eTIME — Manager Self Service Approving Time
Bi-weekly Non-exempt

OVERVIEW

UW-Madison employees can report absences using Oracle/PeopleSoft Human Resources System (HRS) via the
MyUW portal. Absences should be submitted before reviewing any time worked for your employees.

This document will outline instructions on how to access Manager Self-Service through the MyUW Portal and
how to review and approve absences for your employees you are assigned as the supervisor or back-up.

Best Practice: Employees should enter all their absences by the last Friday of the pay period.

This document is broken into five sections.

SECTION A - ACCESSING MSS

SECTION B - ACCESSING EMPLOYEES’ TIME
SECTION C - APPROVING TIME

SECTION D - EDIT EMPLOYEE TIMESHEET
SECTION C - SUPPLEMENTAL RESOURCES

AUDIENCE
Supervisors and managers who have employees who submit their time using eTIME - ESS.
TERMINOLOGY

e Employees Self Service (ESS) — Used by employees who submit Time and Absences electronically
through the MyUW portal.

e eTIME — This is the electronic absence and time keeping section in the Employee Self-Service feature
on the MyUW Portal.

e Human Resource System (HRS) — this is where employee HR, Payroll, Benefits, Funding, and Time and
Labor information is administered.

e Manager Self Service (MSS) — Used my managers/supervisors who approve Time and Absences
electronically through the MyUW portal.

e Time Admin — this is when the HRS will ‘update’ to include changes made to employee records. Time
Admin runs each day (9am, 11am, 1pm, and 3pm). If changes are made, you should them reflected
approximately 2 hours after the next Time Admin processing time.
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SECTION A - ACCESSING MSS

1. Logintothe MyUW portal at http://www.wisc.edu. Click on MyUW dropdown on the menu at the top
of the screen and then go to MyUW Home.

2. Enter your UW NetID and Password. Then click the Login button.
Lagin

L Forgot NetiD

Password Fongot password

3. Click on Manager Time and Approval. Click on Approve Time.

- Manager Time and Approval
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Approve Time Approve Absence
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A +

See all approval options


http://www.wisc.edu/
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4. You may be required to enter your One-Time Password if you have other HRS access. This screen will
only appear if this applies to you.

UNIYERSITY OF
WISCOMSIN SYSTEM

UV uw Digital ID

Additional Login Required

Please enter the six-number code displayed on your One Time Password device to continue.

One Time Password: || || continue

Did you forget your device today? Regquest a Temporary Password =
Having trouble logging in with your device? Click here for help =
Don't have a device? Reguest a One Time Password Device =
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SECTION B - ACCESSING EMPLOYEES’ TIME

After logging in, the Approve Payable search screen will appear (below image).

Approve Payable Time
Approve Time for Time Reporters

Description Value
Group ID

Empl ID

Empl Rod Mbr

Last Name
First Name
Business Unit
Job Code
Diepartment
Workgroup

PPOPPLPPLPPP

Clear Selection Criteria_| _ Save Selection Criteria_ | GetEmployees |

No employees were returned for the time period specified
Start Date: 101612016 [ End Date: AN2972016 3] | & Fetiaan
GoTo:  Manager Self Senic

Time Management

5. Enter in employee selection criteria on the Approve Payable Time search screen.

a. Toreview all employees that you are the supervisor for, click the magnifying glass next to the
Group ID field (you can also search by any of the other fields).

b. Once you have selected your search criteria, click Get Employees.

c. The start date and end date will auto populate the current pay period (editable).

Group ID field — you can view employees whom you are assigned as the supervisor or the back-up
supervisor.
Look Up Value

Search by: GroupID  ~ begins with

Look Up | Cancel |Advanced Lookup

Search Results
120f2

Group ID Group Type Indicator Description

H4088 static UW_Supenisor_00347191 If you are a back- up
C2563 Static UW_Spvr_Backup_00347191 ====———== gpprover for someone, you

will choose your Back-Up
Supervisor 1D,
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Approval Summary Screen

The search will populate an Approval Summary list (bottom of screen) of employees who have time waiting to
be approved.

Their total hours worked will appear under Total Payable Hours column. This will NOT include any hours
reported as absences. It will include hours for Overtime, Comp Time, Nighttime Differential, Weekend
Differential and Floating/Legal Holiday Hours.

Click on the employee’s name to bring up their Approval Payable Time details to review.

NOTE: Once time has been approved, the employee will no longer show up on the Approval Summary.
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After clicking on the employee’s name, the Approve Payable Time screen appears.
If you want need to access the employee’s timesheet, click on Adjust Reported Time.

’m1130l‘.0n

Approval Detaiis
Overview Time Reportng Clements Task Reporting Elemunts

Iime
Beporting | Quantity [ Type Ascounting Dste Adiual Beported Time

0y  AdiustReported Time

™ 10812016 REGOO 8.000000 Hours
™ 11012016 REGOD 8.000000 Hours ’ W  AdustReported Time O
e A4 AR LD I SAN N AAAAAA Hlasiam F Lo | Ao Macnadad Viaaa ~\
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SECTION C - APPROVING TIME

6. Once you have reviewed the hours and are ready to approve, click the box next to the hours and days
you approve (may click Select All to select all days).

7. Then click the Approve button.

NOTE: If a non-exempt employee reports more than 40 worked hours in a work week, the amount
over 40 hours becomes overtime.

Approve Payable Time
John Smith Employee ID: 12345678
JobTitle:  PRG ASST CONF Employee Record Number: 0

<< Previous Emplovee

N m >>

Select the time you wish to approve and then dick the Approve button. Enter a specific Accounting Date for each row of payabie time to
be published. If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: 10202016 End Date: 1122016

Approval Details ze | Find | View t B 140 0110 8

Overview Time Reportng Elements Task Reporting Elements
" . ' .

| Time

1013112016 8.000000 Hours
11012016  REG00 8.000000 Hours
11022016 REG00 8.000000 Hours
11/03/2016 REG00 8.000000 Hours
11/0422016  REG00 8.000000 Hours
11/07/2016 REGO0 8.000000 Hours
11/08/2016 REG00 8.000000 Hours |
11/09/2016 REG00 8.000000 Hours [
11/10/2016  REG00 8.000000 Hours [
111172016  REG00 8.000000 Hours i

G & GGG

= = E e
E E

m | [l i
VOO0 00 0000

=
E

¥ selegal LI clearan
Approve

Return to roval Summa
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8. An authorization screen will appear — click OK.

NOTE: Time can be changed after it is approved, please contact your department/division HR Office if a
change needs to happen after approval.

Are you sure you want to approve the time selected? (13504, 2500)

nce the page is saved, the time cannot be "Unapproved”
Press OK to Approve or press Cancel to not save the approval.

ok | cancel |

9. You will receive a confirmation that the hours were approved. Click OK and you will be returned to the
Approval Payable time page.

Save Confirmation

“ The Save was successful.

10. Click Return to Approval Summary.

Select e bme you wish 10 approve and IHen chick the Appeove Dulion. Enter 3 speoiic Accountng Date for each row of payable tme 10
De pudlished. If you wish 10 5@ e Current date 33 e putiish dale, you May leave e Accountng Date Sela dlank

Stant Date 12202010 End Date 1122016

Approval Detadls

Overview || Tite Reporing Duments. | Task Reotring Doswets [

Lime
Seiess  (Qale Reportiog | Quantty Ivoe
Cogde

|
|

10812016 REGO0 2000000 Mowrs oy AgustRepoded Time O
1012018 REGO0 8000000 Howrs 5 A T @
™ 11022018 REGOO 2000000 Mows W AdusiRegcded Teme O
r 11032016 REGOD £ 000000 Howrs WA ) O
r 11042016 REGOD 8 000000 Howrs %  AgustRepcdsd Time (
M 11072018 REGO0 2000000 Hoers W AgustRecoded Time ¢
11082018 REGOD 8 000000 Hows [y AdustRecoded Tine ®,
™ 11002016 REGOD 8000000 Hows W  AgustRegoded Teme ®
I~ 11102018 REGOD 8000000 Hews [y  AcustRecorsd Time ®
112016 REGOD 8000000 Mewrs W Ad Ten O
Y sseam Y coeass
Appeove |
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11. Once back on the Approval Summary screen, repeat steps for all employees until you see the message
“No employees were returned for the time period specified” — that means all the hours available for
approval have been approved.

Pt e Ve 8 Ao ~

Department QQ
Workgroup Q
Clear Selection Criteria |  Save Selection Criteria | Get Employees

I No employees were returned for the tme period specified I

Start Date: 10/16/2016 3  End Date: 10/20/2016 [iy S Refresh
GoTo Manager Self Servce

Time Management

ROUNDING RULES
Employees that are bi-weekly non-exempt will need to report their hours in 15 minute increments. Below is a
table that shows what the round should be.

53-
60
Hundredths | 0.0 0.25 0.5 0.75 1.0

Rounding | Minutes 0-7 8-22 | 23-37 | 38-52
of Hours
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SECTION D - EDIT EMPLOYEE TIMESHEET
Supervisors and managers should typically only need to approve time for employees. When a supervisor or
manager goes to approve the employees time, if there are edits that need to be made, consider the following:

e Send a reminder to the employee to make edits to their timesheet prior to approving their time.
e Once time has been approved, any changes will now need to be made via the payroll coordinator.
e Once edits have been made, the supervisor or manager may need to wait for Time Admin to run again

(see terminology section for the times that Time Admin runs) to see edits.

NOTE: If the employee is unable to access their timesheet prior to the supervisor or manager approving their
time, the supervisor or manager can enter hours worked or make edits to the timesheet.

12. Open the employee Approve Payable Time details.

13. Click on the Adjust Reported Time to access the employee’s timesheet.

ORACLE’
Approve Payable Time
John Smith Emglome o 12345678
JobTie:  PRG ASST CONF Emgicyes Recotd Numder 0
o= Doyl Lmgiores
Ned Ergioves >>
Selo 1o B YOU WSN 10 3010 AN TIen CicK I ADPAOVe DURoN. Enter 3 SPOR AZCounENg Date for 05320 10w Of 2ayradis Bme
24 pudiished ¥ you wash 10 use the cument 2ate as the peodsh date. you may leave the Accounang Date Sodd dlank
S2art Date gl -] {2d Date TWAZR00
4 o Saa1ch O Agproval Detads
ol o T |t
 Benefes Thve
| Time and Labor Selest  Date Separtion | Quentite Teoe AsosatoaDee | Adwa Arsored Time
Pagoll for North Amenca . Coge . - —
Globa Payroll & Absence
Womt ™ 10012016 REGM 8000000 Hours W
- Pawodl intectace [ 102016 REGHO 8000000 Hours 5y [ AdustRapeded Tim
 Organtzasoral ™ 11000015 REGNO 3000000 Hours W Adus Rapced Time
::w"'m“““"""‘ ™ 100201 REGHN 8000000 Hours o AdustSepoded Time
UW ADsance Management - MO0 REGHO 8000000 Heours W AdustBapited Tins
y ,_m' Pawoll Regonts [ 11072018 REGMO 8000000 Hours W AdustSapeded Tim
R e ape L Adust Becied Time
'R Tocks r N0 REGHN 1000000 Mours " i
| PaopieTools ™ 11092018 REGNO 8000000 Hours W AdustReoodod Time O
SRR [~ 1N0GUE REGHD 8000300 Hours % AdusBsoweaTime ()
Emu' Dutzoan ™ 11112016 REGHO 8000000 Hours W AdustRepoded Time o
Y ssesl Ghear Ay
Agprove
Return 12 Agpcovil Sumenany
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EMPLOYEE TIMESHEET
14. To enter hours, enter the correct number of hours worked in the day fields.
NOTE: To correct hours, delete the number in the day field and enter the correct number of hours worked.

Example: if the hours were wrong on 10/20, and the supervisor had to correct them since the employee
was unable to, simply delete out the 8 and enter the hours worked.

NOTE: If the employee is eligible for Legal Holidays, they will automatically populate. To see them, click on
Summary of Hours at the bottom of the page.

15. Once you have entered or corrected the employee’s hours worked, click Submit.

NOTE: Once you click submit, The Reported Hours should equal the total numbers of hours (hours worked
and paid leave) the employee should be paid in the pay period. Legal Holidays will not show up in the
Reported Hours number. Review Summary of Hours to verify that Legal Holiday has been added to the
timesheet.

View By: Dabs: 10162016 [  Srenen << Previous Thme Period  Next Time Perniod
Populate Time From: Schedule

‘Wﬁd Howrs: 0.00 Hours

InoTason
Scheduled Hours:  50.00 Hours

From Sundsy 10M62016 to Saturday 1022016

500 | [B.00 |[B.00 |[2.00 |[200 200 (pro |[s00  Bo0 |[500
' |
" © Reported Time Status - ciick 1o hige
o fetw | roieessessces (B0 foommens |
0.00000 000
‘Summary of Hours

D Absence Fyent - click 10 view

@ Beponed Hours Summarny - click 1o view
0 Ealances - cick 1o viewy

- o

11
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REVIEWING AND APPROVING EXCEPTIONS
Exceptions may appear on employee timesheet that need to be reviewed and corrected. If there is an
exception on the timesheet you will see G

Supervisors and managers should review these exceptions by clicking on the time icon in the Exception
column. A pop-up screen will appear with information regarding the exception, supervisors and managers can

approve or deny the exception on this page.

Exceptions
Employee ID

Job Title: Employee Record Number: 0
Allowing an exception will enable the time to be processed and create payable time without
having to resolve the exception. Once an exception has been allowed, it will no longer appear
on this page. Time that has an exception with a Low or Medium severity level will still create
payable time. Exceptions with a source of Time Administration can only be resolved by running
the Time Administration process. Time that has an exception with a High severity level will not

create payable time.

» Filter Options

First (4] 1.2 072 ¥ L ast

Overview Details | [F=2H
Allow Exception ID Description Date Severity
o UW_PCHIN Late IN Punch 01/03/2011 Low
& W_PCHOT Early Out Punch 01/04/2011 Low
Click this button to resolve non-setup related exceptions once reported time has been Clean Up Exceptions

corrected using the Timesheet page. This button will only resolve exceptions with a
source of Time Validation-Elapsed or Punch.

Allow All I
Save I

If an exception was created due to time that was entered incorrectly, correct the time in the timesheet. When

the next Time Admin runs, the exception will be cleared.

If you have any questions regarding exceptions and how to approve/correct them please contac your

Department/Division Payroll Coordinator.

12
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COMPENSATORY TIME (Comp Time) ACCRUAL

If the employee is not able to indicated they would like to accrue Compensatory Time in Lieu of Overtime prior
to you approving their timesheet.

NOTE: Comp Time does not start until you have reached over 40 hours in a workweek.

16. Enter in the hours worked for the week.

From Sunday 10162016 to Saturday 10232016
=

st
03T [WER  |WAEE  (Todml Time Roparting Code Teckgroup Tack Predie iD Ruta Emrsend Fiube Elomant 2

[2.00 | oo | oo |[s00 [zoo [ | [sop | 1000 |[2o0 oo [2oa || W] fuw_peFaL S | |

1047 [18ME |10M% |10720 10721 |9QU22 | 10023 Time Roporting Code
| {300 jBoo o0 [son [soo | | [soo 1000 |3op  Boo [soop || [ v

17. Scroll all the way to the right and click on the magnifying glass in the Rule Element 1 column.

Tackgroup
10.00 @00 B0 E00 | I v||uw pEFALIC | Q Q Q =

18. Click on the magnifying
glass next to Rule Element Look Up Rule Element 1
1 and choose

Compensatory Time for Search by: [Rule Element 1 V]begins with

Overtime.

LookUp | Cancel | aavanced Lookup

Search Results

Example (above) shows 2
hours of Comp Time for
the week. COMP Compensatory Time for Overtime

13
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19. Once the employee’s hours worked and any Comp Time are entered, click Submit. If there are any
errors after the timesheet is approved, contact your Department/Division HR Payroll Coordinator.

NOTE: Once you click Submit, the employees Reported Hours should equal the total numbers of hours
(hours worked and paid leave) you should be paid for in the pay period. Remember that Legal Holiday
will not show up in this number, click on Summary of Hours to see Legal Holiday for the pay period.

ViewBy: TimePeriod = Date:  02/24/2013 [3) |2 Refresh =< Provious Time Perod  Mexd Time Perigd ==
Populate Time From: Schedule Information =< Previgus Employves M mployes ==

Reported Hours: 2000 Hours Scheduled Hours:

From 0272472013 to 030872013

Timesheet | |F°H

14
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TAKING COMPENSATORY TIME (Comp Time)

To report Comp Time for the employee if they are not able to before you approve their timesheet follow the
below steps.

From Sunday 10162016 to Saturday 104252016

[ mimochoot (ol
800 oo jgoo |[so0 |[Boo |[ 0D 00 [so0 |[300 |[s00 [ W] [LW_DEFALLTCY | a [ Q| A = [
[ [ [ [l [ [ [ [ ‘zoo | [ [ [ [ ] [t oEFALL | Q| Q| q [E #

20. On the timesheet, scroll to the far right and click on the plus sign *lto add a row.

LW_DEFALLTCY | ! ' [=]
2.00 | [ | ' | [OW DEFALLT G | Q s =

21. Once the new row is added, you can enter in what days the employee is using accrued Comp Time.

Note - Comp Time does not start until the employees has reached over 40 hours in a workweek.

22. Click on the drop-down
arrow under the Time

Reporting Code column Time Reporting Code
and choose the Comp =] |
Time Taken option.

ACAHW - ACA Worked Mon-Faid Hours
ALTWE - Alternate Work Week-Reg Hours
CB200 - Call Back 2 Hour Minimum
CTFML - Comp Time for FMLA
EXDCT - Extend End Date-Comp Time
EXDLH - Extend End Di-Legal Holiday
FLHOL - Floating Holiday

HOLWE - Holiday Worked

INCLP - Inclement Weather with pay
LHFML - Legal Holiday for FMLA
MOHOL - Mo Legal Holiday

REGO0 - Regular Hours

50225 - Standby (2.25 per hour)
TRMCT - Term Pay-Comp Time
TREMLH - Term Pay-Legal Holiday

15
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3. Once hours worked and any Comp Time are entered, click Submit.

NOTE: Once you click Submit, the employees Reported Hours should equal the total numbers of hours
(hours worked and paid leave) you should be paid for in the pay period. Remember that Legal Holiday

will not show up in this number, click on Summary of Hours to see Legal Holiday for the pay period.

View By: Time Period » Date:  02/24/2013 [31] | % Refresh == Previous Time Peripd  Newt Time Peripd ==
Populate Time From: Sechedule Information == Previpys Emploves M mployees ==
IReported Hours: 20.00 Huursl Scheduled Hours:

From 02r24/2013 to 03/09/2013

Timesheet | [F°F
I ———

4. Exit HRS — Contact your Department/Division Payroll Coordinator with questions.

SECTION C - SUPPLEMENTAL RESOURCES

BNIVERSITY 0F

LY HRS KnowledgeBase

[ ] [AiTopics ~] SEARCH Advancad

Get Help with HRS Al mafching (627) - Limit resuls by relevanttopics
AFFINITY GROUP 1: »CAbsence Management (M) (50) (Benefs (BN).(120} 1CheCkist (5) EAQ12} Finance (FN) (34) Human R
CALL: BBS. 2085141 (1ol Iree) OR 608.252. [Process Map (16) {Reconcilistion and WRS (REC) [Reference (71) Talent Aquisition Management  [Template
. o (TAM) (89) [CUser Prog
EMAIL: o @uwsa.sdu

CAMPUSES: Madison, Milwsikes

AFFINITY GROUP 22
CALL: BI3-208.0451 (1ol Iree) OR 608-262. »  Curmently there is no active news
419

News and Announcements

EMAIL: ag2@uwsa.edu
CAMPUSES: Eau Claire, LaCrosse,

Oshkosh, Plattevie, Stevens Point, Top Documents of the Week
1. » TL- Arcessing a Timeshee! (Empigyee & Manager)
AFFINITY GROUP 3:

CALL: 888,208 4150 (tol free) ORG08.262. | 2 TL- Slugent Timesheet Entry (Snugent & kianagen)

3. » PY.-Mainiaining a Foreign National's Information (Audience. Employee or Stipend Recipient)
4 » BN - Annual Benefit Enfollment Period Using eBenefits

5. » HR - HR Report List

6 » BN - Affordable Care At (ACA]

7

8.

Most Recently Updated Documents

1. » HR- Job Code Changes
useful Links for Employees 2. » HR-WED-UW HR OVERMAX UNDERMIN Query
KnowledgeRase Index LIEP
UW HRS Glossary 4 vEN-
W Directory 5 v HR-A0 2 Person
UW Service Center 6

UW System

Login 1o HRS >

UW Service Center Administration

There are several KBs that provide online step by step instructions. Employees can use the below link to access

the HRS KnowledgeBase.

https://kb.wisc.edu/hr

16
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KB Name

Link

Payroll Calendar

Payroll Calendar Link

MSS Weekly Time Calendar

https://kb.wisc.edu/hrs/page.php?id=16523

Getting Started with Time Approval through the Portal

https://kb.wisc.edu/hrs/page.php?id=18194

View Payable Time Summary

https://kb.wisc.edu/hrs/page.php?id=18375

Payable Time Detail

https://kb.wisc.edu/hrs/page.php?id=18370

Accessing a Timesheet

https://kb.wisc.edu/hrs/search.php?q=&cat=739

Elapsed Positive Timesheet Entry

https://kb.wisc.edu/hrs/page.php?id=16808

Using Comp Time (Exempt Employees) — this KB can also
be used for non-exempt employees who are eligible for
Comp Time

https://kb.wisc.edu/hrs/page.php?id=16861

MSS Report Elapsed Time

https://kb.wisc.edu/hrs/page.php?id=15613

Monitoring Leave Balances from the Timesheet

https://kb.wisc.edu/hrs/page.php?id=16526

View Compensatory Time Balance

MSS Time Management User Preferences

https://kb.wisc.edu/hrs/page.php?id=16516

Review and Approve Exceptions

https://kb.wisc.edu/hrs/page.php?id=15567

Comp Time Accrual

https://kb.wisc.edu/hrs/page.php?id=16514

Comp Time Usage

https://kb.wisc.edu/hrs/page.php?id=16515
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https://uwservice.wisconsin.edu/payroll-calendar.php?view=month&month=2016-07&campus=A&paytype=Both#payroll-calendar.php?view=month&month=2016-09&campus=A&paytype=Both&_suid=1478268583885015639200876370857
https://kb.wisc.edu/hrs/page.php?id=16523
https://kb.wisc.edu/hrs/page.php?id=18194
https://kb.wisc.edu/hrs/page.php?id=18375
https://kb.wisc.edu/hrs/page.php?id=18370
https://kb.wisc.edu/hrs/search.php?q=&cat=739
https://kb.wisc.edu/hrs/page.php?id=16808
https://kb.wisc.edu/hrs/page.php?id=16861
https://kb.wisc.edu/hrs/page.php?id=15613
https://kb.wisc.edu/hrs/page.php?id=16526
https://kb.wisc.edu/hrs/page.php?id=16516
https://kb.wisc.edu/hrs/page.php?id=15567
https://kb.wisc.edu/hrs/page.php?id=16514
https://kb.wisc.edu/hrs/page.php?id=16515

