Part Two of: An Introduction to People Soft
Time and Labor Module and helpful
resources

How to request a future dated absence
request is under absence tab.

Employee must seek supervisor’s approval
and supervisor enters this future time or
the employee can do a self-service
“absence management” (job aid to come).




Favorites - | Main Menu~ > Self Service = » Time Reporting = » Report Time = > Timesheet

Add e Dy Date  Reported Status  Firstin Out In Last Out Punch Time Reporting Code

) Mon 1123  Submitted 7:00:00AM 3:00:00PM 8.00| v|
) Tue  11/24  Submitied 7:30:00AM 3:30:00PM 8.00| v|
) Wed 11/25  Submitied 7:00:00AM 3:00:00PM 8.00| v|
Q2 Thu 11126 New | v
. Fri 1127 Submitied 7:30:00AM 3.00:00PM 7.50| v|
Q2 Sat 1128 New | v
Q2 Sun 1129 New | v
| Submit | Clear

Summary | Absence Exceptions || Payable Time C I |C k Ab Se N Ce Ta b

Absence Events 12

Absence Take =M
*Start Date End Date Abzence Name Reason #;:; Deetails Status Approval Monitor
Details Approval Monitor

Add Absence Event

Absence Entittement Balances

Entitlement Name

Legal Holiday Carry Over

Vacation Carry Over
Vacation Balance

Sick Balance

Personal Holiday Balance

Legal Holiday Balance

Click Add Absence Event

Balance as of 07/25/2015** From

3.40 Hours 01/01/2015

40.00 Hours 01/01/2015

62.75 Hours 01/01/2015

355.63 Hours D1/01/2015

25.30 Hours 01/01/2015

32.70 Hours 01/01/2015

To

1213172015

1213172015

1213172015

1213172015

1213172015

1213172015

**Disclaimer The current balance does not reflect absences that have not been processed.

Personalize | (2]

Accrual Period
Year to Date
Year to Date
Year to Date
Year to Date
Year to Date

Year to Date

Administrator Absence

Home

Guantity Rule Element 1

A PP R P EE

Cancel

Worklist

1123

1124

1125

1126

127

1128

1129

[+ & E B

Personalize | (7

Edit

=i

Sign out

Fal ! Ml B0 E Tall Ml Fal Tl



Favorites ~ | Main Menu~ > Self Service = » Time Reporting = > Report Time = > Timesheet

» Home | Worklist | Sign out
A ents Day  Date Reporied Status  FirstIn Out In Last Out Pyner Time Reporting Code Quantity Rule Element1  Date A
) Wed 1112  Submitted 7-00:00AM 3:00:00PM 2.00] v @, 1118 E
> Thu 1919  Submitted 7:30:00AM 3:30:00PM 8.00] v| @, 1119 E
> Fri 1120  Submitted 7:00:00AM 3:00:00PM 2.00| v| @, 11120 -
O sat 1121 New | v @, 11721 =
> sun 1122 New | v| @, 11022 E
») Mon 11722 Submitied 7:00:00AM 3:00:00PM 2.00] v @, 1123 E
2 Tue 1124  Submitted 7:00:00AM 3:00:00PM 200 v] @ 1124 =

| Submit I Clear |
| Summary || Absence || Exceptions || Payable Time |
Absence Events (7
Absence Take
*5tart Date End Date Absence Name Reason Duration .II'!;';; Details Status Approval Monitor Source Cancel Forecast
Bl (I hd Hours | Details New Approval Monitor -EI"F:S;:Z; | Forecast
AddsbsenceEvent

Absence Entitlement Balances Personalize | CI iCk “ Deta i IS”

Entitlement Name Balance as of 07/25/2015* From To Accrual Period

Legal Holiday Carry QOver 3.40 Hours 01/01/2015 121312015 Year to Date

Vacation Carry Over 40.00 Hours 01/01/2015 1213172015 Year to Date

“acation Balance 62.75 Hours 017012015 12312015 Year to Date

Sick Balance 355.63 Hours 01/01/2015 1213112015 Year to Date

Personal Holiday Balance 28.80 Hours 01/01/2015 1213112015 Year to Date

Legal Holiday Balance 3270 Hours D1/01/2015 1213172015 Year to Date

*Disclaimer The current balance does not reflect absences that have not been processed.

Request Absence
Self Service

Time Reporting



Details window opens

*Riar f!-.1'.r~ Whira' WONENE Sio Mgk

End Date H
Filter by Typel| & v |
"Absence Mame [ 'vacaton w | Current Balance 74 50 Hours
ﬂ?-:l*.-l.:-n['..:__-.' gt |
Partial Days [Fiors - Enter in your duration and hit
purstion B 1] Houn ' Calculate End Date or
Cailcutabe End Date o Durason m Duration

Requesior Comments ¥

GoTo View Absonce Fequas! Helon View Absonce Balarces

Submil San for Laked




Abtence Detal (2

"Start Dawe 10192013 5 View MonTily Schédule
EndDate
Filler by Type | Al "
BBl H|rn{ WA ISGh ¥ Currant Balance 74 50 Hourg
Reason Vacalon v
Partial Days | None ¥
Durabion 44,09 Houry

Your request has been successiully validated! You may submit

Please ba aware that forecasting validates against data currently in
the system. If you are forecasting future leaves ensure you will not
draw your balance in & way that might cause you 1o overdraw in
the future.

Date Time: N '
Calculate End Date or Duraticn ForacastBalance | [.ﬂ“ T — l

\

You can view your forecast
Submit balance data then click
submit




Special time reporting situation...

Favorites ~ | Main Menu~ > Self Service = > Time Reporting = > Report Time = > Timesheet

; Home Worklist Sign out

Nhdd . .
‘.4 Any employee whose shift begins on one
day and ends on the next: Enter the same New Window | Help | (5
Timesheet way as PTA Web except that “last out” on
f-_'!ElEliEﬂ,,K,in??,iQ the first day should be 11:59:59PM (DO loyee ID 100068543
TRA FIRE-CRSH RESC SPEC not enter 12:00AM) IRecord 0
Actions « Eamestcrange Date  11/26/2015
Select Another Timesheet
*View B¥|Week v| Previous Week  Next Week
*Date [11/22/2015  |[& L) MNext Job
Reported Hours 2400 Print Timesheet

Reported time on or after 11/25/2015 is for a future period.
From 11/22/2015 to 11/28/2015 (2

Add . Punch . - N

e Day Date Reported Status First In Out In Last Out Total Time Reporting Code Quantity Rule Element 1 Date

2 Sun 1122 Submitted 7:00:00AM I 11:50:59P I 17.00] v| Q112 -
. Mon 11/23  Submitied 12:00.00Al 7:00:00AM 7.00] v| @, 1123 E
) Tue 1124 New | v| @, 1124 E
o Wed 1125  New 11125

o Thu 1126 New 11126

o Fi 1127  New 1127

o sat 1128  New 11128

| Submit I Clear

Summary Absence Exceptions Payable Time

Reported Time Summary Personalize | Find | & | 1-20f 2
Category otal 122 s o s % i 138
Total Reported Hours 24.00 17.00 7.00

Time with no Category 24.00 17.00 7.00

Return to Select Job
Fequest Absence
Self Service
Time Reporting
[ 4 >



WARNING

DMA’s HR Department and DOA central payroll
is strongly recommending that employees and
supervisors enter their time in at the end of

everyday.

Yes, | know...but trust me this is good practice
for many reasons...



How to view a paycheck



First, log into PS URL
https://ess.wi.gov

ORACLE
PEOPLESOFT ENTERPRISE

Select a Language

Dansk Deutsch
Francais Frangais du Canada
Password Italiano Magyar o
Nederlands Morsk
| Sign in | Polski Portugués
Roménd Suomi
Svenska Torkce
Cedting BaiE
= Py e oM
L {#ifd a3z
BESpI el
UK English

To access the PS Time and Labor Module, employees and/or supervisors will need
an IAM account.


https://ess.wi.gov/
https://ess.wi.gov/

Personalize Content | Layout

@HelpI

Wisconsin Time and Absences o4

Wisconsin Employee Info

O

= Timesheet
Repart your time and task detaile for a day, week, or fime period.

= Personal Information Summary
Review a summary of your personal information.

= Absence Request -
Naigats ot Tine st page. Wisconsin Benefits v
[z Benefits Summary
Rexiew a summary of cument, past or future benefit enrollments.
Employee Leave Summary c 4~
Absence Balances Announcements &
Absence Duration
+  Announcement
Legal Holiday Balance 0.00 Hours
Personal Holiday Balance (.00 Hours
Sick Balance 0.00 Hours % Company Directory LA
Vacation Balance 0.00 Hours Search by Name, Job Title, Department, or Email
Detaiks | ®
Wisconsin Payroll o v Advanced Search
[3—] Payroll and Compensation
ﬁi[’ Review your pay and compensation history. Update your direct deposit and
othar deduction-or contibution information.

= Favl BIC
= Dirett Depos

IE W-4 Tax Information
I View W-2W-2c Forms
F W-2W-2c Consent




File Edit View

Favorites  Tools  Help

Favorites. | Main Menu .
F Search Menu;
W v
{3 State of Wisconsin (STAR) b
Wisconsin Time [E) Company Directory v Wisconsin Employee Info
{3 OrgChart Viewer 3
= Timesheel : nation Summary
{3 Self Senvice , )
1= Reertyos /7 Manager Seff Serviee | (3 Time Reporting p ¥ ofyour personalnformton
[y Benefts {3  Personal Information »
m Absence f 7 SetUpHCM [  Payroll and Compensafi
E Navigateto! [ Enterprise Components (1  Benefts L View Paycheck
o Wordst 5 ReviewTransactons | |5 Payeheck Modeler L irents
Employee Leavi [y Tree Manager Vv E ‘E]'u:rﬁ Delpt;sn i
3 Reporting Tools b g W4 TaxInformation
Absence Balan £ PeopleTooks \ [ D View W-20W-2c Forms
Absence 5 My Personalizations 5§ W-2W-2 Consent
D My Sgstem Profie »  Announcement
Legal Holiday Ba D My Dictionary
D My Feeds
Personal Holiday Balance 0.00 Hours
Sick Balance 0.00 Hours ﬁ_g_b Company Directory
Vacation Balance 0.00 Hours Search by Name, Job Title, Department, or Email
Details @

Wisconsin Payroll

S o

Advanced Search

@ Payroll and Compensation

Review your pay and compensation history. Update your direct deposit and
other deduction or confribution information.

[E View Paycheck

IE| Paycheck Modsler

[E Direct Deposit

1] W-4 Tax Information

= View W-2W-2c Forms

I W-2/W-2¢ Consent

Home = Workist = Sign out

Personalize Content | Layout

[+]

[ 4]

[+]

[+]

@ Help

g

g




Favarites = ‘ Main Menu~ > Self Service = * Payroll and Compensation = * View Paycheck

ORACLE

View Paycheck

Betty Locherty

Home

Review your available paychecks below. Select the check date of the paycheck you would like to review.

Select Paycheck

Check Date

2012-04-05

Company

Global Business Institute
Global Business Institute
Global Business Institute
Global Business Institute
Global Business Institute
Global Business Institute

zlobal Business Institute

See It!

Click the link for the
paycheck you want to view.

Click the 2012-01-26 link.

Actions

Resume

v

Pay Begin Date Pay End Date

032312012

03/09/2012

021242012

02no2omz

0272z

01132012

12130012011

121812011

Persanalize | Find | View Al | C2 |

04/05/2012

03222012

03/08/2012

020232012

02/08/2012

0126/2012

012201z

121312011

Worklist MultiChannel Console Add to Favorites Sign out

Mew Window | Help | Personalize Page | &

First ‘&' 1-g of 66 "% Last

Net Pay Paycheck Humber PDF File

54153.65 149%
$3636.58 14685
53700.76 14510
$3636.58 14303
$3636.58 14105

$3636.58 13951

=5

3636.58 13700

$3619.31 13503

=

N 5 R =

K = M|




Favorites = Main Menu ~

ORACLE

View Paycheck‘q( It!

Betty Locherty

Company
Global Business Institute

» Self Service = » Payroll and Compensation = * View Paycheck

Actions

The paycheck you selected appears.

Review the details and scroll down to
view additional information about the
displayed paycheck.

Hame Waorklist

Het Pay

Pay Beqgin Date

Address
500 Gearge Washington Plowa
Mew York, MY 07666 %

Pay End Date
Check Date

G46/250-1111

Feview the details of your paycheck. To view other checks, select

General
Name Betty Locherty
Employee ID KUOOOT

Address 543 Rohinson St
Q Buffala, NY 74940

Tax Data
Fed Marital Status Single
Fed Allowances 0
Fed Addl Percent 0.000
Fed Addl Amount §0.00

Paycheck Summary

View a Different Paycheck

Business Unit
Pay Group
Department

Location

Job Title
Pay Rate

NY Marital Status
WiH Allows

NY Addl Percent
WY Addl Amount

i=F]
L
[=r)
(%)
on
n
oo

0132z
01262012

01262012

GBIBU

LIS Biweekly

13100 - Corporate Finance

Carporation Headquarters

Director-Finance
$5,769.23

Single or Head of Household

0
0.000
50.00

MultiChannel Cansole

Biweekly

Add to Favarites Sign out

New Window | Help | Personalize Page | B =

Period Gross Earnings Fed Taxable Gross Total Taxes Total Deductions Net Pay
Current 5,951.08 5,579.28 1,852 46 462.04 3,636.58
— I




~STAR

PROJECT

Supervisor Approves
Payable Time




Very important!

* If an employee does not enter time, he/she
will not get paid. There is NO DEFAULT

PAYMENT MADE!

e Supervisor must review and approve staff’s
time or employee won’t get paid! NO
DEFAULT APPROVAL WILL OCCUR!



First, supervisor goes into PS log URL
https://ess.wi.gov

ORACLE

PEOPLESOFT ENTERPRISE

Select a Language
Dansk Deutsch
Italiang Magyar
Nederlands Norsk

| Signn | Polsk Portugués
Romand Suomi
Svenska Tirkce
Cedtina B*iE
=0 PyCokmi
"u {Efrh 32

Eoid
.
@ [
H



https://ess.wi.gov/
https://ess.wi.gov/

Qﬁ)’l@ httpst//vi-phitst.wi.gov/psp/phrtst/EMPLOYEE/HRMS/h/2teb=DEFA O ~ & € I :? GoToWebinar - Citrix

|| Paralll Test - All Documents

& Employee-facing registry c...

Favorites = Main Menu ~

Wisconsin Tit
Timesh

Report y

Absenc
Navigate

Employee Le;

Absence Bal

Absence

Legal Holiday
Balance

Personal Holi
Balance

Sick Balance

Vacation Bala

Details

) 2

F PP ODE

P PEPEPE

P PP E

E?

0

Search Menu:

State of Wisconsin (STAR)
Company Directory
Manager Dashboard

Org Chart Viewer

Self Senice

Manager Self Senice

[:J

Workforce Adm inistratic

0
Benefits =

o
Time and Labor LJ
Payroll for North Americ D

Global Payroll & Absent
Workforce Development
Organizational Development
Workforce Monitoring

SetUp HCM

Enterprise Components
Worklist

Tree Manager

v

®

<>

Time Management
Job and Personal Infor
Performance Managem
Manager Dashboard

Review Transactions

P EPFER

ov

«©

Manage Schedules
Approve Time and Exce
Report Time

View Time

Time and Labor WorkC
LRMDashboard

) ) W) E

Manager Search Options

hitpsi//wi-phitst.wi.gov/psp/phrtst/EMPLOYEE/HRMS/c/ROLE MANAGER.TL_SRCH_APPRV_GRP,GBLINAVSTACK=Clear& FolderPath=PORTAL RO... §

Reported Time
Pa@ble Time
Exceptions

Absence Requests

Home Worklist

Personalize Content | Layout

Sign out

(2) Help



Favorites = | Main Menu~ > Manager Self Service = » Time Management = » Report Time = » Timesheet
r— Hame ‘Worklist Sign out

W

Report Time
Timesheet Summary

New Window | Help | B
~

¥ Employee Selection

Employee Selection Criteria Get Employees \ Use the Approve Payable Time
i Regrer Group i page to find your employees by
employee ID, last name, a

certain date range, or many

Employee ID
Empl Record

o other criteria. You can also
N simply click “Get Employees” to

Reports To Pasition Mumber

see all the employees the
supervisor manages.

Location Code

Company

m

=

H
»»»»»»»»»l#l»»»

Pasition Number

Change \iew
*View By [ Week W [ Show Schedule Information
Date | 12/022015 iy Frevious Week Mext Wesk
Load More Entries & | Load All 300 of 25188 entries loaded
Employees For Swathi Misun, Totals From 11730d2015 - 120672015 Fersonalize | Find | 2l 1-300 of 300

Time Summary | Demopraphics = [F=m

Hours
Last Mame Firat Hame Emplayss ID ngﬂ Job Title mwﬂ'ﬁ: H?;;r‘\f\rs; sme:'u"ller': Excapiion i;‘:::zg nppm\lsa ar Denbed Hours
Submiited
Asbarg Anitra 100068464 0 PROBATION AND PAROLE AGENT 0.00 o.oo 40.00 0.00 0.00 A
Aslsma Niranjini 100045855 0 DEPUTY WARDEN 0.00 0.o00 40.00 0.00 0.00
Azlsma Saira 100045588 0 DENTAL ASSISTANT 0.00 o.oo 40.00 0.00 0.00
Asmodt Lyndall 100002702 0 CORRECTIONAL SERGEANT 0.00 0.00 72.00 0.00 0.00
Asmodt Markists 100012654 0 CORRECTIOMAL OFFICER 0.00 0.00 72.00 0.00 0.00
Azron Brian W. 100022308 0 CORRECTIONS FIELD SUPERMISCR D00 o.on 40.00 0.00 0.00
Aaron Joanna 100048445 0 ENG SPECIALIST-TRANSPR-ADV 0.00 0.00 40.00 0.00 0.00
Azron Monaya 100013704 015 BUSINESS AUTO ANALYST D00 o.on 40.00 0.00 0.00
Aartila Antico 100016134 0 STAFF DEV PROGRAM SPEC-SEN 0.00 0.00 40.00 0.00 0.00
Asrtila Ciara 100052182 0 ACCOUNTANT-CONF 0.00 0.00 40.00 0.00 0.00
Azriila Fallon 100016775 0 50CIAL WORKER-CORRECTIONS-SEN 0.00 o.oo 40.00 0.00 0.00
Aartila Jonmichael 100055276 0WOC REHAB COUNSELOR-IN TRNG 0.00 0.o00 40.00 0.00 0.00
Azriila Lara 100067166 0 5T FAIR PK SPCL EVTS ASST 4 0.00 o.oo 40.00 0.00 0.00

Bl Blfimbmllo Caem ANANRAT04 MIRKCHID ARICE CVALIMED AMA Y nan ann an on nnn ann



This is what you see if
you type in the
beginning of an
employee’s last name
and hit the magnifying
glass.

Look Up Last Name
Help

Search by: LastMamebeginswith|brow |
LookUp || Cancel |Advanced Lookup

Search Results
Wiew 100 First (4 20020 3 Last
Last Hame Dleplay Mame Empil I3
& ing Scott Brown Henning 100047865
Broven Henning Donell Brown Henning 100051310
Browen Henning Rebecca Kay Brown Henning 100038826
Broven Huss Marci-Rae Brown Huss 100012827
Browen Huss Marci-Ras Brown Huss 100012827
Browen Huss Dana Brown Huss 100055086
Browwn Huss Emilie Brown Huss 100022064
Browen Sr Jazlyn Brown Sr 100005467
Broven Sr Mancy L Schneid Brown Sr 100028287
Browen Sr Tobin Brown Sr 100053463
Brown-Esqueda Jamie Lynn Brown-Esgueda 100050268
Browwn-Esqueda Kahla Brown-Esgueda 100032555
Cathlene Brown-Lucas 100064883
Joshane Browne 100034502
Tiwagia Browning 100044732
Drariin Browendoss 100023285
Kimberly Harmon Browndow 100004702
Luke Brownridge 100009515
Joice Brownridge 100041548
Anese Brownridges 100075201




Favorites - | Main Menu~ > Manager Self Service = > Time Management = > Report Time = > Timesheet

s
I\ .'c,.
Report Time
Timesheet Summary
v Employee Selection

Employee Selection Criteria
Sedection Critarion selection Criferion Value

Time Reporter Group
Employee ID

Empl Record

Last Name

First Name

Business Unit

Job Code

Job Descripticn

Department

Reports To Position Mumber
Location Code

Comgpany

Position Number

Change View
*View By [\Week ~
Date 12022015 E]

Employees For Swathi Misun, Totals From 1172002015 - 12/06/2015
Time Summary | Demographics | [0

P PP RPPPPPRPARPE

Get Employees

Clear Critaria

Sawve Criteria

[ Show Schedule Information

Previous Week

Empi

Last Mame First Hame Employes I Recorg YO0 THti8

. PROBATION AND FAROLE
Brown Henning Donell 100051310 AGENT-ZEN

. CONSUMER PROTECTION
Brown Henning Rebecca Kay 1000383268 INVEST-AD
Brown Henning Soott 100047865 0 CORRECTIOMAL OFFICER
Brown Huss Danz 100085026 0 CORRECTIOMAL OFFICER
Brown Huss Emilie 100033964 0 CORRECTIOMAL SERGEANT
Erown Huss Marci-Rae 100012927 DOSTFAIR PK SPCLEVTS ASST 2
Brown Huss Marci-Ras 100012927 1 5T FAIR PK SPCLEVTS ASST 4
Brown Sr Jazlyn 100005467 015 NETWORK SVCS SEMIOR

; ] PROBATION AND PAROLE

Erowmn Sr Mancy L Schneid 100029287 o AGENT
Brown Sr Tobin 100053483 D'NAT RES MANAGER
Brown-Esqueda Jamie Lynn 100050268 D' RESIDENT CARE TECH-OB.
Brown-Esqueda Kahla 100022558 DENVIR ANAL REV SPEC
Brown-Lucas Cathlens 100064993 0 CORRECTIOMAL OFFICER

Reporied
Hours

0.00

0.00

0.00
0.00

0.00

0.00
0.00
0.00

0.00
0.00
0.00

0.00

Mext Week

Hours to be
Approved

0.00

0.00

0.00
0.00
0.00

0.00

0.00

0.00

0.00

0.00
0.00
0.00
0.00

<— This is what you see if you type

Scheduled
Hours

40.00

40.00

T2.00

7200

T2.00

40.00

40.00

40.00

40.00

50,00
40.00
40.00

72.00

Home Worklist Sign out

New Window | Help | B
~

in the beginning of a last name
and click “get employees”

Personslize | Find [ @ 1-200f20

Houra

Exception Reportad Approved or Dsnled Hours
Abeanca Submitted

.00 0.00 A

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.0 0.0

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.0 0.0

0.00 0.00



E

G(Q))IL @ https://wi-phrtstwigov/psp/phrtst/ EMPLOYEE/HRMS/c/ROLEMAN O ~ & € | 4. GoToWebinar - Citrix

w Parallel Test - All Documents | & Payable Time x -9

AT A A
Anta? 20

Main Menu~ > Manager Self Senice ~ > Time Management = > Approve Time and Exceptions ~ > Payable Time 2!

Fawrites ~ |
‘ »
| .\\ ;r'
W
\ &
FirstName @
Business Unit @
JOb COde January
= February
Job Description March
April
Department | May
Reports To Position Number Jung
==t July N
Location Code August
Septem ber
Company October
Novem ber
Position Number December

Start Date 07/12/2015 |5

No employees were returned for the ime period specified

Change Time in View

End Date 10/04/2015

Time Administration Run Control
Manager Self Service

Time Management

Home Worklist

Sign out

Supervisors can do a search
and see which employees are
“out there” needing approval.
Or they can look up the
employee.

4 5 6 7 8 9 10
1112 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

(4] CurrentDate [§)

2015 |V
T F S
12 3




' g p—
a\' )}[@ https:

Favorites « ‘ Main Menu~ > Manager Self Senice ~ > Time Management ~ > Approve Time and Exceptions ~ > Payable Time

fwi-phrtstwd.gov/psp/phtst/ EMPLOYEE/HRMS/c/ROLE MAN 0 ~ & € |[$% GoToWebinat - Citr | Parlll Test - All Documents | & Payable Time

: Home  Worklist  Sign out
Y

N
-\ !
L’

TR A
Change Time in View
Start Date 07/12/2015 |[#) End Date 07/25/2015 [
Employees For Herfrank Crist 2 Personalize | Find | View All |
Time Summary | Demographics | [F)
Exempt
Total Hours Not :
Select  LastName First Name Employee ID B! Job Title Payable in Wrk Sustime i el
Record Hours Worked Pay
Hours Status
Over FTE
OPERATIONS
Ia Johnson Ben 110075312 0 PROGRAM 81.33 0.00 1.33 0.00 0.83
ASSOCIATE
SelectAll Deselect Al
. . ' .
Approve Deny Push Back Clicking on the person’s last name will
give the supervisor the detail on what
Time Administration Run Control d b
Manager Self Service needs to be approve.
Time Management v

< >



Favorites ~ ‘ Main Menu~ > Manager Self Sevice ¥ * Time Management = * Approve Time and Exceptions = » Payable Time [2

Home Worklist | Add to Favorites Sign out

ORACLE

| New Window | Help | &
Approve Payable Time

Edward Ng * Employee ID KUDD56

Server-Food Employment Record 0

Start Date 07/22/2013
End Date 08/25/2013

Approval Details (2 Personalize | Find | viewall |20 1B First 4 15015 Last
Overview || Time Reporting Elements cost || Task Reporing Elements [T H
Time
Select Date Reporting Status Quantity Type Accounting Date  Adjust Reported Time Comments
Code
[ 071232013 KUVAC Meeds Approval 2.00 Hours [  AdjustReported Time )
¥ 0712412013  KUREG Meeds Approval 8.00 Hours B  AdjustReported Time )
[ 071252013  KUREGS Meeds Approval 8.00 Hours B  AdjustReported Time )
[ 071262013  KUREGS Meeds Approval 8.00 Hours B  AdjustReported Time )
¥ 0712712013 KUOVT Meeds Approval 2.00 Hours B  AdjustReported Time )
Deselect All
Approve Dieny Push Back

See It! Actions

Click the Select All
link.

After clicking approve, then you’ll be asked to “confirm”

Resume
N J




Important to know...

December 14t (Monday) First day system
will be open to employees

January 4th (Monday) First paystub will be
available online for the checked paid on
Jan. 7th

January 4th (Monday) Employees will be
able to update their addresses on eProfile
Employees will be required to use direct
deposit or pre-loaded cards by the first of
the year.




Important to know...

 Employees who are off work due to sickness or on
leave need to enter their time or have their
supervisor enter this leave.

e Supervisors: Please get job aids to your staff who are
on leave/vacation so they can learn how to enter
time from home.

* There will be e-mail reminders sent to supervisors
and employees regarding payroll deadlines. DMA
deadlines for employee time entry and supervisor
approval has not yet been determined.



Important to know...

Employee will be able to make changes only up to 30
days into the past, supervisors will have 6 months into
the past to make changes to an employee’s time (some
exception will be made for fiscal year end).

Employees will be able to view their paycheck on
Friday morning using e-pay self —service. Paycheck will
be direct deposited the following Thursday (the check
date).

All benefits deductions will be split evenly over 24
checks not 12.

2015 W2s will be loaded into PTAweb in January.



System requirements for PS

Supported Browsers & Operating Systems

* ¥*Internet Explorer 11, 10 « Google Chrome 24
= MS Windows (32-bit) 7 - Micrsoft Windows x64 (64-bit) 8
=M WIRCONS A (BT 7 - Microsoft Windows x64 (64-bit)
= MS Windows x64 (64-bit) 8.1
~  MS Windows x64 (64-bit) 2008 R2 + Safari 6

e *Internet Explorer 91 8 - Apple Mac OS x(Intel)(64-bit) 10.8
~  MS Windows (32-bit) 7 - Apple Mac 0OS x(Intel)(64-bit) 10.7
— MS Windows x64 (64-bit) 2008 R2 = Appleios7
- MS Windows x64 (64-bit) 7 -~ AppleiOS6

* FireFox e Safaris
= Apple Mac 0S x(Intel)(64-bit) 10.7 — Apple Mac 0S x({Intel)(32-bit) 10.5
=" 80P ¢ Mac OS xintel)iba-bi) 10.6 ~ Apple Mac OS x(Intel)(64-bit) 10.7

-  Microsoft Windows x64 (64-bit) 7

= Microsoft Windows x64 (64-bit) 8
* = Preferred



System requirements for PS (cont)

Workstation and Applications

* Minimum Workstation Microsoft Word

— Memory -1 GB RAM — 2007 sp2, 2010, 2013

— CPU 1.6 GHz Pentium e Microsoft Excel

— 800x600 display — 2007 sp2, 2010, 2013
* Suggested Workstation « Adobe Reader

- Memory -2 GB RAM — 10 or higher

— 1024x768 display o: ‘Eepnall Clirit

— Outlook 2007 sp2, 2010



ePay Module

 Employees will be able to update payroll information,
view W2’s, and view individual paychecks

ePay Module

Favorites . Main Menu .
- Home Sign out

’,

< /
/
‘_.'

Personalize Content | Layout 2) Help

Wisconsin Time and Absences o o
- Timesheet

= Report your time and task details for a day, week. or time period.

e Absence Request

G Navigste to the Time start page

Employee Leave Summary S o
Absence Balances

Absence Duration

Legal Holiday Balance 56.00 Hours

Sick Balance 15.00 Hours

Vacation Balance 91.00 Hours

Detsils

Wisconsin Payroll S o~

[3—.] Payroll and Compensation

l_\u‘ Rewview your pay and compensation history. Update your direct deposit and other deducton or
"~ contribution information

View Paycheck

Paycheck Modeler

Direct Deposit

W-4 Tax information

View W-2/W-2¢c Forms

W-2/W-2¢c Consent

EEEEE




eBenefits Module

Enroll in benefits, add or remove dependents update their dependent contact
information, and view benefits summary on-line. Some situations will require the
employee to submit paper copies of benefits information. This then will be input by
the agency’s benefits specialist.

Favorites « Main Menu ~ > Self Service ~ - Benefits -~ » Benefits Summary

Benefitls Summary

To wiew your bensafits as of another date, enter the date and select Go

oev18/2015 e Go
Benefits Summary

Type of Benent

Pian Description

Cowverages or

24

Health Anthem Blue Preferred SE Famay

Anthem DentsiBlue Waived

EFPIC Benefits+ Waived

Vision Waived

Dental Wisconsin Waived

Saate Group Lie SGL Premsum Waiver s 25
State Group Life Addeional SGL Additional Premeum Waiver S

Siate Group Life Spouse & Dep \S’\}‘gl_j-pouse&Dep i S

Income Continuation Insurance Waived 2

Parking (Sefore Tax)
FParking (After Tax)
Transi (Before Tax)
Transie (After Tax)

Wisconsan Retiremeant System

Parking Spending Account Befor

Parking Spending Account After

Transit Spending Account Befor

Transt Spending Account After

VWRS-Gen. Teach.Ed Sup.Ct Rep

SO Pledge

S0 Pledge

S0 Pledge

S0 Pledge

6.8% of Earmangs




eProfile

Employees will be able to update and view some of their own personal

information. Like phone numbers, e-mail addresses, emergency contacts,
marital status, etc.

eProfile Module

“avorites - Main Menu -

> Self Service ~ > Personal Information ~ > Personal Information Summary

Home Sign out
24
Name

Amber Selim

Home/Mailing Addresses

Addresses
Address Type Status As Of Country Address
DO NOT MAIL
Home Current 05/27/2015 uUsaAa DO NOT MAIL
Brookfield, W 53045
1111 Hickory Way
Mailing Current 08/27/2015 USA

Madison, Wi 20000
Madison

Change Home/Mailing Addresses

Phone Numbers
Phone Numbers

Phone Type Phone Number Preferred

Business /41

0
[+]

28

-2114 v
Change Phone Numbers

Emergency Contacts
Emergency Contacts
Name

Relationship to Employee Primary Contact

Change Emergency Contacts

Email Addresses




When all else fails...

If you can’t get into PS URL: https://ess.wi.gov,
contact dmahelpdesk@wi.gov

Review Job Aids

Review PowerPoint

Contact Supervisor or another person in your
unit.


https://ess.wi.gov/
mailto:dmahelpdesk@wi.gov

Did we meet the goals of this training?

 Demonstrate how employee enters time on a
time sheet

* Demonstrate how employee views a paycheck

 Demonstrate how supervisor approves
payable time

* Familiarize staff to PeopleSoft
* Explain what a Job Aid resource is



