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Punch Time Entry Job Aid for Entry by Supervisors
or Payroll Coordinators on Behalf of an Employee

Important:
Employees must complete timesheets in PeopleSoft through Employee Self Service (ESS) by 2:00PM on Monday for the
previous week. Supervisors must approve their employee’s timesheets by 12:00PM on Tuesday for the previous week.

Failure to submit timesheets on time may result in a delay in receiving your paycheck.
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Time Entry Format Guidelines

Time may be entered in a variety of formats, but must be consistent throughout the timesheet.
e With a colon separating the hours and minutes (1:00)
e Without a colon separating the hours and minutes (100)
e In 12 hour format with A/ am or P/ pm entered after the time (1:00p, 1:00 PM, 1:00pm)
e In 24 hour format (1300, 13:00)

Important:
e You must have each time in a 4 digit format, i.e. 0100 = 1:00pm or 0800 = 8:00am.
e You must enter “Time In” and “Last Out” for each day.

Time Entry Examples
Example 1: An employee came into work at 7, took a half hour lunch and punched out for the day at 3:30.

Time In Out In Last Out
Correct 0700a 1130a 1200p 0330p
Correct 0700 1130 1200 1530
Correct 0700a 1130a 1200p 0330p
Incorrect — missing | 0700 1130 1200 330p
A/ amor P/ pm

Example 2: An employee came into work at 7, did not take a lunch and punched out for the day at 3.

Time In Out In Last Out
Correct 0700a (leave blank) (leave blank) 0300p
Correct 0700 (leave blank) (leave blank) 1530
Correct 0700a (leave blank) (leave blank) 0300p
Incorrect — not 4 700a (leave blank) (leave blank) 300p
digit format

Timesheet Layout

Selecting a Timesheet

period.

Use the View By drop down list to display
the timesheet by day, week, or calendar

Click “Previous Week” to
change the timesheet dates
to the previous week.

Click “Next Week” to change
the timesheet dates to the
following week.
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Select Another Timesheet

“ViewBy [waek hd

*Date |[11/09/2015 [

Reported Hours 0.00

Previcus Week NextWeek

PrintTim esheet

Click on the calendar
to change the day of
the timesheet.

If you change the View By,
Date, or calendar fields,
click the recycle icon to
display the change.

Click Print Timesheet to print the timesheet.
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Timesheet Field Descriptions

Enter the time
the employee ]
ounched out for Enter the time Enter the
lunch or unpaid the emplc?yee employee’s
break or when punched in punch out time
Enter the start theY changed Er:;il:zcr:air, Z:cl:;ede:d of 56 not change
time. projects. y ey the Business Unit.
From 04/10/2016 to 04/16/2016 \ / \\
Al ens  Day  Date  Reported Status Firstin Out In Last Out PUNCE Time Reporting Code Quantity Rule Element 1 Business Unit
@] Sun 410 New [ v Q38500 |Q
@] Mon  4/11 New [ v | 39500 |Q
@] Tue 412 New [ v | 39500 |Q
) Wed 413 Mew I wv| L 39500  |Q
) Thu 414 Mew I | , 39500 |Q
@] Fri  4i15 New [ v | 39500 Q@
@] Sat 416 New [ v L 39500 @
Submit Clear If overtime is
I N\ If the employee used Time earned, use the
Click Submit to Click Clear to clear Reporting Codes, specify the Rule Element 1
submit the timesheet. the timesheet. amount of hours logged field to choose
using that code. COMP or CASH pay

options. Please
review Division
policy before using
this field.

Do not enter the
Combination Code in
this field (unless you

are C.OPVng an: Use the plus and minus
pasting a Combo

. . to add or delet .
Code from another Click on the ChartFields 0@ . or delete rows

. ) Multiple rows can be
line). This field will be link to input the )
used if you worked on
populated when you SpeedType codes, _
. . more than one project or
enter the Chart Field along with Project and o
Lo . activity in a day.

information. Activity information.

AN Al

Com bination ’_A \:rartFe s Dats / \
CharfFizkds 118 + =
CharfFizkds 1140 + =
ChartFizlds 111 + =
ChariFields 11142
ChartFields
ChartFields 4
ChartFields
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How to Enter Hours in PeopleSoft on Behalf of an Employee
Note: Please make sure to follow all steps outlined in this job aid. Entry of chartfields is required for all time worked.

1. Access PeopleSoft using:

a. Supervisors use the following link: https://ess.wi.gov/

b. Payroll and HR Coordinators use the following link: https://starhcm.wi.gov
2. Login to PeopleSoft using your IAM Account.
3. Navigate to the employee timesheet following the breadcrumbs below:

Main Menu~ > Manager Self Service ~ » Time Management - > Report Time - » Timesheet

4. Search for the employee by entering the First Name and Last Name and click Get Employee.

Employee Selection

Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
. Clear Criteria
Time Reporter Group b
B Save Criteria
Employee ID -,
Empl Record @,
Last Name @,
First Name @,
Business Unit @,
Job Code
Job Description @,
Department Q@
Reports To Position Number @,
Location Code @,
Company -
Position Number @

5. Click the hyperlinked Last Name for the employee you are selecting.
Smith
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6. Select the date of the pay period by using either the Previous Week or Next Week buttons or by selecting the
date on the pop up calendar and clicking the green refresh button.

FCTONS ~

Comments

Select Another Timesheet

From 03/21/2016 to 03/27/2016

T W T F 8

2 3 4 5

8 9% 10 11 12
14 15 16 17 18 19

22 23 24 25 %

@;rch [v] |2016 ﬂ\

*View By | Week v |
*Date (03/21/2016 E[a
—
Calendar
S M
Day Date Reported § 1
Mon 321 New 6 7
13
Tue 322 New 20 21
Wed 323 New 21 28 29 30
Thu 324 New \
(4] Current Date [»)
Fri 325 MNew

J

Last Out

[ Previous Week  Next Week ]

Print Timesheet

P#g::ahl Time Reporting Code

CAMEsl CIange Uale. oz nZome. |

7. Enter the employee’s start time in the First In column.

Comments Day
Mon
Tue
Wed
Thu
Fri
Sat

Sun

Submit

Date

119

1110

1111

1112

1113

1114

1115

From 11/09/2015 to 11/15/2015 (2

Reported
Status

New
New
New
New
New
New

New

Clear

First In

(I

Out

Last Qut

Punch
Total

Time Reporting Code

Quantity Rule Element 1 Business Unit
v| @, [43500 @
v @, [43500 @
v @, [43500 @
v @, (43500 |@,

43500
43500
43500

8. To account for non-payable time (lunches, unpaid breaks) enter the time the employee stopped working in the
Out column. Enter the time the employee came back to work in the In column.

Comments Day
Mon
Tue
Wed
Thu
Fri
Sat

Sun

Submit

Date

118

1110

1111

1112

1113

1114

1115

From 11/09/2015 to 11/15/2015 (2

Reported
Status

New
New
New
New
New
New

New

Clear

Firstin

Out

Last Qut

Punc
Total

n Time Reporting Code
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v @, [43500 |@,
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43500

43500

43500
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See example below where the employee came to work at 7:00am, took a lunch at noon, came back from lunch at
12:30pm and left for the day at 4:00pm.

Comments

Submit

Day

Sun

Mon

Wed
Thu
Fri

Sat

From 06/05/2016 to 06/11/2016

Date

6/5

616

67

618

6/9

610

611

=

Reported Status  First In Out In Last Qut

New
Saved
New
Saved
New
New

New

Clear

7:00:00AM| |12:00:00PM| |12:30:00PM| | 4:00:00PM

For multiple projects: You are able to enter a First In and Last Out for each project worked on throughout the
day. To record time in this manner, you would add a line for each project worked then record the time worked in
the project in the First In and Last Out. Each project would be separated by one second.

Day Date
Sun G6/5
Won GG

Reported Status  Firstin Out In
Mew

Mew 7-00:00AM

Mew 9:00:01AM

Mew 10:00:01 AN

Last Qut

9:00:00AM

10:00:00AM

3:00:00PM

9. Enter the time the employee left for the day in the Last Out column.

From 11/09/2015 to 11/15/2015 (2

Comments Day Date ':f:tzge“ Firstin out In Last Out P#Ef; Time Reporting Code Quantity Rule Element1  Business Unit
Mon 118 New ( | [ v| @, (43500 @
Tue 1110 New [ v| @, [43500 |@,
wed 1111 New [ v @, [43500 |@,
Thu 1112 New [ v| @, [43500 |@,
Fri 11M3  New 43500
Sat  11M4  New 43500
sun 11M5  New 43500

Submit Clear
Punch Time Entry on Behalf of Employee, updated 07/01/17 6
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10. Use the dropdown list to select the applicable Time Reporting Code (TRC). If a selection is NOT made, then the

TRC code defaults to 01 REGLR —Regular Hours Worked.

From 11/09/2015 to 11/15/2015 (2

Reported
Comments Day Date Status

Mon 112 MNew [ v\] @, (43500 (@

Tue 1110 New , 43500

Punch
T

Firstin Out In Last Qut . Time Reporting Code Quantity Rule Element 1 Business Unit

I @, @,
wed 1141 New [ v| @, [43500 @
[ te te

Thu  11H2 New , 43500

Fri 1113 New 43500
Sat 1114 New 43500

Sun 11M5 New 43500

Submit Clear

To designate hour/units to a different project, activity code or Time Reporting Code for a day, you will need to:
a. Add another row for the day by clicking on the plus sign.
b. Select the appropriate Time Reporting Code from the dropdown list.
c. Enter hours/units reported for the day. For this example 4 hours of Compensatory Time Used was
reported on Friday.

Note: The Time Reporting Code (TRC) field allows an employee to designate hours to a specific activity that may
not need to be charged to a project but still recorded. Examples of when you would change the TRC code would
be for activities such as Jury Duty, Compensation Time being used or Exam/Promotional time. When a selection is
not made this field defaults to “Regular Hours Worked”. If you are unsure what TRC code to use for your
employee’s timesheet, ask your payroll coordinator.

Note for Division of State Patrol: Pilot Pay would be included here.

ll Time Reporting Code

| v

|01 REGLR - Regular Hours Worked /|

[11 JURY - Jury Duty v|

[10 CMPUS - Compensatory Time Used /|

|2|} EXAM - Promotional Exam Hours Tal v|

| v

| v
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Project Charging
Note: These steps are required and must be completed for all time worked with the exception of time
when using the TRC Codes for Promotional Exam Hours Taken (EXAM) or Compensatory Time Used
(CMPUS). In these cases, the ChartField information should not be completed.

11. Click the ChartFields link to enter project and activity information.

DN ENLDDNMD

From 04/03/2016 to 04/09/2016 (7
Comments Day  Date Reported Status First in Out in Last Out P:Eg: Time Reporting Code Quantity Rule Element 1 Business Unit Combination Code ChartFields Date
Sun 43 New Q [msm @ Q, ChariFields 4n
Mon 4/4 New 8.00a 12:00p 12:30p 4.30p’ 01 REGLR - Regular Hours Worked Q 38500 Q Q ChartFields 414
Tus 455 Mew 8:00s 12:00p. 12:30p 4:30p. 01 REGLR - Regular Hours Worked Q [ms;0 @ Q, ChartFields 45
Wed 4/8 New 8:008 12:00p 12:30p 4:30p’ 01 REGLR - Regular Hours Worked Q 139500 C{ Q ChartFields 48
Thu 47 New 8:00a 12:00p 12:30p 4:30p 01 REGLR - Regular Hours Worked Q [3sso0 |Q @, ChanFisids an
Fri 48 New 8.008 12:00p 12:30p 4:30p| 01 REGLR - Regular Hours Worked A Q [39500 Q Q, ChartFields 41
sst 49 New Q [Bssa0 |Q Q, ChariFields 41
‘Submit Clear
12. In the Chartfield Detail pop up, click the SpeedTypes button and click Search.
ChartField Common Component
Help A
ChartField Detail
Employee ID 100066620 Search Opiicns
Combination Code aQ ~
Search
ChartField Detail
Budget Reference Fund Code Appropriation Department Accounl t Program Code Operating Unit Product PC Business Unit Project Activity Source Type Category Subcategory
Q xQ xQ Q Q Q Q Q Q Q Q Q Q
Ok Cancel
v
< >
Search Speed Types
Search by ChartFields
Budget Reference Q Product Q Affiliate Q
Department. Q PC Business Unit Q Fund Affiliate Q
Department Q Activity Q
Account aQ Source Type a
Program Code aQ Category a
ChartField Detail
Selest SpeedType Account t Department Project Product Fund Code Program Code Appropriation Affiliate ‘Operating Unit Budget Reference Fund Affiliate PC Business Unit Activity
1
< >

Punch Time Entry on Behalf of Employee, updated 07/01/17 8
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14. Type in the SpeedType (this is what used to be referred to as a project ID) and click LookUp. Click on the correct
SpeedType number from the list.

Look Up SpeedType Key
Help .
Search by. SpeedType Key begins u.'iI: « Type your speedType (proJeCt ID) here'
Look Up Cancel Advanced Lookup
Search Results
View 100 First ‘4 1-300f30 % Last
ey Description

COSTS TRANSFERRED FROM
TRAINING SECTION You should then see your number from the
DAMAGE CLAIMS - EXPENDITURES list populated. Click on the correct number.
DEBM / BUR OF MANAGEMENT SERVIC
OFFICE OF BUSINESS OPERATIONS
RECORDS AND FORMS MANAGEMENT
AUTOMATION TECHNOLOGY UNIT

15. Verify that the Chartfield information that has prepopulated in the Search by ChartField is correct. Do not enter
additional information into Search by ChartFields box (see screenshot below).

16. Click Select in the ChartField Details box to enter the remaining Chartfield details.

Search Speed Types
Do not change this information
SpeedType Key 02002400 Q ..
earch by ChartFiids or enter any additional
Budget Reference Q Product Q Affiliate Q . .
P Basincs Vet D information (e.g. Budget
Appropriation 45100 Q Project 39502002400 Q Refe rence' ACCOU nt, Program
Department [01204000000 [} Activity s}
Account a Source Type GTHER Q Code etc.) in this box. Click Select
Program Code Q Category Q .. .
opersting uni o subeateony o to enter this information. Leave
what populates.
ChartField Detail
R PN R et cpeaieaetovdgmttorsece[runt siise [P sariens unt|rcety
1 02002400 0204000000 21100 46100 39500
<

17. Fund Code, Appropriation and Department fields should all be prepopulated from your SpeedType selection.
18. Type the employee’s Account number into the Account Section and click the Lookup icon. The number should

pop up in the box shown. Click on the number to select it. The number will then populate in the Chartfield
Detail section.

Punch Time Entry on Behalf of Employee, updated 07/01/17 9
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ChartField Common Component
Look Up Account e
ChartField Detail Help
Employee ID 100086620 Search Options Search by |Account w|begins wifh| 7000000
Combination Code =) O Combination Code t_]
"‘_’SpeedTypea Cancel Advanced Lookup
Search Results
ChartField Detail View 100 First ‘& 101 (2 Last
EBudget Reference Fund Code Appropriation Department Account Account Description fcm‘“”we Control Flag it Project Activity Source Type Category Subcategory
FY2015 Q@ (21100 Q (46100 @, (0204000000 Q, (7000000 o Pt = Q 39502002400  |Q Q [0THER Q aQ
Ok Cancel
“
< >
The employee should have received an email from DOT Payroll with information regarding their account number. If you
do not have access to this, check with your Human Resources or Payroll contact for the employee’s account number.
Most employees are account number 7000000 (Classified Civil Service).
List of account Numbers
Account | Employee Type
7000000 | Classified Civil Service
7010000 | Seasonal
7020000 | Classified —IT
7100000 | Unclassified
7130000 | Project
7135000 | Project—IT
7150000 | Classified — LTE
7155000 | LTE—-IT
7650000 | IT Serv Private Company
19. To enter the Program Code, click the Lookup icon (magnifying glass) in the Program Code field. The Program
Code is equivalent to the old activity code.
ChartField Common Component
Help
ChartField Detail
Employee ID 100066620 Search Options
Combination Code Q 2 Combination Codes
@® speed Types Search
ChartField Detail
e — o
FY2015 @ (21100 Q (46100 0204000000 X Q 1 39500 @ [39502002400 |Q Q [oTHER
Ok Cancel
v
< >

20. Select the appropriate Program Code from options given.

Punch Time Entry on Behalf of Employee, updated 07/01/17
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Look Up Program

Help
SetiD: 39500
Program Code:
Descripton
Look Up Clear Cancel Basic Lockup
Search Results
First ‘&' 12750f275 ‘1 Last

Program Code|
0101

Description
WORK TIME

0104 UPERVISION

0117 STAR INITIATIVE

0121 RAINING

|22 EETINGS AND CONVENTIONS
0123 RAVEL TIME

APPROVED PROF DEVELOPMENT TIME

\J 128

21. The Operating Unit and Product fields will remain blank.

]
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ChartField Cemmen Compenent

ChartField Detail
Employee ID 100066620 Search Options
Combination Code Q 7 Combination Codes

© Speed Types Search

ChartField Detail

Budget Reference  Fund Code Appropriation Department Account Frogram Code nessUnit  Project Activity Source Type Category
Frao16 Q 21100 Q [46100 Q [0204000000 | Q [7o00o00 Q [o1or [ Q Q [oTHER Q

ok Cancel
<

22. The PC Business Unit and Project fields will be populated from your SpeedType selection.

23. To enter the Activity, click the Look up icon (magnifying glass) in the Activity field.

ChartField Common Component

ChartField Detail

Employee ID 100068620 Search Options
Combination Codz Q O Combination Codes
® speed Types Search
ChartField Detail
Sudget Reference  Fund Code Appropriation Department Aosount Program Code Operating Unit Product PCBusiness Unit Proj Aotiity Category
Fr2016 @ (21100 Q #8100 Q [1204000000 | [7000000 Q ot Q Q Q [e500 Q (9502002400 @ Q

ok Cancel

R
Subcategory
“
>
~
Subeategory
v
>

24. Select the LABOR-DLVY-OTHR option. You will always select this option.

Punch Time Entry on Behalf of Employee, updated 07/01/17
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Look Up Activity

Help
Search by: begins with
Look Up Cancel Advanced Lookup
Search Results
View 100 First ‘4 1202 ‘B Last
Research Status as of
Activity Description e i
Activity Type Effective Date
ILAEIOF‘.—EIL"J‘(—DTH R]LﬁEOH—DL"J‘r’—DTHR (blank) Active
STATE STATE DISTRIBUTIONS (blank) Active

4560

Sy,

25. The Source Type field is populated from the SpeedType. The remainder of the fields are left blank (Category,

Subcategory, Affiliate, and Fund Affiliate).

26. Click on OK.

Punch Time Entry on Behalf of Employee, updated 07/01/17

ChartField Common Component
~
ChartField Detail
Employee 1D 100065620 Search Options
Combination Code Q O Combination Codes
@ speed Types Search
ChartField Detail
BudgetRefersnce | Fund Code Appropriation Department Account Program Code Operating Urit Product PCBusinessUnit  Project Activity Source Type Category Subeategory
(2016 Q [21100 Q [46100 Q 0204000000 |, (7000000 & foror (<} a Q [38500 @ [39502002400 @, [LABOR-DLWY-OJQ} [OTHER Q a
Cancel
v
< >



You will be taken back to the employee’s timesheet, and a Combination Code will be populated.

If all items in the ChartField are the same for every entry have, you can copy/paste the Combination Code for
each row. You can also copy/paste this Combination Code for each week if the ChartFields are the same.

If you have several activities and/or program codes, you will need to create a Combination Code for each
variation and click the plus sign to add another row.

From 04/03/2016 to 04/09/2016

Comments  Day Date  Reporid Suws Fwstn  Out n Lastout PN ime Reporting Code Quantity Rule Element 1 Business Unit  Combination Code ChrantFeias oate
Sun 43 New Q_ChartFields 4n =
Won ws New 50000AW] [1200:00PM [12:30.00PM] [ 430:00PM o Jprarreics ” =
Tue  ais New [12:00:00°M [12:30.00PM A ChartFieids s =
Wed 4% New [12:00:00PM [12:30:00PM @ ChartFieids 418 =
The am New T20000PM [12:30007M] | 43000PM Q Q Charteiecs n =
[ New &00.00AM| [12:00:00PM| [12:30:00PM] | 4:30:00PM| @ CharfFields 48 =
Sat 49 New Q. CharfFicids 48 =

27. After all Combination Codes are entered/populated, click Submit on the timesheet.

28. You will receive a message indicating the rules have been successfully applied. Click OK to complete the
process.

Message

Fules have successfully been applied. (13504, 15626)

Press CkK to refresh your timesheet with updated payable time.

Punch Time Entry on Behalf of Employee, updated 07/01/17 13
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If the Employee Worked Overtime: Using the Rule Element 1

If the employee generated overtime, use the Rule Element 1 field to override the default payoff method for the week.
Rule Element 1 allows you to select overtime hours to be distributed to you in CASH, COMBO or COMP. If you do not
choose which you would like in this field it will default to CASH (pay).

Note: Please make sure the employee following the appropriate Division policy before accruing overtime.

1. Toview and select Rule Element 1 options, click on the lookup icon next to the Rule Element 1 field.

JAdd

bomments D3  Date Reported Status FirstIn Out In Last Out
»l Sun 313 New
»l Mon 3114 New
»l Tue 315 New

Punch

Total 11Me Reporting Code

| 2
| v Q

| v a

Quantity Rule Element 1

2. Select either CASH, COMBO or COMP from the Rule Element 1 window.

Look Up Rule Element 1

Search by |Rule Element 1 »|begins with

Look Up Cancel | Advanced Lookup

Search Results

View 100 First ‘&' 1303 & Last
Description

Cash Pay Out for Overtime

Combo Cash & Comp for Overtime

Comp Time for Qvertime

Help

3. Verify that the Rule Elements has been entered on your timesheet. You may use the Rule Element 1 selection
towards the end of the week on the day(s) the employee has worked over 40.00 hours.
4. Enter the project charging information by clicking on the ChartFields link to enter project and activity

information that will generate the Combination Code

5. Click Submit to save your timesheet.

6. You will receive a message indicating the rules have been successfully applied. Click OK to complete the

process.

Message

Rules have successfully been applied. {13504,1626)

Press CK to refresh your timesheet with updated payable time.

Punch Time Entry on Behalf of Employee, updated 07/01/17
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If the Employee Worked a Overnight Shift
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To record a shift that overlaps into the next day, enter the time the employee started working in the First In column for
the first day and 11:59:59 PM in the Last Out for the first day. On the second day, enter 12:00:00 AM in the First In and
the time you finished work in the Last Out column on the second day. Breaks should be recorded in the Out and In

columns.

Example 1: Employee clocks in at 11:00pm and does not take a lunch and clocks out at 7:00 am the next day. The hours

from 11:00 pm — 11:59:59pm will show on Monday payable time and the hours from 12:00am — 7:00am will show on

Tuesday.

Punch

Comments Day Date Total

Reported Status First In Out In Last Out

Sun 522 New

Mon 5723 New 11:00:00PM 11:59:59PM

12:00:00AM 7:00:00AM

Time Reporting Code

[
[
L
[
[
[
|

Quantity Rule Element 1

P PP

PP PP

Business Unit

39500
39500
39500
39500
39500
39500
39500

Q
Q
Q

P PO PP

Example 2: Employee clocks in at 11:00 pm, takes a lunch at 4:00am, returns at 4:30am and clocks out at 7:30 am. The
hours from 11:00pm - 11:59:59pm will appear on Monday payable time. The hours from 12:00am — 7:00am (including

the breaks) will appear on Tuesday payable time.

Punch

Comments Day Date Reported Status First In Out In Last Out Total Time Reporting Code Quantity Rule Element 1 Business Unit
Sun 5122 New [ v| Q [39500 Q@
Mon 523 New 11:00:00PM 11:59:59PM [ v Q 39500 Q
Tue 5724 New 12:00:00AM| | 4:00:00AM| | 4:30:00AM = 7:00:00AM I v| Q, 39500 Q
Wed 5125 New [ v/ Q@ 39500 |Q
Thu 5126 New [ v| Q, 39500 Q
Fri 5127 New I V| Q [39500 Q
Sat 5128 New | v Q 39500 Q

Punch Time Entry on Behalf of Employee, updated 07/01/17 15
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Adding a Comment

1. After navigating to the employee’s timesheet and entering their time, click the Comment bubble for the day a
comment is needed.

Add Punch

Comments Day Date Reported Status Firstin Out In Last Qut Total Time Reporting Code ‘Quantity Rule Element 1 Business Unit Combination Code ChartFields
Sun 515 New [ v Q [39500  |Q Q, ChartFiglds
Mon 516 New [ v Q (39500 |Q Q) ChartFields
Tue  5MT New [ ~| Q [39500 |Q Q) ChartFields
Wed 518 New [ ~| Q [39500 |Q Q) ChartFields
Thu 519 New [ v Q [39500  |Q Q) ChariFields
Fri 520 New [ v Q [29500  |Q Q) ChariFields
Sat  B21 New [ v Q [20500 |Q @, CharfFields

2. Add the comment in the comment section.

DateTime Created Source Comment

04/13/2016 1:39PM Time Reporting

3. Click OK to save the comment.

Punch Time Entry on Behalf of Employee, updated 07/01/17 16
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Reviewing an Employee’s Payable Time

1. Access PeopleSoft using:

a. Supervisors use the following link: https://ess.wi.gov/

b. Payroll and HR Coordinators use the following link: https://starhcm.wi.gov
2. Llogin to PeopleSoft using your IAM Account.
3. Navigate to the employee timesheet following the breadcrumbs below:

Main Menu~- > Manager Self Service - » Time Management - > Report Time - » Timesheet
4. Search for the employee by entering the First Name and Last Name and click Get Employee.
Employee Selection
Selection Criterion Selection Criterion Value
. Clear Criteria
Time Reporter Group ),
. Save Criteria
Employee ID -,
Empl Record @
Last Name "}
First Name @,
Business Unit 3
Job Code
Job Description .}
Department @),
Reports To Position Number @,
Locafion Code )
Company @,
Position Number @)

5. Click the hyperlinked Last Name for the employee you are selecting.
Smith
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6. Select the date of the pay period by using either the Previous Week or Next Week buttons or by selecting the

date on the pop up calendar and clicking the green refresh button.

[FCOOTES = CAMEST CIENgE DA UNZ 20Ty
Select Another Timesheet
*View By | Week v| [ Previous Week  Next Week ]
*Date (03/21/2016 @
| S—
?-I-endar \ Print Timesheet
March v (2016 v |
From 03/21/2016 to 03/27/2016 I ] I ] |
S M T WTF S Punch
Comments Day Date Reported § 1 2 3 4 § Last Out Total Time Reporting Code
Mon 372 New 6 7 8 9 10 11 12 |
13 14 15 16 17 18 19
Tue 3722 New 2021 22 23 24 25 26 | |
Wed 3723 New 21 28 29 30 : |
Thu 324  New \ / : |
(4] Current Date [») |
Fi 325 New |
7. Click on the Payable Time tab at the bottom of the timesheet window.
From 04/03/2016 to 04/09/2016
Comments Day Date Reported Status Firstin out In Last Out P#:fﬂ”‘ Time Reporting Code Quantity g‘;’fﬂ ent1 DAt
Sun 43 New 43 [+ =
Mon  4/4 New 414 [+ =
Tue 415 New 415 [#] =
Wed 456 New 416 [#] =]
Thu 47 New a7 [#] =]
Fri 418 New 18
Sat 4/9 New 4/9
Summary Absence Exceptions
Dennrad Time o, it i 1 () o [ 4980

8. This will display dates the employee recorded time, type of TRC code the employee used, approval status and
number of hours/units the employee recorded for each TRC (quantity).

Summary || Absence || Exceptions Payable Time
Payable Time Viewing Option
By TRC and Status
By TRC, Status and Day
® Show In Detail View Full Detail

Payable Time (2 Personalize | Find [ | 150f5
Date TRC Descripfion TRC Type Payable Status Quantity Estimated Gross Cumrency Code
037282016 REGLR Regular Hours Worked Hours Taken by Payroll 9.00 usD
03/292016 REGLR Regular Hours Worked Hours Taken by Payroll 9.00 usD
037302016  REGLR Regular Hours Worked Hours Taken by Payroll 9.00 usD
03312016 REGLR Regular Hours Worked Hours Taken by Payroll 9.00 usD
04/012016 REGLR Regular Hours Worked Hours Taken by Payroll 4.00 UsD
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Adjusting an Employee’s Reported Time

1. Access PeopleSoft using:

a. Supervisors use the following link: https://ess.wi.gov/

b. Payroll and HR Coordinators use the following link: https://starhcm.wi.gov
2. Llogin to PeopleSoft using your IAM Account.
3. Navigate to the employee timesheet following the breadcrumbs below:

Main Menu~- > Manager Self Service - » Time Management - > Report Time - » Timesheet
4. Search for the employee by entering the First Name and Last Name and click Get Employee.
Employee Selection
Selection Criterion Selection Criterion Value
. Clear Criteria
Time Reporter Group ),
. Save Criteria
Employee ID -,
Empl Record @
Last Name "}
First Name @,
Business Unit 3
Job Code
Job Description .}
Department @),
Reports To Position Number @,
Locafion Code )
Company @,
Position Number @)

5. Click the hyperlinked Last Name for the employee you are selecting.
Smith
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6. Select the date of the pay period by using either the Previous Week or Next Week buttons or by selecting the
date on the pop up calendar and click the green refresh the timesheet once you have selected the correct week.

[FCOOTES =
Select Another Timesheet
“View BYlWeek v|
*Date (03/21/2016 E'T_,]
| S—
Calendar -
G;rch v] [2016 v\'
From 03/21/2016 to 03/27/2016 I I ]
S M T WTF S
Comments Day Date Reported § 1 2 3 4 §
Mon 372 New 6 7 8 9 10 11 12
13 14 15 16 17 18 19
Tue 3722 New 2021 22 23 24 25 26
Wed 3723 New 21 28 29 30
Thu 324 Mew \ /
(4] Current Date [»)
Fri 325 New

CAMEsl CIange Uale. oz nZome. |

4560

[ Previous Week  Next Week ]

Print Timesheet

Last Out hunch

Total Time Reporting Code

OF

7. Select the element that requires adjustment.

In the following example we are modifying the arrival time from 6:15am to 6:30am.

Comments Day Date Reported Status  Firstin Out In Last Out P%gfﬂ"‘ Time Reporting Code Quantity Rule Element1  Date
Sun 522 Mew [ v Q 522

Mon  5/23 Submitted 6:15:00AM 11:30:00AM 5.25[01 REGLR - Regular Hours Worked v Q, 523

Submitted 12:30:00PN 1:45:00PM 1.25[01 REGLR - Regular Hours Worked | Q, 523

Tue 524 Subrritted 6:00:00AM 2:15:00PM 8.25[01 REGLR - Regular Hours Worked v Q 5124

Approved SICK - Paid Sick Leave 1.50 524

Wed 525 Submitted 6:00-00AM 3:45:00PM 9.75[01 REGLR - Regular Hours Worked /| Q, 5125

Thu 526 Submitted 6:00:00AM 3:45.00PM 9.75[01 REGLR - Regular Hours Worked v Q, 5026

Fi 5027 Submitted 6:00-00AM 10:15:00AM 42501 REGLR - Regular Hours Worked /| a, 527

Sat 528 Mew [ v Q, 528

8. Make the adjustment in the timesheet.

Comments Day  Date Reported Status  Firstin out In Last Out P#:g" Time Reporting Code Quantity Rule Element1  Date
Sun 5722 New [ ~| q, 522

Mon 523 Submitted 06:30AM 11:30:00AM 5.25[01 REGLR - Regular Hours Worked | q, 523

Submittg 12:30:00PM 1:45:00PM 1.25[01 REGLR - Regular Hours Worked | a, 523

Tue 524 Submitted 6:00:00AM 2:15:00PM 82501 REGLR - Regular Hours Worked | q, 524

Approved SICK - Paid Sick Leave 150 5124

Wed 525 Submitted 6:00:00AM 3:45:00PM 9.75[01 REGLR - Regular Hours Worked | a, 525

Thu 526 Submitted 6:00:00AM 3:45:00PM 9.75[01 REGLR - Regular Hours Worked | a, 526

Fri 5127 Submitted 6:00:00AM 10:15:00AM 4.25| 01 REGLR - Regular Hours Worked Vl Q 527

Sat 528 MNew [ V] Q 528

Punch Time Entry on Behalf of Employee, updated 07/01/17

20

Ny,



.*i“"%.
o m}

9. Click Submit.

Comments Day  Date Reported Status  Firstin Out In Last Out Punch Time Reporting Code

Sun 5122 New | v|

Mon 5723 Submitted 06:30AM 11:30:00AM 5.25[01 REGLR - Reqular Hours Worked v|
Submitted 12:30:00PM 1:45:00FPM 1.25[01 REGLR - Regular Hours Worked v|

Tue 5724 Submitted 6:00:00AM 2:15:00FPM 8.25[01 REGLR - Regular Hours Worked v|
Approved SICK - Paid Sick Leave

Wed 525 Submitted 6:00:00AM 3:45:00PM 9.75[01 REGLR - Regular Hours Worked v|

Thu  5/26 Submitted 6:00:00AM 3:45.00PM 9.75|01 REGLR - Regular Hours Worked ~|

Fri 5127 Submitted 6:00:00AM 10:15:00AM 4.25|01 REGLR - Regular Hours Worked ~|

Sat 5028 New | v|

I Submit l Clear

10. You will receive the following message when successfully saving the time.

Message

Fules have successiully been applied. {(13504,1628)

Press OK to refresh your timesheet with updated payable time.

Note: Once an adjustment is made BOTH weeks of the pay period need to be submitted. The system will only allow you to
go back 45 days from the current week. If the adjustment exceeds 45 days prior to the current week please contact your
Payroll Coordinator.
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