
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). 

 



Click Absence Tab 

Click Add Absence Event 



10/19/15 

Click “Details”  



Details window opens 

Enter in your duration and hit 
Calculate End Date or 
Duration 



You can view your forecast 
balance data then click 
submit 

80.00 



Any employee whose shift begins on one 
day and ends on the next: Enter the same 
way as PTA Web except that “last out” on 

the first day should be 11:59:59PM (Do 
not enter 12:00AM) FIRE-CRSH RESC SPEC 

Special time reporting situation… 



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, I 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 

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/












• If an employee does not enter time, he/she 
will not get paid. There is NO DEFAULT 
PAYMENT MADE! 

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

 

Very important! 



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

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




Use the Approve Payable Time 
page to find your employees by 
employee ID, last name, a 
certain date range, or many 
other criteria. You can also 
simply click “Get Employees” to 
see all the employees the 
supervisor manages. 



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



This is what you see if you type 
in the beginning of a last name 
and click “get employees” 



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



Clicking on the person’s last name will 
give the supervisor the detail on what 
needs to be approve. 



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



• December 14th (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… 



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. 

• 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. 



• 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.  

 

Important to know… 



System requirements for PS 



System requirements for PS (cont) 



ePay Module 
• Employees will be able to update payroll information, 

view W2’s, and view individual paychecks 

 



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. 



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. 
 



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 


