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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.   

2. Turn on the computer. 
3. 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. 
 
Example:  hsimpson@springfield1.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 
 

1. Launch the browser (Internet Explorer) 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. 
 
 

  
 
 
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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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 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. 
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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 
(The first time you login you will only have future timecards showing.) 
 
 

 
 

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. 
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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. 
 
 

1. Click on the View Timecard Link to open your timecard for a given week. 
2. Enter in time on the Standard Tab 
3. Add a new line or use the ones that are there from your template  
4. Select Account Code from drop down list 
5. Select Activity Code from drop down list (if needed)  
6. Select Earning Code from drop down list 
7. Select Rate ID from drop down list (if you notified of this) 
8. Enter in hours from Sunday through Saturday 
9. 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. If 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. 
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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 
 

 
 
 
 
Example of timesheet w/ multiple account codes already filled out 
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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  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. 
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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  This is 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.   
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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  that is applicable to the 
hours you are entering (i.e. “REG” = Normal Worked hours, “VAC” = Vacation, etc.) 
 
 

 
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 .  If 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. 
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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.  
 

  
 
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. 
 

  
 
  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. 
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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.  

  
 
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. 
 

  
 
  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. 
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Other Comments 
 

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

Employee 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 
 

   
 
 
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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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 

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. 
 
 

 
 
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. 
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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. 
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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.  This is a 
display only page. 
 

 
 

 

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. 

 

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: 
 

 
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) 
 

 

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.   
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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 

 

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. 
 

 
 

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 Marital 
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  
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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. 
 

 

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.   
 

 
 

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. 
 

 

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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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.”   
 

 
 
By clicking on that link you will be able to view the lines that the supervisor had deleted. 
 

 

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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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. 
 
 

 
 

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 
 

RFP 1702 ATT 7 b 



36 
 

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

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. 
 

 
 

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

 

2. Launch the browser (Internet Explorer) 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. 

 

 

  

 

 

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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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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You will then see the Timecard Administration blank page. 

 

 

 

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

look-up Prompt .  You will select your department and it should be the only one that is displayed. 
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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 .  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. 
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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.” 

 

 

 

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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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” 

 

 

 

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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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. 

RFP 1702 ATT 7 b 



47 
 

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. 

 

 

 

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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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. 

 

 

 

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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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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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 I have that you worked 5 
hours so I 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. 
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Logging into the Network 
 

9. 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.   

10. Turn on the computer. 
11. 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 
12. 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 
13. Enter in your first initial followed by your last name and then the”@” symbol then springfield1.net. 
 

Example:  hsimpson@springfield1.net 

 

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

Reaching and Logging on to PeopleSoft HRMS 
 

3. Launch the browser (Internet Explorer) 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. 
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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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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. 

  

 

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 
 

 

 

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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Dynamic Profile Report 
 

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 
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Click on the Add a New Value Tab 

 

 

 

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 

 

 

 

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. 

 

 

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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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. 
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Spr Custom Menu 
 

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

 

 

 

 

Timecard Crew Report 
 

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

See other documentation regarding how to use Leave Benefit Request. 

 

 

 

 

 

Setup HRMS – SPR Timecard Setups 
 

 

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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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 

 

 

 

It will take you to the Crew Setup page.  

 

 

The Scroll Area shows: 

• Effective date of when the crew was setup  
• Is this an active or inactive Crew? 
• Enter in the classification description of the supervisor 
• Enter in the Last Name of the supervisor for this crew 
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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  
• 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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There are only three things that you will add for a new employee. 

• Crew that this employee belongs to 
• Account Codes 
• Allow Vacation during probation check box 
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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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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: 

 

 

 

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. 

 

 

 

 

 

 

Click on the Return to Profile Data button. 

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

 

 

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

 

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 
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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.   

 

 

 

Click on the Adjustments button on their timecard page.   

 

 

 

The page will come up that allows you to enter in the adjustment.   
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1. Enter in the adjustment date.  This is the date that the hours or amount should have been given. 
2. Enter in the account code. 
3. Enter in the earning code that the hours or amount should have been charged to. 
4. Enter in the Adjust Hours or the Adjust Amount. 
5. Enter in the reason for the Adjustment. 
6. You can click on the lock adjustment that will lock this adjustment so no one else can change it. 
7. Click on the Save button to save this adjustment. 
8. 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.   
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. 

 

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

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

 

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

• 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. 

 

• 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 

LWOP 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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EMPLOYEE 

Time Entry Approval  

 Training Guide 
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Reaching and Logging on to PeopleSoft HRMS 
 

4. Launch the browser (Internet Explorer) 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. 

 

 

  

 

 

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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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 

 

 

 

 

RFP 1702 ATT 7 b 



87 
 

 

 

 

 

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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Employee Approval 
 

 

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

timecard on to the Dept. Head.  Once the pay period is complete, click on the  button 
to “electronically” sign your timecard. 

 

Historical Timecard Approval 
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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 the last 
4 digits of their social security number their employee identification number.  If it isn’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. 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

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. 

 

 

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. 
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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.   

 

 

 

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. 
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