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How Supervisors Approve Time

Important:
Managers must approve timesheets every Tuesday by 12:00pm for the previous week.

Employees must enter time every Monday by 2:00pm for the previous week.

Failure to approve timesheets in PeopleSoft for hours worked and leave taken may result in a delay in your employees
receiving their paycheck.

This process is the same when approving time for both punch and elapsed time reporters.

Managers who oversee TapFin contractors need to review and approve the contractors’ time so the system sends the
information to Field Glass for payment.

If you see an employee in your list who no longer works at DOT or is not your employee, please let your payroll
coordinator know immediately.
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How to View and Approve Your Employee’s Time
1. Access PeopleSoft Employee Self Service (ESS) using the following link: https://ess.wi.gov/
2. Llogin to PeopleSoft Employee Self Service (ESS) using your IAM account.
3. Navigate to Payable Time using the breadcrumbs below:

Main Menu~ > Manager Self Service ~ > Time Management ~ > Approwe Time and Exceptions ~ » Payable Time|

4. Select the employee you are entering for from your list. If you do not see the employee you are looking for
enter their First Name and Last Name then click Get Employees.
Approve Payable Time
Approve Time for Time Reporters

Employee Selection

Employee Selection Criteria [ Get Employees ]
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q.
Save Criteria
Employee ID Q

Note: The list of employee timesheets appears at the bottom of the Payable Time page. See the screenshot
below to view the layout. If an employee is not listed, they may not have submitted their timesheet or they may
only have leave entered. Click the View All link to view all employees on one page.

Change Time in View

Start Date [04/22720168 |[5 End Date [05/20/2016 |5 L
Employees For Travis Dillon (72 Personalize | Find | View All | & First ‘&' 1-4 of4 &/ Last
Time Summary | Demographics
- Total HoursNot . — E:f"‘m
Select  LastName First Name Employee ID Rec:‘"; Job Title Payable in Wrk l’f,:‘i: ";D‘S:: WO?‘:‘e’é Supplemental Pay Regular Hours Worked
Hours Status ot
. onz HUMAN RESOURCES
O Arney Mackenzie 0 SPEC-ADV 4000 0.00 0.00 0.00 0.00 0.00 40.00
HUMAN RESOURCES
O Bever Hannah 0 ASSISTANT-ADV 40.00 0.00 0.00 0.00 0.00 0.00 40.00
HUMAN RESOURCES
O Piekarski Lisa 0 SPEC-SEN 40.00 0.00 0.00 0.00 0.00 0.00 4000
HUMAN RESOURCES
O Robarge Megan 0 SPEC-SEN 40.00 0.00 0.00 0.00 0.00 0.00 40.00

5. Click an employee’s last name to review that employee’s timesheet for the week.
6. The Approve Payable Time page opens.
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Overview Tab: The screenshot below shows what this tab looks like.

Actions~

Start Date 04/22/2016
End Date 05/2%/2016

Approval Details (7

Time Reporting Elements Cost Task Reporting Elements

Overview
Select Date
O 05M16/2016
O 05/17/2016
O 05/18/2016
O 051972016
O 05/20/2016
Select All
Approve

*When you select Adjust Reported Time for any day, it will bring up the employees timesheet for that entire

Time
Reporting
Code
REGLR
REGLR
REGLR
REGLR

REGLR

Deselect All

Status Quantity

Needs Approval
Needs Approval
Needs Approval
MNeeds Approval

MNeeds Approval

Mext Employes

Personalize | Find | View All | = | @

Type Accounting Date
8.00 Hours El
8.00 Hours [
8.00 Hours [
8.00 Hours Ell
.00 Hours Ell

Adjust Reported Time

Adjust Reported Time

Adjust Reported Time

Adjust Reported Time

Adjust Reported Time

Adjust Reported Time

,*\5:“"%

First ‘&' 1-50f5

Add Comments

week. See screenshot below. Here you can make and submit adjustments on behalf of the employee.

Actions~

Select Another Timesheet

S L E— Provous sk I

*Date [05/22/2016  |[5) ]

From 05/22/2016 to 05/28/2016 (7

Add
Comments

o

V0000

Subt

Day

Sun

mit

Earliest Change Date 05/24/2016

Previous Employee

Reported Hours 54.00 Print Timesheet

Date it Exception FirstIn out In Last Out
522 New
523 Approved

Approved
5124 Submitted é’l 6:30:00AM
5125 Submitted 4:30:00PM
5126 Submitted 6:30:00AM 4:30:00PM

5127 New
5128 New
Cl

lear

lext Week

PUnE Time Reporting Code

v

VACTN - Paid Vacation Time Taken
PSHOL - Personal Holiday Hours Taken

34.00(01 REGLR - Regular Hours Worked ™~

01 REGLR - Regular Hours Worked v

10.00[01 REGLR - Regular Hours Worked v

[ v]

[ v]

Quantity Rule Element1  Business Unit Combination Code

@ [39500
500 39500
500 39500
Q [38500
Q [38500
Q [29500
@, [39500
@ [39500

a

@ [000052345
@ [000052345
@ (000052345
a
a

[OJROINCINOING

3

Last

Time Reporting Elements Tab: The screenshot below shows what this tab looks like. Here you are able to view
the Time Reporting Codes used by the employee any quantity of hours for reach Time Reporting Code.

Actions~

Start Date 04/22/2016

End Date 05/2%/2016

Approval Details (2

/

Mext Employes

Personalize | Find | View All | 2| = First ‘&' 1-50f5 &/ Last

Overview Time Reporting Elements Cost Task Reporting Elements
Time Comp
Select Date Reporting Status Quantity Override Rate Rate Country

Code Code

O 05/16/2016 REGLR Meeds Approval 2.00

O 05M17/2016 REGLR MNeeds Approval .00

O 05/18/2016 REGLR Meeds Approval 2.00

O 05/19/2016 REGLR MNeeds Approval .00

O 0572012016 REGLR Meeds Approval 2.00

Select All Deselect All
Approve
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ChartFields

@ ChartFields

ChartFields
ChartFields

Q ChartFields
Q ChartFields
‘Q ChartFields
Q, ChartFields

@ ChartFields



Cost Tab: The screenshot below sho

pay for each entry of the employee

App

Owverview

roval Details (%

Select Date

D5/26/2016

O

D5/26/2016

D5/30/2016

D5/30/2016

D531/2016

D&01/2016

D&/02/2016

D&03/2016

D&/06/2016

oo ooooodd

D&07/2016

Time Reporting Elements

Time
Reporting
Code
OTHLF
REGLR
HLREG
HOLHF
REGLR
REGLR
REGLR
REGLR
REGLR

REGLR

Cost | Task Reporting Elements

Status

MNeeds Approval
MNeeds Approval
MNeeds Approval
MNeeds Approval
MNeeds Approval
MNeeds Approval
Meeds Approval
Meeds Approval
Meeds Approval

Meeds Approval

s what this tab looks like

Quantity

400

6.00

800

800

8.00

8.00

775

8.00

8.00

8.00

Personalize | Find | View All | | E

Estimated

Gross

119.28

119.28

159.04

154.07

159.04

159.04

159.04

Labor Distribution
Amount

First

3‘""%.
oF m}

. Here you are able to view the estimated gross

1) 1-10of 12

Diluted Amount Currency Code

usD

usD

usD

usD

usD

usD

UsD

UsD

UsD

UsD

Task Reporting Elements Tab: The screenshot below shows what this tab looks like. Here you are able to view
the Combination Code and view/verify the ChartFields information input by the employee. **Please be careful
not to accidentally change any of the ChartFields information when verifying.

Actions~

Start Date 04/22/2016
End Date 05/29/2016

Approval Details (7

Qverview
Time
Select Date Reporting
Code
(| D5/16/2016 REGLR
O 05/17/2016 REGLR
[l D5/18/2016 REGLR
(| D5/19/2016 REGLR
O 05/20/2016 REGLR
Select All Deselect All
Approve

Status

Needs Approval
Needs Approval
Needs Approval
Needs Approval

Needs Approval

Next Employee

/

Time Reporting Elements || Cost || Task Reporting Elements

Quantity
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Taskgroup

8.00 395DEM4G1A
8.00 395DBM4G1A
8.00 395DBM4G1A
8.00 395DEM4G1A

6.00 395DBM4G1A

Business Unit Combination Code

39500

39500

38500

39500

39500

000043386

000043386

000043886

000043836

000043386

ChariFields

ChartFields

ChartFields

ChartFields

ChartFields

ChartFields

Personalize | Find | View All | 2 | =] First ‘4 1-50f5 ‘&' Last

3

Last
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OF
7. From the Overview tab, select the dates for approval and click Approve.

e Only approve time entries for the current pay period or retro adjustments. Do not approve time for the
current week until all submissions for the week are entered.

e Do NOT click Select All. This will select all individuals listed plus all employees on additional pages you
may not be able to see.

e You should review each employee’s actual timesheets before approving payable time.

Approval Details (7 Personalize | Find | View All | @| E First ‘&) 1-100f12 2/ Last
Overview || Time Reporting Elements Cost Task Reporting Elements | [F==H

.\ Time
Select Date Ezggn:ing Status Quantity Type Accounting Date Adjust Reported Time Add Comments

W 05/26/2016 OTHLF Meeds Approval 4.00 Hours El Adjust Reported Time D]
W] 05/26/2016 REGLR Meeds Approval 6.00 Hours [#] Adjust Reported Time o
W 05/30V2016 HLREG Meeds Approval 5.00 Hours EiJ Adjust Reported Time D
W] 05/3072016 HOLHF Meeds Approval 8.00 Units EiJ Adjust Reported Time D
W] 05/31/2016 REGLR Meeds Approval 8.00 Hours EiJ Adjust Reported Time D
W] 06/01/2016 REGLR Meeds Approval 8.00 Hours Eﬂ Adjust Reported Time D
W] 06/02/2016 REGLR Meeds Approval 7.75 Hours Eﬂ Adjust Reported Time D
W] 06/03/2016 REGLR MNeeds Approval 8.00 Hours Eﬂ Adijust Reported Time D
W] 06/06/2016 REGLR MNeeds Approval 8.00 Hours Eﬂ Adjust Reported Time D
Q} 06/07/2016 REGLR Meeds Approval 8.00 Hours El Adjust Reported Time D

Select All Deselect All

[ Approve ]

8. Click Yes to confirm that you want to approve the timesheets.

Message

AEM

Are you sure you wantto approve the time selected? (13504,2500)
Once Approved the status cannot be reverted back

Select Yes to confirm and complete the status change, No to return to the page without updating the status

> Yes No

9. Click OK.

If an employee has made an error on their timesheet, let them know they need to go back into their timesheet,
correct the error, and resubmit. There is no “deny” or “pushback” button to use, you must tell the employee
outside of the system.
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