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(Reported Time)

Absence .’ { 3. submit
and/or Time

Use Reports,

Troubleshoot W—

Page
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Approval Timeline

Time Entry Deadlines:
Employees (EE) should enter and submit all absence requests and time entries by Noon on the Monday after the pay period ends. A
best practice is to have absences and time entered by the last Friday of the pay period. Supervisors will review exceptions and

approve all time by the end of the work day on the Tuesday after the pay period ends.

First Day of Pay
Period

EE: Enter absences
and time and
submit for whole

. week if not
Week 1 of Pay Period already
completed.

EE: Enter absences
and time and
submit for whole

>
End of Pay Period

week if not
Week 2 of Pay Period already
completed.
>
First Day of Next EE: Deadline - All Supervisors
Pay Period absences and time approve
must be submitted exceptions and
by noon for the time for the pay
pay period. period by the end
of the work day.
SUP:
Review/correct
exceptions
5/22/2019 University of Wisconsin—-Madison 5
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Rounding Rules

- Remember...

1. Rounding is applied to each punch on the timesheet
2. Absences and Time should be reported in .25 hour increments
3. .10 should not be used

(HRS will override this value and round it to .25 hours)

4, When combined with absences, make sure both are reported in .25 hours.

Rounding | Minutes |0.0-7.5|7.5-225 | 225-37.5|37.5-525 | 52.5- 60

Of Hours e 0.75

5/22/2019 University of Wisconsin—Madison 6
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2016 Bi-Weekly Pay Schedule

Biweekly Pay Schedule
University Staff (Classified) and Student Hourly

Final Calc and

Pay Period  Pay Run ID Pay Period Confirmation Pay Date
DecBzis  2015BW12B 121372015 - 12/26/2015 12/30/2015 Noon 01/07/2016
Jan A 2016BWO1A 1202772015 - 01/09%2016 01/13/2016 Noon 01/21/2016
Jan B 2016BW01B 011072016 - 01/23/2016 01/28/2016 Noon 02/04/2016
Feb A 2016BW02A 01/24/2016 - 02/06/2016 02/11/2016  Noon 02/18/2016
Feb B 2016BW02B 02/07/2016 - 022002016 02/25/2016 Noon 03/03/2016
Mar A 2016BWO3A 02/21/2016 - 03/05/2016 03/10/2016 Noon 031772016
Mar B 2016BW03B 03/06/2016 - 03/19/2016 03/22/2016  Moming 03/31/2016
Apr A 2016BW0D4A 032002016 - 04/02/2016 04/07/2016 Noon 04/14/2016
AprB 2016BW04B 04/03/2016 - 04/16/2016 04/21/2016  Noon 04/28/2016
AprC 2016BWO4C 04/17/2016 - 04/30/2016 05/05/2016 Noon 05/12/2016
May A 2016BW0ODA 03/01/2016 - 05/14/2016 05/18/2016 Noon 05/26/2016
May B 2016BW05B 05152016 - 05/28/2016 06/02/2016 Noon 06/09/2016
Jun A 2016BWOBA 05/29/2016 - 06/11/2016 06/16/2016  Moming 06/23/2016
Jun B 2016BW0GB 06/12/2016 - 06/25/2016 06/29/2016 Noon 07/07/2016
Jul A 2016BWOTA 06/26/2016 - 07/09/2016 07/14/2016  Noon 07/21/2016
Jul B 2016BWOTB 07/1v2016 - 07232016 07/28/2016 Noon 08/04/2016
Aug A 2016BWOBA 07/24/2016 - 08/06/2016 08/11/2016  Noon 08/18/2016
Aug B 2016BW0BB 08/07/2016 - 08/20/2016 08/25/2016 Noon 09/01/2016
Sep A 2016BW0O9A 08/21/2016 - 09/03/2016 05/08/2016 Noon 09/15/2016
Sep B 2016BW09B 09/04/2016 - 09/17/2016 09/22/2016 Noon 09/29/2016
Oct A 2016BW10A 09/18/2016 - 10/01/2016 10/06/2016 Noon 10/13/2016
OctB 2016BW10B 1000272016 - 10M152016 101192016  Noon 10/2772016
OctC 2016BW10C 10M16/2016 - 10/29/2016 11/03/2016  Noon 11/10/2016
MNov A 2016BW11A 1003002016 - 111272016 11/16/2016  Noon 11/23/:2016
Nov B 2016BW11B 1113/2016 - 11/26/2016 12/01/2016 Noon 12/08/2016
Dec A 2016BW12A 1112772016 - 121072016 12/15/2016  Noon 12/22/2016
Dec B 2016BW12B 121172016 - 122472016 12/29/2016 Moming 01/05/2017
Jan A 2017BWO1A 12/25/2016 - 01/07/2017 01/12/2017 Noon 01/19/2017

Payroll processing dates are subject to change. Changes will be communicated to institution payroll offices
and posted on the UW Service Center website: https://uwservice.wisconsin.edu/administration/payrollf

« https://uwservice.wisconsin.edu/docs/publications/pay-uncl-bw-calendars-2016-full.pdf

- https://uwservice.wisconsin.edu/docs/publications/pay-uncl-bw-calendars-2017-full.pdf

5/22/2019 University of Wisconsin—Madison 7
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2017 Bi-Weekly Pay Schedule

Biweekly Pay Schedule
University Staff, Academic Staff Hourly and Student Hourly

Final Calc and

Pay Period Pay Run ID Pay Period Confirmation Pay Date
Dec Bzms 2016BW12B 1211/2016 - 12/24/2016 12/25/2016  Moming 01/05/2017
Jan A 2017BWO1A 12/25/2016 - 01/07/2017 011272017 Moming 01192017
Jan B 2017BW01B 01/08/2017 - 01/21/2017 01/26/2017  Noon 02/02/2017
Feb A 2017BW02A 01/22/2017 - 02/04/2017 02/09/2017  Noon 02162017
FebB 2017BW02B 02/05/2017 - 02/18/2017 02/23/2017  Noon 03/02/2017
Mar A 2017BW0O3A 02/19/2017 - 03/04/2017 03/09/2017  Noon 03/16/2017
Mar B 2017BW03B 03/05/2017 - 03/18/2017 03/23/2017  Noon 03/30/2017
Apr A 2017BWO4A 03/19/2017 - 04/01/2017 04/06/2017  Noon 04/13/2017
AprB 2017BW04B 04/02/2017 - 04/15/2017 04/19/2017  Noon 4/272017
AprC 2017BWO4C 04/16/2017 - 04/28/2017 05/04/2017  Noon 05112017
May A 2017BW0OSA 04/30/2017 - 05/13/2017 05/17/2017  Noon 05/25/2017
May B 2017BW0SB 05/14/2017 - 058/27/2017 06/01/2017  Noon 06/08/2017
Jun A 2017BWO0OGA 05/28/2017 - 06/10/2017 06/15/2017  Noon 06/22/2017
Jun B 2017BW06B 06/11/2017 - 06/24/2017 06/28/2017  Noon 07/06/2017
Jul A 2017BWOTA 06/25/2017 - 07/08/2017 07/13/2017  Noon 07/20/2017
Jul B 2017BWO7B 07/09/2017 - 07/22/2017 07/27/2017  Noon 08/03/2017
Aug A 2017BW0OSA 07/23/2017 - 08/05/2017 08/10/2017 _ Noon 0817207
Aug B 2017BW0SB 08/06/2017 - 081572017 08/23/2017  Moming 08/31/2017
Sep A 2017BW0OSA 08/20/2017 - 09/02/2017 09/07/2017  Noon 09142017
SepB 2017BW09B 09/03/2017 - 09/16/2017 09/21/2017  Noon 09/28/2017
SepC 2017BW0SC 09/17/2017 - 09/30/2017 10/05/2017  Noon 101272017
Oct A 2017BW10A 10/01/2017 - 10/14/2017 10/18/2017 Noon 10/26/2017
OctB 2017BW10B 10/15/2017 - 10/28/2017 11/02/2017  Noon 11/09/2017
Nov A 2017BW11A 10/28/2017 - 11/11/2017 11/15/2017  Noon 11/22/2017
Nov B 2017BW11B MM22017 - 11252017 11/30/2017  Noon 12/07/2017
Dec A 2017BW12A 11/26/2017 - 12/08/2017 12/14/2017  Noon 1202172017
DecB 2017BW12B 121002017 - 12232017 12/28/2017 Moming 01/04/2018
Jan A 2018BWO1A 12/24/2017 - 01/06/2018 01/11/2018  MNoon 01/18/2018

Payroll processing dates are subject to change. Changes will be communicated to institution payroll offices
and posted on the UW Service Center website: https://uwservice.wisconsin.edu/administration/payroll/

https://uwservice.wisconsin.edu/docs/publications/pay-uncl-bw-calendars-2016-full. pdf

https://uwservice.wisconsin.edu/docs/publications/pay-uncl-bw-calendars-2017-full. pdf

5/22/2019 University of Wisconsin—Madison 8
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Accessing eTIME - MSS

1. Log into the My UW Portal at
https://my.wisc.edu using

your NetID and password

2.Click on the Manager Time and
Approval link

Manager Time and Approval

© @

Approve Time Approve Absence

See all approval options

5/22/2019
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Approving Absence Requests

3. You will be

asked to choose BAJ UNIVERSITY OF
your local Lil’ WISCONSIN SYSTEM
organization.

This service requires you to authenticate with your local organization
Select your organization from the list below

*If you have

other HRS access o .|
you may be
required to
enter your One-

8 Fisermrnbae my aubction b this seesen (7

SMIVERSITY OF

Time Password I PAJ
: PN uw pigital ID
Additional l.ogm Requnred
Aedse an the soc-number code degianyed on asgword device to contbooe
One Time Password: Conmtinue |
Oud you forget your device today? Reguest a Temporary Password »
U trouble 100gIng In with your device? Chek here foe help
Don’'t have & device Raguext 4 One Time Password Duvice =

5/22/2019 University of Wisconsin—Madison 10
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Approving Absence Requests

4. Click the dropdown button
next to Show Requests by Status
and make sure is on Pending.

Absence Requests

by Status and select the Refresh

*Show Requests by Status; Fending v Refresh

6. Click on the first request.

Absence Backup Q
Absence Requests
Name Employee ID  Job Title Absence Name StartDate EndDate  Status  Submitted
NOTE' YOU WI” nee d to a rove 00102220 HR ASST ADV Vacation (CLS)  06/18/2013 06/18/2013 Submitted 06/28/2013
° pp 00102220 HR ASST ADV Vacation (CLS)  06/27/2013 06/27/2013 Submitted 06/28/2013

each request separately.
GoTo:  Timesheat

5/22/2019 University of Wisconsin—Madison 11
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Approving Absence Requests

Request Details
* The top section of the request will
HR ASST ADV

Sh OW d eta | IS Of th e req u eSt- Review the details for this request and either approve, deny or submit for rewaork. You

may also enter optional comments about each approval choice.

Absence Detail

Start Date: 06M8/2013
*  Must say Hours Per day End Date: 061812013
Absence Name: Vacation (CLS) Current Balance: 155.00 Hours**
Reason:
. . Entry Type Hours Per Day o
« Duration field cannot be zero e ey o7 baSZLagﬁi;EQE?Y:a\C’;" B
Duration: o7 Hours update until it is processed.

» Click Approve, Deny, or Push Back Stams: Supmited
Requestor Comments:
Approver Comments: - @

NOTE: If you Deny or Push Back the

request, contact the employee (No N\

notification goes to the employee). You B I o ) dgzg“r’;fonrtioczznbyﬁng

can also add comments for the employee GoTo:  View Absence History or pushing back the
View Monthly Calendar request

in these instances.

Pending Absence Reguest

View Absence Balances

5/22/2019 University of Wisconsin—Madison 12
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Approving Absence Requests

If you clicked APPROVE absence: these
Approval Confirmation screens will

appear. Approval Confirmation
& Are you sure you want to Approve this Absence Reguest?
*Click YES on when the Approve ¥ ves | o |
Confirmation screen that appears. If
e e you choose No, then....

o/ The Absence Request was successfully approved

\ ¢Click OK on the Approve Confirmation

screen that appears. (oT—

Thers m sssting time snfry for date 201 307 08. 20000 10)
*The Message from webpage message B e e
may appear if time was also recorded
on the same date of this approved o

absence. Click OK.

* Repeat these steps for all pending absences for the pay period. Once all absences have been reviewed and
approved, denied, or pushed back, a message will show indicating There are no results to display

* If you have approved ALL absences, you can exit HRS or start approving time. Follow this path:

Click on Manager Self Service>Time Management>Approve Time and Exceptions>Payable Time

5/22/2019 University of Wisconsin—Madison 13
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HRS Time and Labor Business Process

“
e Time entry and adjustment occur during this time
Reported period.
Time )
N
e Rules applied, reported time either processed to
Time Admin payable time or a TL exception is generated.
Process )
. . \
e Payable time ready for approval and further processing
Payable Time

J

5/22/2019 University of Wisconsin—Madison 14



With No
Exceptions

7Payroll runs \

Employee Yf reviews and Wf = 3nd the
submits ) approves ~ employee
. timesheet /) Ppayable _/Nreceivesa J
With time. paycheck. /
Exceptions : N N ) 4

W/ Supervisor X
Employee reviews \ / Supervisor
submits exceptions, | approves

Payroll runs
and the
employee
receives a
paycheck.

his/her updates correct
timesheet. AN reported time, _7A'A payable time.
and submits. s

Time Administration Process (TA)

TA processes reported time (6x daily) applies rules to reported time and processes reported time to payable time

5/22/2019 University of Wisconsin—Madison 15



i

W) WISCONSIN

\

N4/  UNIVERSITY OF WISCONSIN-MADISON

Bi-weekly Payroll Approval Process

1) Employee enters in his/her absences.

2) Supervisor must approve all absences in order for those days to be paid.

3) Employee enters time worked and submits that time.

4) Time Admin runs*

5) Supervisor reviews submitted time to clear exceptions.
HIGH Exceptions: Must be cleared by you. Go to page 28 for instructions. Then proceed to
NO Exceptions: Proceed to 7)

6) Time Admin runs*

7) Supervisor must approve all hours worked for the employee to be paid.

*Time Admin is scheduled to 6 times per day (4am, 9am, 11am, 1pm, 3pm & 8pm) It usually
takes approximately 1 to 1.5 hour s for each run. Updated Time Admin processing information can

be found at http://twitter.com/HRSProcessing

5/22/2019 University of Wisconsin—Madison 16
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Reviewing Payable Time
Accessing MSS

5 Schedulng Assistant Tima and Absence Payrol Informaton

1. Log into the My UW Portal at -
https://my.wisc.edu using NA ™ ®

your NetID and password

Parsonal Information

2.Click on the Manager Time and - OO |z | e o=
Approval link o :

Loarmng@uw Benefit Information Marsager Time and Approval o nr‘;: j;nw
Arwiie Barefi ol
@ ez © © »
. Aoprver Tena Approve A —
Manager Time and Approval

@ e My Bookmans
Approve Time Approve Absence m l

AGa 0 homa

See all approval options

5/22/2019 University of Wisconsin—Madison 17
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3. You will be
asked to choose
your local
organization.

*If you have
other HRS access
you may be
required to
enter your One-
Time Password.

5/22/2019

Accessing MSS

L‘l UNIVERSITY OF
o'W WISCONSIN SYSTEM

This service requires you to authenticate with your local organization
Select your organization from the list below

el ke n

W Frememder ty subaction for this sesson (7

BMIVERSITY OF
MSTONSN SPETW

PN uw pigital ID

Additional Login Required

Flease entec the sac-number code deglayed on your One Teme Pasoword device to contooe

One Time Password: Continue

University of Wisconsin—Madison 18
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Reviewing Payable Time

4. Enter in employee selection criteria on the

Approve Payable Time search screen. Approve Payable Time
Approve Time for Time Reporters

~ Employee Sejection Critena

To review all employees that you are the ks S
supervisor for, click the magnifying glass next to Empl ID Q
the Group ID field (you can also search by any of f”;’:'NR“""‘ Q
. astName Q
the other fields). First Name Q
Business Unit 6]
Job Code Q
Department Q
* 5. Once you have selected your search e =
criteria, click Get Employees.
* The start date and end date will auto Clear Selection Criteria |  Save Selection Criteria | Get Employees I

pOpU|ate the Current pay periOd (edltable) . No emglo;eeswere returned for the ime period specified

Start Date: 10/16/2016 [ End Date: 1012912016 [ & Retrsh
L ————
Look Up Value GoTo. WanagerSel Senvice
Search by: GrouplD  ~ 2egins with G rou p Time Management
ID Field
Lock UE: J l..f\:e’J Avanced Lookus
Search Results
a3

Group 10 Geoun Tepe Indicator Desc ription
B4288 Statc UV Supenisor 00347101 It you are 3 back- up
Ll Shakc UW_Spat_Backup_C0347 15 st 000 vt 101 SOMBONE, Yool

will choose your Back-Up

Supervisor ID.

5/22/2019 University of Wisconsin—Madison 19
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Reviewing Payable Time

Can sort

alphabetically by
clicking on the name

03/25/2012 [4

Click for Instructions

Start Date: Oate:

i

04/07/2012 5] |#Refresh |

If you have more

than 8 employees,

click on View All

First 4] 18 o 10 B Last

Total

Payable Department

Find | View All

Workagroup

Hours

0.500000 A572900
4.000000 A57E000
50.500000 AS7Y8000
13.250000 A578500

39.000000 ASTE500
88.750000 A579400

1.500000 AS79800

31.000000 AST9300

STHOOMPPOO

LTECOMNPPOO

LTEOOMPPOOD

STHOOMFFOD

LTEQOMPPOO

MOMOOMEFOD

STHOOMPFOD

STHOOMPPOO

Business
Unit

Supenvisor 1D
LIWRSH
LIWRSH
LIWWRISH

UWM3SN

UWMSMN
UWM3SN

UWM3SN

UWMSMN

NOTE: Look for ALL your employees here. If you do
not see them, you may need to remind them to
submit their hours or Time Admin hasn’t processed.

Employees For SULLIVAN,| 4
Empl
Select HName lEme Rcd Job Job Description Working Title
= HNbr
- WCH-STUDENT
M —— . 00509386 094870 STUDENTHELP | = -0
S MEDICAL PRO  MEDICAL PRO ASST
3 e 00102070 123002 55T ASS0 ASS0
P MEDICAL PRO  MEDICAL PRO ASST
r — : 00527497 223002 yeorioon 4550
UHS - MED
r E— 00609804 194870 STUDENTHELP | olcriT (PC)
I MEDICAL MEDICAL
- 00073709 035652 ASSISTANT2  ASSISTANT 2
r - \—— 00484022 0 16310 PRG ASST CONF PRG ASST CONF
R \ UHS - BUDGET &
r e = —=— 00577283 394870 STUDENTHELP - %o
BUDGET &
r ———— 0601922 094870 STUDENTHELP FINANCE
ASSISTANT
v Click on the employees name to
Select Al Clear Al : !
Apirive — navigate to the Payable Time screen
: for the employee. You will
view/approve time on this screen.
5/22/2019 University of Wisconsin—Madison
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Reviewing Payable Time

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.

Approval Detalis

Porsonaize | Fng | View At | B0 B rop W s q00r 10 TR

L 107312016 REGOO
[~ 1012016 REGOO

W  AdiustReported Time
s Fry LVr S VI U NAN

bdiiadMauvcadoan Tiawa

5/22/2019 University of Wisconsin—Madison 21



((WI/WISCONS]N

UNIVERSITY OF WISCONSIN-MADISON

Reviewing a Timesheet
Navigation

» Timesheet time period — editable.

Timesheet Sign Out
Empioyee ID

« Can move between time perIOdS. Job Tithe: UW HUMAN RES MGR ADV Empleyse Record Number. 0

7 0:1 o for Instructs
e Can move between different View [Time Peiog] Date: [1030201€5 & hemesh << Provious Time Pesicd  Meaxd Time Pariog >>
employee timesheets that need s e
approval for that time period. Reported Hours: 80.00 Hous  Scheduled Hours: 8000 Hous | <<Previous Emoloves  Next Emplovee >>

From Sunday 10/30/2016 to Saturday 11/12/2018
* Canseea Summary of Hours — 030 Ef.‘?’;\ b s i [ » [vne [t ;mw ;Ttoux Tine Reporting Code
that includes Legal Holidays. 800 |[8.00 800 (800 800 800 48.00

800 800 8.00 8.00 3200 Vacation - VACTN

Absange Fvent - cligk 10 view

» Canview Employee Leave
Balances @ Escoriad Houn Summary - dlick © view

NEI’E":!i_S'_:'._!i T |

These vacation hours in

this example have been

Acowos Savecied || - DutyBiledes’ | entered and already

- approved. If they were

pending approval it would
be indicated.

» Can access the Manager Self
Service menu

Submit

* Canview and Approve Absences

5/22/2019 University of Wisconsin—Madison 22
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Employee Timesheet
Elapsed

Timesheet Sign Out
Empioyee IO

To Enter Hours, enter in the
corrected number of hours
worked in the day fields.

Job Tithe: UW HUMAN RES MGR ADV Emgplcyse Record Number 0

02’ o for Instructions

View | Time Perfic Date: 10/30/201€ 0 2 Retvesh << Previous Time Pericd  Next Time Period >>

Populate Time From:  Schedule Information
Reported Hours: €0 00 Hours  Scheduled Hours: 50.00 Houss << Previgys Emolovee Next Emploves >>

NOTE: To correct hours, delete the
number in the day field and enter
the correct number of hours 2 ion [iue T Tea Tem

From Sunday 10/30/2016 to Saturday 111122016

Wed
1"s 11

Thu Fri 15t

|
1wy 12 (13 [1ve (s Wit (12 [Totsl Tine Reporting Code

worked 800 (800 800 800 s00[
—_— 800 800 B.00 8.00 3200 Vacation - VACTN

0 Summary of Hours

0 Absance Fvent - cligk 10 view

O Reported Howrs Summary - olidk o view
Once you have entered or © Ralpnces - clic 19 view NOTE: Once you click submit, The

corrected the employee’s hours Reported Hours should equal the total

worked, click Submit.

Deny Selected

| Submit ! Approve Selected

Go Vo Manager Seif Secvice

Tims Management

You can also see in this example
timesheet, that this employee
submitted leave that was
approved.

5/22/2019 University of Wisconsin—Madison

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.
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Reviewing an Employees Timesheet

Scenario #1: If you have
more than one employee;
Click on Return to Select
Employee. This will allow
you to select your next
employee to review their
time.

Scenario #2: If you would
like to view the employees
leave balances click on
Balances — click to view

Scenario #3: You have
completed reviewing all
your employees’ timesheets
and you have leave requests
to approve; click on
Approve Absence.

5/22/2019

Timesheet Sign Out |
Empicyee IO
Job Tithe: UW HUMAN RES MGR ADV Emgplcyee Record Number 0
0:1 o for Instructs
View | Time Perio Date: 10/30/201€ W 2 Retvesh << Previous Time Period Next Time Pariod >>

Populate Time From:  Schedule Information
Reported Hours: £0 00 Hours Scheduled Hours: 80.00 Houss << Previgus Emolovee Next Emploves >>

From Sunday 1073072018 to Saturday 11/12/2016

1000 10031

Sun  |Mon ’Tu! Thu [Fri | Wed Thu Fri I Sat |

1"n z "D 1s 1HAG (1 1 ftoul Tine Reporting Code

3.00 4800

200 |8.00

8.00 800 800

800 800 800 8.00 32.00 Vacation - VACTN

[P Absance Fvent - cligk 1o view

) Fecorted Howrs Summary - olick 4o view

[0 aionce: diciovien |

Submit |  Approve Selected Deny Selected

BEST PRACTICE: Review all of

your employees’ timesheets

before starting your approval
process.

Ge To
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This only shows 8

days too. In order to
see all days that need
to be approved, click
on View All.

Approving Payable Time

Approve Payable Time

Empioyee ID
6. Once you have reviewed the FPRIENN - FA . g iy
hours and are ready to approve, NedEmploise>>
click the box next to the hours S e S ea ek e B i gl e f

Start Date: 10/30201¢€ End Date

and days you approve (may click
Select All to select all days).

101312016 8000000 Hours Adwst Repoded Time

7. Then click the Approve button. 11012016 REGOD 8000000 Hours W AdustRepoded Time
11022016 REGO0  B.000000 Hours W AgiustReported Time
11032016 REGOD 8000000 Hours W AdiustRepoded Time &
11/042016 REGO0 8.000000 Hours W Agiust Reported Time
1107/2016 REGO0  8.000000 Hours W AdustRepoded Time

NOTE: If a non-exempt

11/08/2016 REGO0 8.000000 Hours W Adust d Tim
employee reports more than 40 e B e A e BT At
11102016 REGO00 8000000 Hours " st Reported Time >

EU ISR D1 ST EN

worked hours in a work week,
1111172016 REGO0 8.000000
the amount over 40 hours NOTE: Absences entered in the Absence Module

v Setect All Clear Al .
becomes overtime. m" will not sh'ow up here for approval as they are
approved in the Absence module. But before
Retum 1o Approval Summary

Approving Payable Time, make sure all time entry
plus absence entry has run through Time Admin
as absence entries have an effect on overtime
calculations
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Approving Payable Time

ViewBy: |TimePeriod V| pate: [06/26/2016 [if 2 Refresh | << Previous Time Period Next Time Period >>

Populate Time From: Schedule information

Note: Look .

at the Reported Hours:  72.00 Hours |} Scheduled Hours:  0.00 Hours
Reported Reported time on or before 07/23/2016 is for a prior period.
Hours. It From Sunday 06/26/2016 to Saturday 07/09/2016

shows

“72.00”

(Tue |Wed
|zis 1%

74

800 800 300 400 800 800 800 52.00
3.00 8.00 16.00 Vacation - VACTN
4.00 4.00 Prs Hoiday - PSHOL

Summary of hours

Summary of Hours

TRC Totals Perzonalize | Find | IEII B First K 1-4 of 4 o Last
[ [Time Reporting Code Short Description Hours
1 [ GHOL LWV = 000000
2 PSHOL Prs Holday 4.000000
3 REGDO Reg Hour 52.000000
4 VACTN Wacation 16.000000

ﬁl’IP: To verify the hours that the
employee will be paid. Click on
“Summary of Hours”.

In this example, the employee
has 8 hours of Legal Holiday they

\_will be paid.

ITutaIEDfur Empl_Rcd: 50.000000 I
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Approving Payable Time

Employes 1D:

Job Title: COMM SPEC Employes Record Numbsr: 0
<< Previous Employes
Mext Em B2 B

Select the time you wish to approve and then click the Approve button. Enter a specific Accounting Date for esch row of
psysble time to be published. |f you wish to use the cumrent date as the publish date, you may leave the Accounting Date
field blank.

Start Date: End Date:

Approval Details Customize | Find | View 10 |
{ Owerview ' Time Reporiing Elements * Task Reporiing Elements * F=°F)

Time

Select Date Reporting Guantity Type Accounting Date Adjust Reported Time Comments
Code
r 0. DDOID [, Adjust Reporbed Time '-.5_.'5'
A
Selz=ct All Clzzr &l

Approve

Return to Approval Summany

If this page is returned with zero hours, you
have successfully approved the employee’s
timel!ll
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Authorization Screen

8. An authorization screen will
appear — click OK. Are you sure you want to approve the time selected? (13504,2500)

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

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

Save Confirmation

~ The Save was successful.

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

Different Scenarios:
* Overtime
* Comp Time (Accrued vs. Comp Time Paid)
» Reporting Floating Holiday
» Legal Holidays
» Reviewing and Approving Exceptions
« Common timesheet entries/corrections
* Approving Absences from a timesheet

* Favorites

5/22/2019 University of Wisconsin—Madison 29



(W) wisconsin

UNIVERSITY OF WISCONSIN-MADISON

Overtime

From Sunday 10/30/2016 to Saturday 11/12/2016

Tlmanot f"""n

EE

.00 8.00 2.00

Tue
EEEMM- coortg coc

200 | 800 (300 |so0 800 [s.00

9.00

When an employee reports more than 40 hours worked, they will automatically receive overtime

for the time over 40 hours. There is no need to do anything to notate this.

Check with your Department/Division HR Office to determine if you are eligible for OT.
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Compensatory Time
Accruing

10.00 [so0 oo [so0 || ( V|| pEFALLIC, | Q| Q| Q [=
1. Enter in hours worked for the week .
..

Help

Look Up Rule Element 1
2. Scroll to the right of the timesheet and

click on Rule Element 1 magnifying glass.

Search by: |Rule Element 1 |begins with

Look Up ] Cancel IAdvanced Lookup

Search Results

Fist | 1011 | Last

m Description
COMP Compensatory Time for Overtime

3. Click on submit.
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Taking Floating Holiday or
Compensatory Time

From Sunday 1016/2016 to Saturday 10¢25/2016

[ mecheot I luall

Sun Mom |Tue |Wed |[Thu Fri tat Sum Mon
10018 | 10M7 (1042 T8 (1020 | 10¢2% |fQU22 10023 124

[ oo | oo oo ([soo [soo |

|[so0

1T Bro [so0 oo [60 [ [ PO DEFALLIE, | 2 3 Q EY
| C LI zoll | V] [w pEFAGIG, | 2| \ aE®
1. Add arow —scroll all the way to the right
and click on the + sign. ime Reporting Code Quantity
|~ |
i 1 1 i ACAHW - ACA Worked MNon-Paid Hours
2. Click on the dropdown in the Time Reporting ALTUK - Aot tior tieet Roa Hours
Code column and choose the appropriate CB200 - Call Back 2 Hour Minimum
code.

CTFML - Comp Time for FMLA

CTPAY - Comp Time Payout
CTUSE - Comp Time Taken
A0 T - Extend End Diate-Comp Time

EXDLH - Extend End Dt-Legal Haoliday

Note: Will need to add a new row for each type of
Time Reporting Code.

FLHDL Flnatmg thday

IMCLP - InclementWeatherwnh pay
LHFML - Legal Haoliday for FMLA
MOHCL - Mo Legal Holiday
3. Once all of the hours worked and Comp REGO0 - Regular Hours
Time are entered click submit. 5D225 - Standby (2.25 per hour)
TRMCT - Term Pay-Comp Time
TRMLH - Term Pay-Legal Haoliday
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EXAMPLE:

Monday, September 2 was Labor
Day. It appears the employee
did not work AND no leave was
used that day.

HRS has given you the legal
holiday based on your
percentage of appointment (this
employee is full-time so 8 hours
of legal holiday were used).

To verify how many hours HRS is
giving for a holiday, click on the
Summary of Hours link at the
bottom of the timesheet.

Note — Summary of Hours is
updated when Time Admin
process runs, NOT right after
you submit your time.

5/22/2019

* Legal Holidays are auto-
Le ga I H O I I d ayS generate for each State

paid legal holiday by HRS
JobTitle:  PRGASST SUP Employee Record Number. 0

9 V
View By: TimePeriod: Date:  08/25/2013 [5] |9 Refresh |

Populate Time From:

== Pravious Time Period Next Time Period ==

Schedule Information

Reported Hours:  72.00Hours  Scheduled Hours:  0.00 Hours

From Sunday 08/25/2013 to Saturday 09/07/2013

[ Timesheet |

Sun Mon Twue Wed Thu Fri Sat  Sun  Mon 3 3 Thu  Fri Sat
8125 8126 8127 8128 8129 BI30 &M N 912 I I 95 916 a7

Total

Time Reporting Code

Taskgroup

875 850 830 840 3425 » UW_DEFAUL @
575 600 800 800 21.75 Vacation - VACTN UW_DEFAULT
800 200 10.00 Sick Leave - SCKLV UW_DEFAULT

© Reported Time Status - clicktoview [ ORETE LY

First n 1-4 of 4 u Last
Hours

Personslize | Find | IEX | i
Short Description

[ [Timer

- — 1 LGHOL LegalHlday 3.000000
2 PSHOL Prs Holday 4.000000
3 REGDO Reg Hour 52.000000
4 VACTN Vacation 16.000000

Code

€) Summary of Hours

otal80 for Empl_Rcd: 20.000000
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Reviewing and Approving Exceptions

Exceptions are created for submitted reported time which doesn't pass rules. Low and Medium
exceptions do not require action, but HIGH exceptions MUST be reviewed and corrected or
accepted. After it has been fixed, it will not be cleared from the employee's timesheet until next
Time Admin run.

ORACLE’

Menu 2
« Time Management

i Manage Schedules
i Approve Time and
Exceptions ; ; gy
b Report Time Manage schedules, view and approve reporied and payabie time, absence and overtime requests, exceptions, and more
b View Time ' Manage Schedules ] Approve Time and Exceptions | Report Time
- Manager Search Options L Assign permanent work schedules, change [ Approve reported or payable time, overtime and ! Report time or reques! absences
': Reaumng schedules for a day, week, or range of dales absence raguesis, and manage exceptions ™ Timeshest
i Worktorce Administration & Assign Viork Scheduls — — = Absence Request
> Benefits e
> Time and Labor BADSENCE RAQUES!s
Zlag;(;l: ;?a‘;:;::‘: ::;eer:..c; / View Time li_——1 Manager Search Options
- View caiendars, balances, forecasted and Sl ACC235 manager search options
Mgmt payable time, accumuliators and more
i Payroll Interface ¥ Monthy Time Caiendar
I» Workforce Development - VWaekly Tene Calandar
| Organizational Davelopment o
> Set Up HRMS

HRS NAVIGATION PATH: Time Management>Approve Time and Exceptions>Exceptions
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Reviewing and Approving Exceptions

Manage Exceptions

1. Select Group ID

. Description Value
2. Click Get Employees Sroun -» a
3. Review listed exceptions Emelt @
Empl Rcd Mbr Q
Note: if the exception(s) do not require further LastName Q
investigation, they may be allowed. High First Name Tip: Once you populate the group ID

Business Unit

Exceptions must be resolved on the timesheet. click on Save Selection Criteria.

. . Job Code Next time you open this window
4, Click the open box(es) under the Allow, or click the Department wour o 10wl e smoulEier
Allow All button. Company
Morth American Paygroup Q
5. Clle SAVE Workgroup Q

Clear Selection Criteria Save Selection Criteria Get Employees |h

(i)

=lick 1o View Adabienal informaton

» Filter Options

! Overview | Detala ) / \

Ao EXCED0O0 poscription Date Hame Job Descripbon Severny NOTE: Once all exceptions have
m ™ UAW_PCHIN Late IN Punch 03122012 - ST PRG ASST CONF Low been Allowed and Saved, the Allow

[~ LAW_PCHIN Late 4 Punch 0400212012 == PRG ASST CONF Low box will appear blank. This means

that the exceptions have been
\H'\ab'wn 2 resaive nor s-ﬂcre\:;:‘-nir’o sfc :re rr:er'rr::n:":‘e: Clean Up Exceptions removed from the employees

ge o el ar s v
or Punc

3 AII’nw ) S \timeSheet. /

e |
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Common timesheet entries/corrections

Common timesheet entries and corrections affecting Payable Time approval:

=

Exceptions must be cleared before approving time. Time Admin must run again to show
exceptions cleared.

2. Floating Legal Holidays and Comp Time Used will appear in Approve Payable Time to be
approved by the supervisor. These two types of absences are entered on the time sheet and
require approval along with the hours worked for the week.

3. If Overtime should be given to the employee as Comp Time earned, this needs to be indicated
under Rule Element 1 on the timesheet (for non-exempt employees).

4, Employee is only allowed to bank 80 hours of Comp Time. HRS will generate an exception if the
Comp Time being earned results in the employee's Comp Time balance exceeding 80 hours.
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Approving Absences from Timesheet

Timesheet Sign Out
Empioyee ID
Job Tithe: UW HUMAN RES MGR ADV Emplcyee Record Number 0
OD o for Instructions
View | Time Petio » Date: 1030/201€/H 2 et << Previous Time Period  Next Time Period >>

By
Populate Time From Schedule Information
Reported Hours: 80 00 Hours  Scheduled Hours: 20.00 Houss << Previgus Emolovee Next Emploves >>

From Sunday 10/30/2016 to Saturday 111122016

Fri Fri | Sat |
e (1S ’ 1L 1112 [Totsl | Time Reporting Code
200 |8.00 800 800 B00 300 4800'
8.00 32.00 Vacation - VACTN

800 800 B8.00

Summary of Hour

Absance Event . cligk 1o view

/If an Absence appears
as Needs Approval, you
may also approve
absences from the
timesheet page by
clicking on the Approve
K Absence link

Submit Approve Selected Deny Selected
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Favorites

You can create a

favorites menu by € > C A |8 hitps//www.hrswisconsin.edu/psp/hrs-fd/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE FieldFormulalScript_Appl 77
Cl |Ck| ng on the Ad d tO i Apps L% UW System Authent.. SC time sheet Home | Madison Bu... U wisdm SC HRS home [ '] Device Dashboard |} Andover credit card
Favorites link. You will ORACLE'

have the option of ew &

! [ My UW-Madison: Work . % /' L% Base Navigation Page x 9 3

Home | | AddtoFavories | Signout

1 1 1 g Main Menu >
naming the favorite link. s o |
| 2y ;) Manager Self Service
R Navigate to self service information and activities for people reporting to you.
— Absence Event e o i P _
— Assign Work Schedule V/jf Manage Schedules U// Approve Time and Exceptions ‘/J/ Report Time
H I ) L~ Assign permanent work schedules, change L~ Approve reported or payable time, overtime and L~ Report time or request absences.
. Budget Funding Data Entry an p y ehang Pp P! pay j P g
H el pr | faVO rltes tO Save . — Create Additional Pay schedules for a day, week, or range of dates. absence requests, and manage exceptions. =] Timesheet
— Create TL Security =] Assign Work Schedule =] Pavable Time i=| Absence Request
1 — Current Benefits Summary =] Exceptions
TI m eS h eet — Exceptions =] Absence Requests
~dobData "'// View Time =] Manager Search Options %
1 — Maintain TL Security r ST -
EXCG pt | O n S I F\’a-,'a::le Time .-~ View calendars, balances, forecasted and E Access manager search options.

— Payable Time Detail payable time, accumulators and more.
yab e De

Absence Requests 7 Belto Pay Cale Summary
— Timesheet

1.
2.
3.
4. Payable Time - LS Absences Slire..
5.
6.

=] Monthly Time Calendar
eklv Time Calendar

i=] Daily Time Calendar

— Add to Favarites

— Edit Favorites

IPR r > Inbound File Upload
€ p 0 t [> Self Senvice

> Manager Self Service

Paya b | e T| me > Workforce Administration

[> Benefits
[ Compensation
S umma ry {> Time and Labor
[> Payroll for North America
> Global Payroll & Absence ;
Mgmt i
LBauralllntadacs
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Reminder

After using My UW System Portal, be sure that you Sign Out using the link in the upper right and you
must close the browser if you are using a public computer to ensure that your personal data is kept
private.

O Time and Absente

Sign outi
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