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ESS - Time Sheet Overview
Procedure

This tutorial will show how to navigate your timesheet.

Approximate time to complete topic: Less than 5 minutes

ORACLE' LT —

Home | AddioFavories | Signout
Favarites : Main Menu

(@ Help

Top Menu Features Description ==

Our menu has changed!

The menu is now lacated across the top of the page
Click on Main Menu 1o get started

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much fagter.

https://hcmsbxd peoplesoft.state.vt.us/ psp/HRSBX4/EMPLOYEE/HRMS/</MAINTAIN_SE < Trusted sites | Protected Mode: Off A v R0k -

Step Action

1. Click the Main Menu button.
Main Menu
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Favorttes - Main Menu

Search Menu: (@ Help
| ®

Top Menu s
03 seff service 4

[E] change My Password

The menu  [=] wmy System Profile
Click on . =

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

hitps://hcmsbyd peoplesoft.state vt.us/ psp/HRSBX4/EMPLOYEE/HRMS/c/MAINTAIN_SE +/ Trusted sites | Protected Mode: Off a v B100% v

Step Action

2. Click the Self Service menu.
| [0 Self Service *

Favorites : Main Menu

Leave Transfer Requests
Recruiting Actiities

SalEhis ® @ rep
Top Menu s
3 Seff Service
[ change My Password £ Time Reporting D
The menu [} 1y system Profile 3 personal Information »
Click an N, = 3 Payroll and Compensation »
3 Benefits »
Highlights =] y
5] »

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

hitps://hcmsbrd peoplesoft.state vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP «/ Trusted sites | Protected Mode Off A B100% v
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Step

Action

3.

Click the Time Reporting menu.

| 3 Time Reporting

Favorites - Main Menu
‘Search Menu:

Top Menu ®

[ Self Service
[E] change My Password
The menu  [5] wmy System Profile

Time Reporting

Personal Information 3 Report Time
payroll and Compensation (3 View Time
Benefits

Leave Transfer Requests

Recruting Activities

Click on M.
Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

¥
»
»

W McAfee - | i

Home | AddtoFavorites Sign out

(@ Help

+/ Trusted sites | Protected Mode: Off G~

#100% ~

Step

Action

Click the Report Time menu.

| 1 Report Time
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Favorites - Main Menu

Search Menu: o S
Top Menu o
0 self service & 1 y
3 Time Reporting
Change My Password
(1 Report Time
The menu My System Profle 3 Personal Information .
Click on w.”— 3 Payroll and Compensation (3 View Time Timesheet
3 Benefits v
Highlights 1 Leave Transfer Requests ,
3 Recrutting Activities »
Recently Used pages

now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

+/ Trusted sites | Protected Mode: Off 45 v ®|10% ~

Step Action

5. Click the Timesheet menu.

| [F] Timesheet

ORACLE’

Favorites

Main Menu > Seff Service > TimeReporting > Report Tme > Timesheet

Timesheet
Polly Pocket Employee ID: 55555
Inh Title Princinal Assistant Empl Record 0
Workgroup  P38EXB40S Executive Posty 8/40 Straight
1 Instructions
*View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: 14201z B Scheduled Hours: 80,0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1114 115 116 1T 1118 1118 11110 111 1112 1113 1114 1115

¥ Reported Time Status

» Reported Time Summary

Go To: Self Senice

Time Reporting
Punch Timeshest

<[ m

Done

«/ Trusted sites | Protected Mode: Off v BI0% v

Page 4




ORACLE Training Guide

USER PRODUCTIVITY KIT Training materials
Step Action
6. Your workgroup will be displayed on your time sheet.
Workgroup Example P11EX840P
P = Positive Reporter E-Exception Reporter
11 = Overtime category (see applicable Collective Bargaining Agreement
(http://humanresources.vermont.gov/services/labor/collective_bargaining_agreement
8))
EX = Executive Branch (Department)
8 = Daily limit (0, 10)
40 = Weekly limit, 80 = Biweekly limit
P = Premium overtime (1.5), S = Straight-time

ORACLE’ WMcAfee | -

Home | AddtoFavortes | Signout

FEVOJNEE MalnvMenu > SEWS‘EN\CE > Time RSDOITIHQ > REDOVE Time > Timesheet
Enewwindow (D Heip B ntp
Timesheet
Polly Pocket Employee ID: 55555
Job Title: Principal Assistant Empl Record: 0
‘Workgroup P3BEX8405 Executive Postv 8/40 Straight
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period Next Period
“Date: 1042012 B Scheduled Hours: 30.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1114 15 1116 17 1118 19 11110 111 112 11M3 1114 11115
[ [ [ [ [ [ [ [ [ [ [ [
[ [ [ [ [ [ [ [ [ [ [ [
[ [ [ [ [ [ [ [ [ [ [ [
Absence Event - select to view
Submit
Go To: Self Service
Time Reporting
Punch Timesheet
< i 3
Done o/ Trusted sites | Protected Mode: Off “h v ®100% v
7. The default view of your timesheet will show the current two week pay period.

Click the View By list if you want to select something other than the current two
weeks.

]
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Favortes  Man Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID- 55555
Job Title: Principal Assistant Empl Record: 0
Workroup  P38EX840S Executive Postv 8140 Straight
-1 Instructions
“View By: Calendar Period [~ Reported Hours: 0.0000 Previous Period  Next Periad
“Dater g:';”“a' Period Scheduled Hours: 80.0000
From Sunday 11/( Ao

0

¥ Reported Time Status.

) Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

Dene

+/ Trusted sites | Protected Mode: Off 45 v ®|10% ~

Step Action

8. Click the Calendar Period list item.
|Calendar Period |

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep H nto

Timesheet

Polly Pocket Employee ID: 55555

Job Title: Principal Assistant Empl Record: 0

Workgroup  P38EXB403 Executive Posty 8740 Straight

i Instructions

“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  NextPeriod
“Date: 0s2012 |5 % Scheduled Hours: 80.0000

Sun Mon Tue Wied Thu Fri Sat Sun
1114 15 1106 17 118, 119 110 11 1112 1113 1114 1115

Mon Tue Wied Thu

0

¥ Reported Time Status

) Reported Time Summary
Absence Event - selectto view
| Submit |

Go To: Self Senice

Time Reporting
Punch Timeshest

/' Trusted sites | Protected Mode: Off fa v BI0% v
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Step Action

9. The default date is for the current pay period.

If you want a different date, click on the Date button.

ORACLE" W McAfee |- |

Home | AddtoFavorites |  Signout
Favorites = Main Menu > Self Service > Time Reporting > Report Time > Timesheet

Enewwindow DHep EE nap

Timesheet
Polly Pocket Employee ID: 55555
Job Title: Principal Assistant Empl Record: 0

Workgroup  P38EXB403 Executive Posty 8/40 Straight
i Instructions

“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: 11042012 5 %

80.0000

From Sunday 11/04/2012 to Sati|
Sun Man November ~ 2012 ~ Wed
1 15 19 110 1 112 113 1114 i1
S M T WTF s
— \ \ [ [ [ [
4 5 8 7 8 9 10 [ [ [ [ [ [
1Mo12 13 14 15 18 17 ‘ ‘ | | | |
18 19 20 21 2 23 24
2% 27 28 29

)} Reported Time Summary @ curentoxe )

Absence Event - select to view

! Submit )

Go To: Self Senice

Time Reporting
Punch Timesheet

<1 i v

Done

/' Trusted sites | Protected Mode: Off 45~ B100% ~

Step Action

10. Click the desired
date if other than current.
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Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZHelp [ hitp
Timesheet

Polly Pocket Employee ID- 55555
JobTitle:  Principal Assistant

Workaroup P38EX8403 Executive Postv 8/40 Straight
i Instructions

Empl Record: 0

“View By: Calendar Period -

*Date: 11042012 |F) 4

Reported Hours: 0.0000 Previous Period  Next Period
Scheduled Hours: 0.0000

Sun Mon Tue Vied Thu Fri
1114 15 1116 17 1118,

Sun Mon Tue

Sat Thu
119 1110 111 1112 1113

Vied
1114 11115

mimE=

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
[ Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

v
Dene /' Trusted sites | Protected Mode: Off 4y v ®100%

Step Action
11.

These are the time boxes where you will enter your hours. It works and looks a lot
like an Excel spreadsheet.

Favortes - Main Menu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep H nto
Timesheet
Polly Pocket Employee ID: 55555
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Posty 8740 Straight
i Instructions

*View By: Calendar Period - Reported Hours: 0.0000

Previous Period Next Period
“Date: 14201z B Scheduled Hours: 80,0000

Sun Mon Tue Vied Thu
1114 15 1106 17 118, 119

Fri Sat Sun Mon Tue Wied Thu
110 11 1112 1113 1114 1115

0

¥ Reported Time Status

» Reported Time Summary
Absence Event - selectto view

! Submit

Go To: Self Senice
Time Reporting
Punch Timesheet

< i v
Done «/ Trusted sites | Protected Mode: Off 3 v~ ®100% ~
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Step Action

12. Move right to continue.

Click the scrollbar.

ORACLE' L - |

Home | AddtoFavortes | Signout

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet
EEEEEEEEEEG@@@@@@@@@@ @@ @i
Fri Sat Total _. - N .
1116 "7 Hours Time Reporting Code Taskgroup Override Rate Cash/Comp Shift Fi
[ - PSNONTASK CASH @, @, !—
[ - PSMONTASK CASH @ a [
[ - PSNONTASK CASH @ @ [
< m ] 3
Dane  Trusted sites | Protected Mode: Off 4y v ®MI0% v

Step Action

13. You will use Time Reporting Codes (TRC) to enter your time instead of Time
Report Earnings Codes.

Refer to the "Time Entry Using TRC" tutorial for more details.

Page 9



Training Guide ORACLE
Training materials USER PRODUCTIVITY KIT

ORACLE" WMcAfee |- |

Home | AddtoFavortes | Signout

Favojites  Main Menu > Sef Sewvice > Time Reportng > Report Time > Timesheet
i
11;2 “?:_: Hours Time Reporting Code Taskgroup Override Rate ‘Cash/Comp Shift Fi
[ - PSNONTASK [casH @ [ @& |
[ - PSNONTASK casH @ [ @ [
[ - PSMONTASK CASH @ @ []
4 1 ] r
Dane + Trusted sites | Protected Mode: Off 4y v ®MI0% v
Step Action
14. If you work overtime, you need to specify whether you will receive cash or

compensatory time for your overtime hours.

CASH is the system default.

Refer to the "Time Entry Using Cash/Compensatory" tutorial for more details.

Page 10




OoORACLE
USER PRODUCTIVITY KIT

ORACLE"

Training Guide
Training materials

TMcAfee |~ |

Home | AddtoFavortes | Signout

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet
Fri Sat Total _. - N .
1116 "7 Hours Time Reporting Code Taskgroup Override Rate ‘Cash/Comp Shift Fi
[ - PSNONTASK CASH @ Q I
[ - PSMONTASK CASH @ a [
[ - PSMONTASK CASH @ @ [
< m ] 3
Dane + Trusted sites | Protected Mode: Off 4y v ®MI0% v

Step Action

15. Shift is where you specify the shift you worked.

The system defaults to 'First shift, Weekdays'
which is shown as a blank field.

Refer to the "Time Entry Using Shift" tutorial for more details.

ORACLE’

WMcAfee |~ |

Home | AddtoFavortes | Signout

Favo_ntes MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
Fri Sat Total __ . N _
11H6 "7 Hours Time Reporting Code Taskgroup  Override Rate ‘Cash/Comp Shift Fi
[ PSNONTASK CASH @ a [
[ PSNONTASK CASH @, @ [
[ PSMONTASK CASH @ @ [
« ] J v
Done / Trusted sites | Protected Mode: Off v ®100% -
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Step Action
16.

Move right to continue.

Click the scrollbar.

[

W McAfee |- |
Home | AddtoFavortes | Signout

Favortes  Main Menu » Sef Service ;> TimeReportng » Report Time » Timesheet

EEEEEEE@@@@@@@@@@Immmmiiiiiiiiiihhhhhhhhhhhhhh

ashiComp Shift FMLA Source 5:;"‘“’ Combination Code ChartFields

ASH a, | a, | @, 01100 @, CharfFields [#] (=

ASH @ | @ | @, 01100 @, |ChartFields [+ =

ASH @ | @ | @ 01100 @, chafielss | [*] =l
4 [ m ] r
Dane + Trusted sites | Protected Mode: Off 4y v ®MI0% v

Step Action
17.

Here you may enter a Combination Code, if applicable, to charge your time to a
funding source.

Refer to the "Time Entry Using Combination Codes" tutorial for more details.
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UMcAfee

Home | AddtoFavortes |

Sign out
Favortes  Main Menu » Sef Service ;> TimeReportng » Report Time » Timesheet
tash/Comp Shift FMLA Source 5:;"‘”’ Combination Code ChartFields
[CASH @ @ @ 01100 @, | CharFields =
AsH @ | @ | @, 01100 @, |ChartFields =
oasH @ | @ | @ 01100 @, ChartFields =
< [ m ] v
Dane  Trusted sites | Protected Mode: Off 4y v ®MI0% v

Step Action

18.

Here you can look up a Combination Code using ChartField information.

Refer to the "Time Entry Using ChartFields" tutorial for more details.

5 W McAfee
ORACLE = =
Home | AddtoFavortes | Signout
FEVOJNEE MalnvMenu » self Service > Time Reporting > Report Time > Timesheet
ashiComp shift FMLA Source 5:;"‘”’ Combination Code ChartFields
casH @ | @ | @ 01100 @, ChartFielos =
IcasH a, | a, | @ 01100 @, |CharfFields =
CAsH @ @ @ 01100 @, |CharFields =
« [ I ]
Done ' Trusted sites | Protected Mode: Off €5 v ®100% -
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Step Action

19. Timesheets automatically provide 3 rows for time entry. You can add or delete as
follows:

ADD a row, click the "+" sign.

DELETE a row, click the "- " sign.

T MeAfee |- |

Home | AddtoFavorites |  Sign out
Favorites = Main Menu > Selff Service > Time Reporting > Report Time > Timesheet

ashiComp Shift FMLA Source u“; ''''' Combination Code ChartFieids

ASH @ | @ | @ 01100 @, chafielss | [*] =l
ASH a, | a, | @ 01100 @, |CharfFields [+] =
ASH @ @ @, 01100 @, CharFields [+ (=]

[ i v
« Trusted sites | Protected Mode: OFf 45~ ®100% ~

Step Action

20. Click the "+" box to ADD a new row.

VTHR will automatically take you all the way back to the left of the Timesheet.
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Faviites  Main Menu » Sef Service > Time Reporting » Report Time » Tmesheet
0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID: 55555
Job Title: Principal Assistant Empl Record: 0
jorkaroup  P38EXB40S Executive Posty 8740 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Mext Period
“Date: [foazot2 JE 2 Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
114 15 1116 17 1118 19 1110 1M1 112 1113 11114 1115
[ [ [ [ [ [ [ [ [ [ [ [
Absence Event - selectto view
! Submit )
Go To: Self Senice
Time Reporting
Punch Timesheet
4 I ] 3
/' Trusted sites | Protected Mode: Off Sy v WI0% v

Step

Action

21.

As you can see, there are now 4 rows.

Favortes  Main Menu » Sef Service > TimeReportng » Report Time » Timesheet

0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID: 55555

Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S Executive Posty 8/40 Straight
-1, Instructions

“iew By: CalendarPeriod  ~| Reported Hours: 0.0000 Previous Period  Mext Period
“Date: 11042012 [H Scheduled Hours: 80.0000

BN

» Reported Time Status
» Reported Time Summary

Absence Event - select to view

! Submit )

Go To: Self Senice

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off 45 v ®10% ~

Step

Action

22.

Your total hours that you entered will display. This is a good way to check that you
entered enough hours.
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Favortes - Main Menu > Seff Service > Time Reporting > Report Time > Timesheet

Enewwindow DHep H nto

Timesheet
Polly Pocket Employee ID: 55555
Job Title: Principal Assistant Empl Record 0
Workgroup  P38EXB403 Executive Posty 8/40 Straight

i Instructions

“View By: Calendar Period hd Reported Hours: 0.0000 Previous Period  Next Period

“Date: a2tz @ Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1114 115 116 1T 1118 1118 11110 111 1112 1113 1114 1115

NN

) Reported Time Status
} Reported Time Summary

Absence Event - selectto view
| Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off v BI0% v

Step Action

23. You can review other timesheets.

Favortes - Main Menu > Seff Service > Time Reporting > Report Time > Timesheet

Enewwindow DHep H nto

Timesheet

Pally Pocket Employee ID: 55555
Job Title: Principal Assistant Empl Record 0
Workgroup  P38EXB40S Executive Posty 8/40 Straight

i Instructions

*View By: Calendar Period hd Reported Hours: 0.0000 Previous Period  NextPeriod

“Date: a2tz @ Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1114 115 116 1T 1118 1118 11110 111 1112 1113 1114 1115

NN

) Reported Time Status
} Reported Time Summary

Absence Event - selectto view
| Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off v BI0% v
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Step Action

24, The submit button is a "submit your timesheet" and also "save your timesheet"
button.

Your department will communicate best practices for entering your time. The
system will allow you to submit your time each day before the time entry deadline

for payroll processing.You can also make changes to your time sheet any time
before the deadline for time entry.

If you do not submit your time and sign out of VTHR your timesheet will not be
saved.

ORACLE" WMcAfee -

Home | AddtoFavortes | Signout
Favorites  Main Menu > Seff Service > Time Reporting » Report Time » Timesheet

E New Window () Help [ hitp
Timesheet

Polly Pocket Employee ID: 56555

J Principal Assistant Empl Record 0
Workgroup  P38EX840S Executive Postv 8/40 Straight
*View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ Next Period

“Date: 11042012 B Scheduled Hours:

80.0000
From Sunday 11/04/2012 to Saturday 11/17/2012

Sun Mon Tue Vied Thu Fri Sat Sun Mon Tue Vied Thu
1114 15 1116 17 1118, 119 1110 111 1112 1113 1114 11115

RN

» Reported Time Status

» Reported Time Summary
Absence Event - selectto view

Submit

Go To: Self Senice

Time Reporting
Punch Timeshest

b
/' Trusted sites | Protected Mode: Off 45 v ®|10% -

Step Action

25. When you have completed your transaction, you can select the VTHR “Main
Menu” for another transaction. Or, if you are finished, Sign Out of VTHR.

Click the Sign out link.
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ORACLE' ]

PEOPLESOFT ENTERPRISE

Select a Language:

Enalish Espafio
Password: Dansk eutsch
Francais rancais du Canada

falian agya
S lorsk

Polski ortugué:

User ID:

d

:

Suomi Svenska

Cedting *

=0

Thag itE
ol

m

B

1

!

=
B
et

il
(i1}
£
it
£

c

K Er

sh

Copyright © 2000, 2010,
Corporation andlor its i

Done /' Trusted sites | Protected Mode: Off 5 v ®10% ~

Step Action

26. You know now how to navigate your timesheet
End of Procedure.

ESS - Chart Fields

Use the Timesheet page to report time and task details for a day, week, or time period for either
punch or elapsed time reporters. Also use this page to view all employees' time whether they need
approval or not.

In this topic, you are going to enter time for two employees. One requires a punch time entry for a
single day in the week, and the other requires an elapsed time entry for the entire week.

Procedure

This tutorial will show how to enter hours using Chart Fields to look up combination codes.
Combination Codes are used to charge time to specific funding sources. If you are required to
use such codes, you will be provided with the details of the applicable codes and purposes by

your Department's business office.

Approximate time to complete topic: 5-10 minutes
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Top Menu Features Description [=) %1

Our menu has changed!

The menu is now located acrose the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the e
Favorites menu, located Pl

at the top left S

ey

Breadcrumbs vsually

display your navigation =
path and give you access fe—r
to the contents of =
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Dane «f Trusted sites | Protected Mode: Off 4y v ®MI0% -

Step Action

1. Click the Main Menu button.

: Main Menu
‘Search Menu: ® @ Help
Top Menu s
3 Seff Service 4

[E change My Password

The menu (=] My System Profile
Click on N. =

Highlights

Recently Used pages

now appear under the e
Favorites menu, located Fre—
at the top left et

gui=

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

https://hcmsbyd peoplesoft.state vt.us/psp/HRSBX4/EMPLOYEE/HRMS/h/

« Trusted sites | Protected Mode: Off 45 v H100% ~
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Step Action

2. Click the Self Service menu.
| [0 Self Service *

W McAfee |- | i
Home | AddtoFavorites Sign out
Favorites - Main Menu
Search Menu: (@ Help
Top Menu s
(3 seff service

Time Reporting

Personal Information
Payroll and Compensation
Benefits

Leave Transfer Requests
Recruting Activities

[El change My Password

The menu 5] My System Profile
Click an N, =

Highlights

COoCCDD

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

https://hcmsbyd peoplesoft.state.vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP

+/ Trusted sites | Protected Mode: Off 45 v ®|10% ~

Step Action

3. Click the Time Reporting menu.
| 31 Time Reporting 3
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: Man Menu
‘Search Menu:

Top Menu ®

(3 seff service
[E] change My Password

The menu  [5] wmy System Profile
Click on . =

{3 Time Reporting
3 Personal Information 3 Report Time
3 Payrolland Compensation (3 View Time
3 Benefits
Highlights 3 Leave Transfer Requests
3 Recruiting Activities
Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Training Guide
Training materials

https://hcmsbyd peoplesoft.state.vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP

«f Trusted sites | Protected Mode: Off

45 v ®|10% ~

Step Action

4. Click the Report Time menu.

| 1 Report Time

: Main Menu
SalECns
Top Menu s
3 Seff Service
[} Change My Password | ) Time Reparting )
The menu. =] My System Profile 3 Personal Information 1 Report Time
Click an N, : 3 Payroll and Compensation £ View Time
3 Benefits ¥
Highlights (3 Leave Transfer Requests 3
3 Recruiting Activities 4

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually

cracie
display your navigation o
path and give you access =——
to the contents of =
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

[E] Timesheet

Add to Favorites

(2 Help

Done

«f Trusted sites | Protected Mode: OFf

v ®100% -
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Step Action

5. Click the Timesheet menu.
| £ Timesheet

ORACLE" WMcAfee |~ |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID:
Jab Title: Sales Empl Record: 1
Workgroup  P38EX840S Executive Postv 8/40 Straight

i Instructions

“iew By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: o7r202012 [H Scheduled Hours: 80.0000
From Sunday 07/2972012 to Saturday 08/11/2012
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
7129 730 Tzt a1 82 813 84 8i5 816 a7 818 819 810 811

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view

! Submit )

GoTo: Self Senvice

Time Reporting
Punch Timesheet
Reguest Absence

Step Action

6. Enter the desired information into the Mon 7/30 field. Enter a value of "8".
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Kist |

Favorites  Main Menu > Sef Service > Time Reporting > Report Tme ; Timesheet
Timesheet
Polly Pockst Employee ID:
JobTile:  sales Empl Record 1
jorkgroup  P33EXB40S Executive Postv 8/40 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period
“Date: o7r202012 [H Scheduled Hours: 80.0000

From Sunday 07/29/2012 to Saturday 08/11/2012

Sun
729

Mon
7130

Tue
T

Wed
81

Mon Tue

BT

HutiChannel Console

0 New Window (ZHelp [ hitp

Mext Period

Thu Fri
810

Sat
811

g |

¥ Reported Time Status.

» Reported Time Summary

Absence Event - select to view

| Submit |

Self Semvice

Time Reporting
Punch Timesheet
Reguest Absence

Action

Click the scrollbar.

Favorites  Main Menu > Sef Sevice > Time Reporting » Reporf Time » Timesheet
0 New Window (2} Help S hitp
.

Previous Period  Next Period

n Mon Tue Wed Thu Fri Sat Total _. -

- e o p e 210 a1 Hours Time Reporting Code Taskgroup  Oven
i [ [ [ [ - PSNONTASK

Step Action

Click the Time Reporting Code list.

[-]
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SLPUN - Sleep Time Unpaid
ORACLE SNOW - Snow Supplement
SPCLT - Special Team Pay
Report Tme > Timesheet|STBCO - Standby Hours Comp 20
STBP1 - Standby Hours Paid 0.126
Enewwinaow @ Heip STEP2 - Standby Hours Paid 0.20
STBYC - Standby Hours Comp 125
STOR - Storage Allowance
SUSP - Suspension Unpaid
; TELPD - Telephone Paid
TOOL - Tool Allowance
TOWER - Communications Tech Diff 30.00
PSS TSUSP - Temporary Suspension Faid
UADMN - Unpaid Administrative Leave
Previous Period  NextPeriod UEDUC - Unpaid Education Leave
UFMLA - Unpaid FMLA
ULOA- Unpaid Leave of Absence
UNIL - Unpaid Military Leave
R UNMED - Unpaid Medical Leave (non-FML) s
UNMET - VSEA Union Weeting
Hours | NSTW - VSEA Steward Meeting
[ [ UOFF - Unpaid Unauthorized OFf Payrol PSNONTASK
VSEA - VSEA Union Meelings
VSEAS - VSEA Steward Union Meetings
WC - Workers Compensation
WCDR - Workers Comp Doclor

Favorites - Main Menu > Seff Service > Time Reporting

Taskgroup  Overn

WKND - Weekend Duty

WRD - Police O Duty Pay
WRKOT - Hours Waorked Over Schedule

Action

Select the WORK- Hours Worked list item.

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet
0 New Window (2} Help
P
Previous Period  NextPeriod
n Mon Tue Wed Thu Fri Sat Total _. -
2 = & 5 = o o Houre Time Reporting Code Taskgroup  Over:
i [ [ [ [ WORK - Hours Worked - PSNONTASK
< I ] v
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Step

Action

10.

Click the scrollbar.

ORACLE’

'WMcAfee - |

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Taskgroup  Override Rate  Cash/Comp Shift FMLA Source

PSNONTASK [casH @ | @

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Combination Code ChartFields

@, CharFields

m »

Step

Action

11.

We are going to search using ChartFields.

Click the ChartFields link.

CharFields
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ORACLE
USER PRODUCTIVITY KIT

UMcAfee

Favortes - Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

ChartField Detail

orkist | WuliChannel Console |

) New Window (2)Help [ Customize Page [ http

Search Options
Combination Code: b © Combination Codes
| search |
ChartField Detail
Account Fund Code Department Program Code Class Field ProjectiGrant Affiliate
[ ol Rl @ | @ | ol Q
ok || cancel |

Step Action

12.

those elements.

You can search using any of these fields to get the a combination code that contains

ORACLE’

Home:

U McAfee

Favortes  MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

ChartField Detail

Search Options

‘Combination Code: a ® Combination Codes

Workist | MutiChannel Console | Add to Favortes |

Enewwindow (D Help [ Customize Page [ hitp

| Search

ChartField Detail

Fund Code. Department Program Code: Class Field

ProjectiGrant

Affiliate

[ & nal @ |

a |

& |

| [-—Cancei-|
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Step Action

13. In this example we know what the department is.

Click the Department button.

4

ORACLE"

Favortes  Man Menu > Sef Service > Time Reporting > Report Tme > Timesheet

Look Up

Look Up Department

Searchby: Departmemtpeginswitn| |
LookUp Caneel  Advanced Lookup

Search Results

Only the first 300 results of a possible 5456 can be displayed
iew 100 First . 1-300 of 200 . Las

11100
110500000
nn

Step Action

14. In this example we know the department number.

Enter the desired information into the Submit field. Enter "1120010600".
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Look Up

Look Up Department

Search by: Department begins with[1120010600
- LookUp | Caneel |advanced Lookup

Search Results
Only the first 300 results of a possible 5456 can be displayed.

ORACLE
USER PRODUCTIVITY KIT

Step

Action

15.

Click the Look Up button.

[ Loskup |

Favorites - Main Menu > Self Service > Time Reporting > Report Tme > Timesheet

Look Up

Look Up Department

Search by: Department begins with[1120010600

Advaneed Logkup

Search Results

Department
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Step Action

16. Click the 1120010600 link.

1120010600

WMcAfee - |

ORACLE’

Favortes  MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Enewwindow (D Help [ Customize Page [ hitp

ChartField Detail

Search Options
Combination Code: a ® Combination Codes

| Search

ChartField Detail

Account Fund Code Department Program Code Class Field ProjectiGrant Affiliate
[ @, [1120010800 @, | @ @ @ @,
| DKy | [ 2N R |

Step Action

17. Click the Search button.
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Search Combination Codes

Combination Code: Y

Search by ChartFields

Account: [ Y
Fund Code: [ S
Department: [1120010800 @
Program Code: [ -
Class Field: [ S
ProjectiGrant: [ -
Affiliate: &

Favortes  Man Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Select  Combo Code Account
1 [seleat| 000022568 504500
2| [Seled| 000028002 500000
3| | Select| 000030993 504000
4| | Select 000050018 502000
5 |Seled| 000106650 504610
6| | Select| 000102938 504590
7 [ Seled| 000112440 500060
8| | Select| 000177460 500070
9| | select| 000185231 200002

Department

1120010600

1120010600

1120010600

1120010600

1120010600

1120010600

1120010600

1120010600

1120010600

Project/Grant

Fund Code Program Code

10000

10000

10000

10000

10000

10000

10000

10000

10000

Class Field Affi

Step

Action

18.

1120010600 in them.

This search has returned all combination codes that have the department number of

McAfed

Search Combination Codes

Combination Code: @

Search by ChartFields

Account: [
Fund Code: [ -
Department: [11zoot0600 @
Program Code: [ -

Favortes - ManMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Class Field: @

ProjectiGrant: @

Affiliate: @
| ~searen | | Ciear | | Cancel |

Select Combo Code Account
1 | Seledt| 000022568 504500
2 | Select| 000028092 500000
3 | Seledt| 000030993 504000
4 | Select 000050018 502000
5| | select| 000106659 504510
6 [Seledt| 000100938 504690
7 | Select 000112440 500060
8| | select| 000177460 500070
9 [select| 000185231 200002

Department

1120010600
1120010600
1120010600
1120010600
1120010600
1120010600
1120010600
1120010600
1120010600

Project/Grant

Fund Code Program Code

10000
10000
10000
10000
10000
10000
10000
10000
10000

Class Field Affi
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Step Action
19.

Click the Select button.

ORACLE’

WMcAfee - |
Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favortes  MainMenu > SefService > Time Reporting » Repor Tme > Timeshest
Enewwindow (D Help [ Customize Page [ nitp
ChartField Detail

Search Options
Combination Code: Q ® Combination Codes

| Search

ChartField Detail
Account Fund Code. Department

Program Code Class Field
504500 @ [1120010800 @, |

ProjectiGrant Affiliate
[10000

@ | @ | &

| DKy | [ 2N R |

a

Step Action
20. Click the Ok button.
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ORACLE"

Home |  Workist |  MutiChannel

Favortes  Man Menu > Sef Service > Time Reporting > Report Tme > Timesheet

N . Business P "
Taskgroup Override Rate Cash/Comp Shift FMLA Source Unit ‘Combination Code ChartFields
PSNONTASK [casH @ @ @, online 01120 000022568 @, | CharFields
“« i 3

Step Action

21. We now have a combination code.

ORACLE" UMcAfee

Home | Workist | MultiChannel Console |

Favortes  Man Menu > Sef Service > Time Reporting > Report Tme > Timesheet

N . Business P "
Taskgroup Override Rate Cash/Comp Shift FMLA Source . ‘Combination Code ChartFields
PSNONTASK [casH @ @ @, online 01120 000022568 @, | CharFields
« i 3

Step Action

22. Click the scrollbar box.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID:
JobTitle:  Sales Empl Record 1
Workgroup  P38EXE40S Executive Posty 8740 Straight
-1 Instructions
“View By: Calendar Period - Reported Hours: 16,0000 Previous Period ~ Next Period
“Date: 07202012 [H Scheduled Hours: 80.0000
[ From Sundz
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
79 7130 731 an 82 813 84 8i5 816 a7 818 819 810 8

80000 LI LI LI

() Reported Tim

[ Reported Time Summar

Absence Event - selectto view
Submit

Go To: Self Service
Time Reporting
Punch Timesheet
RequestAbsence

Step Action

23. Click the Submit button.
Submit

Please read the message below and click Yes to confirm agreement
(20400,3)

Ve the undersigned do herehy certify under the pains and penalties of perjury
that the reported information is accurate to the best of our knowledge and that
all requests for senices and expenses were incurred while perfarming work
for the state ofYermont. The time reported herein is complete for this pay
period and in accordance with state palicy.
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Step Action

24. Click the Yes button.
Yes

T Mehfee - |

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Self Service > Time Reporting > Report Time > Timesheet

Enewwindow DHep B nip
Timesheet
Submit Confirmation

4

The Submit was successful

OK | Time for the Time Period of 2012-07-29 to 2012-08-11 is submitted

Step Action

25. _Click_the OK button.
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Home | Workist

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pockst Employee ID:
JobTile:  sales Empl Record: 1
Workgroup  P38EXB408 Executive Postv 8/40 Straight
-1 Instructions
“View By: Calendar Period - Reported Hours: £.0000 Previous Period  Next Period
“Date: 07202012 [H Scheduled Hours: 80.0000
From Sunday 07/2912012 to Saturday 08/11/2012
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
729 7i30 Ti31 81 82 813 814 85 816 8T 818 819 810 M
8.0000 [ [ [

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
[ Submit |

Go To: Self Service
Time Reporting
Punch Timesheet
RequestAbsence

Step Action

26. When you have completed your transaction, you can select the VTHR “Main
Menu” for another transaction. Or, if you are finished, Sign Out of VTHR.

Click the Sign out link.

Sign out

W McAfee | 1
PEOPLESOFT ENTERPRISE
wserm:| | Selecta Language: i
English Espafiol
Password: Dansk eutsch
Francais du Canada
Magyar
Sign In oer
Portugués
Svenska
BEE
Pycorui
LT
]
‘Copyright © 2000, 2010, Cracle and/or its affiliates. Al rights reserved. Oracle is a registered trademark of Oracle
‘Corporation andior its affilistes. Other names may be trademarks of their respective owners.
Done @ Internet | Protected Mode: Off €5 v ®100% v
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Step Action

27. You now know how to enter hours using Chart Fields to look up combination codes.

End of Procedure.

ESS - Combination Codes
Procedure

This tutorial will show how to enter hours using different Combination Codes.

Combination Codes are used to charge time to specific funding sources. If you are required to
use such codes, you will be provided with the details of the applicable codes and purposes by

your Department's business office.

Approximate time to complete topic: 5-10 minutes

Favarttes - Main Menu

Top Menu Features Description =) X1

Our menu has changed!

The menu is now located acrose the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

UM

Home | AddtoFavorites \' Sign out

@ Help

& Internet

4~

H100%  ~

Step Action

1. Click the Main Menu button.
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Favarttes - Main Menu

Search Menu: ® (@ Help
Top MenuI:| s
03 seff service 4

[E change My Password

The menu 5] wy System Profile
Click on . =

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Ihitps: fihcmstixd peoplesoft.state vt us/psp/HRSER4/EMPLOVEE [HRMS/hi

@ Irtermet £ - ®100% v

Step Action

2. Click the Self Service menu.
| 1 Self Service *

U McAf
|  Add to Favories
FEVDJEES H Ma\n_Menu

Search Menu:

(@) Help
Top Menu @ s

(3 Self Service

Leave Transfer Requests

[ change My Password o Time Reporting D

The menu [ 1y System Profile Ca personal Information »
Click an N, = 3 Payroll and Compensation »
3 Benefits »

Highlights =] y
=] »

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

Recruiting Actiities

Done

@ Irtemet 3 -

#,100%
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Step Action

3. Click the Time Reporting menu.
| 3 Time Reporting »

Favorites Main Menu

Search Menu: @ @ Help
Top Menu P
3 self Service
Time Reporting
[E) Change My Password | =
The menu. [ wy system profie {3 Personal Information (3 Report Time
Click on M. . 3 Payrolland Compensation (3 View Time
3 Benefits 4
Highlights 3 Leave Transfer Requests »
3 Recrutting Activities »

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

hitps://hcmsbid peoplesoft.state vt.us/psp/HRSEX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP +/ Trusted sites | Protected Mode: Off h v B100% v

Step Action

4. Click the Report Time menu.
| [ Report Time
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Favarites - Main Mlenu
‘Search Menu:
Top Menu

(3 seff service
] Change My Password

The menu
Click on .

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

My Systern Profile

®

Time Reporting
Personal Information

Leave Transfer Requests

[
&
&
3 Benefits
&
3 Recrutting Activities

payroll and Compensation (1 View Time

Training Guide
Training materials

(@) Help

(1 Report Time
Timesheet

+/ Trusted sites | Protected Mode: Off 45 v ®|10% ~

Step Action

3. Click the Timesheet menu.

| E] Timesheet

ORACLE’

Favorites

Timesheet

Job Title:

Systems Developer|
Workgroup

P38EXB405

Main Menu > Seff Service > Time Reporting > Report Tme > Timesheet

Enewwindow DHep H ntp

Employee ID:
Empl Record: 0

Executive Postv 8/40 Straight
- Instructions

Calendar Period -

0712012012 [

“View By: Reported Hours:

Scheduled Hours:

0.0000
0.0000

Previgus Period Next Period

*Date:

Wed Thu Fri Sat Sun
B4 815 816 BT 818 819

! Submit |
» Reported Time Status

» Reported Time Summary
GoTo:  SelfSemice

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off v BI0% v
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Step
6.

Action

In this example, you will enter 8 hours worked Monday - Friday.

For Monday and Tuesday you will charge to one funding source.
For Wednesday, Thursday and Friday you will charge to another funding source.

ORACLE’

W McAfee

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep E nap
Timesheet

Employee ID:
Job Title: Empl Record: 0

Systems Developer|
Workgroup

P38EXB405 Executive Postv 8/40 Straight

Calendar Period -

072912012 [H

*View By: Reported Hours:

Scheduled Hours:

0.0000
0.0000

Previgus Period Next Period

*Date:

From Sunday 07/29/2012 to Saturday 08/11/2012
Sun Mon Sat

sun Mon Tue wed Thu Fri sat
9 7130 703 a1 a2 83 84 85 86 &7 88 89 810 811
[ [ Il \ \ [ \ [ \ [ [
[ [ [ [ [ [ [ [ [ [ [
[ [ \ \ \ [ \ [ \ [ [
[ suwmt |

» Reported Time Status
» Reported Time Summary

Go To: Self Service

Time Reporting
Punch Timesheet

[

v

«/ Trusted sites | Protected Mode: Off

v ®100% -

Step

Action

Enter the desired information into the Mon field.

Enter "8".
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cAfed

Kist | MultiChannel Console
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Employee ID:
Job Title: Systems Developer | Empl Record: 0
jorkgroup  P38EXB40S Executive Postv 8/40 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: [orromor2 [H Scheduled Hours: 0.0000
729 730 Tzt a1 82 83 8i5 816 87 88 819 810 811
[ [ 8 | [ [ [ [ [ [ [ [
[ [ \ \ \ [ \ [ \ [ [
\ \ [ \ [ \ [ [

4
£

) Reported Time Status

) Reported Time Summary
GoTo:  Self Service

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off 45~ ®100% ~

Step Action

8. Enter the desired information into the Tue field.

Enter "8".

cAfe

| MutiChannel Console Add to F:
Favorites - Main Menu > Seff Service > Time Reporting > Report Tme > Timesheet

Enewwindow DHep H ntp

Timesheet
Employee ID:
JobTitle:  Systems Developer| Empl Record 0
Workgroup  P38EXB40S Executive Postv 8/40 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Periog  NextPeriod
“Date: o7ize012 H Scheduled Hours: 00000

4
£

¥ Reported Time Status.

» Reported Time Summary
GoTo:  Self Sewvice

Time Reporting
Punch Timesheet

 Trusted sites | Protected Mode: Off v ®100% ~
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Step Action
9.

Move right to continue.

Click the Scrollbar.

ORACLE’

W McAfee |~ |

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

bt Total _ . .
" Hours Time Reporting Code

Taskgroup  Override Rate  CashiComp

Source
- PSNONTASK [casH Q | @ | Q
- PSNONTASK [casH @ | @ | @
- PSNONTASK [casH @ @ |

+ Trusted sites | Protected Mode: Off

b
45~ ®10% ~

Step Action
10.

Click the Time Reporting Code list.
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Emergency Closing Paid - ECPAY AR
LY@ | FiLa Annual - FANNL
FILA Current Year Gomp - FCYC WuliChannel Cons: 10 Favor

Favorites ~ Mai FILA OFf Payroll Reduced Sched - FOFFP e > Timesheet
FIILA Personal - FPERS

FUILA Prior Year Comp - FPYC

FULA Prior Year Hol Comp - FPYH

FILA Sick - FSICK

Family Medical Leave - FMLA

Federal Jury Duty - FIURY

Fire and Rescue Duty - FIRE.

Floating Holiday - FLOAT

Furlough - FURLO

Higher Assignment Pay - Str - HAPST

Higher Assignment Pay Prem - HAPOT

Holiday Cash - HOL

Holiday Comp Adjustment - HOLAD

Holiday Overtime Premium - HOLOT

S olicay Overtime Straight - HOLST |

Holiday Unscheduled Paid - HOLUP

J Hours | Hours Waorked - WORK

Hours Waorked Over Schedule - WRKOT PSNONTASK = Q, Q,

Judiciary Relief Abuse 350 - JURFA

Judiciary Relief From Abuse OT - JRFAQ PSNONTASK [casH @ @

Jury Duty - JURY

Legislative Leave - LEGLYV PSNONTASK [casH @ | @

Weal Firefighters 20.00 - MEALZ

WMeal Wardens 200.00 - MEAL1

Wilitary Pay Differential - MILDF

|Motorcycle Training - CYC -

n

B

Taskgroup  Override Rate  CashiComp shift FMLA Source

hJ m ] r
+/ Trusted sites | Protected Mode: Off 45 v ®100% ~

Step Action

11. Click the Hours Worked - WORK list item.
[Hours Worked - WORK

ORACLE

dutiChannel Console /Add to Favorites Sign out

Favo_ntes MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
!: Taskgroup  Override Rate CashiComp Shift FMLA Source
| PSNONTASK [casH Q | Q | @,
| - PSNONTASK [casH @ @ @
| - PSNONTASK [casn @ @ @
« m ] v
< Trusted sites | Protected Mode: OFf €5 v ®100% -
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Step Action

12. Move right to continue.

Click the Scrollbar.
| 3

5 T MeAfee |- |
ORACLE B

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites ~ Main Menu > Seff Service > Time Reporting > Report Tme > Timesheet
e
ash/Comp Shift FMLA Source ::ii"“s Combination Code ChartFields
(cASH @ | @ | @ 02200 @ chadFields (¥ =]
ICASH @ @ @ 02200 @, CharFields [E3} =
ICASH @ @ @, 02200 @, CharFields [+ =]

[ I v
o Trusted sites | Protected Mode: Off 45~ ®100% ~

Step Action

13. You will find the applicable code in the drop down list.

Click the Combination Code look up button.

Q,
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. T McAfee
ORACLE U McAfee - |

; MultiChannel Console | Addto Fa
Favoiites - Main Menu > Self Service > Time Reporting > Report Tme > Timesheet

Look Up

Look Up Combination Code

Search by:  GL Combination Code v begins with

Advaneed Logkup

Search Results
Only the first 300 results of a possible 1044 can be displayed.

Effective
Date ode.

0782012 220004 26135 (blanky
070872012 22000 26852 (blanky
07082012 22000 26016 (wlanky
070872012 2200041 26883 (blanky
070872012 2200041 26883 (blanky
070872012 22000 26013 80001
070872012 2200011 26010 (wlanky

< m b
|Dane /' Trusted sites | Protected Mode: Off 45~ ®|100% ~

Step Action

14. The list of Combination Codes provided here will include all codes available to
employees in your Business Unit.

Afee
ORACLE e -

MuttiChannel Console |  Add to Favol
Favgrites | Man Menu > Seff Service > TimeReporting > Report Tme > Timesheet

Look Up

Look Up Combination Code

Search by:  GL Combination Code ~ begins with

. LookUp || Caneel Advanced Lookup

Search Results
Only the first 300 results of a possible 1044 can be displayed.

07872012 220004! 26136 (hlank)
07872012 22000 26852 (hlank)
07872012 22000 26016 (hlank)
07872012 2200041 26883 (hlank)
075872012 2200041 26883 (blank)
07872012 22000 26013 80001

000002461 07m58/2012 2200011 26010 (blank)

« b
Done « Trusted sites | Protected Mode: Off fa v BI0% v
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Step Action

15. For this example, click the 000000235 link.

ORACLE' L —
Home | Workist | MuliChannel Console | Add to Favorites | Sign out

Favgiites  Main Menu > Seff Service > Time Reporting > Reporf Tme > Timesheet

aEEEEEEEG@E@@@E@@@@@@@@ .

ash/Camp Shift FMLA Source z:;i"“’ Combination Code ChartFields

ICASH Q Q @ 02200 000000235 @, CharFields [+] -1

lcasH @ | @ | @ 02200 @, Chadfielss | [#] =

casn @ | Q| Q 02200 [ @ (ChaFieds |[# =l

4 [ I ] r

+/ Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action
16. Move left to continue.

Click the Scrollbar.
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cAfed

Kist | MultiChannel Console
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Employee ID:
Job Title: Systems Developer | Empl Record: 0
jorkgroup  P38EXB40S Executive Postv 8/40 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: [orromor2 [H Scheduled Hours: 0.0000
Wed
7129 730 71 a1 82 813 8i5 87 818 819 810 811
[ [ 8 [ 8 [ [ [ [ [ [ [ [
[ [ \ £l \ [ \ [ \ [ [
\ \ [ \ [ \ [ [

4
£

) Reported Time Status

) Reported Time Summary
GoTo:  Self Service

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off 45~ ®100% ~

Step Action

17. Enter the desired information into the Wed field.

Enter "8".

cAfe

| MutiChannel Console Add to F:
Favorites - Main Menu > Seff Service > Time Reporting > Report Tme > Timesheet

Enewwindow DHep H ntp

Timesheet
Employee ID:
JobTitle:  Systems Developer| Empl Record 0
Workgroup  P38EXB40S Executive Postv 8/40 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Periog  NextPeriod
“Date: o7ize012 H Scheduled Hours: 00000

4
£

¥ Reported Time Status.

» Reported Time Summary
GoTo:  Self Sewvice

Time Reporting
Punch Timesheet

Done

 Trusted sites | Protected Mode: Off v ®100% ~
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Step Action

18. Enter the desired information into the Thu field.

Enter "8".

ORACLE" WMcAfee |~ |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Employee ID:
Job Title Systems Developer | Empl Record: 0
Workgroup  P38EX340S Executive Posty 8/40 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: [orromor2 [H Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
7129 730 71 a1 82 813 84 8i5 86 87 818 819 810 811
[ [ g | 8 [ [ [ [ [ [ [ [
[ [ \ g | 8 \ [ \ [ \ [ [
[ [ \ \ \ [ \ [
[ Submit |

) Reported Time Status

» Reported Time Summary
GoTo:  Self Service

Time Reporting
Punch Timesheet

b
Dane /' Trusted sites | Protected Mode: Off Sy v ®WI0% v

Step Action

19. Enter the desired information into the Fri field.

Enter "8".
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cAfed

Kist | MultiChannel Console

Favglites  Main Menu > Seff Service > Time Reporting > Reporf Tme > Timesheet
0 New Window (ZIHelp [ hitp
Timesheet
Employee ID:
Job Title Systems Developer | Empl Record: 0
jorkgroup  P38EXB40S Executive Posty 8740 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ Next Period
“Date: [orromor2 [H Scheduled Hours: 0.0000
Wed
7129 730 71 a1 82 813 84 8i5 818 810 811
[ [ 8 | 8 [ [ [ [ [ [ [ [
[ [ \ £l 8 £l [ \ [ \ [ [
[ Submit |
GoTe:  Self Senvice
Time Reporting
Punch Timesheet
4 I r
/' Trusted sites | Protected Mode: Off Sy v ®WI0% v

Step Action

20. Move right to continue.

Click the Scrollbar.

cAfe

| MutiChannel Console Add to F:

FWOJNEE MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet

pt Total __ N

1 e Time Reporting Code Taskgroup  Override Rate CashiComp Shift FMLA Source

| Hours Worked - WORK - PSNONTASK [casH @ @ @

| - PSNONTASK [casH @ @ @

| - PSNONTASK [casn @ @ @

< m ] v
«/ Trusted sites | Protected Mode: Off 44 v ®100% v
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Step Action

21. Click the Time Reporting Code list.

M

Emergency Closing Paid - ECPAY -
(el | a1 Annual - FANNL

FHLA Current Year Comp - FCYC Workist dutiChannel Console
Favorites  Mai FMLA OFf Payroll Reduced Sched - FOFFP me > Timesheet

FILA Personal - FPERS

FHLA Prior Year Comp - FPYC
FHILA Prior Year Hol Comp - FPYH
FHLA Sick - FSICK
Family Medical Leave - FMLA
Federal Jury Duty - FIURY
Fire and Rescue Duty - FIRE
Floating Holiday - FLOAT
Furlough - FURLO
Higher Assignment Pay - Str - HAPST
Higher Assignment Pay Prem - HAPOT
Holiday Cash - HOL
Holiday Comp Adjustment - HOLAD
Holiday Overtime Premium - HOLOT

m

Holiday Overtime Straight - HOLST |
r Jotal {Holiday Unscheduled Paid - HOLUP Taskgroup  Override Rate  CashiComp shift FMLA Source
d Hours | Hours Worked - WORK
» Hours Worked Over Schedule - WRKOT PSNONTASK [casH Q | Q | @
= Judiciary Relief Abuse 350 - JURFA
Judiciary Relief From Abuse OT - JRFAO PSNONTASK [casH @ @ Y
= Jury Duty - JURY
Legislative Leave - LEGLV PSNONTASK [casH @ @ @,

Meal Firefighters 20.00 - MEAL2

Meal Wardens 200.00 - MEAL1

Military Pay Differential - MILDF

Matorcycle Training - CYC >

« i ] v

«/ Trusted sites | Protected Mode: Off £ v ®100% ~

Step Action

22. Click the Hours Worked - WORK list item.
[Hours Worked - WORK
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Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

st |

HutiChannel Console

pt Tofal _. "

g Hours Time Reporting Code Taskgroup
| Hours Worked - WORK - PSNONTASK
| Hours Worked - WORK - PSNONTASK
| - PSNONTASK

‘Override Rate  CashiComp Shift FMLA Source
E=— Q| Q
s @ | Q| )
e @ | | a
" v
f Trusted sites | Protected Mode: Off 45 v ®|10% ~

Step

Action

23.

Move right to continue.

Click the Scrollbar.

ORACLE’

Add to Fi
Favo_ntes MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
FashiComp shift FMLA Source :: ;i"e“ Combination Code ChartFields
lcasH @ | Q Q@ 02200 000000235 @, ChanFields =|
ICASH @ @ @ 02200 @, CharfFields =
lcasH @ | @ @ 02200 @, ChanFields =
« [ m v
« Trusted sites | Protected Mode: Off fa v BI0% v
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Step

Action

24.

Click the scrollbar.

Click the Combination Code look up button.

You will find the applicable code in the drop down list.

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Look Up

Look Up Combination Code

Search by:  GL Combination Code v begins with

[ Lookup || Cancel | agvances Lookup

Search Results
Only the first 300 results of a possible 1044 can be displayed.

Effective y Fund
Date Code

Program
Code

lgw 100 First [q] 1-300 of200 [5] Lasf

Class
Field

0782012 220004 22005

26135

(hlanky

070872012 22000 22005

26852

(hlanky

070872012 2200022000 EXOTIC 10000

26016

(hlanky

070872012 2200041 22005

26883

(hlanky

070872012 2200041 22005

26883

(hlanky

070872012 22000 10000

26013

80001

26010

070872012 2200011 10000

(hlanky

McAfee

I 3

|pene 7 Trusted sites | Protected Mode: Off Gh v ®m100% -

Step

Action

25.

Click the 000002461 link.
0o0002461
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cAfe
Kist | WultiChannel Console
Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet
Cash/Comp Shift FMLA Source 5: :i"e“ Combination Code ChartFields
ICASH @ @ @ 02200 000000235 @, CharFields [=]
(CASH Q| @ @ 02200 000002461 @, ChariFields =]
casH @ | @ | @ 02200 @ CharFields =
< [ I ] r
«f Trusted sites | Protected Mode: Off 4y v ®MI0% v

Step Action

26. Now you are ready to submit the reported time.
Move left to continue.

Click the Scrollbar.

cAfed

MuttiChannel Console
Favortes  Man Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Employee ID:
JopTitle:  Systems Developer| Empl Record: 0
Workgroup  P38EXB408 Executive Postv 8/40 Straight
-1 Instructions
“View By: Calendar Period - Reported Hours: 02,0000 Previous Period  Next Period
“Date: 07202012 [H Scheduled Hours: 0.0000

[ Submit |
) Reported Time Status-
) Reported Time Summary

GoTo: Self Senvice

Time Reporting
Punch Timesheet

Dane /' Trusted sites | Protected Mode: Off Sy v ®WI0% v
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Step Action
27. When you submit your timesheet, your entries are saved and submitted for approval.

You may change or enter additional information within the deadlines of the pay
period. Any changes will need to be re-approved.

If you do not submit, the hours you filled in will be lost.

Click the Submit button.
Submit

Please read the message below and click Yes to confirm agreement
(20400,3)

We the undersigned do herehy certify under the pains and penalties of perjury
thatthe repared information is accurate ta the best of aur knowledge and that
all requests for services and expenges were incurred while perorming work
for the state of Vermort, The time reported herein is complete for this pay
period and in accordance with state palicy.

fes Mo

Step

Action

28.

This is will act as your signature for your timesheet.

Click the Yes button.
TeS
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Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

Timesheet
Submit Confirmation

4 The Submit was successful
OK

| Time for the Time Period of 2012-07-20 to 2012-08-11 is submitted

0 New Window (ZHelp [ hitp

Step
29.

Action

Click the OK button.

rklist |
Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

cAfed

HutiChannel Console

0 New Window (ZIHelp [ hitp
Timesheet
Employee ID:
JobTitle:  Systems Developer| Empl Record: 0
Wiorkgroup  P38EXB40S Executive Posty 8740 Straight
-1 Instructions
“View By: Calendar Period - Reported Hours: 40,0000 Previous Period ~ Next Period
“Date: 07202012 [H Scheduled Hours: 0.0000
From Sunday 07/29/2012 to Saturday 08/11/2012
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
7129 730 71 a1 82 813 84 8i5 86 87 818 819 810 811
[ [ 80000 [ 8.0000 [ [ [ [ [ [ [ [
| | [ 8.0000/ | 8.0000 | s.0000 | [ | [ | |
[ Submit |
) Reported Time Status
) Reported Time Summary
GoTe:  Self Senvice
Time Reporting
Punch Timesheet
4 I r
Dane /' Trusted sites | Protected Mode: Off Sy v ®WI0% v
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Step
30.

Action

Once you submit your timesheet VTHR will sort your reported time rows
alphabetically by the TRC.

VTHR will combine rows if they have the same TRC, SHIFT, COMBO CODE,
TASKPROFILE.

As an example, if you have 2 lines that are Hours Worked charged to the same
funding source, they would be combined into one line.

As a result, your timesheet may look different from what you entered.

ORACLE"

TMchAfee -
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favgiites | Main Menu > Seff Service > Time Reporting > Reporf Time > Timesheet
B New Window (ZHelp [ http
Timesheet
Employee ID:
Jab Title:

Systems Developer | Empl Record: 0
‘Workgroup P38EX8408 Executive Postv 8/40 Straight

“Aiew By: CalendarPeriod  ~ Reported Hours: 40,0000 Presious Period  Hext Period
“Date: 07202012 [H Scheduled Hours: 0.0000

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
729 7130 Tiz1 81 82 813 814 85 816 8T 818 819 810 M
[ [ o000 [ 80000 [ [ [ [ [ [ [ [
| | [ 8.0000/ | s.0000 | s.0000 | | [ | [ | |
[ [ [ [ [ [ [ [ [

Submit

) Reported Time Status
) Reported Time Summary

GoTo:  Self Service

Time Reporting

Punch Timesheet
4 . 3
Dane /' Trusted sites | Protected Mode: Off Sy v ®WI0% v
Step Action

31.

When you have completed your transaction, you can select the VTHR “Main
Menu” for another transaction. Or, if you are finished, Sign Out of VTHR.

Click the Sign Out link.

| Sign out
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ORACLE’
PEOPLESOFT ENTERPRISE

User ID: l:l Select a Language:

English

Francais
',7.. taliana
Polski
Suomi
Cedtina
2O
Thay

x
lisk

o
i3
S

K El h

& Internet 45 | R100% <
Step Action
32. You now know how to enter hours using different Combination Codes.
End of Procedure.

ESS - Comments

Procedure
This tutorial will show how to view and add comments to your timesheet.

Approximate time to complete topic: About 5 - 10 minutes
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Favorites - Main Menu

(@ Help
Top Menu Features Description [=) %1

Our menu has changed!

The menu is now located acrose the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Done

+ Trusted sites | Protected Mode: Off 45~ ®100%

Step Action

1. Click the Main Menu button.

Favorites : Main Menu

Search Menu:

(2 Help
Top Menu @ s

(3 Self Service 4
[E change My Password

The menu (=] My System Profile
Click on N. =

Highlights

Recently Used pages

now appear under the e
Favorites menu, located Fre—
at the top left et

gui=

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

https://hemsbyd peoplesoft state vt.us/psp/ HRSBX4/EMPLOYEE/HRMS/h/ «/ Trusted sites | Protected Mode: OFf 5 v ®100%
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Step Action

2. Click the Self Service menu.
| [0 Self Service *

W McAfee |- | i
Home | AddtoFavorites Sign out
Favorites - Main Menu
Search Menu: (@ Help
Top Menu s
(3 seff service

Time Reporting
Personal Information
Payrolland Compensation

[E] change My Password | =3
=
=
(3 Benefits
=]
=]

The menu 5] My System Profile
Click an N, =

Highlights Leave Transfer Requests

Recruting Activities

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

https://hcmsbyd peoplesoft.state.vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP

+/ Trusted sites | Protected Mode: Off 45 v ®|10% ~

Step Action

3. Click the Time Reporting menu.
| 31 Time Reporting 3
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Favorites - Main Menu
‘Search Menu:

Top Menu ®

(3 seff service

[ change My Password iRy

Leave Transfer Requests
Recruting Activities

&
The menu (5] Wy system Profle 3 Personal Information | (1 Report Time
Click an N. 3 Payrolland Compensation (3 View Time
: 3 Benefits
Highlights =)
&

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

ORACLE
USER PRODUCTIVITY KIT

https://hcmsbyd peoplesoft.state.vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP

«f Trusted sites | Protected Mode: Off

45 v ®|10% ~

Step Action

4. Click the Report Time menu.

| 1 Report Time

Favorites : Main Menu

Search Menu:

Top Menu @

(3 Self Service

(5 change My Password SN

Leave Transfer Requests 4
Recruiting Activities »

0
The menu. =] My System Profile 3 Personal Information 1 Report Time
Click on N, . 3 Payrolland Compensation (1 View Time
3 Benefits ¥
Highlights =)
o=

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

Done

[E] Timesheet

«f Trusted sites | Protected Mode: OFf

G-

H100% ~
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Step Action

5. Click the Timesheet menu.
| £ Timesheet

ORACLE" WMcAfee |~ |

Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out

Favorites . Main Menu > Sef Senvice > Time Reporting > Reporf Tme > Timesheet

0 New Window (ZHelp [ hitp

Timesheet

Polly Pocket Employee ID-

JobTile:  State of Vermont Employee Empl Record: 0

Workroup  P38EX840S Executive Postv 8/40 Straight

-1, Instructions

“View By: Calendar Period - Reported Hours: 12,0000 Previous Period  Mext Period

“Date: fernanote |5 & Scheduled Hours: 0.0000

From Sunday 08/1212012 to Saturday 08/26/2012

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
8M2 813 814 8M5 8M6 87 818 8M9 8120 8121 8i22 8123 8124

[ [ 40000 [ 40000 | 15000 | [ [ [ [ 40000 | 40000 [ 15000 | [

[ Submit |

GoTo:  Self Senice

Time Reporting
Punch Timesheet
“ i v
6. To enter comments on your timesheet you will first need to enter hours.
In this example we already have hours entered.
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Kist | MultiChann:
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet
0 New Window (ZIHelp [ hitp
Timesheet
Polly Pocket Employee ID:
Job Title State of vermont Employee Empl Record: 0
jorkgroup  P33EX8408 Executive Postv 8/40 Straight
Instructions
“View By: Calendar Period - Reported Hours: 19.0000 Previous Period  Next Period
“Date: 0en22012 EH Scheduled Hours: 0.0000
From Sunday 08/1212012 to Saturday 08/25/2012
Sun Mon Tue Wed Thu Fri sat Sun Mon Tue Wed Thu Fri
812 813 814 815 816 817 818 819 820 8121 8i22 8123 824
[ 4.0000 [ 4.0000 15000 4.0000 4.0000 1.5000
[ Submit |

) Reported Time Status

» Reported Time Summary
GoTo:  Self Senice

Time Reporting
Punch Timeshest

Step Action

7. We are going to switch the view so the page is easier to see.

Click the View By: menu.
Calendar Period -

McAfee

HutiChannel Console

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Timesheet

Polly Pocket Employee ID:

Job Title: State of Vermont Employee Empl Record: 0
Workgroup P38EX840S Executive Posty 8/40 Straight

i Instructions

“View By: Calendar Period Reported Hours: 19.0000 Previous Period  Mext Period
Calendar Period
“Date: CrTR— Scheduled Hours: 0.0000
From Sunday 08 Hss S |
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
8M2 813 814 8M5 8M6 87 818 8M9 8120 8121 8i22 8123 8124
[ [ 4oo00) [ 40000 [ 15000 4.0000 4.0000 1.5000

) Reported Time Status

) Reported Time Summary
Go To: Self Senice

Time Reporting
Punch Timeshest
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Step Action

8. Click the Week list item.
[Week |

ORACLE"

T McAfee |~ |
Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favoiites - Main Menu > Seff Service > Time Reporting > Report Tme > Timesheet
0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID:

Job Title: State of Vermont Employee

Empl Record: 0
Workgroup  P38EXB408 Executive Postv 8/40 Straight
-1, Instructions
View By: Week - Reported Hours: 95000 Previous Week  NextWeek
“Date: 0811212012 [E) Scheduled Hours: 0.0000
From Sunday 08/1212012 to Saturday 08/18/2012
Sun Mon Tue Vied Thu Fri Sat otal "
812 813 a4 815 816 817 a1 nours_|1me Reporting Code =R
[ [ 40000 [ 40000 | 15000 | [ [ 95000 Hours Worked - WORK - PSN
[ Submit |

¥ Reported Time Status.

» Reported Time Summary
GoTo:  SelfSenice

Time Reporting
Punch Timeshest

Step Action

To view the comments you will need to expand the "Reported Time Status" section.

Click the Expand section button.
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Kist | MultiChann:

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet
0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID:
JobTitle:  State of Vermont Employee Empl Record: 0
P38EXE40S Executive Posty 8740 Straight
Instructions
Week - Reported Hours: 9.5000 Previous Week  NextWeek
0811212012 [E) i Scheduled Hours: 0.0000
From Sunday 08/1212012 to Saturday 08/18/2012
Sun Mon Tue Wed Thu Fri Sat Total _. -
812 813 314 815 816 817 a1 nours_|1me Reparting Code =R
[ [ 40000 [ 40000 | 15000 | [ [ 95000 Hours Worked - WORK - PSN
[ Submit |
~ Reported Time Status [ ]
Date Reported Status Approval Monitor Total TRC Description Comments
08132012 Submitted Approval Monitor 40000 WORK Hours Worked @
08/14/2012  Submitted Approval Monitor 4.0000 WORK Hours Worked o
08/15/2012  Submitted Approval Monitor 1.5000 WORK Hours Worked o
) Reported Time Summary
GoTo:  Self Senice
Time Reporting
Punch Timesheet
] i ] 5

Step Action

10. Here is the only place where comments will be shown.

The supervisor will not receive notification of these comments. He or she will need
to open your time sheet and view your comments here.

McAfee

kist | WutiChannel Console |
Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

& New Window (2)Help

Timesheet
Polly Pocket Employee ID:
JobTitle:  State of Vermont Employee Empl Record: 0
Workgroup  P38EX840S Executive Postv 8/40 Straight

i Instructions

“View By: Week - Reported Hours: 95000 Previous Week  NextWeek
“Date: [osr2i2012 |E b Scheduled Hours: 0.0000
i 't ome  sws e am ow  Hows TmeReperieoCode e
[ [ 40000] [ 40000 [ 15000 [ [ [ 95000, Hours Worked - WORK - PSHI
| Submit |

v Reported Time Status

Date: Reported Status Approval Monitor Total TRC Description Crmmants
08/13/2012 Submitted Approval Monitor 40000 WORK Hours Worked @
08/14/2012 Submitted Approval Monitor 4.0000 WORK Hours Worked (]
08/15/2012 Submitted Approval Monitor 1.5000 WORK Hours Worked (&

) Reported Time Summary
GoTo:  Self Senice

Time Reporting
Punch Timeshest
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Step Action

11. In this comment box, there already are comments. If comments exists there will be
blue lettering inside of the box.

ORACLE’ WMcAfee |~ |

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (Z1Help [ hitp

Timesheet
Polly Pocket Employee ID:
JobTitle:  State of Vermont Employee Empl Record: 0
Workgroup  P38EX840S Executive Postv 8/40 Straight

*View By: Week e Reported Hours: 95000 Previous Week  Next Week
“Date: [osr2i2012 |E b Scheduled Hours: 0.0000
s sws e sas  ome a; oas nowrs TmeResortingCode Task
[ [ 40000 [ 40000 | 15000 | [ [ 95000 Hours Worked - WORK - PSN
[ submit

v Reported Time Status

Date: Reported Status Approval Monitor Total TRC Description Comments
08/13/2012 Submitted Approval Monitor 40000 WORK Hours Worked @
08/14/2012 Submitted Approval Monitor 4.0000 WORK Hours Worked (]
08/15/2012 Submitted Approval Monitor 1.5000 WORK Hours Worked (&

} Reported Time Summary
GoTo:  Self Senvice

Time Reporting
Punch Timesheet

Step Action

12. These two comment boxes do not yet have comments in them. There is no lettering
inside of the boxes.
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USER PRODUCTIVITY

Kist | MultiChann:
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet
0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID:
Job Title State of vermont Employee Empl Record: 0
jorkaroup  P38EXB40S Executive Postv 8/40 Straight
Instructions
“View By: Week - Reported Hours: 9.5000 Previous Week  NextWeek
“Date: 0811212012 [E) i Scheduled Hours: 0.0000
From Sunday 08/1212012 to Saturday 08/18/2012
Sun Mon Tue Wed Thu Fri sat Total _ .
812 813 314 815 816 817 a1 nours_|1me Reparting Code =R
[ [ 40000 [ 40000 | 15000 | [ [ 95000 Hours Worked - WORK - PSN

~ Reported Time Status

Date: Reported Status Approval Monitor Total TRC Description

Comments
08/13/2012 Submitted Approval Monitor 4.0000 WORK Hours Worked @
08/14/2012 Submitted Approval Monitor 4.0000 WORK Hours Worked (]
08/15/2012 Submitted Approval Monitor 1.5000 WORK Hours Worked (9]

} Reported Time Summary
GoTo:  Self Senice

Time Reporting
Punch Timesheet

Step Action

13. We are going to add comments to this line.

Click the Comments button.

McAfee

kist | WutiChannel Console |
Favortes  Man Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Comments
Polly Pocket Empioyee iD-
Job Title: State of Vermont Emplayee Empl Record: 1]

1 instructions.

Comments related to time entered for 08/15/2012

First 10f1 Last
User ID DateTime Created Source Comment
55855 01/18/2013 8:11AM  Reporting
| AddComment
| OK | Cancel | Apply
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Step Action
14.

The comments screen will show who is entering in the comments and also the time
they were entered.

ORACLE"

W McAfee |- |
Home | Workist | MutiChannel Console |  Addto Favorites | Sign out
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet
) New Window () Help [ Customize Page [ hitp
Comments
Polly Pocket Empioyee iD-
Job Title:

State of Vermont Employee Empl Record

o

Comments related to time entered for 08/15/2012

Customize | Find | View 21| B | 3 Frst 5 g 074 0 Last

User 1D DateTime Created

Source Comment
55555 01/18/2013 8:11AM Reporting
Add Comment
OK Cancel Apply

Step Action

15.

Enter the desired information into the Comment field. Enter "i didn't have lunch
that day".
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Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Comments
Polly Pocket Empioyee iD:
Job Title: State of Vermont Emplayee Empl Record: [i]

1. instructions.

Comments related to time entered for 08/15/2012

Customize | Find | View 41| B
User ID DateTime Created Source Comment
i didnt have lunch that day
55656 01/18/2013 8:11AM | Reporting
| AddComment

Step

Action

16.

Click the Apply button.

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Comments
Polly Pocket Empioyee iD-
Job Title: State of Vermont Emplayee Empl Record: 1]

Comments related to time entered for 08/15/2012

Customize | Find | View 41| B First EI 4 of 4 I Last
UserlD  DateTimeCreated  Source Comment
55655 01/18/2013 8:11AM  Reportng | didn'thave lunch that day
AddComment
OK | Cancel | Apply |

0 New Window () Help [ Customize Page
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Step

Action

17.

You are able to add more then one comment.

Click the Add Comr_nent button.
Add Comment

Comments related to time entered for 08/15/2012

Customize | Find | View 20| B | Fist K 42072 T ast
User 1D DateTime Created  Source Comment
56555 01/18/2013 8:11AM  Reportng | didn'thave lunch that day
|
55565 011872013 8:12aM  Reporting
Add Comment
0K Cancel Apply

Home | Workist | MutiChannel Console | Addto Favorites | Sign out
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet
) New Window (2)Help [ Customize Page [ http
Comments
Polly Pocket Empioyee iD-
Job Title: State of Vermont Employee Empl Record 0

Step

Action

18.

right".

Enter the desired information into the Comment field. Enter "I think i coded this
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Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window () Help [ Customize Page

Comments
Polly Pocket Empioyee iD:
Job Title: State of Vermont Emplayee Empl Record: 1]

1. Instructions.

Comments related to time entered for 081512012 Customize | Find | View Al| First K 4.2 012
User ID DateTime Created Source Comment
558565 01/18/2013 8:11AM  Reporting | didn't have lunch that day

I think i coded this right

55555 01/8/2013 8:12AM  Reporting
| AddComment
. Ok | Cancel | Apply

Step Action

19. Click the Apply button.
Apply

Favortes - Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window () Help [ Customize Page

Comments
Polly Pocket Empioyee iD-
Job Title: State of Vermont Emplayee Empl Record: [i]

1 instructions.

Comments related to time entered for 08/15/2012

Customize | Find | Viev First El 42072
User ID DateTime Created Source Comment

558555 01/18/2013 8:11AM  Reporting | didn' have lunch that day

55555 01/18/2013 8:12AM  Reporting | think i coded this right

| AddComment

| ok | cancel | Apply |
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Step Action

20. Click the OK button.

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep H nto

Timesheet
Polly Pocket Employee ID:
Job Title:  State of Vermont Employee Empl Record: 0
Workgroup  P38EXB40S Executive Postv 8/40 Straight

i Instructions

“View By: Week - Reported Hours: 95000 Previous Week  NextWeek
“Date: osn2i2012 [ Scheduled Hours: 0.0000
From Sunday 08/12/2012 to Saturday 08/18/2012
Sun Mon Tue Wed Thu Fri Sat Total .
812 813 314 M8 816 817 318 Mours, | me Regorting Code R
| | 40000/ [ 40000 [ 15000 [ | [ 95000, Hours Worked - WORK - PSNI
[ Submit |
~ Reported Time Status
Date Reported Status Approval Monitor Total TRC Description Comments
08122012 Submitted Approval Monitor 4.0000 WORK Hours Worked @
08/14/2012  Submitted Approval Monitor 4.0000 WORK Hours Worked [
08152012 Submitted Approval Monitor 15000 WORK Hours Worked ]

» Reported Time Summary
GoTo:  Sell Senvice

Time Reporting
Punch Timesheet

Step Action

21. Click the Comments button.
[ "]
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Kist | WultiChannel Console
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

) New Window (2)Help [ Customize Page [ http

Comments
Polly Pocket Employee ID:
Job Title State of Vermont Employee Empl Record: 0

Comments related to time entered for 081312012 Customize | Find | View A1 B8 | 3 First Kl 42012 1
User ID DateTime Created Source Comment

55855 12/12/2012 1:06PM  Reporting  |talked to Jack aboutthis

77T 1211212012 T.07PM Approver  This is Jack Evenything looks good

| AddComment

| ok | cancel | Apply |

Step Action

22. Here we see a conversation between the employee and the approver.

iChannel Console

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

) New Window (2)Help [ Customize Page [ http

Comments
Pally Pocket Employee ID:
Job Title State of Vermont Employee Empl Record: 0

Comments related to time entered for 081312012 Customize | Find | View 21| BV | 3 Fist KL 42072 1
User ID DateTime Created Source Comment
55555 12/12/2012 1.06PM  Reporting  |talked to Jack aboutthis.
71717 1211212012 T.07PM Approver  This is Jack Evenything looks good
| AddComment |

Step Action

23. Click the OK button.
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Workist

Favo_ntes MalnvMenu > SeVFS‘erv\ce > Time RSDOITIHQ > REDOVE Time > Timesheet
Enewwindow DHep H nto
Timesheet
Polly Pocket Employee ID-
Job Title State of Vermont Employee Empl Record: 0
Workgroup  P38EXB40S Executive Postv 8/40 Straight
i Instructions
“View By: Week ¢ Reported Hours: 95000 Previous Week  DextWeek
“Date: pariz2012 & Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Total -
812 813 314 M8 816 817 318 Mours, | me Regorting Code R
| | 40000/ [ 40000 [ 15000 [ | [ 95000, Hours Worked - WORK - PSNI
~ Reported Time Status
Date Reported Status Approval Monitor Total TRC Description Comments
08/13/2012  Submitted Approval lonitor 4.0000 WORK Hours Worked &)
08/1412012  Submitted Approval Monitor 4.0000 WORK Hours Worked (o}
08/15/2012  Submitted Approval Wonitor 15000 WORK Hours Worked @
GoTo:  Self Senvice
Time Reporting
Punch Timesheet
4 . »
. P .
24, When you have completed your transaction, you can select the VTHR “Main

Click the Sign out link.

Sign out

Menu” for another transaction. Or, if you are finished, Sign Out of VTHR.
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ORACLE' ]

PEOPLESOFT ENTERPRISE

wsor: | Select a Language:

English Espafiol
e Dansk eutsch
Francais rancais du Canada
'm taliano
Polski
Suomi
Cedtina
2O
Thay

Step Action

25. You now know how to add comments to your timesheet.
End of Procedure.

ESS - Higher Assignment Pay

Procedure

This tutorial will show how to report time worked on a higher assignment.

Higher Assignment Pay is applicable only to eligible employees in accordance with the collective
bargaining agreements and state policy. Any questions about eligibility for Higher Assignment

Pay should be directed to your immediate supervisor.

Approximate time to complete topic: 10 minutes
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Favorites - Main Menu

(@ Help
Top Menu Features Description [=) %1

Our menu has changed!

The menu is now located acrose the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Step Action

1. Click the Main Menu button.

Favorites : Main Menu

Search Menu:

(2 Help
Top Menu l @ s

(3 Self Service 4
(5 change My Password

The menu (=] My System Profile

Click on K.
Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.
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USER PRODUCTIVITY KIT

Step Action

2. Click the Self Service menu.
| [0 Self Service *

W McAfee |- | i
Home | AddtoFavortes | Signout
Favorttes - Main Menu
Search Menu: (@ Help
Top Menu s
(3 seff service

Time Reporting
Personal Information
Payrolland Compensation

[E] change My Password | =3
=
=
(3 Benefits
=]
=]

The menu 5] My System Profile
Click an N, =

Highlights Leave Transfer Requests

Recruting Activities

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Step Action

3. Click the Time Reporting menu.
| 31 Time Reporting 3
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- Man Menu
‘Search Menu:

Top Menu ®

(3 seff service
[E] change My Password

The menu =] wmy System Profile
Click on . =

Time Reporting

[

=}

3 Payrolland Compensation (3 View Time

3 Benefits
Highlights £ Leave Transfer Requests
£3 Reauiting Activities
Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Personal Information 3 Report Time

Training Guide
Training materials

Step Action

4. Click the Report Time menu.

| 1 Report Time

¢ Main Menu
Search Menu:

Top Menu @

(3 Self Service

3 Time Reporting
The menu % ;:agf:t::: :ra:;‘:rovd 3 Personal Information [ Report Time
Click on N. 8 3 Payrolland Compensation & View Time
3 Benefits 4
Highlights (3 Leave Transfer Requests 3
3 Recruiting Activities 4

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually

cracie

display your navigation o
path and give you access =——,
to the contents of =

subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

[E] Timesheet

Add to Favorites

(2 Help
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Step

Action

5.

Click the Timesheet menu.
| £ Timesheet

ORACLE"

WMcAfee |~ |

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Timesheet
Polly Pocket Employee ID: 67837
JonTie:  Principal Assistant Empl Record: 0
Workgroup  P38EXB408 Executive Postv 8/40 Straight
-1, Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Nexi Period
“Date: 1042012 B Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1174 11/5 1116 "7 11718 119 11110 111 1112 113 1114 11115

Home | AddtoFavortes |

0 New Window (ZIHelp [ hitp

NN

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
[ Submit |

Go To: Self Service

Time Reporting
Punch Timesheet

Step

Action

In this example you are working 8 hours for Mon through Friday.
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Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Polly Pocket Employee ID- 67837
Job Title: Principal Assistant Empl Record: 0
jorkgroup  P38EXB40S Execulive Posty 8740 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Nex Periad
“Date: 1042012 B Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri sat Sun Mon Tue Wed Thu
114 15 1116 17 1118 19 11110 1M1 112 11M3 1114 1115

0

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
[ Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

Step Action

7. Enter the desired information into the Mon field. Enter "8".

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Polly Pocket Employee ID- 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S Executive Postv 8/40 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: 1042012 B Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri sat Sun Mon Tue Wed Thu
114 15 1106 17 1118 19 11110 1M1 112 1113 1114 1115

0]

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

Step Action

8. Enter the desired information into the Tue field. Enter "8".
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USER PRODUCTIVITY

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Polly Pocket Employee ID- 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S Executive Postv 8/40 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: 1042012 B Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri sat Sun Mon Tue Wed Thu
114 15 1106 17 1118 19 11110 1M1 112 1113 1114 1115
[ [ 8 | El

O]

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

Step Action

9. Enter the desired information into the Wed field. Enter "8".

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Polly Pocket Employee ID- 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S Executive Postv 8/40 Straight
-1, Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
*Date: 1042012 B Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri sat Sun Mon Tue Wed Thu
114 15 1106 17 1118 19 11110 1M1 112 1113 1114 1115
[ [ 8 | 8 | 8 |

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

Step Action

10. Enter the desired information into the Thu field. Enter "8".
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Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Polly Pocket Employee ID- 67837
Job Title: Principal Assistant Empl Record: 0
jorkgroup  P38EXB40S Execulive Posty 8740 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Nex Periad
“Date: 1042012 B Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri sat Sun Mon Tue Wed Thu
114 15 1106 17 1118 19 11110 1M1 112 1113 1114 1115
[ [ 8 | 8 | 8 [ El

0]

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

Step

Action

11.

Enter the desired information into the Fri field. Enter "8".

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Timesheet

Polly Pocket Employee ID- 67837

Job Title: Principal Assistant Empl Record: 0

Workgroup  P38EX840S Executive Post 8/40 Straight

i Instructions

“View By: Calendar Period - Reported Hours: 0.0000 Previous Period
“Date: 1042012 B Scheduled Hours: 80.0000

sun Mon
1114 15 1116 17 1118, 119 1110 111 1112

0 New Window (ZIHelp [ hitp

Next Period

Tue Vied Thu
1113 1114 11115

0]

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

Step

Action

12.

Click the scrollbar.
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Favorites

Fri T
11116 Hours

Main Menu > Self Service > Time Reporting > Report Tme > Timesheet

©tal |rime Reporting Code

Taskgroup

[+] PSNONTASK

PSNONTASK

PSNONTASK

Qverride Rate Cash/Comp

= —
N —_
e —Y

Shift Fi

[

Step Action

13.

Click the Time Reporting Code list.

ORACLE"

Favorites . Main Menu > Self Servi

FMLA Current Year Comp - FCYC

FMLA Off Payroll Reduced Sched - FOFFP
FMLA Personal - FPERS

FMLA Prior Year Comp - FPYC

FMLA Prior Year Hol Comp - FPYH
FMLA Sick - FSICK

Family Medical Leave - FMLA

Federal Jury Duty - FJURY

Fire and Rescue Duty - FIRE.

Floating Holiday - FLOAT

Furlough - FURLO

Higher Assignment Pay - Str - HAPST
Higher Azsignment Pay Prem - HAPOT
Holiday Cash - HOL

Holiday Comp Adjustment - HOLAD
Holiday Overtime Premium - HOLOT
Holiday Overtime Straight - HOLST
Heliday Unscheduled Paid - HOLUP
Hours Worked - WORK

Hours Worked Over Schedule - WRKOT
Judiciary Relief Abuse 350 - JURFA
Judiciary Relief From Abuse OT - JRFAQ
Jury Duty - JURY

Legislative Leave - LEGLV

Meal Firefighters 20.00 - MEAL2

Meal Wardens 200.00 - MEAL1

Pay Differential - MILDF
Motorcycle Training - CYC
Office Allowance - OFF57
Office Allowance - OFF65

m

Taskgroup
PSNONTASK
PSNONTASK
PSNONTASK

Qverride Rate Cash/Comp

Y —
oy
= —

Shift Fi

[

Page 82




ORACLE Training Guide
USER PRODUCTIVITY KIT Training materials

Step Action

14. Click the Hours Worked - WORK list item.
[Hours Worked - WORK

ORACLE" WMcAfee |- |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

Fri Sat Total _ " . .
e T Houre Time Reporting Code Taskgroup  Override Rate Cash/Comp Shift

Fi
[ Hours Worked - WORK - PSNONTASK CASH @, Q ]
[ - PSNONTASK CASH Y @ ]
[ - PSNONTASK CASH e & ]

[ 3

Step Action

15. Click the scrollbar.
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U McAfee

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Timesheet

Polly Pocket Employee ID- 67837

Job Title: Principal Assistant Empl Record: 0

Workgroup  P38EX840S Executive Postv 8/40 Straight

i Instructions

“View By: Calendar Period - Reported Hours: 0.0000 Previous Period
“Date: 1042012 B Scheduled Hours: 80.0000

sun
111

Sat
1110

Home | AddtoFavortes | Signout

0 New Window (ZHelp [ hitp

Next Period

Thu
11115

]

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Service

Time Reporting
Punch Timesheet

Step Action

16.
for the 8 hours worked on Monday and Friday.

in for a higher level position for one full shift.

In this example you are specifying that you should receive higher assignment pay

NOTE: Eligibility for Higher Assignment Pay (HAP) varies by bargaining unit. In
this example, the contract provisions allow the employee to claim HAP when filling

ORACLE’

W McAfee

Favortes - Main Menu > Seff Service > TimeReporting > Report Tme > Timesheet

Home | AddtoFavortes | S

Enewwindow DHep B nto

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Posty 840 Straight
i Instructions
*View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: 14201z B Scheduled Hours: 80,0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tu Wed Thu
1114 115 116 1T 1118 118 11110 1111 1112 1113 1114 1115
| | 8 8 F] F] 8 [ | |

0]

¥ Reported Time Status

¥ Reported Time Summary
Absence Event- selectto view
| Submit |

Go To: Self Senvice

Time Reporting
Punch Timeshest
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Step Action

17. Enter the desired information into the Mon field. Enter "8".

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Sevice > Time Reporting > Reporf Time > Timesheet

0 New Window (ZHelp [ hitp

Timesheet

Polly Pocket Employee ID: 67837
JobTite:  Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Postv 8/40 Straight

i Instructions

“View By: “Calendar Period  ~ Reported Hours: 0.0000 Previous Period Next Period
“Date: 1042012 B Scheduled Hours: 80.0000

sun Mon Tue Vied Thu

1114 15 1116 17 1118 119 1110 111 1112 1113 1114 11115

]

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Service

Time Reporting
Punch Timesheet

Step Action

18. Enter the desired information into the Mon field. Enter "8".
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Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Polly Pocket Employee ID- 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S Executive Postv 8/40 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: a0tz |5 4 Scheduled Hours: 80.0000
Sun Mon Tue Thu Fri sat Sun Mon Tue Wed Thu
114 15 1116 17 1118 19 11110 1M1 112 11M3 1114 1115
[ [ 8 | 8 | 8 [ 8 [ 8 | [ [ [ [ [
[ [ g [ \ [ [ g [ \ [ [ [ [
[ [ \ \ [ [ \ \ [ [ [ [

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

Step Action
19. Click the scrollbar.

Favortes  Man Menu > Sef Service > Time Reporting » Report Tme > Timesheet

e . otal Time Reporting Code Taskgroup  Override Rate CashiComp Shift l
[ Hours Worked - WORK - PSNONTASK casH @ [ @& [
[ - PSNONTASK casH @ [ @& |
[ - PSNONTASK [casn o [ & [
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Step Action

20. Click the Time Reporting Code list.

-]

FULA Current Year Camp - FCYC Tmearee B
FULA OFf Payroll Reduced Sched - FOFFP - ;

ORACLE"

FMLA Personal - FPERS Home | Addto Favortes | Sign out
Favorites . Main Menu > Self Servi FMLA Prior Year Comp - FPYC
T |FMLA Prior Year Hol Comp - FPYH
FMLA Sick - FSICK
Family Medical Leave - FMLA
Federal Jury Duty - FJURY
Fire and Rescue Duty - FIRE -
Floating Holiday - FLOAT
Furlounh - FLIRI0
Higher Assignment Pay - Str - HAPST
Higher Assignment Pay Prem - HAPOT
FUNEy Last- UL
Holiday Comp Adjustment - HOLAD

I

Holiday Overtime Premium - HOLOT
Holiday Overtime Straight - HOLST
Holiday Unscheduled Paid - HOLUP
Hours Worked - WORK e
Fri Sat Total |Hours Worked Over Schedule - WRKOT
180 Jo Hours | jugiciary Relief Abuse 350 - JURFA
Judiciary Relief From Abuse OT - JRFAQ @ @,
e S PSNONTASK CASH , L[]
Legislative Leave - LEGLV PSNONTASK CASH @ [e}
Meal Firefighters 20.00 - MEAL2 1
Meal Wardens 200.00 - MEAL1 PSNONTASK CASH @ & ]
Military Pay Differential - MILDF
Motorcycle Training - CYC
Office Allowance - OFF57
Office Allowance - OFF65 -

Taskgroup  Override Rate Cash/Comp Shift l

Step Action

21. Please note there are 2 TRCs that are used for higher assignment pay.

Higher Assignment Pay - Str (HAPST) is for standard hours worked.
Higher Assignment Pay Prem (HAPOT) is used for overtime.
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ORACLE" FLILA Off Payrall Reduced Sched - FOFFP

Favorites

Fri
11116

[P Hours worked - WORK

FMLA Current Year Comp - FCYC

FLA Personal - FPERS
Main Menu > Self Servil FILA Prior Year Comp - FPYC

~ |FMLA Prior Year Hol Comp - FPYH
FLA Sick - FSICK
Family Medical Leave - FMLA
Federal Jury Duty - FJURY
Fire and Rescue Duty - FIRE
Floating Holiday - FLOAT
Furlough - FURLO
Higher Assignment Pay - Str - HAPST
Higher Assignment Pay Prem - HAPOT
Holiday Cash - HOL
Holiday Comp Adjustment - HOLAD
Holiday Overtime Premium - HOLOT
Holiday Overtime Straight - HOLST
Holiday Unscheduled Paid - HOLUP

m

Sat Total {Hours Worked Over Schedule - WRKOT
L7 Hours | judiciary Relief Abuse 350 - JURFA
’— Judiciary Relief From Abuse OT - JRFAQ
Jury Duty - JURY
Legislative Leave - LEGLV
Meal Firefighters 20.00 - MEAL2
Meal Wardens 200.00 - MEAL1

Military Pay Differential - MILDF

Motorcycle Training - CYC

Office Allowance - OFF57

Office Allowance - OFFG5 -

Taskgroup  Override Rate

PSNONTASK
PSNONTASK

PSNONTASK

[

ORACLE
USER PRODUCTIVITY KIT

Home | Addto Favorites

‘Cash/Comp Shift FI
= —
= —
Ey ——

Step

Action

22.

For this example, click the Higher Assignment Pay - Str - HAPST list item.
|Higher Assignment Pay - Str- HAPST

Favorites

Fri
11116

Main Menu > Seff Service > TimeReporting > Report Tme > Timesheet

Sat Total __ -
"7 Triom Time Reporting Code
[ Hours Worked - WORK -
[ Higher Assignment Pay - Str- HAPST -

Taskgroup  Override Rate
PSNONTASK
PSNONTASK

PSNONTASK

[

/Add to Favorites

Cash/Comp Shift FI
ey ——
T —
Eey ——

Step

Action

23.

Click the scrollbar.
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Favortes - Main Menu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep H nto

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Posty 840 Straight
i Instructions
*View By: Calendar Period e Reported Hours: 0.0000 Previous Period  Next Period
“Date: 14201z B Scheduled Hours: 80,0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1114 115 116 17 1118 1118 11110 111 1112 1113 1114 1115
[ [ 8 | 8 | 8 | 8 | 8 | [ [ [ [ [
[ [ g | [ [ [ g | [ [ [ [ [
[ [ [ [ [ [ [ [ [ [ [ [

¥ Reported Time Status

» Reported Time Summary
Absence Event - selectto view

! Submit )

Go To: Self Senice
Time Reporting
Punch Timesheet

Step Action

24, In this example you are working 2 hours of overtime on Friday where you will

receive HAP.

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S Executive Postv 8/40 Straight
-1, Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: 1042012 B Scheduled Hours: 80.0000

Sun Mon Tue Vied Thu
1110 111 1112 1113 1114 11115

]

¥ Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet
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Step Action

25. Enter the desired information into the Fri field. Enter "2".

Favortes - Main Menu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep H nto

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Posty 840 Straight
i Instructions
*View By: Calendar Period e Reported Hours: 0.0000 Previous Period  Next Period
“Date: 14201z B Scheduled Hours: 80,0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1114 115 116 17 1118 1118 11110 111 1112 1113 1114 1115
[ [ 8 | 8 | 8 | 8 | 8 | [ [ [ [ [
[ [ g | [ [ [ g | [ [ [ [ [
[ [ [ [ [ [ 2 [ [ [ [ [

¥ Reported Time Status

» Reported Time Summary
Absence Event - selectto view

[ Submit

Go To: Self Senice

Time Reporting
Punch Timeshest

Step Action

26. Click the scrollbar.

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

11;2 “ﬁ; “ZT;:I Time Reporting Code Taskgroup  Override Rate Cash/Comp Shift FI

[ Hours Worked - WORK - PSNONTASK [casn o [ & [
| Higher Assignment Pay - Sir - HAPST - PSNONTASK casn & [ & [
[ - PSNONTASK casH @ [ @& [
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Step Action

27. Click the Time Reporting Code list.

FMLA Current Year Comp - FCYC
ORACLE" FLILA Off Payrall Reduced Sched - FOFFP
FMLA Personal - FPERS Addto Favortes | Sign out
Favorites ~ Main Menu > Self Senvi FMLA Prior Year Comp - FPYC
7 |FMLA Prior Year Hal Comp - FPYH
FMLA Sick - FSICK
Family Medical Leave - FMLA
Federal Jury Duty - FJURY
Fire and Rescue Duty - FIRE
Floating Holiday - FLOAT
Furlough - FURLO
Higher Assignment Pay - Sir - HAPST
Higher Assignment Pay Prem - HAPOT
Holiday Cash - HOL
Holiday Comp Adjustment - HOLAD
Holiday Overtime Premium - HOLOT
Holiday Overtime Straight - HOLST
Holiday Unscheduled Paid - HOLUP

| Hours waorked - WORK |
Fri sat Total |Hours Worked Over Schedule - WRKOT - .
Taskgroup  Override Rate Cash/Comp Shift Fi
1148 1"i7 Hours | judiciary Relief Abuse 350 - JURFA
[ Judiciary Relief From Abuse OT - JRFAO PSNONTASK casn @ [ @

Jury Duty - JURY [
Legislative Leave - LEGLY PSMNONTASK CASH @, @ ]’
Meal Firefighters 20.00 - MEAL2
Meal Wardens 200.00 - MEALA PSNONTASK CASH Q, =

Military Pay Differential - MILDF

Motorcycle Training - GYC

Office Allowance - OFF57

Office Allowance - OFFG5 e

Step Action

28. Click the Hours Worked Over Schedule - WRKOT list item.
[Hours Worked Over Schedule - WRKOT |
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ORACLE"

ORACLE
USER PRODUCTIVITY KIT

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Add to Favortes | Sign out

11;:9I 11?1‘1| nl‘r; o iag Code
[ Hours Worked - WORK -
[ Higher Assignment Pay - Str - HAPST -
[ Hours Worked Over Schedule - WRKOT -

Taskgroup

Qverride Rate

PSNONTASK

PSNONTASK

PSNONTASK

= —
e —
(e — 0

[

Step

Action

29.

Defaults to CASH for overtime

ORACLE" UMcAfee
Home | AddtoFavorites | Sign out
Favglites  Main Menu > Seff Service > Time Reporting > Reporf Tme > Timesheet
[y
11;2 “?:_: “1:?; Time Reporting Code Taskgroup Override Rate ‘Cash/Comp Shift Fi
[ Hours Worked - WORK - PSMONTASK CASH @ @ ]
[ Higher Assignment Pay - Str - HAPST - PSNONTASK CASH @ a [
[ Hours Worked Over Schedule - WRKOT - PSNONTASK CASH @ a |
« i 3
30. Click the scrollbar.
[ 3
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Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

ashiComp shift FMLA Source 5:;"‘”’ Combination Code ChartFields
[asH Q| Q| Y 01100 [ @ chatrields
IcAsH @ | @ | @, 01100 [ & (charFields
CAsH @ | @ | Q@ 01100 [ @ CcharFields

[} [0 [

Step Action

31. To add an additional row for time entry, click the + button.

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S Executive Postv 8/40 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ Next Period
“Date: 11042012 6 Scheduled Hours: 80.0000

[ [ g [ g [ g | 8 | g [ \ [ [ [
[ [ g [ \ [ [ g [ \ [ [ [
[ [ \ \ [ [ 2 | \ [ [ [
[ [ \ \ [ [ \ \ [ [ [

T

» Reported Time Status
» Reported Time Summary

Absence Event- select to view
! Submit )
Go To: Self Senice

Time Reporting
Punch Timesheet
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Step Action

32. In this example you should receive higher assignment pay for the 2 hours of over
time.

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | S
Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Postv 8/40 Straight

i Instructions

“View By: CalendarPeriod  ~

Reported Hours: 0.0000 Previous Period Next Period

“Date: [foazot2 E 2 Scheduled Hours: 80.0000

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu

1174 11/5 1116 "7 11718 119 11110 111 1112 113 1114 11115
[ [ g | 8 | e | 8 8 | [ [ [ [ [ ]
[ [ 8 | [ [ [ g | [ [ [ [ [ [
[ [ [ [ [ [ 2 [ [ [ [ [ L
[ [ [ [ [ [ [ [ [ [ [ [ [

¥ Reported Time Status

» Reported Time Summary
Absence Event - selectto view

[ Submit )

Go To: Self Senice

Time Reporting
Punch Timesheet

Step Action

33. Enter the desired information into the Fri field. Enter "2".
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Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
jorkaroup  P38EXB40S Execulive Posty 8740 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period
“Date: 11042012 6 Scheduled Hours: 80.0000

0 New Window (ZIHelp [ hitp

Next Period

Sun Mon Tue Vied Thu Fri sat Sun Mon Tue Wed Thu
1114 15 1116 17 1B 118 1110 111 1112 1113 1114 11015

[ [ g | 8 | e | 8 8 | [ [ [ [ [

[ [ 8 | [ [ [ g | [ [ [ [ [

[ [ [ [ [ [ 2 [ [ [ [ [

[ [ [ [ [ [ 2 | [ [ [ [ [

T

¥ Reported Time Status

) Reported Time Summary
Absence Event- select to view

! Submit )

Go To: Self Senice

Time Reporting
Punch Timesheet

Step Action

34. Click the scrollbar.

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

1 ;2 . us:’,' ';‘;':! Time Reporting Code Taskgroup.
[ Hours Worked - WORK - PSNONTASK
[ Higher Assignment Pay - Sir - HAPST - PSNONTASK
[ Hours Worked Over Schedule - WRKOT - PSNONTASK
| [+] PSNONTASK

Override Rate  Cash/Comp

T —
Y —_
Y
Y —

1
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Step Action

35. Click the Time Reporting Code list.

FMLA Current Year Comp - FGYC
ORACLE" FLILA Off Payrall Reduced Sched - FOFFP
FMLA Personal - FPERS

Favgrites  Main Menu > Self Servi FMLA Prior Year Comp - FPYC
T |FMLA Prior Year Hol Comp - FPYH
FMLA Sick - FSICK
Family Medical Leave - FMLA
Federal Jury Duty - FJURY
Fire and Rescue Duty - FIRE
Floating Holiday - FLOAT
Furlough - FURLO
Higher Assignment Pay - Str - HAPST
Higher Assignment Pay Prem - HAPOT
Holiday Cash - HOL
Holiday Comp Adjustment - HOLAD
Holiday Overtime Premium - HOLOT
Holiday Overtime Straight - HOLST
Holiday Unscheduled Paid - HOLUP
Hours Worked - WORK e —»
Hours Worked Over Schedule - WRKOT Taskgroup  Override Rate  Cash/Comp Shift FMLA
Judiciary Relief Abuse 350 - JURFA
Judiciary Relief From Abuse OT - JRFAQ
N PSNONTASK [casH @ [
Legislative Leave - LEGLV PSNONTASK cASH
Meal Firefighters 20.00 - MEAL2 i

Q
a,
Meal Wardens 200.00 - MEAL1 PSNONTASK [casn @ [ &
%

UMcAfee

Home | AddtoFavortes | Signout

m

Wilitary Pay Differential - MILDF
Motorcycle Training - CYC PSNONTASK CASH @,

Office Allowance - OFF57

Office Allowance - OFF5 -

Step Action

36. Click the Higher Assignment Pay Prem - HAPOT list item.
[Higher Assignment Pay Prem - HAPOT |
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Favortes  Man Menu > Sef Service > Time Reporting » Report Tme > Timesheet

[y
11;2 "7 ';:';1' Time Reporting Code Taskgroup Override Rate Cash/Comp Shift FMLA

[ Hours Worked - WORK - PSNONTASK s @ [ & [ ]

[ Higher Assignment Pay - Sir - HAPST - PSNONTASK casH @ [ @ [

[ Hours Worked Over Schedule - WRKOT - PSNONTASK fcasn @ [ @ [ ]

| Higher Assignment Pay Prem - HAPOT - PSNONTASK [casn @ [ @& [ |

Step Action

37.

Click the scrollbar.

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Timesheet
Polly Pocket Employee ID:
Job Title: Principal Assistant Empl Record
Workgroup  P38EXB408 Executive Posty 8140 Straight
-1, Instructions
*View By: Calendar Period e Reported Hours: 0.0000
“Date: 11042012 6 Scheduled Hours: 80.0000

67837

Previous Period

0 New Window (ZIHelp [ hitp

Next Period

T

Absence Event- select to view
! Submit )
Go To: Self Senice

Time Reporting
Punch Timesheet

¥ Reported Time Status

» Reported Time Summary
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Step Action
38. When you submit your timesheet, your entries are saved and submitted for approval.

You may change or enter additional information within the deadlines of the pay
period. Any changes will need to be re-approved.

If you do not submit, the hours you filled in will be lost.

Click the Submit button.
Submit

Please read the message below and click Yes to confirm agreement
(20400,3)

We the undersigned do hereby certify under the pains and penatties of perjury
thatthe reported infarmation is aceurate to the best of our knowledge and that
all requests for serdces and expenses were incurred while perfarming work
for the state ofVermont. The time reported herein is complete for this pay
period and In accordance with state policy.

Yes Mo

Step

Action

39.

This is will act as your signature for your timesheet.

Click the Yes button.

s
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Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (I Help B
Timesheet

Submit Confirmation

The Submit was successful

4

OK: Time for the Time Period of 2012-11-04 to 2012-11-17 is submitted

Step Action

40. Click the OK button.

ORACLE"

Favortes - Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Tiie Principal Assistant Empl Record: 0
Wiorkgroup  P38EXB40S Executive Posty 8740 Straight

i Instructions

“View By: ‘CalendarPeriod =

Reported Hours: 52.0000 Previous Period  Next Period
“Date: 11042012 H A Scheduled Hours: 20,0000

[ [ [ [ [ [ 2.0000] | [ [ [ [ [
[ [ 0000 | [ [ [ o000 | [ [ [ [ [
[ [soooo| [ sooo0 [ soooo) [ soooo [ soooo| | [ [ [ [ [
[ [ [ [ [ [ 20000 | [ [ [ [ [

¥ Reported Time Status

} Reported Time Summary
Absence Event - selectto view

| Submit |

GoTo: Self Senice

Time Reporting
Punch Timesheet

Page 99



Training Guide
Training materials

ORACLE
USER PRODUCTIVITY KIT

Step

Action

41.

Once you submit your timesheet VTHR will sort your reported time rows
alphabetically by the TRC.

VTHR will combine rows if they have the same TRC, SHIFT, COMBO CODE,
TASKPROFILE.

As an example, if you have 2 lines that are Hours Worked charged to the same
funding source, they would be combined into one line.

As a result, your timesheet may look different from what you entered.

ORACLE" WMcAfee -

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

B New Window (2Help [ http

Timesheet
Polly Pocket Employee ID: 67837
Jab Title: Principal Assistant Empl Record 0
Workgroup  P38EXE40S Executive Posty 8740 Straight
“View By: Calendar Period - Reported Hours: 52,0000 Previous Period ~ Next Period
“Date: [oaor2 |5 % Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
114 15 1116 17 1118 19 11110 1M1 112 11M3 1114 1115
[ [ \ \ [ [ 20000 | \ [ [ [ [
[ [ 80000 | \ [ [ 80000 | \ [ [ [ [
[ | soooo) [ soooo | eoooo | eoooo [ 80000 | [ [ [ [ [
[ [ \ \ [ [ 2000] | \ [ [ [ [

} Reported Time Summary
Absence Event - selectto view

Submit

Go To: Self Senice

Time Reporting
Punch Timeshest

Step

Action

42.

When you have completed your transaction, you can select the VTHR “Main
Menu” for another transaction. Or, if you are finished, Sign Out of VTHR.

Click the Sign Out link.
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PEOPLESOFT ENTERPRISE
USer\D‘l:l Select a Language:
English Espafiol
P Pl e s Canats
= taliana %STM
Polski \)r\ugt\és
csins ey
=0 Pycommi
Tna it R 3
E@bh Tl
UK English
& Internet 45 | R100% <
Step Action
43. You now know how to enter time worked on higher assignment.
End of Procedure.

ESS - Prior Period Adjustment

Procedure

This tutorial will show how to go back one pay period and make a corrections.
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Favorites - Main Menu

(@ Help
Top Menu Features Description [=) %1

Our menu has changed!

The menu is now located acrose the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Dane «f Trusted sites | Protected Mode: Off 4y v ®MI0% -

Step Action

1. Click the Main Menu button.

Favorites : Main Menu
Search Menu:

(2 Help
Top Menu @

3 Seff Service

3 Manager Self Service
The menu' 3 Benefits
Cliek an V' 5 Time and Labor

&3 peopleTools
[E] change My Password
Recently [E My Personalizations
now appe (5] My System Profik
Favarites ey, weaiey
at the top left

v e . v .

Highlight:

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

Page 102




OoORACLE
USER PRODUCTIVITY KIT

Training Guide
Training materials

Step Action

2. Click the Self Service menu.
3 Seff Service r

W McAfee |- | i
Home | AddtoFavorites Sign out
Favorttes - Main Menu
Search Menu: (@ Help
Top Menu s
[ seff service

3 Manager Self Service (3 Time Reporting
The menu £ penefits 3 Personal Information
Click on N = Tye and Labor 3 Payrolland Compensation
3 Benefits
3 Recrutting Activities

3 PeopleTook
[E change My Password
Recently [E My Personalizations
now appe. =] My System profie
Favorites ifisii. 100ais0

at the top left

Highlight:

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Step Action

3. Click the Time Reporting menu.
| 3 Time Reporting »
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Favorites - Main Menu

‘Search Menu:
Top Menu o
0 self service o
3 Manager Self Service Time Reporting
The menu £ pensfiss {3 Personal Information 2 Report Time
Click an W~ Ti1e and Labor 3 Payrolland Compensation (3 View Time
€3 PeopleTooks &1 Benefits
Highlight: P’ £3 Recruting Activities

[ change My Password
Recently [ My Personaizations
now appe (5] My System Profile
Favorites i1ieiit, Cai60

at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

ORACLE
USER PRODUCTIVITY KIT

Step Action

4. Click the Report Time menu.

| 1 Report Time

Favorites : Main Menu

Search Menu:

Top Menu @

(3 Self Service

1 Manager Seff Service £y Time Reporting X
The menu. [ Benefits 3 Personal Information 3 Report Time
Click 00 N Time and Labor 3 Payroll and Compensation 1 View Time

£ PeapleTools B3 Benefits '
Highlight: 3 Recruiting Activities »

[E] change My Password
Recently [£] My Personalzations
now apps =) My System Profie
Favarites ey, weaiey
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

[E] Timesheet
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Step Action

5. Click the Time sheet menu.
|=] Timesheet

ORACLE’

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwingow Dep B nmp

Timesheet

Tony Romo Employee ID: 20446
Job Title: State of Vermont Employee Empl Record 0
‘Workgroup P3BEX8405 Executive Postv 8/40 Straight

i Instructions

“View By: CalendarPeriod v

Reported Hours: 40.0000 Previous Period Next Period
“Date: osmenot2 B Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
M5 716 THT M8 M9 7120 Tize 722 723 Ti24 Ti25 126 2
| | s.0000] | [ 40000/ [ 80000 | 80000 [ | | [ [ [
[ [ [ 80000 [ [ [ [ [ [ [ [ [

[ [ \ [ <0000 | [ \ \ [ [ \ \ \

ReviewRequest Absences
! Submit )

GoTo:  Self Senvice

Time Reporting
Punch Timesheet

Step Action

6. In this example we are in the current payperiod.
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Favortes  Man Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (2)Help [ hitp

Timesheet

Tony Rome Employee ID: 20446
Job Title: State of Vermont Employee Empl Record: 0
‘Workgroup P38EXB408 Executive Postv 8/40 Straight

View By: Calendar Period -

Reported Hours: £0.0000 Previous Period  Mext Period
“Date: [oszerotz|H Scheduled Hours: 0.0000
From Sunday 07/15(2012 to Saturday 07/28/2012
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
7nMs 716 ™7 M8 m9 7120 T 722 723 Ti24 Ti25 7126 e
| | soooo | [ 4p000 [ 20000 [ 8ooo0 | [ | | [ [ [
[ [ [ 80000 | [ [ \ \ [ [ \ \ \

[ [ \ [ <0000 | [ \ \ [ [ \ \ \

b Reported Time Status

» Reported Time Summary

) Leave and Compensatory Time Balances

Review/Request Absences
Submit |

Go To: Self Senice

Time Reporting
Punch Timeshest

Step Action

7. Click the Previous Period link.
|F*reuinu5 Period |

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep E nto

Timesheet
Tony Romo Employee ID: 20446
Job Title: State of Vermont Employee Empl Record: 0

Workgroup P38EXB405 Executive Postv 8/40 Straight

“View By: Calendar Period hd Reported Hours: 93.0000 Previous Period  NextPeriod

“Date: 0er22012 [H 4 Scheduled Hours:

80.0000

Wed Sun Mon Tue Wed Thu Fri

8M2 813 814 8M5 816 a7 818 8M9 820 a1 8i22 8123 8124

| | [ [ | | [ [ | emooo [ 7oooo| [ 70000 [ 7000 | 7.0000
[ [ [ [ 4o000] [ [ [ [ [ [ [ [ [
[ [ [ [ [ ao000] | [ [ [ [ [ [ [

[ | eoooo| [ soooo [ soo000) | [ e.0000] | [ | 1ooo0 [ 10000/ [ 10000 [ 10000 [ 1.0000

) Reported Time Status

» Reported Time Summary

) Leave and Compensatory Time Balances

Review/Request Absences
Submit |

GoTo:  Self Senice

Time Reporting
Punch Timesheet
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Step Action

8. You have the ability to go back one pay period to make corrections.

This will be called a prior period adjustment.

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Sevice > Time Reporting > Reporf Time > Timesheet

0 New Window (ZHelp [ hitp

Timesheet

Tony Romo Employee ID- 20446
Job Title State of Vermont Emplayee Empl Record: 0
Workgroup P38EX840S Executive Posty 8/40 Straight

“View By: Calendar Period - Reported Hours: 93.0000 Previous Period  Mext Period
“Date: fernanote |5 & Scheduled Hours: 80.0000
From Sunday 08/12/2012 to Saturday 08/25/2012
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
812 813 814 815 816 817 818 819 820 8121 8i22 8123 824
[ [ [ [ [ [ [ [ [ ooooo | 7oooo| [ 7oooo | 70000 | 7.0000
[ [ \ [ <0000 | [ \ \ [ [ \ \ \
[ [ \ \ [ 80000] | \ \ [ [ \ \ \
[ [ soooo] [ soooo | sooo0 | [ sooo0| | [ [ 10000 [ 1oooo) [ 10000 [ 10000 [ 1.0000

¥ Reported Time Status.

» Reported Time Summary

) Leave and Compensatory Time Balances

ReviewRequest Absences
! Submit )

GoTo:  Self Senvice

Time Reporting
Punch Timesheet

Step Action

9. In this example we realized we entered our hours wrong.
We are going to make the correction.
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USER PRODUCTIVITY

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Tony Romo Employee ID- 20446
Job Title State of Vermont Employee Empl Record: 0

‘Workgroup P38EXB408 Executive Postv 8/40 Straight

iewBy: CalendarPeriod - Reported Hours: 93.0000 Previous Period  Next Period
“Date: 0en22012 EH Scheduled Hours: 80.0000

Sun Mon Tue Vied Thu Fri sat

Sun Mon Tue Wed Thu Fri

812 813 814 815 816 817 818 819 820 8121 8i22 8123 824

[ [ [ [ [ [ [ [ [ ooooo | 7oooo| [ 7oooo | 70000 | 7.0000
[ [ \ [ <0000 | [ \ \ [ [ \ \ \
[ [ \ \ [ 80000] | \ \ [ [ \ \ \

[ [ o000 [ sooo0 [ o000 | [ s.0000] | [ [ 1oooo [ 1oooo| [ 10000 [ 10000 [ 1.0000

¥ Reported Time Status.

» Reported Time Summary
) Leave and Compensatory Time Balances

ReviewRequest Absences
| Submit |

GoTo:  Self Senvice

Time Reporting
Punch Timesheet

Step Action

10. Enter the desired information into the Wed field. Enter "3".

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Tony Romo Employee ID- 20446
Job Title State of Vermont Employee Empl Record: 0
Workgroup  P38EXB40S Executive Postv 8/40 Straight
“View By: Calendar Period - Reported Hours: 93.0000 Previous Period  Next Period
“Date: fernanote |5 & Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
812 813 814 815 816 817 818 819 820 8121 8i22 8123 824
[ [ [ [ [ [ [ [ [ ooooo | 7oooo| [ 7oooo | 70000 | 7.0000
[ [ \ \ EN [ \ \ [ [ \ \ \
[ [ \ \ [ 80000] | \ \ [ [ \ \ \
[ [ o000 [ sooo0 [ o000 | [ s.0000] | [ [ 1oooo [ 1oooo| [ 10000 [ 10000 [ 1.0000

¥ Reported Time Status.

} Reported Time Summary

) Leave and Compensatory Time Balances

ReviewRequest Absences
! Submit )

GoTo:  Self Senvice

Time Reporting
Punch Timesheet

Step Action

11. Enter the desired information into the Wed field. Enter "5".
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Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet

Tony Romo Employee ID: 20446
Job Title: State of vermont Employee Empl Record: 0
Workaroup P38EXB408 Executive Postv 8/40 Straight

“View By: Calendar Period - Reported Hours: 93.0000 Previous Period  Mext Period

*Date: oen2i2012 |H Scheduled Hours: 80.0000

From Sunday 08/12/2012 to Saturday 08/25/2012

Sun Mon Tue Vied Thu Fri sat

Sun Mon Tue Wed Thu Fri

812 813 814 815 816 817 818 819 820 8121 8i22 8123 824

[ ] f| [ ] [ ] ] f| [ ] [ | [ 90000 [ 70000 [ 70000 [ 70000 [ 70000]
[ I ] [ ] [ 3| I ] [ ] [ I I ] [ ] [ ] [ |
[ J [ J [ J [ [ eoooo | J [ J [ J [ J [ J [ J [ J [ \
| | sooo0/ [ 80000 5 | [ s.o000] | | | 1oooo) [ 1oooo) [ 10000 | 10000 | 1.0000

¥ Reported Time Status

} Reported Time Summary

) Leave and Compensatory Time Balances
Review/Request Absences

GoTo:  Self Senice

Time Reporting
Punch Timesheet

Step Action

12. Click the Submit button.
| Submit |

ORACLE" U McAfee

|
Favortes  Man Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Message

Please read the message below and click Yes to confirm agreement
(20400,3)

‘wie the undersigned do hereby certify under the pains and penalties of perjuty
thatthe reported information is accurate to the bestof our knowledge and that
all requests for setvices and expenses were incurred while perfarming wark

forthe state of Vermant. The time reported herein is complete for this pay
period and in accordance with state policy.
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Step Action

13. Any change that you make will have to be approved.

You should get paid in the current billing cycle.

Message

Please read the message below and click Yes to confirm agreement
(20400,3)

‘e the undersigned do hereby certify under the pains and penalties of perjuty
thatthe reported Information is accurate to the best of our knowledge and that

all requests for services and expenses were incurred while performing work
forthe state of Vermont. The time reported herein is complete for this pay

period and In aceordance with state poliey.

Step Action

14. Click the YQS button.
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Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (2} Help
Timesheet

Submit Confirmation

The Submit was successful

4

OK: | Time for the Time Period of 2012-08-12 to 2012-08-25 is submitted

Step Action

15. Click the OK button.

Favortes ~ MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep B nto

Timesheet

Tony Romo Employee ID: 20446
Job Title: State of Vermont Employee Empl Record: 0
‘Workgroup P3BEX8405 Executive Postv 8/40 Straight

i Instructions

“View By: Calendar Period hd Reported Hours: 93 0000 Previous Period  Next Period
“Date: osra2012 H b Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
8M2 813 814 8M5 816 a7 818 8M9 820 a1 8i22 8123 8124
| | [ [ | | [ [ | emooo [ 7oooo| [ 70000 [ 7000 | 7.0000
[ [ [ [ zo000] [ [ [ [ [ [ [ [ [
[ [ [ [ [ ao000] | [ [ [ [ [ [ [
| | soooof | soooo | so000 | | s.0000f | [ | 10000 [ 10000 [ 10000/ [ 10000/ [ 1.0000

) Reported Time Status

» Reported Time Summary

) Leave and Compensatory Time Balances
Review/Request Absences

! Submit |

GoTo:  Self Senice

Time Reporting
Punch Timesheet
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Step Action
16. When you have completed your transaction, you can select the VTHR “Main
Menu” for another transaction. Or, if you are finished, Sign Out of VTHR.
Click the Sign out link.
Sign out
ORACLE e
PEOPLESOFT ENTERPRISE
%E%j;i::Language‘ %%,‘;J
i;?lgl‘:fj\s %ﬁg du Canada
zﬂ\ski C:‘J\r\u“gl\és:
aduna ey
=0 Pycommi
Tna it R 3
ey =
Step Action
17. You now know how to go back one pay period and make corrections.
End of Procedure.

ESS - Selecting Cash/Compensatory for OT

Procedure

This tutorial will show how to enter hours worked and specify if you want cash or compensatory

time off (comp) for overtime.

Employees are expected to obtain prior approval for overtime work, unless specifically

authorized to self-activate.

The system does not determine your eligibility for cash or compensatory(comp) time off. This is
based on the contract or policy language applicable to you. You should not request a form of
payment that is not available to you. All overtime payments are subject to approval.

If you have questions about your eligibility for overtime, please check with your supervisor.
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Approximate time to complete topic: 5 - 10 minutes

Favorites : Main Menu

(@) Help
Top Menu Features Description =X

Our menu has changed!

The menu is now lacated across the top of the page
Click on Main Menu 1o get started

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

Done

</ Trusted sites | Protected Mode: Off 4~ H100%

Step Action

1. Click the Main Menu button.

Favorttes - Main Menu

Search Menu: (@ Help
®
Top Menu s
35 seff service 4

[El change My Password
The menu =] wmy System Profile

Click on M.
Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Done

+f Trusted sites | Protected Mode: Off 4y v ®100%
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Step Action

2. Click the Self Service menu.

H:I Self Service *

W McAfee |- | i
Home | AddtoFavorites Sign out
Favorttes - Main Menu
Search Menu: (@ Help
Top Menu s
(3 seff service

Time Reporting

Personal Information
Payrol and Compensation
Benefits

Leave Transfer Requests
Recruting Activities

[E] change My Password

The menu [5] My System Profile
Click an N, =

Highlights

COoOCDD

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

https://hcmsbyd peoplesoft.state.vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP

+/ Trusted sites | Protected Mode: Off 45 v ®|10% ~

Step Action

3. Click the Time Reporting menu.
| 1 Time Reporting 3
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- Man Menu
Search Menu:

Top Menu ®

(3 seff service
[El change My Password

The menu 5] wmy System Profile
Click on . =

{3 Time Reporting
3 Personal Information L1 Report Time
{3 Payrolland Compensation (3 View Time
3 Benefits
Highlights 3 Leave Transfer Requests
3 Recruiting Activities
Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Training Guide
Training materials

https://hcmsbyd peoplesoft.state.vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP

«f Trusted sites | Protected Mode: Off

45 v ®|10% ~

Step Action

4. Click the Report Time menu.

| 1 Report Time

: Main Menu
SolECns
Top Menu s
3 Seff Service
[} Change My Password | ) Time Reparting )
The menu. =] My System Profile 3 Personal Information [ Report Time
Click an N, : 3 Payroll and Compensation £ View Time
3 Benefits ¥
Highlights 3 Leave Transfer Requests 3
3 Recruiting Activities 4

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually

cracie
display your navigation o
path and give you access =——,
to the contents of =
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

[E] Timesheet

Add to Favorites

(2 Help

+f Trusted sites | Protected Mode: OFf

v ®100% -
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Step

Action

5.

Click the Timesheet menu.
| | Timesheet

ORACLE’ WMcAfee -

Home | AddtoFavortes | Signout
Favgiites - Main Menu > Seff Service > Time Reporting > Report Tme > Timesheet
0 New Window (ZIHelp [ hitp
Timesheet
Polly Pocket Employee ID: 67837

Y Biociaieciolon Empl Record 0
Workaroup P38EX8403 Executive Postv 8/40 Straight

“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Mext Period
“Date: 10212012 [H Scheduled Hours: 80.0000
From Sunday 1012172012 to Saturday 111032012
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 1029 10130 10031 1M

» Reported Time Status

» Reported Time Summary
Absence Event - selectto view
Submit

Go To: Self Service

Time Reporting
Punch Timesheet

b

/' Trusted sites | Protected Mode: Off 45 v ®|10% -

Step

Action

Your workgroup will show up on your time sheet.

Workgroup Example P11EX840P

P = Positive Reporter E-Exception Reporter

11 = Overtime category (see applicable Collective Bargaining Agreement
(http://humanresources.vermont.gov/services/labor/collective_bargaining_agreement
s))

EX = Executive Branch (Department)

8 = Daily limit (0, 10)

40 = Weekly limit, 80 = Biweekly limit

P = Premium overtime (1.5), S = Straight-time
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Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
jorkaroup  P38EXB40S Execulive Posty 8/40 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ NextPeriod
“Date: 10212012 [H Scheduled Hours: 80.0000

Sun Mon Tue Vied Thu
10128 10129 10130 10131 111

Sat
1021 1022 1023 1024 10125 10126 1027

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
[ Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off 45 v ®|10% -

Action

In this example, you are reporting 8 hours worked for Monday through Friday.

Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

0 New Window (ZHelp [ hitp

Timesheet

Polly Pocket Employee ID: 67837

Job Title: Principal Assistant Empl Record: 0

Workgroup  P38EX840S Executive Postv 8/40 Straight
i Instructions

“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ Next Period
“Date: 10212012 [H Scheduled Hours: 80.0000

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
[ Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off 45 v ®|10% ~
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Step Action

8. Enter the desired information into the Mon field.

Enter "8".

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Posty 8740 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ NextPeriod
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 10129 10130 10131 1M
[ [ 8

) Reported Time Status

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Service

Time Reporting
Punch Timesheet

b
/' Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

9. Enter the desired information into the Tue field.

Enter "8".
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Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet
0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
jorkaroup  P38EXB40S Executive Posty 8740 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  NextPeriod
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 10129 10130 10131 1M
[ [ 8 | 8 | I [ [ [ [ [ [
» Reported Time Status
» Reported Time Summary
Absence Event - selectto view
! Submit |
Go To: Self Senice
Time Reporting
Punch Timesheet
4 I »
/' Trusted sites | Protected Mode: Off Sy v WI0% v

Step

Action

10.

Enter the desired information into the Wed field.

Enter "8".

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Timesheet

Pally Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
‘Workgroup P3BEX8405 Executive Postv 8/40 Straight

i Instructions

“View By: Calendar Period - Reported Hours: 0.0000 Brevious Period
“Date: toz12012 @ Scheduled Hours: 80.0000

Enewwindow DHep B nto

Mext Period

¥ Reported Time Status
} Reported Time Summary

Absence Event - selectto view
[ Submit |

Go To: Self Senice

Time Reporting
Punch Timeshest

' Trusted sites | Protected Mode: Off v ®100% ~
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Step Action

11. Enter the desired information into the Thu field.

Enter "8".

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Posty 8740 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  NextPeriod
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 10129 10130 10131 1M
| [ 8 8 g El

) Reported Time Status

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Service

Time Reporting
Punch Timesheet

b
/' Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

12. Enter the desired information into the Fri field.

Enter "8".

Page 120




ORACLE Training Guide
USER PRODUCTIVITY KIT Training materials

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
jorkaroup  P38EXB40S Execulive Posty 8/40 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ NextPeriod
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 10129 10130 10131 1M
[ [ 8 | 8 | 8 | 8 | 8 | [ [ [ [ [

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

13. Move right to access the Time Reporting Code field.

Click the Scrollbar.

FWOJNEE MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
Fri Sat Total __ . N
T iR Hours Time Reporting Code Taskgroup  Override Rate Cash/Comp Shift

[ [ - PSNONTASK CasH Q[ e

[ [ [+] PSNONTASK [casn @ [ @

[ [ - PSNONTASK [casH @ [ @&
< m ] v

' Trusted sites | Protected Mode: Off £ v ®100% ~
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Step Action

14. Click the Time Reporting Code list.

-]

FHLA Current Year Comp - FCYC
ORACLE" FLLA Off Payrall Reduced Sched - FOFFP
FILA Personal - FPERS

Favorites  Main Menu > Self Service |FULA Prior Year Comp - FPYC

M FILA Prior Year Hol Comp - FPYH
FILA Sick - FSICK
Family Medical Leave - FMLA
Federal Jury Duty - FJURY
Fire and Rescue Duty - FIRE
Floating Holiday - FLOAT
Furlough - FURLO
Higher Assignment Pay - Str - HAPST
Higher Assignment Pay Prem - HAPOT
Holiday Cash - HOL
Holiday Comp Adjustment - HOLAD
Holiday Overtime Premium - HOLOT
Holiday Overtime Straight - HOLST
Holiday Unscheduled Paid - HOLUP

Hours Worked - WORK |
m o Jotal {Hours Worked Over Schedule - WRKOT Taskgroup  Override Rate CashiComp shift
12 "3 Hours | judiciary Relief Abuse 350 - JURFA

Judiciary Relief From Abuse OT - JRFAO

o S PSNONTASK CASH @ @
Legislative Leave - LEGLV PSNONTASK CASH @, @
Meal Firefighters 20.00 - MEAL2

Meal Wardens 200.00 - MEAL1 PSNONTASK CASH @ Y

Military Pay Differential - MILDF

Motorcycle Training - CYC

Office Allowance - OFF57

Office Allowance - OFF65 e

« i | v

« Trusted sites | Protected Mode: Off £ v ®100% ~

Step Action

15. Click the Hours Worked - WORK list item.
[ Hours Worked - WORK
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Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

"F; 15173' “z‘z'f;' Time Reporting Code: Taskgroup
[ [ Hours Worked - WORK - PSNONTASK
| | [+] PSNONTASK
| | - PSNONTASK

Qverride Rate

Cash/Comp
[C=Em— Y —
CASH Q Q|
CASH @ @

Shift

+ Trusted sites | Protected Mode: Off

45 v ®10% ~

Step Action

16.

Click the Scrollbar.

Move back to the left side of the screen to report more work hours.

Favo_mes MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
Enewwindow DHep B nto
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record 0
Workgroup  P38EXB403 Executive Posty 8740 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ NextPeriod
“Date: toz12012 @ Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 1022 10123 10124 1025 1026 10127 10128 10129 10130 10131 111
[ \ o | o | £ B B \ [ [ \
» Reported Time Status
) Reported Time Summary
Absence Event - selectto view
[ Submit |
GoTo:  SelffSenice
Time Reporting
Punch Timesheet
< I v
' Trusted sites | Protected Mode: Off v ®100% ~
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Step Action

17. In this example, you are reporting 2 hours of overtime as Compensatory on
Thursday.

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
JobTie:  Principal Assistant Empl Record 0
Workgroup  P38EXB408 Executive Posty 8140 Straight
-1, Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 10129 10130 10131 1M
[ [ 8 8 8 8 8

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
[ Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

b
/' Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

18. Enter the desired information into the Thu field.

Enter "2".
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Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
jorkaroup  P38EXB40S Execulive Posty 8/40 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ NextPeriod
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 1029 10130 10031 1M
[ [ 8 | 8 | 8 | 8 | [ [ [ [ [

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

19. Move right to continue.

Click the Scrollbar.

FWOJNEE MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
Fri Sat Total __ . N
1R "3 Triom Time Reporting Code Taskgroup  Override Rate ‘Cash/Comp Shift
| | Hours Worked - WORK - PSNONTASK CASH @ @
[ [ [+] PSNONTASK CASH Q, Q,
[ [ - PSNONTASK CASH @, @
< m ] v
+/ Trusted sites | Protected Mode: Off 44 v ®100% v
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Step Action

20. Click the Time Reporting Code list.

[£]

FHLA Current Year Comp - FCYC T =
ORACLE" FLLA Off Payrall Reduced Sched - FOFFP SINGRES

FMLA Personal - FPERS Home | AddtoFavortes | Sign out

Favorites  Main Menu > Self Service |FULA Prior Year Comp - FPYC

M FILA Prior Year Hol Comp - FPYH
FILA Sick - FSICK
Family Medical Leave - FMLA
Federal Jury Duty - FJURY
Fire and Rescue Duty - FIRE
Floating Holiday - FLOAT
Furlough - FURLO
Higher Assignment Pay - Str - HAPST
Higher Assignment Pay Prem - HAPOT B
Holiday Cash - HOL
Holiday Comp Adjustment - HOLAD
Holiday Overtime Premium - HOLOT
Holiday Overtime Straight - HOLST
Holiday Unscheduled Paid - HOLUP
Hours Worked - WORK |
m o Jotal { Hours Worked Over Schedule - WRKOT Taskgroup  Override Rate CashiComp shift
12z "3 Hours | judiciary Relief Abuse 350 - JURFA

Judiciary Relief From Abuse OT - JRFAO
o S PSNONTASK CASH @ @
Legislative Leave - LEGLV PSNONTASK CASH @, Q@
Meal Firefighters 20.00 - MEAL2
Meal Wardens 200.00 - MEAL1 PSNONTASK CASH @ Y
Military Pay Differential - MILDF
Motorcycle Training - CYC
Office Allowance - OFF57
Office Allowance - OFFG5 &

“« i J 3

«/ Trusted sites | Protected Mode: Off 44 v ®100% -

Step Action

21. Click the Hours Worked Over Schedule - WRKOT list item.
| Hours Worked Over Schedule - WRKOT |
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'WMcAfee |- |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

Fri sat Total _ " . ;
T 55 Hours Time Reporting Code Taskgroup  Override Rate Cash/Comp Shift

[ [ Hours Worked - WORK - PSMONTASK CASH @ @
| | Hours Worked Over Schedule - WRKOT - PSNONTASK [casH @& [ @&
[ [ - PSNONTASK [casn @& [ @

[ ] »
+/ Trusted sites | Protected Mode: Off 45 v ®10% ~

Step

Action

22.

Please note the system defaults to CASH for all lines.

The system does not determine your eligibility for cash or compensatory time off
(comp) . This is based on the contract or policy language applicable to you. You
should not request a form of payment that is not available to you. All overtime
payments are subject to approval.

If you have questions about your eligibility for overtime, please check with your
supervisor.
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WMcAfee
Favglites  Main Menu > Seff Service > Time Reporting > Reporf Tme > Timesheet
e |
"F; |ﬁ “'T!(:t'z’l Time Reporting Code Taskgroup  Override Rate ‘Cash/Comp Shift
[ | [ ] Hours Worked - WORK - PSNONTASK [casH 1 1@
[ | || | Hours Worked Over Schedule - WRKOT - PSNONTASK [casH Q | Q@
[ [ J - PSNONTASK [casH @, | a,
4 . ] b
+/ Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

23. Click the Cash/Comp look up button.

ORACLE" ‘ -
e Add to Far

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

Look Up

Look Up Cash/Comp

Searchby: CashiComp w beginswith

Advaneed Logkup

Search Results
igw 100 First [4] 12 012 [3] Las

Cash/Comp Description
Gash for Overtime
Gompensatory Time for Overtime

<

javascript:ptCommonObj.updatePrompt(document.wing, #ICRowl'); +/ Trusted sites | Protected Mode: Off 45~ ®100%
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Step Action

24. Click the COMP link.

ORACLE’ WMcAfee |~ |

Home | AddtoFavortes | Signout

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet
.,
Fri Sat Total _. - N .
112 "3 Hours Time Reporting Code Taskgroup Override Rate Cash/Comp Shift FMLA|
[ [ Hours Worked - WORK - PSNONTASK CASH @ @
| | Hours Worked Over Schedule - WRKOT - PSNONTASK comp| Q@ @
| | - PSNONTASK CASH @ @
< m ] 3
+ Trusted sites | Protected Mode: Off 4y v ®MI0% v

Step Action

25. Move left to continue.

Click the Scrollbar.
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Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S

Executive Postv 8/40 Straight
i Instructions

“View By: Calendar Period - Reported Hours: 00000 Previous Period  NextPeriod
“Date: [lor12012 H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sun Mon Tue Wed Thu
1021 10i22 10i23 10i24 10/25 10/26 1027 10128 10129 10130 10131 1M
[ [ 8 | 8 | g | g | g | [ [ [ [ [
[ [ [ [ [ 2 [ [ [

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off 45~ ®100%

Step Action
26.

In this example, you are reporting 2 hours of overtime as Cash on Friday.

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet
0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Postv 8/40 Straight
-1, Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  NextPeriod
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 1029 10130 10031 1M
[ [ 8 | 8 | g | g | g | [ [ [ [ [
[ \ \ \ \ Bl \ \ [ [ [ \
» Reported Time Status
» Reported Time Summary
Absence Event - selectto view
! Submit |
Go To: Self Senice
Time Reporting
Punch Timesheet
4 I »
/' Trusted sites | Protected Mode: Off Sy v WI0% v
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Step Action

27. Enter the desired information into the Fri field.

Enter "2".

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S Executive Posty 8740 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ NextPeriod
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 1029 10130 10031 1M
[ [ 8 | 8 | 8 | 8 | 8 | [ [ [ [ [
[ \ \ \ \ Bl \ \ [ [ [ \
[ \ \ \ \ \ 2 |

) Reported Time Status

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Service

Time Reporting
Punch Timesheet

b
/' Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

28. Move right to continue.

Click the Scrollbar.
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Favorites . Main Menu > Self Service

Fri sat Total
12 13 Hours 11me Reporting Code

Time Reporting > Report Time > Timesheet

[ [ Hours Worked - WORK

[ [ Hours Worked Over Schedule - WRKOT

Taskgroup  Override Rate Cash/Comp Shift FMLA|
- PSNONTASK CASH @ @ [ |
- PSNONTASK cowr @ [ & [ |
- PSNONTASK CASH @ @ [ ]

+ Trusted sites | Protected Mode: Off

45~ ®10% ~

Step

Action

29.

Click the Time Reporting Code list.

- Fire and Rescue Duty - FIRE
ORACLE Floating Holiday - FLOAT
Furlough - FURLO

Holiday Cash - HOL

Haliday Comp Adjustment - HOLAD
Holiday Overtime Premium - HOLOT
Holiday Overtime Straight - HOLST
Heliday Unscheduled Paid - HOLUP
Hours Worked - WORK

Judiciary Relief Abuse 350 - JURFA

Jury Duty - JURY
Legislative Leave - LEGLV

Meal Firefighters 20.00 - MEAL2
Meal Wardens 200.00 - MEAL
P tary Pay Differential - MILDF
Total piotorcycle Training - CYC
Office Allowance - OFF57

Office Allowance - OFF65

On Call Paid - ONCLP

Organ Donation - ORGAN
Overtime 1.5-0T
Overtime Unpaid - OTUNP

Education Leave - PEDUC
Paid Military Leave - PMIL
Personal Leave - PERS
Personal Leave Payoff - PERSP.

Favgrites  Main Menu > Seff Service |Higher Assignment Pay - Str - HAPST
Higher Assignment Pay Prem - HAPOT

Hours Worked Over Schedule - WRKOT

Judiciary Relief From Abuse OT - JRFAC

m

Taskgroup Override Rate Cash/Comp Shift FuLA|
PSNONTASK [casn @ [ @ [ |
PSNONTASK cowr @ [ & [
PSNONTASK CASH @ Q [ |

m ]

f Trusted sites | Protected Mode: Off

45 v ®10% ~
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Step Action

30. Click the Hours Worked Over Schedule - WRKOT list item.
||ch_|r5 Waorked Over Schedule - WRKOT

WMcAfee - |

ORACLE’

Home | AddtoFavortes | Signout

FEVOJKEE MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
@@ @@ @ I I i
Fri Sat otal __ . N _
14r "3 Triom Time Reporting Code Taskgroup  Override Rate Cash/Comp Shift FMLAf
| | Hours Worked - WORK - PSNONTASK CASH @ @
[ [ Hours Worked Over Schedule - WRKOT - PSNONTASK ComP @, @
[ [ Hours Worked Over Schedule - WRKOT - PSNONTASK CASH Q, Q
« i ] B
+/ Trusted sites | Protected Mode: Off 43 v ®100% -

Step Action

31. You want cash for this overtime. The system defaults to cash so there is no
adjustment needed.
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USER PRODUCTIVITY

Favortes  Man Menu > Sef Service > Time Reporting > Report Tme > Timesheet

Fri sat Total

12 113 nours. i€ Reporting Code
[ [ Hours Worked - WORK -
[ [ Hours Worked Over Schedule - WRKOT -
[ [ Hours Worked Over Schedule - WRKOT -

Taskgroup

‘Override Rate  Cash/Comp Shift FMLA|
PSNONTASK [casn @ [ @ [ |
PSNONTASK cowr @ [ @ [
PSNONTASK [casn @& [ @& [ ]

] r

+/ Trusted sites | Protected Mode: Off 45~ ®10% ~

Step Action

32.

Click the Scrollbar.

Move back to the left side of the screen to submit the time you have entered.

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep B nto
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record 0
Workgroup  P38EXB403 Executive Posty 8740 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ NextPeriod
“Date: toz12012 @ Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 1022 10123 10124 1025 1026 10127 10128 10129 10130 10131 111
[ \ g [ g [ g [ £l £l \ [ [ [ \
[ [ [ [ [ 2 [ [ [ [ [ [ [
[ \ \ \ \ \ El \ [ [ [ \
» Reported Time Status
) Reported Time Summary
Absence Event - selectto view
[ Submit |
GoTo:  SelffSenice
Time Reporting
Punch Timesheet
< I v
' Trusted sites | Protected Mode: Off v ®100% ~
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Step Action

33. When you submit your timesheet, your entries are saved and submitted for approval.
You may change or enter additional information within the deadlines of the pay
period. Any changes will need to be re-approved.

If you do not submit, the hours you filled in will be lost.

Click the Submit button.
Submit

Please read the message below and click Yes to confirm agreement
(20400,3)

We the undersigned do herehy certify under the pains and penalties of perjury
thatthe repared information is accurate ta the best of aur knowledge and that
all requests for services and expenges were incurred while perorming work
for the state of Vermort, The time reported herein is complete for this pay
period and in accordance with state palicy.

fes Mo

Step Action

34, This is will act as your signature for your timesheet.

Click the Yes button.
s
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USER PRODUCTIVITY

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Timesheet
Submit Confirmation

4 The Submit was successful
OK

| Time for the Time Period of 2012-10-21 to 2012-11-03 is submitted

< 1

0 New Window (2} Help

Dane f Trusted sites | Protected Mode: Off

45 v ®10% ~

Step Action

35. Click the OK button.

Favortes - Man Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Timesheet
Polly Pocket Employee ID: 67837
JooTiiE:  Principal Assistant Empl Recora. 0
Workgroup  P38EXB408 Executive Postv 8/40 Straight
-1, Instructions
“View By: Calendar Period - Reported Hours: 44,0000 Previous Period  Next Period
“Date: 10212012 [H Scheduled Hours: 80.0000

0 New Window (ZHelp [ hitp

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu

1021 10i22 10i23 1024 10/125 10126 10027 10128 1029 10130 10031 1M
[ [ soo00 [ soooo [ soooo [ soooo) [ sooo0| | [ [ [ [
[ \ \ \ [ 2000 | \ \ [ [ \
[ [ [ [ [ [ 20000 [ [ [ [

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
[ Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

Dane /' Trusted sites | Protected Mode: Off

45 v ®|10% ~
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Step Action

36. Once you submit your timesheet VTHR will sort your reported time rows
alphabetically by the TRC.

VTHR will combine rows if they have the same:
TRC, SHIFT, COMBO CODE or TASKPROFILE.

As an example, if you have 2 lines that are Hours Worked charged to the same
funding source, they would be combined into one line.

As a result, your timesheet may look different from what you entered.

— =
5 U Mchfee
ORACLE - -
Home | AddtoFavortes | Signout
Favortes - Man Menu > Sef Service > Time Reporting » Report Tme > Timesheet
I New Window (Z)Help [ hitp
Timesheet
Employee ID: 67837
Job Ti Principal Assistant Empl Record 0
Workgroup  P38EXE40S Executive Posty 8740 Straight
“View By: Calendar Period - Reported Hours: 44,0000 Previous Period  NextPeriod
“Date: 10212012 [H Scheduled Hours: 80.0000
From Sunday 10/21/2012 to Saturday 11/03/2012
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 1029 10130 10031 1M
[ [ 80000 [ soooo [ soooo) [ eoooo [ s.oo00] | [ [ [ [ [
[ \ \ \ [ 2000] | \ \ [ [ [ \
[ [ [ [ [ [ 20000 | [ [ [ [ [
» Reported Time Status
» Reported Time Summary
Absence Event - selectto view
Submit
GoTo:  Seli Senice
Time Reporting
Punch Timesheet
< I »
Dane /' Trusted sites | Protected Mode: Off Sy v WI0% v

Step Action

37. When you have completed your transaction, you can select the VTHR “Main

Menu” for another transaction. Or, if you are finished, Sign Out of VTHR.

Click the Sign out link.
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ORACLE’
PEOPLESOFT ENTERPRISE

e Select a Language:

English

Password:

E

& Internet 45 | R100% <

Step Action

38. You now know how to enter hours worked and specify if you want cash or comp for
overtime.

End of Procedure.

ESS - Shift Differential

Procedure

This tutorial will show how to enter hours for different shifts.

Shift differential is applicable only to eligible employees who are required to work evenings,
nights or weekends as part of their regularly scheduled duty assignment. Any questions about
eligibility for shift differential should be directed to your immediate supervisor.

In this example, the employee is assigned to a 2nd shift schedule, which includes 1 weekend shift.

Approximate time to complete topic: 5 - 10 minutes
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Top Menu Features Description [=) %1

Our menu has changed!

The menu is now located acrose the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the e
Favorites menu, located Pl

at the top left S

ey

Breadcrumbs vsually

display your navigation =
path and give you access fe—r
to the contents of =
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Dane «f Trusted sites | Protected Mode: Off 4y v ®MI0% -

Step Action

1. Click the Main Menu button.

: Main Menu
‘Search Menu: ® @ Help
Top Menu s
3 Seff Service 4

[E change My Password

The menu (=] My System Profile
Click on N. =

Highlights

Recently Used pages

now appear under the e
Favorites menu, located Fre—
at the top left et

gui=

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

https://hcmsbyd peoplesoft.state vt.us/psp/HRSBX4/EMPLOYEE/HRMS/h/

« Trusted sites | Protected Mode: Off 45 v H100% ~
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Step Action

2. Click the Self Service menu.
| [0 Self Service *

W McAfee |- | i
Home | AddtoFavorites Sign out
Favorites - Main Menu
Search Menu: (@ Help
Top Menu s
(3 seff service

Time Reporting

Personal Information
Payroll and Compensation
Benefits

Leave Transfer Requests
Recruting Activities

[El change My Password

The menu 5] My System Profile
Click an N, =

Highlights

COoCCDD

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

https://hcmsbyd peoplesoft.state.vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP

+/ Trusted sites | Protected Mode: Off 45 v ®|10% ~

Step Action

3. Click the Time Reporting menu.
| 31 Time Reporting 3
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: Man Menu
‘Search Menu:

Top Menu ®

(3 seff service
[E] change My Password

The menu  [5] wmy System Profile
Click on . =

{3 Time Reporting
3 Personal Information 3 Report Time
3 Payrolland Compensation (3 View Time
3 Benefits
Highlights 3 Leave Transfer Requests
3 Recruiting Activities
Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Training Guide
Training materials

https://hcmsbyd peoplesoft.state.vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP

«f Trusted sites | Protected Mode: Off

45 v ®|10% ~

Step Action

4. Click the Report Time menu.

| 1 Report Time

: Main Menu
SalECns
Top Menu s
3 Seff Service
[} Change My Password | ) Time Reparting )
The menu. =] My System Profile 3 Personal Information 1 Report Time
Click an N, : 3 Payroll and Compensation £ View Time
3 Benefits ¥
Highlights (3 Leave Transfer Requests 3
3 Recruiting Activities 4

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually

cracie
display your navigation o
path and give you access =——
to the contents of =
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

[E] Timesheet

Add to Favorites

(2 Help

Done

«f Trusted sites | Protected Mode: OFf

v ®100% -
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Step Action

5. Click the Timesheet menu.
| £ Timesheet

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | Signout
Favoiites - Main Menu > Sef Sevice > TimeReporting > Report Tme > Timesheet
0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID: 67837
JobTite:  Principal Assistant Empl Record: 0
Workgroup  P33EX8408  Executive Postv 8/40 Straight
-1, Instructions
“iew By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Periad
“Date: [lor12012 H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 10i24 10/25 10/26 1027 10128 10129 10130 10131 1M
[ [ [ [ [ [ [ [ [ [ [ [
[ [ [ [ [ [ [ [ [ [ [ [
[ [ [ [ [ [ [ [ [ [ [ [
Absence Event - selectto view
| Submit |
GoTo:  SelfSenice
Time Reporting
Punch Timesheet
4 1 »
/' Trusted sites | Protected Mode: Off 45 v ®10% ~
Step Action
6. In this example, you are reporting 8 hours of second shift on Sunday.
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Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet
0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID 67837
Job Title: Principal Assistant Empl Record: 0
jorkaroup  P38EXB40S Executive Posty 8740 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ Next Period
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 10129 10130 10131 1M
» Reported Time Status
» Reported Time Summary
Absence Event - selectto view
! Submit |
Go To: Self Senice
Time Reporting
Punch Timesheet
4 I »
/' Trusted sites | Protected Mode: Off Sy v WI0% v

Step Action

Enter the desired information into the Sun field.

Enter "8".

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

&

Timesheet

Polly Pocket Employee ID: 67837

Job Title: Principal Assistant Empl Record 0

Workgroup  P38EXB403 Executive Posty 8740 Straight

i Instructions

“View By: Calendar Period - Reported Hours: 0.0000 Previous Period

“Date: tozizot2 @ o Scheduled Hours: 80.0000

Next Period

Newwindow (ZHeip B nitp

¥ Reported Time Status

) Reported Time Summary
Absence Event - selectto view
[ Submit |
GoTo:  SelffSenice

Time Reporting
Punch Timeshest

«/ Trusted sites | Protected Mode: Off

h v ®100%
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Step Action

8. Move right to enter the Time Reporting Code.

Click the Scrollbar.

ORACLE' L — |

Home | AddtoFavortes | Signout

Favorites  Main Menu > Sef Service > Time Reporting > Report Tme ;> Timesheet
[ |
Fri Sat Total _. - N .
112 "s Hours Time Reporting Code Taskgroup Override Rate CashiComp Shift
[ [ - PSNONTASK | [ Q | Q
[ [ - PSNONTASK | [ @ | [+
| | - PSNONTASK | [ @ | (]
4 . ] r
+/ Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

9. Click the Time Reporting Code list.
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Favorites

Fri
112

—
—
—

sat
13

—
S
—

Main Menu > Self Service

Total

Hours

FMLA Current Year Comp - FCYC

FMLA Off Payroll Reduced Sched - FOFFP
FMLA Personal - FPERS

FMLA Prior Year Comp - FPYC

FMLA Prior Year Hol Comp - FPYH
FMLA Sick - FSICK

Family Medical Leave - FMLA

Federal Jury Duty - FIURY

Fire and Rescue Duty - FIRE

Floating Holiday - FLOAT

Furlough - FURLO

Higher Assignment Pay - Str - HAPST
Higher Azsignment Pay Prem - HAPOT
Holiday Cash - HOL

Holiday Comp Adjustment - HOLAD
Holiday Overtime Premium - HOLOT
Holiday Overtime Straight - HOLST
Heliday Unscheduled Paid - HOLUP
Hours Worked - WORK

Hours Worked Over Schedule - WRKOT
Judiciary Relief Abuse 350 - JURFA
Judiciary Relief From Abuse OT - JRFAC
Jury Duty - JURY

Legislative Leave - LEGLV

Meal Firefighters 20.00 - MEALZ

Meal Wardens 200.00 - MEAL1

Military Pay Differential - MILDF
Motorcycle Training - CYC
Office Allowance - OFF57
Office Allowance - OFFB5

m

Training Guide
Training materials

.

Add to Fay
smmmm—m——
Taskgroup  Override Rate CashiComp Shift
PSNONTASK | [ Q a
PSNONTASK | I @ @y
PSNONTASK | [ @ | @y

] r
+/ Trusted sites | Protected Mode: Off 45 v ®10% ~

Step

Action

10.

Click the Hours Worked - WORK list item.

[Hours Worked - WORK

ORACLE

Favorites

Fri
1112

Sat
13

Main Menu > Seff Service > TimeReporting > Report Tme > Timesheet

! ime Reporting Code

Hours

Hours Worked - WORK

i,

Add to Fay
Taskgroup  Override Rate CashiComp Shift
PSNONTASK | [ Q| A
PSNONTASK | [ @ | @
PSNONTASK | [ @ | el
] r
/' Trusted sites | Protected Mode: Off 45 v ®100% ~
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Step Action
11. Move right to enter the applicable shift.
Click the Scrollbar.
| b

Favofites  Main Menu > Seff Sevice > Time Reporting > Report Tme > Timesheet
ash/Comp Spift FMLA Source E:i sssss Combination Code ChartFields
Q | Q 01100 @, charFields [#] =]
@, | [ @, 01100 @, CharFields [E3} =
@ [ @ 01100 @, CharFields [#] =]
[ m v
[javascript:pAction_wind(document.wind, RULE_ELEMENT 2$prompts1’); / Trusted sites | Protected Mode: Off “h v R10% -
Step Action
12. This field is where you enter the shift differential that is applicable to your schedule

and hours worked.

Not all employees are eligible for shift differential, which is determined by the
collective bargaining agreements and policy. For example, temporary employees
are not eligible for shift differential. Any questions about eligibility for shift
differential should be directed to your immediate supervisor.
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ORACLE" U McAfee

Favgiites  Main Menu > Seff Service > Time Reporting > Reporf Tme > Timesheet
lashicomp Shift FMLA Source ﬂ::i"'“ Combination Code ChartFields
| | a S S E
Q| | a T I — E
@ | | a I E]
< [ il Iy
javascript:pAction_winO(doc in0,'RULE_ELEMENT . b  Trusted sites | Protected Mode: Off 4y v ®MI0% v

Step Action

13. Click the Look up Shift button.

. T McAfee
ORACLE s E‘E

Home
Favortes  Man Menu > Sef Service > Time Reporting > Report Tme > Timesheet

Look Up

Look Up Shift

Search by: Rule Element2 « begmswilh\—l

Advaneed Logkup

Search Results
iew 100 First

Second Shift

Third Shift

Weekend First Shift
Weekend Second Shift
Weekend Third Shift

Dane « Trusted sites | Protected Mode: Off Sy v WI0% v
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Step Action

14. Click the WKND?2 link.

ORACLE' L - |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Sevice > Time Reporting > Reporf Time > Timesheet

lash/Comp Shift FMLA Source z:;i"“’ Combination Code ChartFields
@ wknDz @ | Q 01100 [ @ CcCharielss (4] =
@ | @ | @ 01100 [ & [chatFielss | [#] =
@ a Y 01100 [ @ chatFies |H [S]

<

[ i v
javascript:pAction_win0(decument.wind,'RULE_ELEMENT_28prompts1'): +/ Trusted sites | Protected Mode: Off fh v ®100% v
Step Action
15. Move back to the left side of the screen to report more hours worked.

Click the Scrollbar.
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Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet
Fri Sat Total _. - N .
o e Hours Time Reporting Code Taskgroup  Override Rate CashiComp Shift
| | Hours Worked - WORK - PSNONTASK | | @ fwknpz Q)
[ [ - PSNONTASK | I @ =
[ [ - PSNONTASK | [ @ af
< . ] 3
+ Trusted sites | Protected Mode: Off 4y v ®MI0% v

Step Action

16. Move left again.

Click the Scrollbar.

Favo_meﬁ MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
Enewwindow DHep B nto
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record 0
Workgroup  P38EXB403 Executive Posty 8740 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ NextPeriod
“Date: toz12012 @ Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 1022 10123 10124 1025 1026 10127 10128 10129 10130 10131 111
[ o | \ \ \ \ \ \ [ [ \
» Reported Time Status
) Reported Time Summary
Absence Event - selectto view
[ Submit |
GoTo:  SelffSenice
Time Reporting
Punch Timesheet
< I v
Done o Trusted sites | Protected Mode: Off 44 v ®100% v
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Step Action

17. In this example, you are reporting 8 hours of second shift on; Monday, Tuesday,
Wednesday, Thursday.

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
JobTie:  Principal Assistant Empl Recora. 0
Workgroup  P38EXB408 Executive Postv 8/40 Straight
-1, Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 10i24 10/25 10/26 1027 10128 10129 10130 10131 1M

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
[ Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

b
/' Trusted sites | Protected Mode: Off 45 v ®10% ~

Done

Step Action

18. Enter the desired information into the Mon field.

Enter "8".
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Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet
0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
jorkaroup  P38EXB40S Executive Posty 8740 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  NextPeriod
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 1029 10130 10031 1M
[ 8 | [ [ [ [ [ [ [ [ [ [
[ \ Ell \ \ \ \ \ [ [ [ \
» Reported Time Status
» Reported Time Summary
Absence Event - selectto view
[ Submit |
Go To: Self Senice
Time Reporting
Punch Timesheet
4 I »
Dane /' Trusted sites | Protected Mode: Off Sy v WI0% v

Step Action

19. Enter the desired information into the Tue field.

Enter "8".

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Timesheet

Polly Pocket Employee ID: 67837

Job Title: Principal Assistant Empl Record 0

Workgroup  P38EXB403 Executive Posty 8740 Straight

i Instructions

“View By: Calendar Period - Reported Hours: 0.0000 Previous Period
“Date: toz12012 @ Scheduled Hours: 80.0000

Enewwindow DHep B nto

Mext Period

¥ Reported Time Status
} Reported Time Summary

Absence Event - select to view

| Submit |
GoTo:  SelffSenice
Time Reporting
Punch Timesheet
< I v
Done ' Trusted sites | Protected Mode: Off 5 v ®100% v
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Step Action

20. Enter the desired information into the Wed field.

Enter "8".

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Posty 8740 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ NextPeriod
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 1029 10130 10031 1M
[ 8 [ [ [ [ [ [ [ [

) Reported Time Status

» Reported Time Summary
Absence Event - selectto view
[ Submit |

Go To: Self Service

Time Reporting
Punch Timesheet

b
/' Trusted sites | Protected Mode: Off 45 v ®10% ~

Done

Step Action

21. Enter the desired information into the Thu field.

Enter "8".
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Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet
0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
jorkaroup  P38EXB40S Executive Postv 8/40 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
*Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 1029 10130 10031 1M
[ 8 | [ [ [ [ [ [ [ [ [ [
[ \ £ £ El g | \ \ [ [ [ \
» Reported Time Status
» Reported Time Summary
Absence Event - selectto view
[ Submit |
Go To: Self Senice
Time Reporting
Punch Timesheet
4 I »
Dane /' Trusted sites | Protected Mode: Off Sy v WI0% v

Step Action

22. Move right to continue.

Click the Scrollbar.

Favorites - Main Menu > Sef Service > Time Reporting > Report Time >

Fri
1112

sat

otal .
5 Time Reporting Code

Hours

Hours Worked - WORK

Done

Timesheet
Taskgroup  Override Rate CashiComp Shift
- PSNONTASK | [ @ | @
[+] PSNONTASK | [ @ | Q)
- PSNONTASK | [ @ | el
. | v
' Trusted sites | Protected Mode: Off £ v ®100% ~
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Step Action

23. Click the Time Reporting Code list.

[£]

FHLA Current Year Comp - FCYC
ORACLE" FLLA Off Payrall Reduced Sched - FOFFP
FILA Personal - FPERS
Favorites  Main Menu > Self Service |FULA Prior Year Comp - FPYC
M FILA Prior Year Hol Comp - FPYH
FILA Sick - FSICK
Family Medical Leave - FMLA
Federal Jury Duty - FJURY
Fire and Rescue Duty - FIRE
Floating Holiday - FLOAT
Furlough - FURLO
Higher Assignment Pay - Str - HAPST
Higher Assignment Pay Prem - HAPOT
Holiday Cash - HOL
Holiday Comp Adjustment - HOLAD
Holiday Overtime Premium - HOLOT
Holiday Overtime Straight - HOLST
Holiday Unscheduled Paid - HOLUP

Hours Worked - WORK R e e e weesermmrsoreee |
m o Jotal {Hours Worked Over Schedule - WRKOT Taskgroup  Override Rate CashiComp shift
12z "3 Hours | judiciary Relief Abuse 350 - JURFA

[ Judiciary Relief From Abuse OT - JRFAD PSNONTASK | [ @ |
Jury Duty - JURY
Legislative Leave - LEGLV PSNONTASK | [ @ |
leal Firefighters 20.00 - MEAL2
Meal Wardens 200.00 - MEAL1 PSNONTASK | [ @

Military Pay Differential - MILDF

Motorcycle Training - CYC

Office Allowance - OFF57

Office Allowance - OFF65 e

« i | v

Done « Trusted sites | Protected Mode: Off €3 v ®100% -

Step Action

24, Click the Hours Worked - WORK list item.
[Hours Worked - WORK
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ORACLE"

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet
Fri Sat Total _. - N .
112 "3 Hours Time Reporting Code Taskgroup Override Rate CashiComp Shift
[ [ Hours Worked - WORK - PSNONTASK | [ @ @
| | Hours Worked - WORK - PSNONTASK | [ @ =
[ [ - PSNONTASK | [ @ | @y
< m ] 3
Dane f Trusted sites | Protected Mode: Off 4y v ®MI0% v

Step Action

25. Move right to continue.

Click the Scrollbar.
[ b

ORACLE"

Sign out

Favortes  Man Menu > Sef Service > Time Reporting » Report Tme > Timesheet
lash/Comp Shift FMLA Source 5: :i"e“ Combination Code ChartFields
@ [wewp2 @ | @, 01100 @, CharfFields =
@ | @ | e} 01100 @, ChanFields =|
@ @ @ 01100 @, CharFields [=]
< [ m ] v
Dane / Trusted sites | Protected Mode: Off 4y v ®MI0% v
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Step Action

26. Click the Shift look up button.

Main Menu > Self Service > TimeReporting > Report Tme > Timesheet

Look Up

Look Up Shift

Search by: Rule Element2 « begmswilh\—l

Advanceu Lookul

Search Results

Third Shift

Weekend First Shift
Weekend Second Shift
Weekend Third Shift

[pene / Trusted sites | Protected Mode: Off h v ®m100% -

Step Action

27. Click the SECOND link.
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Favojites  Main Menu > Sef Sewvice > Time Reportng > Report Tme > Timesheet
ash/Comp ift FMLA Source 5:; iiii Combination Code ChartFields
@, fwknoz @) | @ 01100 [ & Charrields [+] =]
@ |[secono @ @ 01100 [ @ CharFields [+] =]
@ [ @ 01100 @ chanFielss | [¥] =1
[ i v
Dane + Trusted sites | Protected Mode: Off 4y v ®MI0% -
Step Action
28. Notice that you entered one line for the hours worked on the weekend, with the

WKND?2 shift differential code, and another line to record the SECOND shift
differential for the weekdays.

- Each type of shift differential is entered on a separate line.
- Only one type of shift differential is entered for each day.
- The shift differential entered on a line applies to all hours reported on that line.
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ORACLE"

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet
lash/Comp Shift FMLA Source 5: :i"e“ Combination Code ChartFields
@ [wenoz @ | @ 01100 @, CharfFields [=]
@ [secono @ Q@ 01100 @, CharFields =]
@ | @ | @ 01100 @, chanFisids =1
< [ I ] r
Dane + Trusted sites | Protected Mode: Off 4y v ®MI0% -

Step Action

29. Move left to continue.

Click the Scrollbar.

ORACLE’

Add to Fa

Favo_ntes MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
Fri Sat Total _ " N .
112 "s Hours Time Reporting Code Taskgroup  Override Rate CashiComp Shift
[ [ Hours Worked - WORK - PSNONTASK | [ @ |woz (@
[ [ Hours Worked - WORK - PSNONTASK | [ @ [secono 9
[ [ - PSNONTASK | [ @ | y
< m | v
Done ' Trusted sites | Protected Mode: Off €5 v ®100% -
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Step Action

30. Move left again.

Click the Scrollbar.

ORACLE" WMcAfee |~ |

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Pally Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record 0

Workgroup P38EX840S Executive Postv 8/40 Straight

“View By: Calendar Periad - Reported Hours: 0.0000 Previous Period  Next Period

“Date: [orromor2 [H Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
729 730 Ti31 81 82 813 814 85 816 87 818 819 810 M

[ 8 [ I I [ [ [ I [ [

[ [ 8 | o[ o] I | [ [ [ [ [ [

[ [ [ LI LI [ [ [ LI [ [

[ submt

) Reported Time Status

) Reported Time Summary
Go To: Self Service

Time Reporting
Punch Timesheet

4 I

Dane /' Trusted sites | Protected Mode: Off Sy v WI0% v :
Step Action
31. When you submit your timesheet, your entries are saved and submitted for approval.

You may change or enter additional information within the deadlines of the pay
period. Any changes will need to be re-approved.

If you do not submit, the hours you filled in will be lost.

Click the Submit butto_n.
Submit
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Flease read the message below and click Yes to confirm agreement
(20400,3)

‘e the undersigned do hereby certify under the pains and penalties of perjury
thatthe reported information is accurate to the best of our knowledge and that
all requests for services and expenses were incurred while performing work
forthe state of Vermont. The time reported herein is complete for this pay
period and in accordance with state policy.

Step Action

32. This is will act as your signature for your timesheet.

Click the Ok button.
fes

Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > Seff Sevice > Time Reportng > Report Time > Timesheet
Enewwindow DHep B nip
Timesheet
Submit Confirmation

4 The Submit was successful
OK | Time for the Time Period of 2012-07-29 to 2012-08-11 is submitted

m
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Step Action

33. _Click_the OK button.

ORACLE kL C— - |

Home | Workist | MuttiChannelConsole | Addto Favorites |  Sign out
Favortes - Main Menu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep EE nap

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record 0
Workgroup  P38EXB40S Executive Posty 840 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 40,0000 Previous Period ~ Mext Period
“Date: o72or2012 [H % Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
729 730 iz a1 &2 83 &4 8i5 86 a7 88 &9 810 a1
[ o000 | [ [ [ [ [ [ [ [ [
| | sooool [ 80000 8.0000 | 8.0000 [ | [ | [ | |
[ [ [ [ [ [ [ [ [ [ [
| Submit |

» Reported Time Status

» Reported Time Summary
GoTo:  Self Sewvice

Time Reporting
Punch Timesheet

< i

Done ' Trusted sites | Protected Mode: Off 5 v ®100% - ;
Step Action
34. Once you submit your timesheet VTHR will sort your reported time rows

alphabetically by the TRC.

VTHR will combine rows if they have the same:
TRC, SHIFT, COMBO CODE or TASKPROFILE.

As an example, if you have 2 lines that are Hours Worked charged to the same
funding source, they would be combined into one line.

As a result, your timesheet may look different from what you entered.
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ORACLE L — - |

kist | WutiChannel Console |
Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (ZHelp S hitp

Timesheet
Polly Pocket Employee ID 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S Executive Posty 8/40 Straight

i Instructions

“View By: Calendar Period - Reported Hours: 40,0000 Previous Period  Next Period
“Date: [orromor2 [H Scheduled Hours: 0.0000
From Sunday 07/29/2012 to Saturday 08111/2012
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
729 730 Tzt a1 82 813 84 8i5 816 87 818 819 810 811
[ so000] | [ [ [ [ [ [ [ [ [
| | soooo0/ [ 80000/ [ 80000/ [ 8.0000 [ | [ | [ | |
[ [ \ \ \ [ \ [

[ Submit |
) Reported Time Status.
) Reported Time Summary

GoTo:  Self Service

Time Reporting
Punch Timesheet

Dane /' Trusted sites | Protected Mode: Off Sy v WI0% v

Step Action

35. When you have completed your transaction, you can select the VTHR “Main
Menu” for another transaction. Or, if you are finished, Sign Out of VTHR.

Click the Sign Out link.

| Signo

ORACLE

PEOPLESOFT ENTERPRISE

Espafiol

eutsch

rancais du Canada
Magyal

lorsk

ortugué:

Svenska

T

d

[sonn

:

m

B

o
i
|

F
2
2

=
B
et

K

Copyright © 2000, 2010,
Corporation andlor its

& Irtermet £ - ®100% v
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Step Action

36. You now know how to enter hours for different shifts.
End of Procedure.

ESS - Task Profile
Procedure

This tutorial will show how to enter hours worked using the Task Profile.

Task Profile Codes are used to charge time to specific funding sources. If you are required to use

such codes, you will be provided with the details of the applicable codes and purposes by your
Department's business office.

Approximate time to complete topic: Less than 5 minutes

UM 9

Home | AddtoFavortes | Signout

Favorites - Main Menu

@ Help

Top Menu Features Description =) 1

Our menu has changed!

The menu is now located acrose the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Dane «f Trusted sites | Protected Mode: Off 4y v ®MI0% v

Step Action

1. Click the Main Menu button.
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Favorttes - Main Menu

Search Menu: (@ Help
®
Top Menu s
35 seff service 4

[El change My Password

The menu =] wmy System Profile
Click on . =

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Dane +f Trusted sites | Protected Mode: Off 4y v ®MI0% v

Step Action

2. Click the Self Service menu.

|":}_'_‘I Self Service 4

Favorites : Main Menu

Leave Transfer Requests
Recruiting Actiities

SalEhis ® @ rep
Top Menu s
3 Seff Service
[ change My Password £ Time Reporting D
The menu [} 1y system Profile 3 personal Information »
Click an N, = 3 Payroll and Compensation »
3 Benefits »
Highlights =] y
5] »

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

hitps://hcmsbrd peoplesoft.state vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP «/ Trusted sites | Protected Mode Off A B100% v
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Step

Action

3.

Click the Time Reporting menu.

| 3 Time Reporting

Favorites - Main Menu
Search Menu:

Top Menu ®

3 seff Service
[E) change My Password
(5] My System profile

{1 Time Reporting

{3 Personal Information (3 Report Time
{3 Payrolland Compensation (3 View Time
3 Benefits

3 Leave Transfer Requests

3 Recrutting Activities

The menu
Click on .

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

¥
»
»

U McAfee

Home

| Addto Favortes

Sign out

(@ Help

https://hcmsbyd peoplesoft.state.vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP

«f Trusted sites | Protected Mode: Off

7
£~

#100% ~

Step

Action

Click the Report Time menu.

| (1 Report Time
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Favorites - Main Menu

Search Menu: o S
Top Menu o
0 self service & 1 y
3 Time Reporting
Change My Password
(1 Report Time
The menu My System Profle 3 Personal Information .
Click on w.”— 3 Payroll and Compensation (3 View Time Timesheet
3 Benefits v
Highlights 1 Leave Transfer Requests ,
3 Recrutting Activities »
Recently Used pages

now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

+/ Trusted sites | Protected Mode: Off 45 v ®|10% ~

Step Action

5. Click the Timesheet menu.
| E] Timesheet

ORACLE’

Favorites

Main Menu > Seff Service > TimeReporting > Report Tme > Timesheet

Timesheet

Pally Pocket Employee ID: 67837
Job Title: Principal Assistant

‘Workgroup P3BEX8405 Executive Postv 8/40 Straight
Instructions

Empl Record 0

*View By: Calendar Period hd Reported Hours: 0.0000 Previous Period Next Period

“Date: 10212012 [ Scheduled Hours: 300000

Sun Mon Tue Wed Thu Fri Sat
1024 1022 10023 1024 10125 10126 1027

Sun Mon Tue Wied Thu
10128 10129 10130 10131 111

¥ Reported Time Status

» Reported Time Summary

Go To: Self Senice

Time Reporting
Punch Timeshest

«/ Trusted sites | Protected Mode: Off v BI0% v
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Step Action

6. In this example, you are reporting 8 hours worked for Monday through Friday and
specifying a task profile.

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZIHelp [ hitp
Timesheet

Polly Pocket Employee ID: 67837

Job Title: Principal Assistant Empl Record: 0
‘Workgroup P38EXB408 Executive Postv 8/40 Straight
i Instructions

“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  NextPeriod

“Date: 1012012 B Scheduled Hours:

80.0000

Sun Mon Tue Wed Thu Fri Sat
1021 1022 1023 1024 10125 10126 1027 10128

Sun Mon Tue Vied Thu
10129 10130 10131 111

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
[ Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

b
/' Trusted sites | Protected Mode: Off 45 v ®|10% -

Step Action

7. Enter the desired information into the Mon field.

Enter "8".
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Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S

Executive Postv 8/40 Straight

i Instructions
“Aiew By: Calendar Period - Reported Hours: 0.0000 Previous Period  Mext Period
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 10129 10130 10131 1M
[ [ 8 | [ [ [ [

» Reported Time Status
» Reported Time Summary

Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off 45~ ®100%

Step Action

Enter the desired information into the Tue field.

Enter "8".

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep B nto
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record 0
Workgroup  P38EXB403 Executive Posty 8740 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ NextPeriod
“Date: toz12012 @ Scheduled Hours: 80.0000
Sun. Mon Tue Wed Thu Fri Sat Sun. Mon Tue Wed Thu
1021 1022 10123 10124 1025 1026 10127 10128 10129 10130 10131 111
[ \ E 8 | I

¥ Reported Time Status
} Reported Time Summary
Absence Event - select to view

[ Submit |

Go To: Self Senice

Time Reporting
Punch Timeshest

' Trusted sites | Protected Mode: Off 3 v ®100%
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Step Action

9. Enter the desired information into the Wed field.

Enter "8".

ORACLE" WMcAfee |~ |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Posty 8740 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 10129 10130 10131 1M
| [ 8 8 g

) Reported Time Status

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Service

Time Reporting
Punch Timesheet

b
/' Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

10. Enter the desired information into the Thu field.

Enter "8".
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Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S

Executive Postv 8/40 Straight

i Instructions
“Aiew By: Calendar Period - Reported Hours: 0.0000 Previous Period  Mext Period
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 10129 10130 10131 1M
[ [ 8 | 8 | Ell E]

» Reported Time Status
» Reported Time Summary

Absence Event - selectto view
! Submit |

Go To: Self Senice

Time Reporting
Punch Timesheet

/' Trusted sites | Protected Mode: Off 45~ ®100%

Step Action
11.

Enter the desired information into the Fri field.

Enter "8".

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Enewwindow DHep B nto
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record 0
Workgroup  P38EXB403 Executive Posty 8740 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ NextPeriod
“Date: toz12012 @ Scheduled Hours: 80.0000
Sun. Mon Tue Wed Thu Fri Sat Sun. Mon Tue Wed Thu
1021 1022 10123 10124 1025 1026 10127 10128 10129 10130 10131 111
[ \ E E £ B B \ [ [ [ \

¥ Reported Time Status
} Reported Time Summary
Absence Event - select to view

[ Submit |

Go To: Self Senice

Time Reporting
Punch Timeshest

' Trusted sites | Protected Mode: Off 3 v ®100%
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Step Action

12. Move right to continue.

Click the Scrollbar.

ORACLE’ WMcAfee |- |

Home | AddtoFavortes | Signout

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet
fEEEEEEEEEEE@@@@@@@@@@@@@ i
Fri Sat Total _. - N
112 "s Hours Time Reporting Code Taskgroup  Override Rate Task Profile ID CashiComp
[ [ - PSNONTASK @ [casH @
| | [+] PSMONTASK @ [cASH @
[ [ - PSNONTASK @, [cAsH -y
4 [ | r
+/ Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

13. Click the Time Reporting Code list.
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FMLA Current Year Comp - FCYC

ORACLE" FLILA Off Payrall Reduced Sched - FOFFP.
FLA Personal - FPERS
Favorites  Main Menu > Self Service |FUILA Prior Year Comp - FPYC

h FLA Prior Year Hol Comp - FPYH
FLA Sick - FSICK
Family Medical Leave - FMLA
Federal Jury Duty - FJURY
Fire and Rescue Duty - FIRE
Floating Holiday - FLOAT
Furlough - FURLO
Higher Assignment Pay - Str - HAPST
Higher Assignment Pay Prem - HAPOT
Holiday Cash - HOL
Holiday Comp Adjustment - HOLAD
Holiday Overtime Premium - HOLOT
Holiday Overtime Straight - HOLST
Holiday Unscheduled Paid - HOLUP

m

Hours Worked - WORK FEmmm—m—m———
[ =i Total {Hours Worked Over Schedule - WRKOT Taskgroup  Override Rate Task Profile D Cash/Comp
Tz L Hours | jugiciary Relief Abuse 350 - JURFA

,— l— Judiciary Relief From Abuse OT - JRFAQ PSNONTASK @, [casH Q|
Jury Duty - JURY
Legislative Leave - LEGLV PSNONTASK @, ([casH @
Meal Firefighters 20.00 - MEAL2
Meal Wardens 200.00 - MEALT PSNONTASK @, |[casH @

Military Pay Differential - MILDF

Motorcycle Training - CYC

Office Allowance - OFF57

Office Allowance - OFFB5 -

< . ] r
+/ Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

14. Click the Hours Worked - WORK list item.
[ Hours Worked - WORK

ORACLE
FEVOJKEE MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
Fri Sat otal - N
1R 13 Triom Time Reporting Code Taskgroup  Override Rate Task Profile ID ‘CashiComp
| | Hours Worked - WORK - PSNONTASK @, [casH @
[ [ [+] PSNONTASK @, [casH Q|
[ [ - PSNONTASK @, [casH @
« i J v
< Trusted sites | Protected Mode: OFf 5 v ®100% -
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Step Action

15. Your Department's business office will be maintaining Task Profiles. If you have
questions about what to use in a certain situation please reach out to them directly.

ORACLE’ WMcAfee |- |

Home | AddtoFavortes | Signout

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet
fEEEEEEEEEEE@@@@@@@@@@@@@ i
Fri Sat Total _. - N
112 "s Hours Time Reporting Code Taskgroup  Override Rate Task Profile ID CashiComp
[ [ Hours Worked - WORK - PSMONTASK @, |[cAsH @
| | H PSNONTASK Q@ [cAsH Q|
[ [ - PSNONTASK @ [casn @
4 . | r
+/ Trusted sites | Protected Mode: Off 45 v ®10% ~

Step Action

16. Click the Task Profile ID Lookup button.
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[Look Up

Look Up Task Profile ID

Search hegins
by: TaskProfile ID - with

Loak Up Caneel | Advanced Lookup
Search Results

Wiew 100 First (91 v.a i@ 80 | act
Task Profile I Description

02120-TSTA Smith Building

02120-TSTB South St. Tunnel
02120-TSTC Lake Side Park
02120-TSTD Jackson Road Bridge

ORACLE
USER PRODUCTIVITY KIT

Step

Action

17.

There will be a description of the taskprofile, this should make it earier to figure out
what source to charge to.

[ LookUp

Look Up Task Profile ID

Search hegins ]

by:  TaskPrafile ID - with

Look Up Caneel | Advanced Lookup

Search Results
Wiew 100 First [4] 14014 [p] Last
Task Profile ID  Deseription

02120-TSTA Smith Building
02120-TSTB South St. Tunnel
02120-TSTC Lake Side Park
02120-TSTD Jackson Road Bridge
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Step Action

18. In this example we worked on the South Street Tunnel.

Click the 02120-TSTB link.

02120-TSTH

ORACLE" WMchfee |- |

Home | AddtoFavorites |  Sign out

Favorites ~ Main Menu > Seff Service > Time Reporting > Report Tme > Timesheet

1:‘,rzl 1517; “ZT[B; Time Reporting Code Taskgroup Override Rate Task Profile 1D CashiComp
[ [ Hours Worked - WORK - PSNONTASK 2120-TsTE @, [CAsH @
[ [ [] FSNONTASK @ [cAsH @,
[ [ - PSNONTASK [ & [casH @y
“ i ] v
« Trusted sites | Protected Mode: Off 45~ ®100% ~

Step Action

19. Move left to continue.

Click the Scrollbar.
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ORACLE L — -

Home | AddtoFavortes | Signout
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet

0 New Window (ZIHelp [ hitp

Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EX840S Executive Posty 8/40 Straight

i Instructions

“View By: CalendarPeriod  ~

Reported Hours: 0.0000 Previous Period  Mext Period
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 1029 10130 10031 1M

» Reported Time Status.

» Reported Time Summary
Absence Event - selectto view
! Submit |

Go To: Self Service

Time Reporting
Punch Timesheet

b

/' Trusted sites | Protected Mode: Off 45 v ®10% ~

Step

Action

20.

When you submit your timesheet, your entries are saved and submitted for approval.
You may change or enter additional information within the deadlines of the pay
period. Any changes will need to be re-approved.

If you do not submit, the hours you filled in will be lost.

Click the Submit butt(_)n.
Submit
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A PRODUCTIVITY KIT

Please read the message below and click Yes to confirm agreement
(20400,3)

We the undersigned do hereby certify under the pains and penatties of perjury
thatthe reported Infarmation is aceurate to the best of our knowledge and that
all requests for serdces and expenses were incurred while performing work
for the state ofVermont. The time reported herein is complete for this pay
period and In accordance with state policy.

Training Guide
Training materials

Step

Action

21.

This is will act as your signature for your timesheet.

Click the Ok button.
Yes

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Timesheet
Submit Confirmation

4

The Submit was successful

OK |Time for the Time Period of 2012-10-21 to 2012-11-03 is submitted

4 il

| Add to Favorites

0 New Window (2} Help

| Sign out

| savea |

Dane f Trusted sites | Protected Mode: Off

I

#100% ~
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Step Action

22. Click_ the OK button.

ORACLE. ﬁl"{MdfT Add 1 FE‘ it I Si it
FEVOJNEE MalnvMenu > SEWS‘EN\CE > Time RSDOITIHQ > REDOVE Time > Timesheet — S —
Enewwindow DHep EE nip
Timesheet
Polly Pocket Employee ID: 67837
Job Title Principal Assistant Empl Record 0
‘Workgroup P38EX8405 Executive Postv 8/40 Straight
i Instructions
“View By: Calendar Period e Reported Hours: 400000 Previous Period ~ Next Period
“Date: [ozizotz [E 2 Scheduled Hours: 80.0000
From Sunday 10/21/2012 to Saturday 11/03/2012
w0t io w0 o4 s 1035 107 o 1o s 051 jits
| [ sooo0 [ soooo [ soooo) [ eoocol [ e.ooo0f | [ | | | [
| \ \ \ \ \ \ \ | | | \
| \ \ \ \ \ \ \ | | | \
Absence Event - select to view
[ Submit |
Go To: Self Service
Time Reporting
Punch Timesheet
< il o
Done /' Trusted sites | Protected Mode: Off 5 v ®100% -
Step Action
23. Once you submit your timesheet VTHR will sort your reported time rows
alphabetically by the TRC.
VTHR will combine rows if they have the same TRC, SHIFT, COMBO CODE,
TASKPROFILE.
Example if you have 2 lines that are Hours Worked charged to the same funding
source, they would be combined into one line.
Your timesheet may look different from what you entered.
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Favortes - Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet
0 New Window (ZHelp [ hitp
Timesheet
Polly Pocket Employee ID: 67837
Job Title: Principal Assistant Empl Record: 0
Workgroup  P38EXB40S Executive Postv 8/40 Straight
-1, Instructions
“View By: Calendar Period - Reported Hours: 400000 Previous Period  Next Period
“Date: 10212012 [H Scheduled Hours: 80.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
1021 10i22 10i23 1024 10/125 10126 10027 10128 1029 10130 10031 1M
[ [ soo00 [ soooo [ soooo [ soooo) [ sooo0| | [ [ [ [ [
» Reported Time Status
» Reported Time Summary
Absence Event - selectto view
[ Submit |
Go To: Self Senice
Time Reporting
Punch Timesheet
4 I 3
Dane /' Trusted sites | Protected Mode: Off Sy v WI0% v

Step

Action

24.

When you have completed your transaction, you can select the VTHR “Main
Menu” for another transaction. Or, if you are finished, Sign Out of VTHR.

Click the Sign Out link.

Sign out

.
ORACLE
PEOPLESOFT ENTERPRISE

User ID: l:l Se\e.ctaLﬁnguage:

Magyar
lorsk

ortugués

& Irtermet £ - ®100% v
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Step Action

25. You now know how to enter hours worked and specify a task profile.

End of Procedure.

ESS - Time Reporting Codes
Procedure
This tutorial will show how to report time using various Time Reporting Codes (TRCs).

In this example, you will enter:

Hours Worked
State Jury Duty
Sick Leave

Approximate time to complete topic: About 5 - 10 minutes

W McAfee - W

Home | AddtoFavortes | Signout

Favorites - Main Menu

(@ Help

Top Menu Features Description [=) %1

Our menu has changed!

The menu is now located acrose the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

+ Trusted sites | Protected Mode: Off 45 v ®|10% ~

Done

Step Action

1. Click the Main Menu button.
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: Man Menu

Search Menu: (@ Help
Top Menu ® s

O seff service 4

[E] change My Password
The menu [ wmy System Profile

Click on .

Highlights

Recently Used pages
now appear under the e
Favorites menu, located el

at the top left S

ey
ey

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

hitps://hcmsbyd peoplesoft.state vt.us/ psp/HRSBX4/EMPLOYEE/HRMS/h/ +/ Trusted sites | Protected Mode: Off a v B100% v

Step Action

2. Click the Self Service menu.
| [0 Self Service *

Add to Favorites
Favorites : Main Menu
Search Menu:

(2 Help
Top Menu @ s

(3 Self Service
[E change My Password

The menu (=] My System Profile
Click on N. =

3 Time Reporting

3 Personal Information

3 Payrolland Compensation
3 Benefits

{3 Leave Transfer Requests
{3 Recruiting Activities

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supporis type ahead
which makes finding
pages much faster.

hitps://hcmsbrd peoplesoft.state vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP «/ Trusted sites | Protected Mode Off A v B100% v
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ORACLE
USER PRODUCTIVITY KIT

Step Action

3. Click the Time Reporting menu.

| 3 Time Reporting

Favorites - Main Menu

Search Menu:

Top Menu

(3 seff service

The menu 5] My System Profile
Click an N, =

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

[E] change My Password

®

Time Reporting
Personal Information

3 Report Time

Payroll and Compensation (1 View Time

Leave Transfer Requests

[
&
&
3 Benefits
=]
3 Recrutting Activities

SRALE
e

¥
»
»

https://hcmsbyd peoplesoft.state.vt.us/psp/HRSBX4/EMPLOYEE/HRMS/s/WEBLIB_PTPP

Step Action

4. Click the Report Time menu.

| 1 Report Time

W McAfee |- | i
Home | AddtoFavorites Sign out
(D Help
»
»
+/ Trusted sites | Protected Mode: Off 45 v ®|10% ~
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Favorites - Main Menu

Search Menu: o e
Top Menu o
I self service
] Time Reporting
Change My Password
(3 Report Time

The menu My System Profile 3 Personal Information .

Click an N, 8 3 Payroll and Compensation (3 View Time Timesheet
3 Benefits v

Highlights 1 Leave Transfer Requests ,
3 Recrutting Activities »

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Done

+/ Trusted sites | Protected Mode: Off 45 v ®|10% ~

Step Action

5. Click the Timesheet menu.
| ] Timesheet

ORACLE’
Worklist
Favo_ntes MalnvMenu > Se}fS‘eN\CE > Time RSDOITIHQ > REDOVE Time > Timesheet
Enewwindow DHep B nto
Timesheet
Polly Pocket Employee ID: 55555
JobTille:  Systems Developer| Empl Record 0
Workgroup  P3BEXB40S Executive Posty 840 Straight
- Instructions
*View By: Calendar Period hd Reported Hours: 0.0000 Previous Period  Next Period
“Date: p7rsR012 [ Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
M5 716 THT M8 M9 720 Tz 722 723 Ti24 Ti25 126 L
! Submit |

» Reported Time Status.

» Reported Time Summary
GoTo:  SelfSenice

Time Reporting
Punch Timesheet

Done & Internet | Protected Mode: OFf 5~ B100% ~ :
Step Action
6. In this example, you are entering 8 hours worked on Monday.
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Fa\’ovmeﬁ MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
Enewwindow DHep B nto

Timesheet
Polly Pocket Employee ID: 55555
Job Title: Systems Developer | Empl Record 0
Workgroup  P38EXB40S Executive Postv 8/40 Straight

nstructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  NextPeriod
“Date: p7rsR012 [ Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
M5 716 THT M8 M9 720 Tz 722 723 Ti24 Ti25 126 L

Submit
» Reported Time Status
» Reported Time Summary

Go To: Self Senice

Time Reporting

Punch Timesheet

B v B100% ~

m
& Internet | Protected Mode: OFf

Done

Step Action

Enter hours worked into the Mon 7/16 field.

Enter "8".

McAfee

HutiChannel Console

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet

Timesheet
Polly Pocket Employee ID: 55555
Job Title: Systems Developer | Empl Record: 0
‘Workgroup P38EXB408 Executive Postv 8/40 Straight
i Instructions
0.0000 Previous Period  Next Period

Calendar Period - Reported Hours:

“View By:
“Date: fornsote |5 o Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
M5 716 47 M8 9 720 T2 T2 7123 Ti24 Ti25 7126 T
[ [ 8 | [ [ [ [ [
[ [ [ [ [
[ [ [ [ [

Submit
) Reported Time Status
} Reported Time Summary

GoTo: Self Senice
Time Reporting

Punch Timesheet

45 v ®10% ~

m
& Internet | Protected Mede: Off

Dene
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Step Action

8. Move right to continue.

Click the Scrollbar.

—
5 W McAfee
ORACLE e - |
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet
@@ @i
Sat Tofal _. " - .
7128 Hours Time Reporting Code Taskgroup  Override Rate CashiComp Shift FMLA
[ - PSNONTASK [casH Q Q |
[ - PSNONTASK [casH @ | @ |
[ - PSNONTASK [casH @ @ |
< m ] 3
Dene @ Internet | Protected Mode: Off 45 v ®|10% ~

Step Action

9. Click the Time Reporting Code list button.
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RACLE

Favorites

Main Menu >

Corr Comp Supplement 35.00 - CORS3
Court Call In Paid - CLICP

Delayed Reporting - DELAY
Emergency Closing Paid - ECPAY

ORACLE

USER PRODUCTIVITY

'WMcAfee |~ |

Home | Workist |

HutiChannel Console

esheet

| AddtoFavorites | Sign out

FMLA Annual - FANNL
FMLA Current Year Comp - FCYC
FMLA Off Payroll Reduced Sched - FOFFP
FMLA Personal - FPERS
FMLA Prior Year Comp - FPYC
FMLA Prior Year Hol Comp - FPYH
FMLA Sick - FSICK
Family Medical Leave - FMLA
Federal Jury Duty - FIURY
Fire and Rescue Duty - FIRE.
Floating Holiday - FLOAT
Furlough - FURLO
Higher Assignment Pay - Str - HAPST
Higher Aszignment Pay Prem - HAPOT
| oigay Cazh - HOL
Sat Total |Hgliday Comp Agjustment - HOLAD
iz Hours | Holigay Quertime Premium - HOLOT
[ 1 Holiday Overtime Straight - HOLST
Holiday Unscheduled Paid - HOLUP.

Hours Worked - WORK

m

Taskgroup  Override Rate CashiComp shift FMLA

PSNONTASK [casH @ Q |
EEc a |
e @ | @

PSNONTASK

Hours Worked Gver Scheduie - WRKOT

Judiciary Relief Abuse 350 - JURFA

Judiciary Relief From Abuse OT - JRFAQ

Jury Duty - JURY

Legislative Leave - LEGLV

|Meal Firefighters 20.00 - MEAL2 -

PSNONTASK

< m ] 3
Dene € Internet | Protected Mode: Off 45 v ®10% ~

Step Action

10. Select the appropriate TRC from the drop down list.

In this example, click the Hours Worked - WORK list item.

[[Hours Worked - WORK ]

Worklist

duttiChannel Console Add to Favorites

Favortes  Main Menu > Sef Service > Time Reporting » Report Tme > Timesheet
Sat Tofal _. " - .
718 Hours Time Reporting Code Taskgroup  Override Rate CashiComp Shift FMLA
PSNONTASK [casH @ Q |
[ PSNONTASK [casH @ | @ |
[ - PSNONTASK [casH @ @ |
< m ] 3
Dene € Internet | Protected Mode: Off 45 v ®|10% ~
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Step Action

11. Move left to continue entering hours.

Click the Scrollbar.

T <
ORACLE’ o -
Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favglites  Main Menu > Seff Service > Time Reporting > Reporf Tme > Timesheet
0 New Window (ZIHelp [ hitp
Timesheet
Polly Pocket Employee D: 55555
Job Title Systems Developer| Empl Record: 0
Workgroup  P3BEXB40S Executive Posty 840 Straight
i Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: fornsote |5 o Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
7nMs 716 ™7 M8 m9 7120 T 722 723 Ti24 Ti25 7126 e
[ [ 8 | [ [ [ [ [ [ [ [ [ [
[ [ \ \ [ [ \ \ [ [ \ \ \
[ [ \ \ [ [ \ \ [ [ \ \ \
[ Submit |
GoTo: Self Senice
Time Reporting
Punch Timesheet
4 m 3
Dene & Internet | Protected Mode: Off 45~ ®100% ~
Step Action
12. In this example, you are entering 8 hours of State Jury Duty on Tuesday.
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Klist

Favglites  Main Menu > Seff Service > Time Reporting > Reporf Tme > Timesheet
0 New Window (ZIHelp [ hitp
Timesheet
Polly Pocket Employee D: 55555
Empl Record 0

Job Title: Systems Developer |

‘Workgroup P38EXB408 Executive Postv 8/40 Straight

Calendar Period h Reported Hours: 0.0000

cAfed

HutiChannel Console

i Instructions
Previous Period Next Period

ORACLE

USER PRODUCTIVITY

“View By:
“Date: o7As2012 H Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
7nMs 716 ™7 M8 m9 7120 T 722 723 Ti24 Ti25 7126 e
[ [ 8 | [ [ [ [

Submit
) Reported Time Status
} Reported Time Summary

GoTo: Self Senice
Time Reporting

Punch Timesheet

45~ ®100% ~

Dene

m
& Internet | Protected Mede: Off

Step

Action

13.

Enter information into the Tue 7/17 field.

Enter "8".

MukiChannel Console |

Favortes  MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Timesheet
Employee ID: 55555

Polly Pocket
Empl Record 0

Job Title: Systems Developer |
Workgroup  P38EXB40S Executive Postv 8/40 Straight
i Instructions

Previous Periad

Calendar Period - Reported Hours:

Next Period

cAfee
Add 1o F

Enewwindow DHep H nto

“View By:
“*Date: o7so12 [H Scheduled Hours: 0.0000
Sun. Mon Tue Wed Thu Fri Sat Sun. Mon Tue Wed Thu Fri
M5 716 THT M8 M9 720 Tz 722 723 Ti24 Ti25 126 L
[ £l [ [ [ [ \
g | [ [ [ [

Submit
» Reported Time Status
» Reported Time Summary

Go To: Self Senice
Time Reporting

Punch Timesheet

B v ®100% v

i
@ Internet | Protected Mode: Off

Done
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Step Action

14. Move right to continue.

Click the Scrollbar.

=
5 U Mchfee
ORACLE - -
Home | Workist | MuliChannel Console | Add to Favorites | Sign out
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet
@@ @i
Sat Tofal _. " - .
7128 Hours Time Reporting Code Taskgroup  Override Rate CashiComp Shift FMLA
[ Hours Worked - WORK - PSNONTASK [casH @ @ |
[ - PSNONTASK = @ @ |
[ - PSNONTASK [casH @ | @ |
< . ] b
Dene @ Internet | Protected Mode: Off 45 v ®10% ~

Step Action

15. Click the Time Reporting Code list button.
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Office Allowance - OFF57
ACLE Office Allowance - OFF85
On Call Paid - ONCLP
Favorites  Main Menu > |Organ Donation - ORGAN esheet
Overtime 15-0T
Overtime Unpaid - OTUNP
Paid Education Leave - PEDUC
Paid Military Leave - PMIL
Personal Leave - PERS
Personal Leave Payoff - PERSP
Pesticide Differential 30.00 - PEST
Physical Fitness - PHYSF
Paolice Of-Duty Pay - WRD
Power User - POWER
Prior Year Comp Payout - PYCHP.
Prior Year Holiday Payoff - PYHPO
Red Cross - REDX
Relief From Duty - RELF

W McAfee |~ |

Home | Workist | MuliChannel Console | Add to Favorites | Sign out

| it Engineer Allow 110 - REA |
sat Total |sabpatical - SABB = . i
8125 Hours | 5icy - sice Taskgroup  Override Rate CashiComp Shift FMLA
I Situation Control 300.00 - CNTRL PSNONTASK = Q Q|
Snow Supplement - SNOW
Special Alert Paid - ALERT PSNONTASK [casH @ | @ |
Special Team Pay - SPCLT
Standby Hours Comp 125 - STBYC PSNONTASK [casH @ | @

tandoy Hours Comp .20 - STBCO
Standby Hours Paid 0.125 - STBP1
Standby Hours Paid 0.20 - STBP2
State Jury Duty - SJURY -

< m ] 3
Dene @ Internet | Protected Mode: Off 45 v ®10% ~

Step Action

16. Click the State Jury Duty - SJURY list item.
[ state Jury Duty - SJURY |

ORACLE s

WutiChannel Consol Add to F:

FEVOJKEE MalnvMenu > Self Service > Time Reporting > Report Time > Timesheet
Sat -
118 ime Reporting Code Taskgroup  Override Rate CashiComp Shift FMLA
[ Hours Worked - WORK - PSNONTASK [casH @ | @ |
State Jury Duty - SJURY - ‘ PSNONTASK [casH @ Q |
[ - PSNONTASK = @ | @ |
« i ] v
Done @ Internet | Protected Mode: OFf 43 v ®100% -
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17.

Move left to continue.

Click the Scrollbar.

ORACLE"

Favorites

Timesheet
Polly Pocket

Workgroup  P38EXB4
i Instructions

Calendar Period

“View By:
*Date: 0752012 H

Job Title: Systems Developer |
0S Executive Postv 8/40 Straight

Reported Hours:
Scheduled Hours:

Thu
719

Employee ID:
Empl Record:

Fri
7120

Home | Workist |

Main Menu > Self Service > TimeReporting > Report Tme > Timesheet

55555
0

Previous Period

Mon
723

WMcAfee |~ |

WuliChannel Console |

Next Period

Tue
7124

Addto Favortes |  Sign out

0 New Window (ZIHelp [ hitp

Wed Thu Fri
7125 7126 727

GoTo: Self Senice
Time Reporting

Punch Timesheet

Submit
) Reported Time Status
} Reported Time Summary

& Internet | Protected Mede: Off

b

45~ ®100% ~

Dene

Step

Action

18.

In this example, you are reporting 4 hours of work for Wednesday.
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cAfeq
Kist | WultiChannel Console
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet
0 New Window (ZIHelp [ hitp
Timesheet
Polly Pocket Employee ID- 55555
Job Title Systems Developer| Empl Record: 0
Workgroup  P38EXB40S Executive Postv 8/40 Straight
1, Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ Next Period
“Date: o7As2012 H Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri sat Sun Mon Tue Wed Thu Fri
M5 716 mr ms m9 7120 al 722 723 Ti24 Ti25 7126 L
[ [ g | [ [ [ [
[ [ £ [ [ \ \ [ [ \ \ \
[ Submit |
) Reported Time Status
) Reported Time Summary
GoTo: Self Senice
Time Reporting
Punch Timesheet
4 m »
Dene & Internet | Protected Mode: Off 45~ ®100% ~

Step Action
19. Enter "4" on the same line where you have used the Hours Worked - WORK TRC.

cAfed

iChannel Console

Favorites  Main Menu > Sef Sevice > Time Reporting > Reporf Time » Timesheet
0 New Window (ZIHelp [ hitp

Timesheet

Polly Pocket Employee ID- 55555

Job Title Systems Developer| Empl Record: 0

Workgroup  P38EXB40S Executive Posty 8740 Straight

-1, Instructions

“View By: Calendar Period - Reported Hours: 0.0000 Previous Period  Next Period
“Date: o7As2012 H Scheduled Hours: 0.0000

| Submit |

) Reported Time Status
} Reported Time Summary

GoTo: Self Senice

Time Reporting
Punch Timesheet

4 m
€ Internet | Protected Mode: Off 45 v ®10% ~

Dene

Step Action

20. In this example you are entering 4 hours of sick leave on Wednesday.
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cAfeq
Kist | WultiChannel Console
Favorites  Main Menu > Self Service > Time Reporting > Reporf Time > Timesheet
0 New Window (ZIHelp [ hitp
Timesheet
Polly Pocket Employee ID- 55555
Job Title Systems Developer| Empl Record: 0
jorkgroup  P38EXB40S Executive Postv 8/40 Straight
Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period ~ Next Period
“Date: o7As2012 H Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Wed Thu Fri
7nMs 716 ™7 M8 m9 7120 T 722 723 Ti25 7126 e
[ [ 8 | [ 4 [ [ [ [ [ [ [ [
[ [ \ g | [ [ \ \ [ [ \ \ \
Submit
) Reported Time Status
) Reported Time Summary
GoTo: Self Senice
Time Reporting
Punch Timesheet
4 m »
Dene & Internet | Protected Mode: Off 45~ ®100% ~

Step Action

21.

Enter "4" on this third line which you will indicate as Sick Time in the next step.

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

Timesheet
Polly Pocket Employee ID- 55555
Job Title Systems Developer| Empl Record: 0
Workgroup  P38EXB40S Executive Posty 8740 Straight
-1, Instructions
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period
“Date: o7As2012 H Scheduled Hours: 0.0000

Next Period

0 New Window (ZIHelp [ hitp

) Reported Time Status
} Reported Time Summary

GoTo: Self Senice
Time Reporting
Punch Timesheet
4 m I
Dene € Internet | Protected Mode: Off 45 v ®10% ~
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22. Move right to continue.

Click the Scrollbar.

ORACLE’ WMcAfee |- |

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favortes  Man Menu > Sef Service > Time Reporting » Report Tme > Timesheet
@@ @ @@@@@ @ T
Sat Tofal _. " - .
7128 Hours Time Reporting Code Taskgroup  Override Rate CashiComp Shift FMLA
[ Hours Worked - WORK - PSNONTASK [casH @ @ |
[ State Jury Duty - SIURY - PSNONTASK [casH @ | @ |
| [ PSNONTASK [casH Q | Q |
< . ] b
Dene @ Internet | Protected Mode: Off 45 v ®10% -

Step Action

23. Click the Time Reporting Code list button.
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RACLE

Sat
8125

—
—
—

Favorites . Main Menu >

Total
Hours

ury Duty - JURY.

Legislative Leave - LEGLV

Meal Firefighters 20.00 - MEAL2
Meal Wardens 200.00 - MEAL1
Military Pay Differential - MILDF
Motorcycle Training - CYC
Office Allowance - OFF57

Office Allowance - OFF85

On Call Paid - ONCLP

Organ Donation - ORGAN
Overtime 1.5- 0T

Overtime Unpaid - OTUNP

Paid Education Leave - PEDUC
Paid Military Leave - PMIL
Personal Leave - PERS
Personal Leave Payoff - PERSP
Pesticide Differential 30.00 - PEST
Physical Fitness - PHYSF

| iice Of-Duty Pay - WRD

Power User - POWER

Prior Year Comp Payout - PYCHMP
Prior Year Holiday Payoff - PYHPO
Red Cross - REDX

Relief From Duty - RELF
Sabbatical - SABB

Sick - SICK

tuation Control 300.00 - CNTRL
Snow Supplement - SNOW
Special Alert Paid - ALERT

Training Guide
Training materials

WMcAfee |~ |

| Workist | WuliChannel Console

| AddtoFavorites | Sign out

Taskgroup  Override Rate CashiComp Shift FMLA
PSNONTASK [casH @ @ |
PSNONTASK [casH @ @ |
PSNONTASK [casH @ | @ |

m ]

Done

€ Internet | Protected Mede: Off

45 v ®10% ~

Step

Action

24.

Click the Sick - SICK list item.

[sick - sick

ORACLE

cAfe

Total
Hours

Time Reporting Code:

Favortes - MainMenu > Seff Service > TimeReporting > Report Tme > Timesheet

Hours Worked - Work

State Jury Duty - SIURY

Sick - SICK

utiChannel Console

Add to Fa

Taskgroup  Override Rate CashiComp Shift FMLA
PSNONTASK [casH @ | @
PSNONTASK [casH @ @ |
PSNONTASK [casH @ | Q |

i ]

Done

€ Internet | Protected Mode: OFf

v ®100% -
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Step Action

25. Move left to continue.

Click the Scrollbar.

ORACLE" WMcAfee |~ |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites  Main Menu > Self Sevice > Time Reporting > Reporf Time > Timesheet

0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID: 55555
Job Tile Systems Developer| Empl Record 0
Workgroup  P38EXB40S Executive Posty 840 Straight
i Instructions
*View By: Calendar Period - Reported Hours: 0.0000 Previous Period Next Period
“Date: 07Asr012 [H Scheduled Hours: 0.0000

Submit |
) Reported Time Status.
) Reported Time Summary

GoTo: Self Senice

Time Reporting
Punch Timesheet

Dene & Internet | Protected Mode: Off 45~ ®100% ~ :
Step Action
26. You will now enter 8 hours of work for Thursday and Friday on the same line where
you have used the Hours Worked - WORK TRC.
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cAfed

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

55555
0

Timesheet
Polly Pocket Employee ID:
Job Title: Systems Developer | Empl Record
jorkgroup  P38EXB40S Executive Posty 8740 Straight
Instructions
“View By: Calendar Period hd Reported Hours: 0.0000
“Date: 07Asr012 [H Scheduled Hours: 0.0000

Kist | WultiChannel Console

0 New Window (ZIHelp [ hitp

Previous Period Next Period

[ Submit |

) Reported Time Status

GoTo: Self Senice

Time Reporting
Punch Timesheet

} Reported Time Summary

Dene

& Internet | Protected Mode: Off 45~ ®100% ~

Step

Action

27.

Enter hours worked into the Thu field. Enter "8".

Favortes  Main Menu > Sef Service > Time Reporting > Report Tme > Timesheet

Workaroup P38EXB408
i Instructions

Executive Postv 8/40 Straight

“View By: ‘CalendarPeriod =

*Date: 0752012 H

Reported Hours:
Scheduled Hours:

55555
0

Timesheet
Polly Pocket Employee ID-
Job Title Systems Developer | Empl Record

0 New Window (ZIHelp [ hitp

Previous Period Next Period

| Submit |

GoTo: Self Senice

Time Reporting
Punch Timesheet

) Reported Time Status
} Reported Time Summary

Dene

€ Internet | Protected Mode: Off 45 v ®10% ~

Step

Action

28.

Enter hours worked into the Fri field. Enter "8".
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favgrites - Main Menu > Seff Service > Time Reporting > Report Tme > Timesheet
0 New Window (Z1Help [ hitp
Timesheet
Polly Pocket Employee ID: 55555
Job Title: Systems Developer | Empl Record 0
‘Workgroup P38EX8408 Executive Postv 8/40 Straight
“View By: Calendar Period - Reported Hours: 0.0000 Previous Period Next Period
“Date: fornsote |5 o Scheduled Hours: 0.0000
s ”FISI‘I‘H- Mon .Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
[ sl I ) — \ [ \ \
| | — | | \ \ | \ \
| | \ [ | \ \ | \ \
Submit
[» Reported Tim
[ Reported Time Summany
Go To: Self Senice
Time Reporting
Punch Timesheet
<[ m 3
Dene & Internet | Protected Mode: Off 45~ ®100% ~
Step Action
29. When you submit your timesheet, your entries are saved and submitted for
approval. You may change or enter additional information within the deadlines of
the pay period. Any changes will need to be re-approved.
Click the Submit button.
Submit

Please read the message below and click Yes to confirm agreement
(20400,3)

‘e the undersigned do hereby certify under the paing and penalties of perjury
thatthe reported information is accurate ta the hest of our knowledge and that
all requests Tor services and expenses were incurred while perorming work
forthe state oTVermant The time reported herein s complete for this pay
period and in accordance with state policy.
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30. This is will act as your signature for your timesheet.

Click the Yes button.
' Yes '

T Mehfee - |

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Self Service > Time Reporting > Report Time > Timesheet

Enewwindow (D Heip B nip
Timesheet
Submit Confirmation

4

The Submit was successful

OK | Time for the Time Period of 2012-07-29 to 2012-08-11 is submitted

Step Action

31. _Click_the OK button.
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cAfee |~ |

Home | Workist | MutiChannel Console | Add to Favorites
Favorites  Main Menu > Self Sevice > Time Reporting > Reporf Time > Timesheet
0 New Window (ZHelp [ hitp

Timesheet
Polly Pocket Employee ID- 55555
Job Title: Systems Developer | Empl Record: 0
‘Workgroup P38EXB408 Executive Postv 8/40 Straight

i Instructions

“View By: Calendar Period - Reported Hours: £0.0000 Previous Period  Mext Period
“Date: [orrseo2 B Scheduled Hours: 0.0000
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
M5 716 ™7 s m9 7120 T 722 723 Ti24 Ti25 7126 e
| | soooo | [ 4p000 [ 20000 [ 8ooo0 | [ | | [ [ [
[ [ [ 80000 | [ [ \ \ [ [ \ \ \
[ [ \ [ <0000 | [ \ \ [ [ \ \ \

| Submit |
) Reported Time Status
) Reported Time Summary

Go To: Self Senvice

Time Reporting
Punch Timesheet

Dene & Internet | Protected Mode: Off 45~ ®100% ~

Step Action

32. When you have completed your transaction, you can select the VTHR “Main
Menu” for another transaction. Or, if you are finished, Sign Out of VTHR.

Click the Sign Out link.

ORACLE ;

PEOPLESOFT ENTERPRISE
(e Select a Language: i
English Espafiol
Password: Dansk eutsch
Francais Francais du Canada

taliana Magyar

Polski

Copyngnt ® 2000, 2010, Oracle snalor ts sffiistes. All ights ressrved. Orscie is 3 registered wagemark of Oracle
‘Gorporation andor its af fliates. Gther names may be rademarks of theif fespeCtive owners.

Done @ Internet | Protected Mode: Off €5 v ®100% v
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33.

You now know how to enter time for multiple uses.
End of Procedure.
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