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Goal 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



Test your knowledge:

1.) How many staff in State HR
enter time and correct time entry
errors to make sure staff get paid?
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Role of supervisors during
transition from PTA Web to PS...

To be the “go to” person when
your staff has time entry questions.




Why are we here?

December 14, 2015
Change from PTA Web to
PeopleSoft Time and Labor

December 2015




FAQ's

Can we use default time when entering time? NO

Can we enter future time worked? On same day? YES.
Future days? NO.

Can we request and enter future leave? YES?

Will the system work on a MAC? YES

Will our leave, sabbatical info carry over? By January
14th, 2016 leave balances and 2015 carryover and
sabbatical balances will be available in self-service.
How will | view my W2? Federal law requires employers
to deliver W2s by Feb 1. These should be viewable and
printable in PTAweb.

Will my direct deposit info carry over? It should. Please
check this information under e-pay to assure its
accuracy.



FAQ's

* Will the new Time and Labor system work on a hand-held device? Yes, but

it is not enabled for mobile use so the site won’t adjust to fit to your
phone’s screen size.

* |f someone works a 56 hour work week, does an employee have to
manually enter over time?
1.) If non-exempt: the system automatically calculates premium OT based
on a 40 hour week (or in Fire Crash Rescue employees case 106 in a bi-
weekly period).
2.) If exempt: and eligible to receive pay for all hours worked they will

need to manually enter a Time Reporting Code on the time sheet drop
down so they will be paid over their FTE.

* Will future leave that I've already entered into PTA web transfer over to PS? No, the

employee will need to enter their future leave in PS once they have access to the
system.



FAQ's

Will hours for LTE’s be displayed in People Soft? Yes, LTE’s will
have a timesheet in PS where they will record their hours and it
will be submitted to their supervisor for approval. LTE’s should still
separately track their hours until we know how PS records these.

Will holidays automatically load or will the employee have to
enter this under the absence tab? Holidays will not automatically
load. The employee will need to enter leave time under Absence
Tab on the time sheet in order to be paid for these holiday hours.
All employees must record their Saturday Legal holidays as they
use the.

A new employee usually gets a paper check for their first check,
will this still occur? Yes



FAQ's

PTA Web’s availability of “historical” data:
e Pay period 26, the last biweekly payroll, will be posted in
PTAweb on Monday, December 21 as normal.
 PTAweb will remain available for time entry through the normal
deadlines up to 12/16/15.
* Employee time entry must be submitted by 12/14/15
e Supervisors must approve time by 12/15/15
» After payroll processing begins on 12/16/15, PTAweb will
remain available but with certain functionality disabled. PTAweb
will be viewable by all employees for retrieval of employee
paycheck stubs/statements for all of 2015 and back to 2008. The
2015 W2 will be added and stored along with 2013 and 2014
which are currently available. PTAweb will remain available in
this capacity for viewing until the system is officially turned off

and the historical data moved to a separate viewable repository.



FAQ's

PTAweb will show all leave balances and used leave time
through December 12, 2015.

However, remaining leave balances will not load or be
accessible in STAR until December 17. Employees can
continue to use approved leave, but just won’t be able to
enter it into their timesheet in ESS until the balances
load.

Beginning on December 14, most employees will begin
entering time and leave into STAR through Employee
Self-Service (ESS).



Main resource to help you learn PS
“Time and Labor Modules”

Job Aids =




Job Aids = Mini manuals on how to
perform certain actions in different
PeopleSoft Modules

USER
MANUAL 1

:/ ‘

All employees will receive the Job Aid called:
Employee Self-service Time and Labor: Punch Time

Reporting. This is what you need to complete your new time
sheet in PeopleSoft



Job Aids will be e-mailed to supervisors/employees.
They will also be placed on the DMA website.

A video taping of this presentation will also be
available on the DMA website.

First Steps....

If you have trouble accessing the PeopleSoft URL site
contact: dmahelpdesk@wi.gov right away so that the
necessary IT staff can make the needed changes.



mailto:dmahelpdesk@wi.gov

Let’s see how to enter time on a
time sheet



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

ORACLE
PEOPLESOFT ENTERPRISE

Select a Language

User 1D English Espariol
Dansk Deutsch
Francais Francais du Canada
Password Itaiiano [ioncas duCanada
Nederlands Morsk
ETE Paolski Portugués
Roména Suomi
Svenska Torkce
Ceitina B*iE
=0 Py CC M
Tna [CilE e
B o)
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/
https://ess.wi.gov/

= hitps://fwi-phrdev.wi.gi

=

Edit View Favorntes Tools

Favorites _ | Main Menu _

DO NOT use the Internet navigator
buttons to move through the modules!

Favorites .. ‘ Main Menu ..

= and Absences o 8

m Timesheet
ﬁ Report your time fnd task details for a day, week, or fime period.

m Absence Request
E Mavigate to the Time start page.

Employee Leave Summary o o
Absence Balances

Absence Duration

Legal Holiday Balance 32.70 Hours

Personal Holiday Balance 28.80 Hours

Sick Balance 35563 Hours

Wacation Balance 62.75 Hours

Wacafion Carry Over 40.00 Hours

Details

Wisconsin Payroll o o

a—. | Payroll and Compensation
ﬁ&@ Review your pay and compensation history. Update your direct deposit and
other deduction or contribution information.
= View Paycheck
IE] Paycheck Modeler
=] Direct Deposit
5 W-4 Tax Information
] View W-2/W-2c Forms
[ W-2\W-2¢ Consent

Wisconsin Employee Info

= Personal Information Summary
EE Review a summary of your personal informeation.

Wisconsin Benefits

[z, Benefits Summary
Review a summary of current, past or future benefit enrollments.

Announcements

» Announcement

533 Company Directory

Search by Name, Job Title, Department, or Email

®

Advanced Search

Home Worklist

Personalize Content | Layout

This is what most employee’s People Soft
main page should look like.

Sign out

(2) Help
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s B



Favorites, |  Main Menu
F Search Menu: Home | Workist = Sign out
\d ® This series of steps shows another
{3 State of Wisconsin (STAR) b Way tO get tO t h e t Ime S h S et . Personalize Content | Layout @ Help
Wisconsin Time [§ Comeany Diectoy G Wisconsin Employee Info c b~
3 Org Chart Viewer 3
. Timesheel D Salf Sanyice iformation Summary
i . .
I Reprtyour Manager Self Senice (7 Time Reporting et
i aport Time
F_'I Benefits £ Personal Information | (3 :
AbSE"CE F ey setUpHeM {3 Payroll and Compensati (3 View Time E@ =
Namgate tof , Beneit E] Absence Request =
{7 Enterprise Components [ DENENS ’ mmary
[ Worklist 5 Review Transactions Tmary of cument, past or fufure beneft enroliments,
Employee Leawi [y Tree Manager bl ov
{3 Reporting Tools b
Absence Balan £y PeopleTools ) Announcements c &~
Absence E My Personalzations
D My Sgst.em Frofle *  Announcement
Legal Holiday Ba ] My Dictionary
D My Feeds
Personal Holiday Balance (.00 Hours
Sick Balance 0.00 Hours ﬁ%ﬁ Company Directory T &~
Vacation Balance 0.00 Hours Search by Name, Job Title, Department, or Email
Details @
Wisconsin Payroll o~ Advanced Search

Review your pay and compensafion history. Update your direct deposit and other
deduction or contribution information.

[E] View Paycheck

IE] Paycheck Modeler

[E] Direct Deposit

=] W-4 Tax Information

15 View W-2W-2c Forms

I W-2W-2c Consent

F Payroll and Compensation




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

\\-‘jﬁ /I\
This is your bread crumb trail that shows you
Timesheet where you are in the program.

Shmyra Westlie Berger

PA

Employee ID 100032373
OLL BEM SPECIALIST Empl Record O

Actions = Earliest Change Date 11/02/2015

Select Another Timesheet
*View By | Week W
*Date [11/30/2015 |5 L)

Reported Hours 0.00 Print Timesheet

Reported time on or after 12/01/2015 is for a future period.

From 11/30/2015 to 12/06/2015 (2

Previous Week  Mext Week

éggnmenm Day Date Reported Status FirstIn Out In Last Qut P#g{:} Time Reporting Code
] Mon 11730 New
] Tue 121 New
)] Wed 122 New
9] Thu 123 New
D] Fri 1214 New
9] Sat 125 New
) Sun 1216 New

Submit Clear

Summary Absence Exceptions Payable Time

Reported Time Summary

Mon Tue Wed Thu

Category ot 11130 1211 1212 1213

Total Reported Hours

Time with no Category

Request Absence
Self Service

Time Repaorting

Fri
1214

Personalize | Find | & |

Sat
1215

Home:

Guantity Rule Element 1

1-20f2

Sun
1216

Q@

Worklist

Sion out

New Window | Help | &

Date

11730

121

1272

1213

12/4

1215

1216

E3)




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

o
= i
“ ‘ /

Timesheet

Shmyra Westlie Berger

Actions v
Select Another Timeshest

“View Bv| Week W

Home Worklist Sign out

Employee |ID 100032373
Empl Record 0
Earliest Change Date 11/02/2015

Previous Weels  Mesd Weal

*Date |11/23/2015 1 ) I

Reported Hours 0.00

From 11/23/2015 to 11/29/2015 (2
Add

Comments Day Date Reported Status FirstIn Ourt In
.. Mon 1123  New
. Tue 1124  New
o Wed 11725  New
] Thu 1126 New
o Fri 1127 New
. sat 1128 New
. sun 1129 New

| Submit || Clear

Summary | Absence | Exceptions || Payable Time

Reported Time Summary

Category Total s

Total Reported Hours

Time with no Category

Request Absence
Self Service

Time Reporting

Print Timesheet

Employees can view time
by the day or the week
only. Use drop down to
pick the date you want to
enter time and then click
the “green” refresh arrows.

Punch

Last Out Total Time Reporting Code

Guantity Rule Element 1 Date
v @ 123 [H =
v @ 124 [H =
v] @ 125 [H =
v] @ 1z [H] (=
v @ 127 [# (=
vl @ 128 [H =
v| @ 120 [H =

Personalize | Find | (El |

Wed
11/25

Thu Fri
11/26 11727

Tue
11724

1-20f2
Sat Sun
11/28 11/29




Favorites =

Timesheet

Shmyra Westlie Berger

Actions =
Select Another Timesheet

“View By| Day ]

*Date 112772015 [

Reported Hours 0.00

From 11/23/2015 to 11/23/2015 (2

Add

Comments D3 Daie  Reported Status Fir

0 Mon 11123 New

| Submit || Clear

Summary | Absence || Exceptions || Payable Time
Reported Time Summary

Category

Total Reported Hours

Time with no Category

Request Absence
Self Service

Time Reporting

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

Employee ID 100032373
Empl Record 0
Earliest Change Date 11/02/2015

Previous Day Next Day

Home = Worklist = Sign out

New Window | Help | ]

Print Timesheet

Personaiize | Find |2 |

Punch . :
Total Time Reporting Code

Here’s what view by the
day looks like.

1-20f2

Quantity Rule Element1  Date

@ 11123 =]




Favorites~ | Main Menu~ > Self Service = > Time Reporting - > Report Time = » Timesheet
\ . Home | Worklist = Sign out
\\‘_‘}f
J !
New Window | Help | E
, You can use the calendar
Timesheet
and then the green
Shmyra Westlie Berger “refresh” arrows to select Employee 1D 100032373
PAYROLL BEN SPECIALIST . . Empl Record 0
--------------------------- a different view date e
Actions = Earliest Change Date 11/02/2015
Select Another Timesheet
“View B}‘|Day v| Previous Day  Next Day

*Date[ 1172702015 [ 2,

Calendar X Print Timesheet
November |v| 2015
From 117232015 to 1112372015 (2 I . I .
o S MTWTF S Punch
Comments D&y Date Reported Staty 12 3 4 5 6 7 Last Qut Tota) Time Reporting Code Quantity Rule Element1  Date
Q Mon 1123 New Soe iz v Q 1 [ El
15 16 17 18 19 20 21
T Clear 22023 024 25 26 21 23
2 [%0]
Summary || Absence | Exceplions | Pa
Reported Time Summary (4] Current Date [ Personaize | Find |2 [ 12012
Category Total 1:'!32

Total Reported Hours

Time with no Category

Request Absence
Self Service

Time Reporting




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

-
v
q

\l"."
"\I- '

Timesheet

Shmyra Westlie Berger

Actions =
Select Another Timesheet

ways: Military, regular time,

Time can be entered in a variety of

periods, colons, semi-colons, etc.

Employee ID 100032373

“View B}‘| Week W)

Empl Record O
Earliest Change Date 11/02/2015

Previous Week  Next Week

Home Worklist Sign out

New Window | Help | &

Always chose First in and Last

*Date [11/23/2015 [ out.
Repgrted Hours 0.00 M

From 11/23/2015 to 11/29/2015 (2
ég'rjnmenm Day Date Reported StatusIFirst In I Out In P#E:ahl Time Reporting Code Quantity Rule Element 1 Date

o Mon 11723 New 7a 3p | v @ 123 [H =
. Tue 1124 New 7:30a 3:30p | v| @ 1124 [ =
O Wed 11725  New 7,004 3.00F | v @ 125 [H (=
o Thu 1126  New | v| @ s[4 (=]
0O i 1127 New 0730 1500) [ v| Q 17 (4] (=]
o sat 11728 New | v @ 112s [H =
o Sun 11729 New | v @ 1ze [# =]
| Submit N | Clear

Summary Absenc Exceptions Payable Time

Reported Time Summal Personalize | Find | B | 1-20f 2

Category [t By ¥ B - i - 11z

Total Reported Hours

Time with no Category

Request Absence
Self Senvice

Time Reporting

click submit.

Once you’ve entered all your time,




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

r Home Worklist Sign out
'\ 7

Look, all my time is pow wncow [ Hep [

Timesheet ’ y
oL 7

Shmyra Westlie Berger now “fixed Employee D 100032373
PAYROLL BEN SPECIALIST Empl Record O
Actions = Earliest Change Date 11/30/2015

Select Another Timesheet
*View B | Week v Previous Week  Next Week
*Date 11232015 |[H]

Heported Hours 31.50 Print Timesheet

From 11/23/2015 to 11/29/2015 (7

A ents  Day  Date Reported Status  Firsi{ly Out In LagyOut Punch Time Reporting Code Quantity Rule Element1  Date

2 Mon  11/23  Submitted 7:00:00AM 3:00:00PM 2.00| M @, 1123 =
] Tue 11124 Submitted 7:30:00AM 3:30:00PM 3_00| v| @ 11724 =]
] Wed 11/25  Submitted 7:00:00AM 3:00:00PM 2.00] v @, 11725 =
] Thu 1126 New | v @, 11126 (=]
2 Fri 1127  Submitted 7:30:00AM 3:00:00PM 7.50| v| Q1127 (=]
L Sat 1128 New | M @, 11728 =
L] sun 11729 New | v] @, 11129 (=]

| Submit || Clear

Summary Absence Exceptions Payable Time

Reported Time Summary Personalize | Find | (ED | 1-20f2
= egely = 1103 11724 11128 110% e iz 11128
Total Reported Hours 31.50 8.00 8.00 2.00 750

Time with no Category 31.50 8.00 8.00 2.00 7.50

Request Absence

Self Service

Future time/default times can never
be entered.

Time Reporting




Rules have successfully been applied. (13504,1626)

Press OK to refresh your timesheet with updated payable fime.




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

Sign out

New Window | Help | E&

r Home Worklist
Y
Timesheet
Shmyra Westlie Berger Employee ID 100032373
PAYROLL BEN SPECIALIST Empl Record 0
Actions = Earliest Change Date 11/30/2015
Select Another Timeshest
View By| Week W Previous Week  Next Week
*Date [11/23/2015 |5
Reported Hours 3150 Print Timesheet
From 11/23/2015 to 11/292015 (=
A s DOy Date Reported Status  FirstIn Out In Last Out Puner! Time Reporting Code Quantity Rule Element1  Date
O Mon 1123  Submitted 7:00:00AM 3:00:00PM 8.00| v] @, 1123
] Tue 11724  Submitted 7:30:00AM 3:30:00PM 8.00| v] @ 1124
) Wed 11725  Submitted 7-00-00AM 3:00:00PM 8.00| v| @ 1125
o Thu 11226 New | v] @, 1126
) Fi 11727  Submitted 7:30:00AM 3:00:00PM 750 v Q, 1p7
o Sat 1128 New | v| @, 1128
o2 Sun 1109 New | v Q1109
| Submit | Clear
m Absence || Exceptions | Payable Time
Reported Time Summary Personalize | Find | El | 1-20f2
Mon Tue Wed Thu Fri Sat Sun
Category ot 1723 1724 1725 11126 1727 1728 1729
Total Reported Hours 3150 8.00 8.00 8.00 750
Time with no Category 31.50 8.00 2.00 8.00 7.50
Request Absence
Self Service

Time Reporting

By scrolling down, you can see your hours and absence hours.

F

O O0) 00 00 @ [



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

W

Did you have more than one , ,
| . | clicked the + sign
Timesheet break in a day?
Joice Brownridge e 10010 because | needed to
OFFIGE OPERATIONS ASSQCATE | EmmRe 0 add a row since |
Actions = Earliest Change Date 120772015
Select Ancther Timesheet | had more than one
*'u'iewBylwt-ek e Previous Week  Maxt Wesk
*Date 117302015 i,i' rb Previous Employee  Mext Employes time When I Wasn’t
Reported Hours 41 50 Print Timeshest .
working on Tuesday

Reported time on or after 12002/20135 is for a future pericd.

From 1130V2015 to 12082015 (g

g:‘r‘nmanta Day Data Reportad Stafus  Firetin Out In Last Ot F#:ei;: Time Reporting Code Quantity Rule Elemant 1  Date
- Mon 11030 Submitted [7:00:004M 2:00:00PM s.00f | 3, 1130 +
. Tue 121 Submitted 7:00:00AM| [11:00:00AN |11:30:004M /51’ v @, 121
0o Submittad 3:00:00PM| [2:30:00FM| [5:00:00FM 1.50] v a, 121 +
. Wed 1202 Submitted 7:00:004M 3:30:00PM 8.50] | d, 122 +
0o Thu 1213 Submitted T-00:004M 2:00:00PM s.00f v @, 1272 +
] Fri 1214 Submitted T:00:00AM 2:00:00PM 2.00] v @3, 124 o+ =]
- Sat 125 New [ | @, 125 +
- Sun 126 New [ v d, 128 +
Submit Clear
Summary | Absence | Exceptions | Payable Time
Reported Time Summary Personalize | Find | (2 12082
category Tota i3 121 s 1283 124 1215 128
Tatal Reported Hours 4150 3.00 8.00 8.50 200 5.00
Time with no Category 4150 8.00 0.00 8.50 200 8.00

Return to Select Employss

Reguest Absence
Spprove Absence
Managar Self Service

Time Managermant



Fawvorites = |
\“u_ ‘;.r'

Timesheet

Main Menu -

Joice Brownridge
CFFICE OFERATIONS ASSOCIATE
Actions =
Select Another Timeshest
*View By [Week
*Date 112002015

e

W
Reported Hours 41 50

Reported time on or after 120320135 is for a future pericd.
From 11/30V201 5 to 12/0620M5 (7

SO nenta DEY  Date Reported statue  Firstin out n
) Mo 11420 Submitted (T:00:D0AM
2 Tue 1201 Submitted [T:00:D0AM|  [11:00:00AN | 11:20:00AM
- Submitted 3:00-00PM 3:30:00PM
] Vied 1202 Submitted [T-O00:00AM
) Thau 1213 Submitted [7:00:00AM
] Fri 1214 Submitt=d [7-00:004M
] Sat 1245 MNew
] Sun 1206 New
Submit Clear
Summarny Absence Exceptions FPayable Time

Payable Time Yiewing Cption
O By TRC and Status
O By TRC. Status and Day

®) Show In Detail \iew Full Detail

Payable Tima (7

Earliest Change Date

» Manager Self Service = > Time Managemsnt = > Report Time = > Timesheet

Emgloyee ID 1
Empl Record 0O

ooo41642

12772015

Previous Week  Mext Wesk

Previcus Employes  Mext Employee

Frint Timeshesat

Last Out

2:00:00FM

4:00:00FM
2:00:00FM
2:00:00FM

2:00:00FM

Total Pending Approval $613.05

Overtime hours calculated

automatically for this
employee because she
went over her 40 hours

p#:g: Time Reporiing Code Quantity Rule Element 1 Date

5.00] | @, 1wz0 =

7.50 ~| @, 121 =

1.50] ~| @ 12n1 =]

8.50] | @, 122 +

8.00] ~| @, 123 =

2.00] ~| @, 1204 -
| w] @, 125 +
[ | @, 1208 +

Personalize | Find |

usD

[ELNT::: | 1-8 of B

| <—

Date TRC Description TRC Type Payabls Status @uantity Estimated Gross Cumrency Code
11/30/2015 REGLR Regular Hours Worked Hiowrs. Meeds Approwsl E.00 $116.08 UsSD
12012015 REGLR Regular Hours YWorked Hicaars. MHeeds Approval 8.0 5130.58 USD
12022015 REGLR Regular Hours Worked Hiowrs. Meeds Approwsl &.50 12334 UsSD
12372015 REGLR Regular Hours YWorked Hicaars. MHeeds Approval .00 5116.08 USD
IIL'EI-i-‘Z-}IE- CMFP15 Comp Time Eamed 1.5x Hiours. Meeds Approwal 1.50 $32.85 USD
12042015 REGLR Regular Hours YWorked Hicaars. MHeeds Approval 6.50 sB4.32 USD

Return to Select Employes

Reguest Absence
Approve Absence
M=ansger Self Service

Time Managemsnt

Look PS recognized
and noted my
overtime. Now, the
supervisor needs to
approve this. Comp
time defaults to pay
out as cash in your
check.




