Repaorting Taols
> PeopleTools
- Change My Password
- My Personalizations
= My Dictionary

Crew Sheet Setup
Enter any information vou have and click Search. Leawve fields blank for a list of all values.

Crew Sheet Setup
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value " Add a New Value

Search by: ITimecard Graup 'I hegins withlPW

[ Include History [ Correct History

Search | Advanced Search

Find an Existing Value | Add a Mew Yalue

{/ Find an Existing Value Y Add a New Value

Saarch by: |TimecardGrnup v|heginswith|cru10

Clinclude History [ Correct History

search | Advanced Search

Search Results

1-4 of 4
Timecard Group Crew Number Description Short Description
Zhc ooooot City Manager Grimaldi
Cho oooonz Assistant City Manaoger Towwery
Zhc googay Community Development Mgr Tamulonis
Cho oo1041 Administrative Coardinator  Wilsan

To Add A New Crew Leader

Before you add a new crew, you will need to know the supervisor’s position number. That is the key to
how the crews are setup.
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Click on the Add a New Value tab to add a new crew group.
The timecard group should be the department you are in.
You can click on the magnifying glass to see the groups that are available for you.

Crew Number is equal to the supervisor’s position number. You will need to add the appropriate
number of zero’s to fill the cell.

Click on the Add button

Crew Sheet Setup

/ Find an Existing ¥alue {* Adda New Value

Timecard Group: ID sD Q,
Crew Number: II:II:IIIIT 62

Add

Find an Existing Yalue | Add a Mew Value

It will take you to the Crew Setup page.

The Scroll Area shows:

e Effective date of when the crew was setup

e Is this an active or inactive Crew?

e Enterin the classification description of the supervisor
e Enterin the Last Name of the supervisor for this crew
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Crew Setup

Timecard Group: Crew Number:
FIRE noozr4
First E 4 af 1 E Last
Effective Date: El
RERETIE:! status [Active -]
Description: Short Description:
|Depuw Chief Operations |Wa|ker
Crew Supervision Customize | Eind | First E 1-4 of 4 E| Last
) . Primary
Reports To Name Description Supenisor Read Onl
1[po000252 | @ HollenbeckRebecea L. Departmental Assistant [~ r =
2 |uuuuuz?4 QU Walker,Mark C. Dep Chief Operations @ r =
. FELS Program
3 IDDDDHDD Q. Gateg,Melanie.J Technician — | =
4 [oobnoa7e | @ Gerard Alan . Dep Chief PrewHazmat [ r =

Link to Profile

Crew Members g Find F First [ 1-4 of 4 [ Last
Link to Profile Name Timecard Userld  Record Department

Link ta Profile Hocking,Bruce E. TOOO48 a 35000

Link ta Profile E=selstyn,Paul Byron TOOOAS ] 35000

Link ta Profile BurwellDana C. ToOoo91 a 35000

Link ta Profile KronserJeffrey A TOO137 ] 35000

Crew Supervision

Enter in the Position Number or select it from the magnifying glass on the primary supervisor.
To add another person, click on the plus symbol on the right hand side of the crew supervision
line.

Make sure that Primary Supervisor box is checked for the primary supervisor. If there is another
supervisor and you want them to see the employees in this group, you can check them as a
primary supervisor too.

Add the supervisor position number for any supervisor that will back up the primary

Add the Department Admin employees for this crew

If there is a person that you want to be able to view only this crew, you can add them and check
the read only box. They can view but not change any records.

Click on the Save button at the bottom of the page.

Crew Members

e Reporting to a Supervisor is set up in Profile and appears as a “view only” section in crew set
up. This shows the list of employees for this crew.

Profiles
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Profiles are records for each employee that is setup with additional information just for time entry.
Every employee paid through the People Soft system will have an individual Time Card and Profile.
Profile is where you will set up the parameters for an employee’s timecard.

Most information will come over from PS job data in a nightly refresh process, but you can update this
page or create a new hire if needed on rare occasions. Most of the time you should wait until the new
employee record is added through the employee hire and then created in profile. The effective date is
very sensitive for employees! If an employee is transferred to another department, or is taking another
job, the date will affect their timecard. Always add a row to update information, this builds a history

file.

Navigate to Set Up HRMS > SPR Timecard Setups > Profiles

Enter the employee’s ID number or name in the “Find an Existing Value” tab.

The employee should show up. If record does not exist, contact Payroll for more information.
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Pe ople Soft. —

search:
: ® Profile Setup
> hly Favarites
> Emnployee Self Service Enter any information you have and click Search. Leave fields blank for a list of all walu
floy
* SPR Timecards
» Bpr Custom J/ Find an Existing Value {__Add a MNew Value
=wvorkforce Administration
» Benefits
> Marth American Payrall Timecard UserlD: |begins wiyith ;”
=wvorkforce Development e =
> Gat Up HRMS TCUser Red #: |— ;I |
= SPR Timecard Setups Name: [ begins with = ||
— Crews
. EmpliD: |begins With;”
— Rate Adjustrents - By Department: | hegins with ;I |
Emplovee
> Worklist Status as of Effective Date:lz LI | LI
> Reporting Tools Crew Number: begins with
> PeopleToals : I g ;”
- Change My Passvard Schedule ID: [ begins with = ||
- by Personalizations . - -
- My Dictionan Rate Adjto Use for Leave: |beg|n5 wiith L”
Finance Department: [begins with = ||
Fund Code: [ begins with = ||

[ nclude History [~ CorrectHistory [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

There are only three things that you will add for a new employee.

e Crew that this employee belongs to
e Account Codes
e Allow Vacation during probation check box
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 User Profile

TC User ID: Record = EmpliD: ‘Name: User ID:

ToOs24 0 1838 Simpson Homer J SIMF4333

Effective Dated Profile Settings

‘Effective Date: Timecard Group: Employee Status: =

|09mmnm El ¥ Active P |Active - I ¥ Allow Vacation During Probation

‘Emp Type: I SPR Emp j'

Std Hrs/Day |5.00
“Deptip: [62000 S Public Warks d
Crew:IUU1U13 Q GIS Supervisar Std Hrs.-Wk:|4D_DD
Melick

YiewUpdate Assigned Account Codes

First El 1of 1

Allocati [ | ast

Position: [00001234 QL GIS Technician =
‘Account Code Distrb %

Job Code: |D18362 Q [ Q| =]

G| Technician
Union/BU: IOPE Q "I 2 oregon Public Employees Union

FLSA Status: I MNonexermpl 'I Hol Sche(ll Q,

Enter Crew Information

This is where you will put each employee into a Supervisor’s Crew. An employee not assigned to a Crew
yet, will say “NEW” If am employee is inactive or a department head, they will have a crew of “NEW”. If
they are not either one of these, then they need to have a crew number entered.

Click on the magnifying glass and all Crews available to your department will come up for selection.
Click the supervisor that will be reviewing this employee’s timecard and SAVE.

If you update information in the crew field, it will automatically send an email to HR to allow them to
update the information in the Job Record.
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 User Profile

TC User ID: Record = EmpliD: ‘Name: User ID:
ToOs24 0 1838 Simpson Homer J SIMF4333

Effective Dated Profile Settings

‘Effective Date: Timecard Group: Employee Status: =
|09mmnm El ¥ Active P |Active - I ¥ Allow Vacation During Probation

"Emp Type: I 3PR Emp 'l
Std Hrs/Day |5.00
‘Deptin: [52000 U public Warks v
crew: [001013 615 Supervisor Std Hrs Wi [40.00

elick

YiewUpdate Assigned Account Codes

Labor|

Alloca
Positi0|1:|DDDD1234 G, GIS Technician a

‘Acco

G| Technician

Job Code: |n13352 a, |:
[

Union/BU: IOPE Q I 2 oregon Public Employees Union

FLSA Status: I MNonexermpl 'I Hol Sche(ll Q,

View/Update Assigned Account Codes
After setting up an employee in a specific crew, the next step is to assign Account Codes to the
employee. The purpose of assigned account codes, is to minimize the options a person has to choose

from in order to fill out their timesheet, creating a more simplified and efficient system. There are over
300,000 account codes in the PS system, and we want to reduce the confusion and possibility of errors.

Click on the following link displayed in the center of the Profile Page:

Wiewwllpdate Assigned Lahorcodes

CUser ID: Record #: EmpliD: ‘Name:
ooas: 0 Riopelle,Jeanette R
hborcodes Assigned
. i Short
P ‘La | i fi fi a
C Group ‘Labor Code Description Description  SeLAS Defautt Default for | eave
I 100-22000 ), |GenFund-Finance Finance I Fl [+

Add a row for each account code the employee needs
to have shown on their timecard.
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Use the magnifying glass lookup for account code.

The Set As Default check box is for the account code that you want as a default when a timecard is open
that does not have a template setup. Every employee needs to have one account that is set as a default.

The Default for Leave check box is the account code that you want as a default for leaves. For example,
when a holiday is automatically loaded, it needs to have the default for the leave account that it should
use. Every employee needs to have one account that is set as a default for leave.

Each employee should have a set as default and default for leave account code checked.

IC User ID: Record &:
T00524 i
Laborcodes Assigned

‘Name:

Simpson,Homer J

TC Group *Account Code

P

P

P

P

P

Set As Default

[511-62244

|61 T-62211-P10667

|61 T-62211-P20315

|517-62244

[719-62221

Description Short Description
), San Sew-Drainage P Drrain Plan r
Q. Strm DrPublic Wor-Millrace Flow Caontral P Admin r
Q, Strm Dr-Public Wor-Hood River Momt Daisy Easement P Admin r
), St De-Drainage P Drain Plan r
Q, 5DC Admn-Technical Tech Sen W

Return to Prafile Data |

Click on the Return to Profile Data button.

Click on the SAVE button.
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r

r
r
r
¥
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Allow Vacation During Probation

If a new employee is hired with a bonus of front loaded vacation hours, then you need to check this box.
It allows the employee to use their front loaded vacation hours before they have been here for 6
months. Do not check this unless you know that the new employee has been given the vacation when
they were hired.

Rate Adjustments - By Employee (AIC)

AIC pay can now be processed through the time-card system. When an employee will be serving as
Acting-In-Capacity for a supervisor, rather than filling out a PAF and having payroll calculate the AIC pay;
a designated person in each department can go into the system and set up the parameters for the
employee to enter hours into their timecard. Right now the duties are given to the Department Admin
person for the department.

Navigate to Set Up HRMS > SPR Timecard Setups > Rate Adjustments — By Employee

The two most common AIC scenarios are an employee receiving a % increase or a different grade/step
adjustment. Both can be handled in this screen.

When you go into the page of Find an Existing Value, click on the Search button to see if there are any
rate adjustments records for your department. If there is an AIC record for this employee, use that
record and just add a new row. If there is not a record for this employee, then you need to Add a New
Value.
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Rate Adjustment by Employee
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value *{ Add a New Valug |

Rate Adjustment ID: hieqins with » |

Timecard UserlD: hedins with i,
Timecard User Record #: = w i,

Name: hedins with  w

EmpliDx: hieqins with

Department: hedins with  w

Job Code: hedins with  w

Adjustment Type: = - W
Lower Rate for Leave Hours L

Beqgin Date; = - £

HR Status: = w W

[Jnclude History  []Correct History  [] Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Mo matching values were found.

Add a New Value

Click on the Add a New Value tab
Enter in the new Rate Adjustment ID.
This will be “AIC” followed by 4 spaces and the employee id number.

Click on the Add button
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Rate Adjustment by Employee

[ Find an Existing ¥alue " Add a New Value

Rate Adjustment ID: | A1 1113

Add

Find an Existing “alue | Add a Mew Yalue

Add a Row

If from doing a search of your department, you see an employee has an AIC record, you can select that
record and add a new row instead of adding a new record.

Call up the record
Click on the plus button to add a new row

Change the information that is needed for this new AIC request

Job Change
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{ Employee Rate Adjustment ' Useage History

Rate Adjustment ID:
AlC 1838

Effective Dated Rate Adj Info

‘Timecard UserlD:
ITDD:524 Simpson,Hormer J

EmpliD: DeptiD: Job Code:
1838 E2000 018362 GIS Technician

Union Code:
QFPE Cregon Public Employeas Union

Effective Date:  ‘Description:

Record =:

o

Grade: Step: Hrly Rate:
122 1 F20.539273

‘Adjustment Type: ¥ Active

|DEIID1IEDD? Eﬂ |Maintenance Supervisor

‘End Date:
|ugmsxznus 1

Job Code: Union:

|89942I2I QL Maint Tech Crew Chief AFE

Comment:

Job Changr =
gl—l I~ Department Approval Status

[~ Rate is for Leave Hrs

Step: Rate Applied to Emp: % Change:
1 $21.566000 5.00

Covering for Gory Thompson while he is on vacation.

=
|

Begin and End dates will control when the employee can add hours to the rate adjustment box on their

timesheet.

Adjustment Type will be “Job Change”

Use the look up button to find the job code of the AIC position.

Double check that the Grade/Step/ Rate are correct.

Add a row every time a new AIC situation arises. This will keep a historical account of Rate Adjustments.

Percentage Change:
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|~ Employee Rate Adjustment {_ Useage History

Rate Adjustment ID:
AlC 1838

Effective Dated Rate Adj Info

‘Timecard UserlD:

ITDDSZ4

EmpliD: DeptiD: Job Code:
1838 G2000 018362

Simpson,Homer J

GIS Technician

Union Code:
QOFE Cregon Public Employees Union

Effective Date: ‘Description:

Recorid =:

|D
Grade: Step: Hrly Rate:
122 1 20538273

*Adjustment Type: ' Active

|osr3rz007 (5 |aIC for Planning Supervisor

*End Date:
|09:301200? [

Calculation Percent:
5.00

Comment:

% Ch -
I g —I | Department Approval Status
[ Rate is for Leave Hrs

Rate Applied to Emp: % Change:

$21.570000 5.02

[

Filling in for Jirm Donovan

| -

& save I SLReturn to Search I

Previous in List | +[=| Mext in List I [=] motify I S Add I LlpdateJDisplayI A Include History

Fill in the Begin and End dates, add the description and include the 5.00 percent.
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Job Code Override:

” Employee Rate Adjustment Y Useage Histary

Rate Adjustment ID:
Al 1838

Effective Dated Rate Adj Info

‘Timecard UserlD: Record =:
W Simpsan,Haomer J IU_
EmpliD: DeptiD: Job Code: Grade: Step: Hrly Rate:
1838 62000 018362 GIS Technician 122 1 $20.539273
Union Code:

OPE Cregon Public Employees Linion

Effective Date:  ‘Description: ‘Adjustment Type: ¥ Active
i i JobCd Owre
|08i13/2007 [ [AIC for Planning Supervisor - [ Department Approval Status

[ Rate is for Leave Hrs

‘Endd Date:
|09:3mzum' [

Job Code:

|18911}{ Q. Project Manager (Termporary MNOM 40 |3 Q. paso1161s

% Change:
TO.46

Union: Grade:  Step: Rate Applied to Emp:

Comment:
Helping with time entry project. ;l

Job Code Override gives you the flexibility to assign a step other that 1 to the AIC
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Rate Change:

Employee Rate Adjustiment \{ lseage History \

Rate Adjustment ID:
AlC 1838

Effective Dated Rate Adj Info

"Timecard UserlD:
ITDI3524 Simpson,Homer J

EmpliD: DeptiD: Job Code:
1838 B62000

Union Code:
OPE Oregon Public Employees Union

Effective Date:  ‘Description:

018362  GIE Technician

(081132007 [5)  |AIC far Planning Supervisor

‘End Date:

|ugr3nrznu? El

Adjusted Hourly Rate:
|#50.000000

Comment:

Record &

IEI
Grade: Step: Hrly Rate:
122 1 F20.639273

‘Adjustment Type: ¥ Active
IRtChange "'I

[ Department Approval Status
[ Rate is for Leave Hrs

Rate Applied to Emp: % Change:
Fa0.000000 143.44

Helping with time entry project.

[
B

Rate change allows you to assign a specific hourly rate of pay.

If the time has passed on the AIC effective and end date, it will give you a message of EXPIRED

‘e pare;  Lescripuion

007 |3 |WORKIMG AIC FOR ROD LATHROP

fes

1007 |[3) “* EXPIRED ™

«l Hourly Rate:
Qooo
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Employee Adjustments

If something was missed on an employee’s pay after the employee has been paid, there needs to be an

adjustment to the employee timecard on the next pay period. This adjustment is done through the
adjustment page on the employee timecard.

Navigate to SPR Timecards > Administer Timecards

Enter in the current Pay Run ID and click on the Refresh button. The TC Group should be entered
already for you as your current department.

Click on the View TC link for the employee that needs to have the adjustment made.

Crenwy, Unicn:

Lept AU Approva
Barg Unit:  Swo Date: Swo Mihs:  Base Rate:  Pay Rte:
=rag =i e Hete e Mins ase hate: Payhets Dept Head Approval
031041 NON 10meR00z 470 16841032 16.841032
Save | Returnto My TC Home Adjustments

Timecard Entries 09/16/2007 Through 09/22/2007 {Wk 1) {(RuniD 0720)

- . . -tz
& mize | Eind | &

/ Standara Y\ Comments y Stetus 1 [0

*Account Code stivity  |Bamind | aghivity FatelD  |SunA6 |Mon 817

Tue 9118 |Wed 9019 Thu 9420 | Fri 9421 Sz
AN 440 a (@] rFG 10D Fan EACMO Bdmini a

Click on the Adjustments button on their timecard page.

Customize | Find | L First [0 1 o1 1 [F] Last
Main Status
Ek éﬂle tAd] Dt *csourt Code At Cd sErmod  |Rate Adi D fdi Hrs  Ad] Amt | Adjustment Resson
O |O £ A Y Q Q B

The page will come up that allows you to enter in the adjustment.
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Enter in the account code.

Enter in the earning code that the hours or amount should have been charged to.
Enter in the Adjust Hours or the Adjust Amount.

Enter in the reason for the Adjustment.

Click on the Save button to save this adjustment.
The Adjustment button on the timecard will turn red for the employee so they can then check
on the button and view only the adjustment that was entered.

PNV R WN R

Enter in the adjustment date. This is the date that the hours or amount should have been given.

You can click on the lock adjustment that will lock this adjustment so no one else can change it.

9. This adjustment will then be paid in the pay period that the adjustment was entered in but the

adjustment hours or amount will be posted to the time period that it was supposed to be
earned.

New Employee Setup

When a PAF is processed for a new employee. Payroll will enter them into the HRMS system
and create a new emplid. An email will be sent to the Dept. Admin person and the IT dept.

e After the nightly refresh the Profile should be created for the new hire.

e The dept. admin person will then go in and set up the employees crew and account codes as
needed.

e IT will create the People Soft log in and password for the employee.

e New Hire Orientation will take place on their first day at a specified time
The usual paperwork from HR and Payroll will be filled out, then a hands-on computer

orientation of Employee Self Service and Time Entry will be given.

e If possible, the IT department will also do their Outlook training at this time.
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PAF Change List

Required PAF

Hire

Termination

Merit Increase

Promotion

Reclass

Position Change

Org. change

Additional Pay

No Longer Required

Handled in Time-Entry System

Reports To “CREW” set up in Profile
FMLA Set up in Leave Request
OFLA Set up in Leave Request
LWOoP Set up in Leave Request

AIC Create Record in Rate-Adjustment

Admin Leave

Set up in Leave Request

Military Leave

Set up in Leave Request
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Reaching and Logging on to PeopleSoft HRMS

Internet
@ Internet Expl . .
4. Launch the browser (Internet Explorer) e and navigate to Springboard.

http://springboard

2. From Springboard, you will Select Employee Self Service by clicking on the picture or the “Employee

Self Service” text.

Employee Self Service -
Arcess to yvour personal, benefit and
payroll mformation. View the
Employee Self-Service Documentation.

The PeopleSoft sign on page should then display and you can sign-on to the PeopleSoft system. Your ID
and PASSWORD must be entered in UPPERCASE.
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http://springboard/

PeopleSoft.

User ID: [SIMP 4333

Password: |-uu|

Accessing your Timecard

After you login, click on SPR Timecard and then on My Timecard Home by using the left-hand navigation
menu. The “My Timecard Home” page shows a summary of all the timecards that you have available to
you. This is a view only page. There are 3 types of timecards:

Future — timecards for a future date
Active — the current 2 week time period

History — timecards from the past
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PeopleSoft.

Search:

@

> My Favarites
> Employee Self Service
7 SPR Timecards
— Administer Timecards
— Dynarnic Profile Report
Oynamic TC Report

> 8pr Custom
s Change biv Password

My Timecard Home

Timecard UserlD:

Mev Window | Customize Page |

Name

[ronsgs Q

ISlmpSDn,Humer

Mai Status
iew Timecard Template :%d Hmecard |pon o |Empl rovsl (Dates Descriotion |Holiday |+ Lesve |+ Morm  |= Reg Pay |Lmecard
Wiew Timecard Template |0 o721 | [T 1047 - 10113 FUTURE MISSING TC
wiew Timecard Template |0 cho o7zt | [T 930 - 1048 FUTURE MISSING TC
Views Timecard Template |O cMo o7z0 '_ os/23 - 020 FUTURE MISSING TC
wiew Timecard Template |0 cho o720 | T 9418 - 9i22 FUTURE MISSING TC
Views Timecard Template |O cMo o719 '_ 009 -9M5 FUTURE MISSING TC
wiew Timecard Template |0 cho o7ig | [T a2 - 9m FUTURE MISSING TC
Views Timecard Template |O cMo o718 '_ B/26 - 901 FUTURE MISSING TC
wiew Timecard Template |0 cho o7is | [T 819 - 8/25 FUTURE MISSING TC
Views Timecard Template |O cMo o717 '_ B2 - 8118 FUTURE MISSING TC
wiew Timecard Template |0 cho ERE 25 - 811 FUTURE MISSING TC
Views Timecard Template |O cMo o718 '_ 720 -8 FUTURE MISSING TC
wiew Timecard Template |0 cho o7is | [T Fiz2 - Fiza FUTURE MISSING TC
View P )
Timecard JTemplate (O cmMo o718 [} 75 -77221 ACTIVE MISSING TC
Wiews Timecard Template |O cMo o715 '_ = -7 ACTIVE MISSING TC
Wiew Timecard Templats |0 chMo o07ia | [T FH T HISTORY  |8.00 32.00 4000
Wiews Timecard Template |O cMo o714 '_ 6249 - B/20 HISTORY 40.00 40.00

View Timecard

You can access any of your Future, Active or Historical timecards that are shown by selecting the “View

Timecard” link next to the week you wish to view. The line with Enlarged Fonts and green in color

represents the active weeks. History is in black and the future rows are blue.

Here is a copy of what your weekly time card will look like.
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My Timecard My Timecard Punches § Hour Check | Infarmation

Trned UserlD: Rec #

Name: EmplID:
TO0468 0 Simpson Homer 1820 [~ Employee Approval
DeptlD: Position #: Job Code: Step: Il Supervisor Approval
01000 ChMo Qo00000z 182107 Azzistant City Manager ) I_ Dept Audit Approval
Crenw: Unior: Barg Unit: Swio Date: Swe Mths: Base Rate:  Pay Rate: I_ Dept Head Approval
000001 HON 0601/2007 1.0 50757438 50.757432
Sawe | Return to by TC Home Adjustments

Timecard Entries 07/15/2007 Through 07/21/2007 (Wk 2) (RuniD 0715)

Standard Comments Statusz
Aotivity  |*Earning Hours
*Accourt Cods Aty o Activity Rste 0 SunTAS |MonTAE |TueTAT7  |Wed 742 |ThuTM3  |Fri7e0  |Sst721 |week-To-
Lode Lode Date
10001110 aQ Q. |rRE¢ O |Gen Fd-CMO Admini Q 3 3 3 3 3 =]

Load Template I Duplicate Labor Sun: Mon: Tue:  Wed: Thu:  Fri: Sat: Total:

Haour Totals

Save as Template [ Use Off Cycle

[ Include Hours

Bl save | [=] matify | 1 Refresh

My Timecard | My Timecard Punches | Hour Check | Information

Employee Approval

Your supervisor will currently do your time entry each week. They will do their approval and send your

Approve TC
timecard on to the Dept. Head. Once the pay period is complete, click on the s button

to “electronically” sign your timecard.

Historical Timecard Approval

I~ Employee Approval
¥ supervisor Approval
[T Dept Audit Approval
¥ Dept Head Approval

Approve TC U |
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Profile:

Profiles

Profiles is the page that is used for every employee to track different information that is needed for

timecards. It can also be used for contractors, volunteers, etc. Those records will not come over to

pay sheets but be held in timecards for tracking and reporting purposes.

The effective date is very sensitive for employees. If an employee is transferred to another
department, it affects their timecard displays. Make sure and put in accurate effective dates if an
employee is being transferred or is taking another job.

The profile sync job should be run every night to create or update the profile records. You can

create a profile record if the employee record has not been created yet.

Once a profile is created, you will need to add the labor codes, crew and holiday hours for that

employee.

If a person cannot login, it is probably because their profile user id is not the correct user id. Go

into their profile and make sure their userid is the first four characters of their last name and thelast

4-digits-ef theirsocial-security-number their employee identification number. If itisn’t, change it,

save the record and the employee should then be able to login.

People Soft HRMS
Set up HRMS
SPR Timecard Setups

Profiles

Every employee paid through the People Soft system will have an individual Time Card and Profile.
Profiles is where you will set up the parameters for an employee’s timecard. Most information will
come over from PS job data in a nightly refresh process, but you can update this page or create a new
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hire if needed. The effective date is very sensitive for employees! If an employee is transferred to
another department, or is taking another job, the date will affect their timecard. Always add a row to
update information, this builds a history file.

Enter the employee’s ID number or name in the “Existing Value” tab.

PeopleSoft.

Home

2 S5etlUp HRMS s

[> Install B

[= Security "

& Upgrade Profile Setup

[+ Foundation Tahles Enter any infarmation yvou have and click Search. Leave fields blank far a list of all value
[> Common Definitions

[+ Product Related { Find an Existing Value % Add a Mew value ',

[= Systermn Administration

[- SPR HTML Report Setup

- SFPR Timecard Setups Timecard UserlD: | beging with |+ || |

— Aciiities TCUser Red #: | = v| | |

— Activity Codes

— Crews Mame: beging with |
— Customer Groups
— Customers EmpliDy: | beging with |+ || |
— Earning Codes (Payroll
Setupd
— Earning Codes Mappin Status as of Effective Date:| = ~| | ~
TS Grpg
— Equipment Crew Number: begins with ||
— Laborcodes
— Materials

Department: | begins with || |

Schedule ID: | begins with ||

— Profile Svnch with Rate Adjto Use for Leawve: | begins with ||
JOB DATA

Finance Department: | begins with ||

Fund Code: | begins with ||

— Projects

— Rate adjustment - By COmciude History  []Correct History  []Case Sensitive
Jobcode

— Rate Adjustment Rules

— Rate Adjustments - By
Emplovee

— Srhadila Madallinm e —_ P [

Search | Clear | Basic Search [E Save Search Criteria

This is where you will put each employee into a Supervisor’s Crew.
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User Profile

TC User ID: Record =: EmpliD: ‘Name:

User II:

TO0524 ] 1838
Effective Dated Profile Settings

‘Effective Date: Timecard Group:

|nsr1 412007 [ ¥ Active P

"EmpT}..'])e:ISF'R Emp :I'
“Deptip: [62000 2 Public Works

Creu\r:IUUDSE3 Q Maintenance Supervisor
Butterfld

Wiew/Update Assigned Account Codes

Positi0||:|DDDD1181 G, Maint Tech, Journey
JohCO(Ie:|899453 Q
haint Tech, Journey

Union.-BU:IAFS Q "I Q, AFSCME
FLSA Status: I Monexempl = l Hol Sched IAFS Q

[5impson HamerJ ETLEEE

First [4] 1 of 1 [ Last

Employee Status: E|
m ¥ Allow Vacation During Probation

Std Hrs/Day [3.00

Std Hrs Wk: |4D.DD

First [ 1of 1
|I| Last

*Account Code ‘Distrb %
| a | =

An employee not assigned to a Crew yet, will say “NEW”

Click on the magnifying glass and all Crews available to your department will come up for selection.

Click the supervisor that will be reviewing this employee’s timecard and SAVE.
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TC User ID: Record #: EmpliD: ‘Name: User ID:

TO0353 0 Riopelle Jeanette R RICP1790
Effective Dated Profile Settings
‘Effective Date: Timecard Group: Employee Status:
03152006 |[3] Active FIN Active v [C] Anew vacation During Probation

‘Emp Type: | SPREmMp  »

‘DeptiD: | 22000 X Finance

Crew: 000073 |Q Accounting Manager ~ =]

Wiew/lpdate Assigned Laborcodes

Position: | 00000089 Q. Payroll Technician
Job Code: | 215352 |C,  Payroll

Technician
UnionBU: [MOM[C, Q Man Union
FLSA Status: | Nonexempt + Hol Sched |OFPMN Q
Job Eff Date: Empl Rcdz: Job Eff Seq: Pay Group:
031552006 a 1] SP Moanthly Payrall

Labor Codes:

After setting up an employee in a specific crew, the next step is to assign Labor Codes to the employee.

The purpose of assigned labor codes, is to minimize the options a person has to choose from in order to
fill out their timesheet, creating a more simplified and efficient system. There are over 20,000 account

codes in the PS system, and we want to reduce the confusion and possibility of errors.

Click on the following link displayed in the center of the Profile Page:

Wiewllpdate Assigned Lahorcodes
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I User ID: Record #: EmpliD: *‘Name:

Riopelle Jeanette R

on3s3 o | |
hborcodes Assigned

C Group ‘Labor Code Description gl‘;—ggﬂ stion Set As Default Default for Leave
Description
] 100-22000 Q. [GenFund-Finance |[Finance | O O =

Add a row for each labor code the employee needs to

have shown on their timecard.

Use the drop-down box for account code look ups.

TC User ID: Record #: EmpliD: ‘Name:

To0524 ] |1838 SimpsonHomerJ

Laborcodes Assigned

TC Group *Account Code Description gg—ggri stion Set As Default Default for Leave
Py |201-B2211 Q, [street-Public wor [Pwi Admin T |

Py |g17-62211 @ [strm Dr-Public itior |Pw admin -

Py |617-62211-P20078 Q |5trm Dr-Public ¥or-31 5t 5t Imp [Pwi Admin T r

Py |517-62242 @ [strm Dr-Surface Dr [SurfaceDr T -

Py |817-62242-P20078 @ |strm Dr-Surface Dr-315t 5t Imp [surfaceDr | T r

Py |aLLoCATE @, |mllocated time by JOB Setup |prLLocaTED W WV

Return to Profile Data |

irst 4 16 of & [ Last

= =
& =
&=
& =
& =
&=

Make sure that one account code, either their default or ALLOCATE, has both boxes checked. This will

ensure that an account code will always show up on their timecard.

Click on “Return to Profile Data”, click SAVE.
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Template Documentation

Timecard Template

The Timecard Template is a tool that an employee can use to simplify their timecard entry. If you have
created a template for yourself, then it will automatically be entered for you each time you enter a
timecard page to put in your time. You could then enter only exceptions in your actual timecard if
needed to complete your timecard efficiently. You can also use the template as a starting point by
having most of the information you need to enter in your timecard.

Wy Timcard Template ',

Timecard UserlD:  Record# Name: Timecard Group:
TOO46B 0 SimpsonHomer [o41[]
Save

Return to by TC Horme

Template Values Customize | Find | Wiew Al | # First [ 13cia
*Acct Cd Act Cd Erncd  |Activity Desc | Sat Sun Mon Tue Wied Thu Fri Employee Comment

10001110, Q  |REGQ iz;:ﬂ?-cmo 8 3 ] 8 8
100-01110), Q sic @ |sik
100-01410), QL wac O |Vasation

General Information
Your template can be reached from your My Timecard Home page. You can only save one template. If
you want to create a new template, you create your timecard and then save your template again.

Columns
The columns in the template should be the same as those found in your timecard except there are a few
columns that are only entered in at the timecard page so they will not show here in the template.

Hour Information

Hours are optional. Itis perfectly acceptable to create a template of the Account codes, earncode, etc
that you typically use during a week, but wait until the actual timecard to enter the hours. Do not enter
any hours in your template for sick or vacation. You should only save hours to your template for regular
hours.
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Save Template

Click on the Save button in the template page to save this template. You only have one template. If you
have a template already, it will give you a message asking you if you would like to overwrite the current
template.

Load Template

The load template button is located on the My Timecard page on the bottom left. The Load template
button is used to reload your template if you have messed up entering in your timecard and want to
start over again. In order to load your template if you have entered in hours already, you need to delete
all of the rows. It will not load your template if you have rows and hours in.

Load Template

Save as Template

[linclude Hours

Save as Template

This button will save the current timecard that you are viewing as your template. You may want to do
this when you have changed account codes and want to start using a new template to start your
timecard entry.

The Include Hours button allows you to save your new template with the hours that you have entered.
If you do not check this button, it will only save the template with the account codes, earnings codes,
etc and not any hours.

You only have one template. If you have a template already, it will give you a message asking you if you
would like to overwrite the current template.

Are you certain you wish to averwrite your current template’?

] Cancel
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