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Document History

Document Revision Date Description

1.0 03/14/12 Initial Document

2.0 04/01/12 Amended pages 46, 27, 48
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on Appendices A, B, C
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Signing in to PeopleSoft

URL: https://corehr.ok.gov/mrhri/signon.html

ORACLE
PEOPLESOFT ENTERPRISE

UserlD: CLEOMNARD

Password: ssssssess

[ Signin

Forgot vour password?

Passwords must be at least eight (8) characters long and contain at least one (1) number; letters are
case-sensitive.
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Manager Self Service

Objectives
1. Access Employee Timesheet

=  Open Timesheet

= TRC (Time Reporting Code) Access
2. Approve Reported Time

=  Approve/Deny for Employee

= Approve/Deny for All Employees
3. View Payable Time
4. View Compensatory Time Balances
Overview

Manager Self-Service is a web-based application that provides timekeepers with access to
manage their employees’ time. Manager Self-Service provides timekeepers the ability to report,

review, and manage time-related data in the timesheet.

Manager Self-Service provides an excellent opportunity for you to ensure your employees’
Timesheet data is accurate and kept up to date. The data entered can affect the accuracy of their
pay checks.

The following table describes the components used in Manager Self Service.

Name

Page Description

Timesheet

period.

Report and/or view your time details for a day, week, or time

Approve Reported Time

employees

View and approve reported time for an employee or a group of

Payable Time Summary

View a summary of payable time for an employee

Compensatory Time

View comp balances for an employee

DOC T & L Manager Self Service Manual
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Access Employee Timesheets

You can access timesheet for one employee or all of your employees. An Employee Selection Criteria
grid displays providing you with several fields that you can use to select the employee timesheets you
would like to access.

Navigation: Manager Self Service > Time Management > Report Time > Timesheet

_Add to Favorites _Sign out
Search: ® Report Time
e Timesheet Summary
[ Self Senvice 2 7 PR
=~ Manager Self Senice
= Time Management Description Value
[> Approve Time and Group 1D aQ
Exceptions

= Report Time EmpliD Q
1

5 Viaw Tiira Empl Red Nbr Q.
[ Time and Labor Last Name I—Q-
[ Set Up HRMS
— Change My Password First Name aQ
— My Personalizations
— My System Profile Company Q

Waorkgroup aQ
Clear Selection Criteria I Save Selection Criteria Get Employees I
i . 3 =
ViewBy: - [ureeic =] Date: [{1pa2009 (s (EReiresh ) << Previous Wask Next Week >>

Employees For CATRICEHARNED, Totals From 11/21/2009 - 11/27/2009

. Empl
Reported Hours to be Scheduled T Approved/Submitted . Employee =mpl
Name Hours Anproved s Exception Absence Hebvrs: Denied Hours D E;d Workgroup
Nbr
MName 0.000000 0.000000 0.000000 0.000000 0.000000 0

Use Selection Criteria

You can use one or more of the criteria available. For all of the criteria fields you can enter a partial

criteria followed by a wild card (%). You can also click to open the Look Up Value field.

DOC T & L Manager Self Service Manual Page 7 of 63
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Step 1 —Click Q for Group ID criteria
A. Select Group ID =13103

Look Up Value

Group ID:  [begins with ~] |
Description: [ begins with =] |

Look Up i Clear i Cancel iw

Search Results

Group 1D Group Type Indicator Description

13141 Denamic Location &

Step 2 — View By — leave at default of Week.

Step 3 — Date: Click @ to open a calendar and select the start day of the current Pay
Period.

Step 4 — Click Get Employees

Group.

to display timesheets for all employees in the Dynamic

NOTE: All of your employees in Dynamic Group 131A1 display in the ‘Employees for..." grid. It
may be necessary to scroll down to display all of the employees.

DOC T & L Manager Self Service Manual Page 8 of 63
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Search: Timesheet Summary
- i
it =
Pty [Fvianiics Description alue
- Wbnager Self Service
++ Time hiEnagement Group 1D 13141 (]
[: Wanage Schedules
EmplID [e
S fpprove Time and P -
Exceptions Empl Red Nor [ a
+ Report Time
m = Last Name [+
- hazz Time First Name ’76&
[+ whew Time
[ Miaricforce Administration Company Q
I Benefits Workgroup ’761

[ Compenzation

[ Time and Labor

[ Payroll for Horth Amenica

[ Organizational Dewvelopment

[ WMiorcforce hanitaring

I Set Up HRMS

I Set Up SACR

[ Application Diagnostics

[ 0K Custom
Reports/Proceszes

[ Reporting Tools iew By

[ PeopleTools

= Change hiy Pazzward

Clear Selection Criteria Save Selection Criteria Get Employees |

Wieek | Date: |IJM§."ED12 [f |Fkaircah | 44 Praviouz Weak Hest Wisek @3

= by Personalizations
= bty System Profile
First 1] 4102z or 1oz
" Reported Howrstobe Scheduled [ rovedSubmitied Denied  Employee £18L
Lame Hours  fpproved  Hours weeption Asence Hours Hours 10 % OrHAraL| QM
ADA TILhAH 0.00 0.00 40.00 0.00 0.00 124954 0 131 ESTURR 131
ADEMAREPLOGLE 0.00 0.00 40.00 0.00 0.00 121356 0 131 ESTURR 131
ADOLF O NATHANSON .00 .00 40.00 0.00 0.00 153254 0131 ESTUVRR 1
ADRLA GIESEN 0.00 0.00 40.00 0.00 0.00 172393 0 131 ESTUVRRA 1
ADRIANKE BREHMER .00 .00 40.00 0.00 0.00 122623 0 131 ESTUVRRA 1
DOC T & L Manager Self Service Manual Page 9 of 63
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No Selection Criteria

You can display a list of all of your employees without using any criteria.

Step 1 — View By — leave at default of Week.

—

: E3 .
Step 2 — Date: Click ¥ to open a calendar and select the start day of the current Pay Period.

Step 3 — Click S SHTERS to display timesheets for all of your employees

DOC T & L Manager Self Service Manual Page 10 of 63
Created: 04/23/2012
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To open an employee timesheet click the employee’s hyperlinked name in the ‘Employees for...’

grid.
Bl Timesheet Summary
:») e
[: Wty Favorites . Dezeription Walue
- hianager Self Service
< Time Management Group 100 13141 (&)
[: hBnage jchedules
EmplID 3
> Ppprove Time and P <
Exceptions Empl Fed Hbr Q
¢ Report Time
- Last Hame [}
=T L3
- higss Tim First Name a
[ "ew Time
I Wiorkforee Administration Company Q
[ Benefits
. ‘aars &
[ Compenzation ey <
[ Time and Labor ,
W F‘a\,rm!l fo.r North fmerica Clear Selaction Criteria Sawve Selection Criteria Get BEmployess |
> Organizational Dewvelopment
[ Winrkforce Monitoring
[ Set Up HRMS
b Set Up SACR
[ Application Diagnostics
[ OK Customn
ReportziProcesses
I Reporting Tool : . - .
|> Peeop:Iel'Il:'ogolsoos View BY [ yaek ﬂ Date: |pigseomz [ |©Heesh | << Previous Wieek Next iaak »>
- Change hiy Pa: rd
= fuy Personalizations
= by Swstern Profile
For BHHAMARIE E tGE, Totals Fro Customize | Find First %] v.umzzorimze B (2t
. . Empl
Reported Hoursto be Scheduled : SpprovediSubritted Denied Employee ot
Name Hours  fpproved Hours Exception fbzence Howrs Hours o R;t: wworkgroup Companiy
AOATILWAN o.on o.oo 40.00 0.00 0.00 124084 0 1Z1ESTURM 121
il | AIENA REPLOGLE 000 0.00 40,00 0.00 0.00 121388 01ZIESTUVRM 131
ADOLFO WATHANSON o.on o.oo 40.00 0.00 0.00 158254 0 1Z1ESTURM 121
ADR1A GIESEN o.on o.on 40.00 0.00 0.00 172303 0 1Z1ESTUVRM 1
ADRIANME BREHMER 0.oo D0.00 40.00 D.o0 0.00 122623 D 121ESTWVRM 12

Once you have opened an employee’s timesheet you can:
= Review the timesheet
= Report time
= Change reported time
= Review Balances
= Move to the previous/next employee timesheet by clicking on the Previous Employee or Next
Employee hyperlinks
= Move between weeks by clicking on Previous Week or Next Week

DOC T & L Manager Self Service Manual Page 11 of 63
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Mew Windaw | Hely

> Compensation

[> Time and Labar

&> Payroll for North Arnetica

[> Organizational Development
[ ¥Workforce Manitoring

[> Setlp HRMS Mon Tue Wed Thu Fri Sat

> Application Diagnostics

Search:
[: hiy Favorites Timesheet
I Manager Self Service
= Time Management ADENA REPLOGLE Emplayee 10:
[ Manage Scheduleg
[» Approve Time and Jaoh Title: Correctional Teacher Employee Record Mumber: 0
Exceptions
R It Ti
A LU O ok o nststions
— dass Time
5 S T View By: |Week =] pate: [pziwaoiz [ (Zrenesn) Mext Week ==
g \él\‘:r:fr?l;ce dministration Reported Hours: (.00 Hours Scheduled Hours: 40,00 Hours Mext Employee ==

[> Set Up SACR 219 220 221 222 223 224 2125 Total Time Reporting Code

[> OK Custarm

Reports/P|
N B e e el e

[> PeapleTaols l— l— l— l_ l_ l_ l_ |

— Chanie My Passwaord
| My Personalizations Subrmit |

Apply Schedule

Override
Reason
TasKkgroup Rate Code  Override Rate Code
| [PsnoncaTsi . | Q|
| [FanoncaTsicy | a | a [
=| [PenoncaTsi | Q| | aQ =

DOC T & L Manager Self Service Manual
Created: 04/23/2012
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Overview of Timesheet

Timesheet contains the following features:
=  Time reporting fields
=  Reported Time Status
=  Reported Hours Summary

= Balances

ssarch: New Window | Help |
)]
- My Faworites %E
: Self Service Time et
. Manager Self Service JAIME ESTELLE Employee 10 163541
- Time Management
- Approve Time and JobTitle:  Undergraduste Intem Employes Record Number: 0
Exceptions
= Report Time e, .
po—— Click for Instructions.
> View Time .
- Time and Labor View By IWéEk j Date: I 122003 [F (Fheten £ Pravious Wesk et Wesk ==
: Set Up HRMS Reported Hours: 000 Hours Scheduled Hours: 000 Hours 2< Previous Employes Mest Employes ==
[~ Change My Password
|- My Personslizstions
[ My System Profile From Monday 11232008 to Sunday 11292003
{ Timeshest
Override
Mon Tue Wed Thu Fri Sat  Sun Reason
1123 1124 1125 1126 1127 128 129 Total Time Reporting Code Taskgroup Rate Code Override Rate Code
Y Y Y Y I [ Epsewmes<a[ Al [ A EE
’_I_I_,_,_I_I_ I jF’SNONTASKQ| Q| I_Q - E
i rr | = [Fsrormask @, | =y [ Ta 1= I+
Submit Apply Schedule
Date Status Total Time Reporting Code Comments
000
¥ Balances - click to view
DOC T & L Manager Self Service Manual Page 13 of 63
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Time Reporting Fields

You can use these fields to report hours and Time Reporting Codes (TRC's). Each TRC has its

own row and can contain several days of data.

Mon Tue Wed Thu Fri Sat un
M23 124 125 126 1127 1128 1123 Total

Time Reporting Code

> My Favorites
S Eif e e Timesheet
+Manager Self Sarvice JAMIE ESTELLE Employes |D: 53841
. Time it
- Approve Time and JobTitle:  Undergradusts Intem Employes Record Number: 0
a
= Report Time R
ikl pstatons
>+ View Time Mo
Time and Labor Viewgy [Wesk =l pater [22E05E Ereren) < Pravipus Wask Nesxt Week >>
: ‘?‘.up HRMS_ i Reported Hours: 000 Howrs Scheduled Hours: 000 Hours mpioyes Nesxt Employes »2
— Changs My Password
— My naiizstions
] From Monday 11/232009 to Sunday 11

Override
Reason
Taskgroup Rate Code Override Rate Code

. IPSM:‘NTASKQ Q | a E E

| e I —

=] [PsnonTask @ Q I q =

0.000000

€} Reported Hours Summany - click to visw
6 Balsnces - click to view

GoTo: Mansger Self Service

“Submit Apply Soheoue
& Regorted Time Status - ciick to hige
Date Status Total Time Reporting Code

Comments

DOC T & L Manager Self Service Manual
Created: 04/23/2012
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To07
Reported Time Status
This section details the:

=  Status of reported time

= Date of the reported time

= Number of hours

= Time Reporting Code (TRC)

= Indicates if a comment exists for reported time

My Favorites
- Gelf Gorie Timesheet
e v CHRISTI HEFFRON Employes I PR
~e Time nt
> Approve Time and JobTitle:  ComputerTechnics| Specisiist Employss Record Number. 0
a
~Report Time i
.
iew Time e
Time 3nd Labor ViewBy [Wesk =l pate [ltzmisE (Erere) =< Fravious Wesk Nt Wesk 5>
: SetUp HRMS

Reported Hours: 2400Hours  Scheduled Hours: 0.00 Hours =< Previous

Next Employes »=

~ Change My Password
— My Personalizstions
|- My System Profile

From Monday 11/ 3 to Sunday 11082009
1 Timashast

Tue Wed Thu Fri Sat un
12 M4 15 116 17 ME Tofal

Time Reporting Code

Taskgroup

I e o
Submit

Override
Reason

Rate Code Override Rate Code
1300 IANNL\’-AFruI Leave Salar® IPSM:‘NTF-.SK q Q | (- =i
2100 [SCRTH - Sick Le2v= Saianed 7] [FSNONTASK o [ a |-

=

) Reported Hours Summary - click to visw

£ Balanrec . clink tn vics

Select Date Status Total Time Reporting Code Comments
11022008 Needs Approval 1000 ANNLY )
11032008 Nesds Approval 500 SCKTK o]
11042009  Denisd 800 SCKTK (9]
11062005  Approved 2.00 ANNLY ]
11062005  Denied 500 SCKTK 9]

¥ selectal [ Deselectan Approve Selected Deny Selected

DOC T & L Manager Self Service Manual
Created: 04/23/2012

Page 15 of 63



Reported Hours Summary

CORE Oklahoma

This section provides a summation of reported hours. The ‘View By’ determines if the summation
of reported hours is by day or week.

Search:

- My Favorites

[ Self Service

- Manager S&lf Service
- Time Management

Exceptions
= Report Tims

[ S=tUp HRMS

[~ Change by Password
[~ My Personalizations
[~ My System Profile

-

T

= Approve Time and

Reported Hours: 2400 Hours Scheduled Hours: 000 Hours

<< Previous Employes

Mext Em

From Monday 11/ 3 to Sunday 11/ -]
“

{ Timeshest

Tue Wed Thu i Sat
M3 114 15 116 117

Submit

6} Reported Time Status - click to hids

Time Reporting C

Taskgroup

Rate Code Owerride Rate

Override

13.00 [ANNLY - Annual Leave Salsr o] [FENONTASK O |

-
[ = et

21.00 [SCKTK - Sick Leave Salaried =] [PSNONTASK Q |

Select Date Status Total Time Reporting Code Comments
[ 11022009 Nesds Approval 10,00 ANNLY i.:)
r 11032003 Mesds Approval 200 SCKTK L
r 11042008 Denied 200 SCKTK 8]
r 11082009 Approved 300 ANNLY l._)
r 11062008 Denied 500 SCKTK ]
# select Al [ Deselect Al Deny Selectad
Mon Thu Fri Sun
Cateqory 12 15 fir3 s Total
Total Reported Hours 1000

[ aE &=
a - E

DOC T & L Manager Self Service Manual
Created: 04/23/2012
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The Balances section details Leave and Comp Plan balances for each of the leave and comp
plans in which the employee is enrolled.

Seareh: New Window | Help |
¥
+ My Favaorites
:: Belf Service Timesheet
-+ Manager Saif Sarvice CHRISTI HEFFRON Employ=s |D: 100104
- Time Management
> Approve Time and JobTitle:  Computer Technical Specialist Employee Record Mumber: O
Exceptions.
= Report Tima e. . .
Clenforhstustons
- Viiew Time -
> Time and Labor View By I Wesk j Drate: I 1022008 [ (Fherua =< Previous Week Next Wesk ==
: Ee‘t_Up 3 RMS_“ . Reported Hours: 2400 Hows  Scheduled Hours: 000 Howrs =< Frevious Employes Mext Employes =&
— Change My Password
— My Personalizations
[~ My Swstem Profile From Monday to Sunday 11082008
{ Timesnest
Override
Mon Tue Wed Thu Fri Sat  Sun Reason
112 112 114 115 1186 117 118 Total Time Reporting Code Taskgroup Rate Code Owverride Rate Code
wool[ | 300 [ 1300 [&NNLV - Annusl Lezve Sslar + | [FSNONTASK @, | Q| | a E E
|5.-:-:> |5.-:)-: 500 | | 21.00 | STKTK - Sick Leave Salanied »| [PSNONTASK 4 | Q| | a |- [E
Submit
6 Reported Time Status - click to view
¥ Reported Hours Summany - click to vizw
€ Bslsnces - click to hide
Flan Type End balance as of 11022008
Sick 1244 585
Wacation B35.000
Comp Time - COMPREG 14 500
Comp Time - ADMIN LVE
Comp Time - COMPCORE 139.500

NOTE: Sick and Vacation (Annual) balances reflect balances as of the start of the pay period
less any Leave time taken during the current pay period. Comp Plan* balances reflect the
balance as of the start of the pay period and may not include recent comp time entries and/or

prior period adjustments.
* Comp Plans include:
Holiday Leave
Enforced Leave
Administrative Leave accrued during hazardous weather
Compensatory time for Exempt employees
Shared Leave
Military Leave

Organizational Leave

DOC T & L Manager Self Service Manual Page 17 of 63
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Manage Employee Timesheet

Report Time

When you report employee time, you can enter hours for a day, week, or time period for the
current pay period or a future pay period.

All hours worked and leave taken must be reported.

NOTE: Every day must have an entry. For day off, report “0” hours using Time Reporting Code
“REGHR".

Step 1 — Select the period for which you would like to report time.

A.  Click the View By drop-down list and select Day, Time Period, or Week.

{2 Timesheet - Windows Internet Explorer [_T5]
@: J = [2] httpiwebdev.ok.gov:7251 fpspihraDtst EMPLOYEE/HRMS/ciROLE_MANAGER. TL_MSS_EE_SRCH_PRD. GBL?PORTALPARAM_PTCHAY=HE_TL_M55_EE_PRD_GBLIBEOPP.5cNode: 7| | B3| [#]| X | [E bing L~

J Fie Edit Yew Favorites Tooks Help Jx (R = e \ Window -

J < Favorites J 9 [ suggesied Sites = @ Free Hotmail & | Home @] Web Slice Gallery

(& Timesheet

Jﬁ}] ~ [l - [ = - Page - Safety - Toos~ @@~

v

1mesneet |
ADEMNA REPLOGLE Employee ID: 121356

Job Title:  Correctional Teacher Employee Record Murber: g

oc\ickmvlnslruclinns /

ViewBy: |Week j Date: |02M /2012 [ (£ Retresh == Previous Week MNextWeelk ==

Reported H Day rs Scheduled Hours: 4000 Hours z= Previous Emploves [lext Employee ==

..3aturday 02/25/2012

Override
Sun  Mon Tue Wed Thu Fri Sat Reason

2119 2720 221 2722 223 2724 225 Total Time Reporting Code Taskoroup Rate Code  Override Rate Code

~| [FenONCATSICO, Q Q =

[ e e e | =] [PsrioncaTsI Q a =

i I Slfpanoncarsio [T AT [ F
Submit Apply Schedule

H ®H #H

© Reported Time Status - click o hige

=
&

Date Status Time Reporting Code Comments
0.000000

Bl

0 [ [ (s ocal intranet [va - [®100% - 4

DOC T & L Manager Self Service Manual Page 18 of 63
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Step 2 — Select the start date for the current or future pay period.
A. Click the Calendar icon to the right of the Date field.
B. A pop-up Calendar appears.
C. Click the applicable date.

ORACLE’
(=13
1Hmesneer
ADENA REPLOGLE Employee D 121356
Job Title:  Conectional Teacher Employee Record Number: 0
i)

Click for Instructions

View By: [ Wask =] pater [02192012 [ (2 Refiesn
Reported Hours:  0.00 Hours Scheduled Hours

z= Previous Week Mext Week ==

February = [2012 ~]
ST s

heet 1z 3 4
55 7 8 91011
1313 14 15 16 17 13
19 20 21 22 23 24 [29)

26 27 28 29

ployee Next Ernployee ==

Override
Reason
Taskgroup Rate Code  Override Rate Code

Fawoncatsic [ @ [ a [
Pawoncatsic, [ [ a [
PSMONCATSIC, Q a =

Sun Mon Tue Wed Thu Fri Sat
219 2120 221 222 2123 224 2256 g

e

rrrrrr—

l—l_l_l_l—l_l— (4] Current Date [¥)
Subrmit Apply Schedule

O Reported Time Status - click to hide

Date Status Total Time ing Code Ct
0.000000

D. Click |&Fefresh | tg refresh the Timesheet to display the selected dates.

DOC T & L Manager Self Service Manual Page 19 of 63
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Step 3 — Enter hours on Feb 20.

EN3
1imesneer -l
ADENA REPLOGLE Employee 1D: 121356
JobTitle:  Correctional Teacher Employee Record Number: §
°C||ckformstructmns
View By: |WEEk j Date: |02105f2012 51 |2 Refrash = Previous Week Mext'Week =>
ReportedHours: 000 Hours  Scheduled Hours:  40.00 Hours == Previous Employes Mext Employee ==

Override

Sun  Mon Tue Wed Thu Fri Sat Reason

219 220 221 222 223 224 2725 Total Time Reporting Code Taskgroup Rate Code  Owerride Rate Code
| [PemoncaTaIC, Q a [M
=] [Femoncataiy Q q [E

N O N | Hpsoncarsia [ o[ [ a B -
Subrmit Apply Schedule

 Renurted Time Status - olicklo hie

Date Status Total Time Reporting Code Comments
0.000000

DOC T & L Manager Self Service Manual Page 20 of 63
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1907

Step 4 — Select the Time Reporting Code (TRC)

A. Click the Time Reporting Code drop-down arrow and select the Time Reporting Code
(TRC) from the drop-down list displayed.

(=13
1Hmesneer =
ADENA REPLOGLE Employes I0: 121356
Job Title:  Conectional Teacher Ernployes Record Number: o
oclltkm?’mStl’UtUﬂnS
viewBy: [Week =] pater [02082012 () (@ Refiesn == Previous Week Mext Week >
Reported Hours:  0.00 Hours Scheduled Hours:  40.00 Hours =< Previous Mext Emnployee ==

Override
Sun Mon Tue Wed Thu Fri Sat Reason

2119 220 221 2/22 223 224 225 Total Time Reporting Code Taskgroup Rate Code  Override Rate Code
B REGHR - Regular | [FsromcaTsICL Q a =

o T i [T -y Ma = ]
s o | | T | Y E— —
Subrmit Apply Schedule

O Reported Time Status - click to hide

Date Status

=
=

Time ing Code Ct
0.000000

B. Select REGHR — Regular

Submit

Step 5 — Click to submit the time you reported.

A. On the Submit Confirmation page, click .
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CORE Oklahoma

Search:
%) ]
[ My Favarites Timesheet
b Self Service . Submit Confirmation
= Manager Self Service

= Time Management

[ Approve Time and V
Exceptions The Submit was successful.
= Report Time
Time for the Week of 2009-11-23 to 2009-11-29 is submitted

I View Time

[> Time and Labor

[> Set Up HRMS

— Change My Password
— My Personalizations
— My Systermn Profile
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CORE Oklahoma

NOTE: The submitted time has a Status of ‘Needs Approval’ and the Reported Hours Summary section
reflects the submitted hours.

Timesheet

ADEMNA REFLOGLE Emplayee IO 1213586

Job Title:  Corectional Teacher Emplovee Record Number: 0

oClicl-n’orIn:struct\on:s

View By: IWeek 'l Date: |02I1912012 [5] |2 Refresh | == Previous Week Mext Wieek ==

Reported Hours:  3.00 Hours Scheduled Hours:  40.00 Hours == Previous Ermployves MNext Emploves ==

From Sunday 12 to Saturday 02,
Timesheet

Owverride
Sun Mon Tue Wed Thu Fri Sat

Reason
29 2520 2721 222 223 224 2125 Total Time Reporting Code Taskgroup Rate Code Owerride Rate Code

[eoa | [ [ [ [ £.00 [REGHR - Regular | [psroncaTsiay | Q| [ a [E
Submit |

@ Reported Time Status - cIicktoV
Select Date Status Total Time Reporting Code

Comments
(| 0242052012 Meeds Approval 8.00 REGHR
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CORE Oklahoma

You can report time to several different TRC’s. Each TRC requires a separate row.

Step 1 — To enter another TRC after you have already submitted time, scroll to the right and click
[+] to add a new row.

Timesheet

ADEMNA REFLOGLE Employee D 121356

Job Title:  Correctional Teacher Employee Record Mumber: 0

oClickforlnstructwons

Wiew By IWEEK 'l Date: |DQI1QIQD12 @ 2 Refresh == Previous \Week Mext Wipek ==

Reported Hours:  5.00 Hours Scheduled Hours:  40.00 Hours == Previous Employee Mext Emplayee ==

From Sunday 02/19/2012 to Saturday 02/25/2012 e

{ Timesheet

Owverride

Sun  Mon Tue Wed Thu Fri Sat Reason

2M9 220 2021 2722 2123 224 225 Total Time Reporting Code Taskgroup Rate Code Owerride Rate Code

[ron [ [ [ [ 5.00 [REGHR - Regular | [PsmoncaTsiC | Q| | aQ =
Submit |

i ] Reported Time Status - click to hide

Select Date Status Total Time Reporting Code Comments

(| 0212002012 Meeds Approval 8.00 REGHR
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CORE Oklahoma

Timesheet
ADEMNA REPLOGLE Employee ID: 121356
Job Title: Correctional Teacher

i}

Click for Instructions

Employee Record Number: 0

View By: IWeek 'I Dater |02M@/2012 [5) |2 Refiesh | == Previous \Week Mex Week ==
Reported Hours:  2.00 Hours Scheduled Hours: 4000 Hours == Previous Ernployes MNext Employee ==

From Sunday 0. 012 to Saturday 022572012

Sun  Mon Tue Wed Thu Fri Sat

Override
219 2020 2121 2122 223 2724 225 Total

Reason
Time Reporting Code Taskgroup Rate Code Owerride Rate
[ 800 | [ [ [ [ 8.00 [REGHR - Regular =] [PshoncaTsIQ | Q| | a [=
[ | | [AnLYP - annual Leave Taken | [PSNONCATSI QL | | | a [
Submit |

Step 2 — Enter 8 hours each day on Tuesday through Fri on the newly added row.

Step 3 — Select TRC ‘ANLVP’ — Annual Leave Taken

Step 4 — Click Gl

to submit the time you reported.

A. On the Submit Confirmation page, click .
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CORE Oklahoma

Change Reported Time

You can change reported time for current or future dates within the current month. The central Personnel
unit will make changes/corrections to previous time periods upon receipt of an amended timesheet.

Step 1 — Select the applicable period and date.
A. View By — select week
B. Date — Select the applicable week
Step 2 — Change the reported hours:
A. Delete the original hours and enter the new amount
-or-

B. Highlight the original hours and enter the new amount.

Timesheet
ADENA REFPLOGLE Employee |D: 121356
JobTitle:  Correctional Teacher Employee Record Number: 0
Click for Instructions
iew By IWEEk 'l Date: [02(19/2012 [31] |2 Refresh == Previous Week Ment Yesk ==

Reported Hours:  40.00 Hours ~ Scheduled Hours:  40.00 Hours == Previous Employee Mext Employes ==

From Sunday 12 to Saturday 02/25/2012

Override
Sun  Mon Tue Wed Thu Fri Sat

Reason
219 220 221 2022 223 224 2125 Total Time Reporting Code Taskgroup Rate Code Owerride Rate

[ [ [oo” [eoo [eoo [eoo | 32.00 [ANLVF - Annual Leave Taken | [PEMONCATSICQ, |

Q| a =
I 1T 8.00 [REGHR - Regular =] [FsmoncaTsI @ | Q| | a [E
Subrmit |
Step 3 - Click S |to confirm the change.

A. On the Submit Confirmation page, click

Step 4 — If applicable, enter a Comment. (For use by Central Personnel staff only; see page 28)
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CORE Oklahoma

Delete Reported Time

You can delete reported time for current or future dates within the current month. The central Personnel
unit will make changes/corrections to previous time periods upon receipt of an amended timesheet.

Step 1 — Select the applicable period and date.
A. View By — select week
B. Date — select the applicable week

Step 2 — Delete the REGHR — Regular Pay row:

A. Scroll to the right and click E] to delete the REGHR — Regular Pay row.

Timesheet

ADENA REPLOGLE Employee ID: 121356

Job Title:  Correctional Teacher Employee Record Mumber: 0

oC\ickr’orlnstructions

View By IWEEK 'I Date: IDQHQIQD’]? E‘J %2 Refresh == Previous Week Mext Weak ==
Reported Hours: 3600 Hours  Scheduled Hours:  40.00 Hours == Previous Emplovee Mext Employee ==

Override
Sun Mon Tue Wed Thu Fri Sat Reason
219 220 221 222 223 224 225 Total Time Reporting Code Taskgroup Rate Code Override Rate Code

[ [ [eoo [soo [soo [soa [ 3200 [ANLVP- Annual Leave Taken ¥| [FSNONCATSIQL | Q| [ a [
[ fooa [ I I 4.00 [REGHR - Regular =] [FsmoncaTsiC | Q| [ a [=
Submit | /
Step 3 —Click L2 REE |to confirm the deletion of the row. To cancel the deletion of
time, click LEE L LIS s | to cancel the deletion action.
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CORE Oklahoma

Timesheet

Delete Confirmation

Are you sdre yvou want to delete reported time? Row 1.

ves - Delete I

Mo - Do Mot Delete |

Step 4 -- Click

Subrmit

|to confirm deletion.

A. On the Submit Confirmation page, click

Reported Time Status

Reported Time Status reflects the current status of all submitted timesheet entries. Submitted time can
have the following status:

= Needs Approval — submitted time requiring Approval so that it can be paid

= Approved — submitted time has been Approved and can be paid

= Denied — submitted time was Denied and will not be paid.

The screenshot below displays all three statuses of Needs Approval, Approved and Denied reported time.

Ssarch:

> My Fawvoritas
: Self Sarvice

Exceptions

> Wiew Time
> Time and Labor

.- Manager Saif Sarvics
- Timne Management
i Approve Time and

— Change My Password
— My Personalzations
- My Swstem Profile

Job Title:

Timesheet
CHRISTI HEFFROM

Computer Technical Specialist

Empiloyes 1D: 100104

Employes Record Number: 0

- Report Time: a

Click for

View By

Reported

Suibrmit

Instructions.

I'W;ak - Date: |--.-:)z-;9:)5|3 = Hebesn ]

<< Previous Week

Mexct Wesk ==

Hours: 2400 Hours

Wed Thu Fri Sat un
114 115 116 147 118 Total

& Beponed Time Status - olick to hide

Scheduled Hours: 000 Howrs

=< Previous Employes

Mesxct Emplowes ==

Time Reporting Code

21.00 [ECKTH - Sick Leav= Salen=d =] [FENONTASK @ [

Taskgroup

Rate Code Override Rate

1300 IANNL‘-" - Annual Leave Salar » I IPSNO NTASK QL L=} I (=%

Mz Window | Helg

Select Date Status Total Time Reporting Code Comments
=i 11022008 Nesds Approval 1000 ANNLY o

=i 11032008 Nesds Approval 800 SCKTK o

=i 11042008 Deenied 800 SCKTK i

=] 11062008 Approved 300 ANNLY [

[} 11082009 Denisd 5.00 SCKTK P

M SelectAll Deseleot All Approve Selected Dreny Selected |

[ Ta - E
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CORE Oklahoma

The Following Section is

For Central Personnel Use Only

Enter a Comment for Reported Time

Whenever a change or correction is made to a timesheet, central Personnel staff will enter a
comment explaining the change. All comments entered are fully auditable and cannot be
changed or deleted. A comment is attached to the day and not to the individual time reporting
code and hours submitted for the day.

Step 1 — In the Reported Time Status section, locate the reported time entry requiring a

comment.

A. Click Q to open the Comments field.

B. Enter comments and click ﬂl .
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CORE Oklahoma

The Following Section is
For Central Personnel Use Only

Comments
ADEMA REPLOGLE Emplayee |0 121346
Job Title:  Correctional Teacher Employes Record Mumnber. 0

Date Under Report:  02/20/2012

Custornize | Find | view &l | 38 First [ o 1 [ Last

Operator ld  DateTime Created Source Comiment
Work on day off ;I
0252562012 ) -
1 HMINSOM o e Time Reparing

sae |  cancel |

Step 2 — A warning page displays providing you with the opportunity to change your mind and
cancel the comments. Click to confirm and save your comment.

Are you sure you swant to save the commentis) entered? (13504 ,10060%

once the page is saved, the comments cannat be changed.
Press Ok to Save or press Cancel to return to the Comments pade withoot saving.

(] | Cancel |
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CORE Oklahoma

For Central Personnel Use Only

NOTE: The comment symbol changed from O to providing a visual cue that
comments exist for the date.

Timesheet
ADEMA REPLOGLE Employee D 121356
Job Title:  Correctional Teacher Employee Record Mumber: 0
Click for Instructions
View By: IWeek 'l Date: |D2I1 2012 [ |2 Retresh | == Previous Week Mext Week ==
Reported Hours:  5.00 Hours Scheduled Hours: 4000 Hours == Previous Employee MNext Emplovee ==
From Sunday 021972012 to Saturday 0212572012 I

{ Timesheet '

Override
Sun Mon Tue Wed Thu Fri Sat Reason
2119 220 221 222 223 224 225 Total Time Reporting Code Taskgroup Rate Code  Owverride Rate Code

[ [eon | [ [ [ [ 8.00 [REGHR - Reqular =] [PsmoncaTsi | Q| | a [
Submit

Li ] Eeported Time Status - click to hide

Select Date Status Total Time Reporting Code Commems’/
- 020202012 Meeds Approval 8.00 REGHR ¥

Step 3 — Click

to see the comments you entered or add additional comment.

Comments
ADENA REFPLOGLE Employee ID: 121356
Job Title:  Correctional Teacher Employee Record Number: 0

Date Under Report: 027202012

Oneratur Id DateTime Created Source Comment
1 HMINSON ?f@gﬁ? z Time Reporing  VWark on day off

Save I Cancel |
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CORE Oklahoma

Notice the Comment field is not editable. The following data is detailed:

=  Sequence number.

= Qperator ID — indicates the person that entered the comment.

= Date Time Created — indicates the date and time the comment was entered and saved.
= Source — comment was entered via the employee’s Timesheet

=  Comment
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CORE Oklahoma

1.

Repofted Hours Summary

This section provides a summation of reported hours. Depending on the ‘view’ selected when accessing
your timesheet, the summation of reported hours can be by day or week. The ‘View By’ determines the

display and summarization of hours in the Reported Hours Summary section.

View By = Week

In the picture below the Reported Hours Summary provides a summary of reported hours by day and a

total of Reported hours for the week.

Ssarch:

|

> My Favorites

CHRISTI HEFFRON Empiloyes 10: 100104
]

Job Title: / Empiloyes Record Numbar: 0

-
&
&

Computer Technical Spacislist
:: Salf Sarvice

-~ Manager Salf Sarvice i ]
- Time Managemant
- Approve Time and

Click for Instructions

Exceptions Wiew By I'W:.sak vi Date: | 102003 [ (5 Hetesn ] == Previous Week Mt Wiselk ==
~— Report Time Reported Hours: 2400 Howrs Scheduled Hours: 0,00 Hours.

== Previous Employes

Mesct Ennplonyes ==

3 Wiew Time
> Time and Labor
 Sat Up HRMS
— Change My Pas

From Monday 1
¢ Timesnast .

009 to Sunday 11082009

Mon Tue Wed Thu Fi Sat

= - Sun
— My Syystem Profile 112 114 15 117 118 Total

Time Reporting Code Taskgroup Rate Code Override Rate
10,00 | | 300 | | 13.00 IANNL\-‘ T Annusl Leave Salan 2] [FSNO NTASK @ 2
[eoo | [eoe 500 | [ 2100 [SCHTK - Sick Lesvs Sslaried =] [PENONTASK Q. =N

Submiit

&} Reported Time Status - click to view

¥ Reported Howrs Summary - oick to hide

Cat Mon Tue Wed Thu Eri Sat Sun Total
=ateqony 112 113 110 115 116 11T 118 ota
Total Reported Hours 10,00 800 500 800

34.00

¥ Balances - olick to visw

View By = Time Period

In the picture below the Reported Hours Summary provides a summary of reported hours by

week and a total of hours for the Time Period.
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CORE Oklahoma

Mew Window | Hel
- My Favorites
: Self Sarvice Timesheet
- Manager Saif Szrvice CHRISTI HEFFRON Employes 100 100104
-+ Time Management
> Approve Time and JebTitle:  Computer Technical Specisii Employes Record Mumber: 0
Exceptions
= Report Time [ i J- _ L
Sk forinstnstons
* View Time - -
- Time and Labor View By |T|rra Perod = Date: 10172009 [ [$EHetesn] << Previous Time Period Nexct Time Period >
: Set Up HRMS Reported Hours: 2500 Hours  Scheduled Hours: 000 Howrs == Frevious Employes Mext Emploves ¥
|- Change My Password
- My Perconalizations
|- My System Profile From Sunday 11012009 to Monday 11202009

Sun Mon Tue Wed Thu Fri Bat  Sun Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri Sat Sun
M 12 12 18 M5 e M7 18 18 A0 1141 1142 1143 11H4 1AS 14HE M7 11A8 11A9 1120 111 122

Suibmit

¥ Reported Time Status - click to view

a8 Reported Hours Summany - click to hids

Category WEEK 1 [from 1104 to ) WEEK 2 {from 01-02to } WEEK 3 [from 01-02 to | WEEK 4 {from 04-02 to 11-30) Total
Total Reported Hours. 3400 2400

4000 28100

View By = Day

In the picture below the Reported Hours Summary provides a summary of reported hours by day.

S=anch:
i)
- My Fawvorites
. Galf Service Timesheet
.- Manager Salf Service CHRISTI HEFFRON Employes 1D 100104
- Time Management
- Approwe Time and Job Title: Computer Technical Specialist / Employe=s Record Numbsr: 0
Exceptions

ﬂCli:k fior Instructions /

View By I Day L) I Date: I 11022008 [ (FrHeres ] == Pravious Day

Mexct Dianr ==
Reported Hours: 1000 Hours Scheduled Hours: 000 Hours =< Previous Employes Mext Employes ==
- My Personslizations

uhy System Profile

T
Reason
Tashkgroup Code
10.00 [ANNLY - Annusl Lesve Sslari - | [PSNONTASK| 2L | a a E =
Submit

i} Reported Hours Summany - click to hide

==
o
(2
‘—i

Category

Total Reported Howrs. 10,00 10,00
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CORE Oklahoma

The Following Section is
For Central Personnel Use Only

Approve Reported Time

On the established monthly deadline for timesheet data entry, the central Personnel unit will approve all
reported time.

Navigation: Manager Self Service > Time Management > Approve Time and Exceptions > Reported
Time

Approve Reported Time provides the same employee selection criteria as the timesheet.

Beain Haw s | el | Cuiomes Pacs | B
| Faegries ;i
1 ;:rm Approve Reported Tims
Manzger Gall Genaoa
- Time MsnagmEn __Timeshast SUmman
Appites Tima and o - = -
E sowpbiany — .
i [T [T
. -::'.": 1 Gioup G B : 1
Firpert Teme Empin !
1 Ve Tirrsa
: Tine e Labai Empt Rod Ros 1
! Sl Uip HRANA &
ieharrae 8 Fanasend | by 5
By Nars sty Fired lams I o
Meleshm sl
ST =}
Wik i (= §
Cluar Setechon Criwnia | Bawe Dulsschion Crlana. | GetEmployess |
o
o b1 InuChOng
VerwBr [ =] D fyigacpop o RReme = Prateus Wass 1t yEnt o

Crrgiopeas For CATIOCE SRR [, Tirrss Neodreg Approsal feoem 817002006 . 91777 006
Seiecy  fiame i w ﬁ“":” tnmn-t-gjmmum?‘u gm Lompany
[ - 40T o0 0D L] 0 CeE) e ] [}
¥ asiecta Dasiect &l
dpprow Seleced | DenySeweced |
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CORE Oklahoma

The Following Section is

For Central Personnel Use Only

The View By selections includes:
= All Time After
= All Time Before
= Day
» Week

It is strongly recommended that you use the ‘View By = All Time Before’ to ensure all reported time
requiring approval for previous pay periods display.

Step 1 — View By — select All Time Before
Step 2 — Date: Click @ to open a calendar and select the start day of the next Pay Period.

Step 3 — Click EE ETEIEES |to display timesheets for all of your employees.

ORACLE St
ISemh: First Mame Q ﬂ

@ Company Q

[> My Favaritas
I~ Manager Self Senice Workgroup Q
< Time hanagement
[ Manage Schedules .
< Approve Time and Clear Selection Criteria Save Selection Criteria | GetEmployees |

Exceptions

- Reported Time
- Payable Time (i}
- Bxcentions
[ Repart Time
[> Yiew Time
- Workforce Administration
[ Benefts ViewBY: [aiTime Betore »] Dater [janqiiz i [fetest)
[ Compensation
[» Time and Latior
[> Payroll for Morth America
[> Organizational Development

Click for Instructions

[ Workforce Manitaring ||
[> Set Un HRMS
[> Get Un SACR
[ Application Diagnostics n n
5 0K Custom Employees For ANNAMARIE BOSARGE, Time Neeting
ReportsiPracesses pproval Before 03/0172012
[> Reporting Tools Etnpl
[ PeopleTools Select Name % :)_m@m Red  Workaroup Company
- Chatitie My Pasawotd Approved 3 Nbr
— My Personalizalions
Uy Parconalzstng [ ADENAREPLOGLE 3600121365 DIMESTARN 131
- bty Sster Profile E—
r DOMIMICA COCA 16.00 136341 0131 ESTWRM 13
[ KATHRNE 40,00 109092 D1MESTARN 131 v
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CORE Oklahoma

The Following Section is
For Central Personnel Use Only

All of your employees with reported time requiring Approval are displayed. You can Approve or Deny
reported time. To review the time requiring approval you can click the employee’s hyperlinked name; this
will open the employee’s timesheet. Once you have reviewed the time, you can click the ‘Return to Select
Employee’ hyperlink to return to the Approve Reported Time page.

ORACLE

Search:

®

[+ My Favorites
I~ Manager Self Service
= Time Management
> Manage Schedules
= Approwe Time and
Exceptions

— Payahle Time
— Excentions

[» Report Time

[ Wiew Time:

— Payahle Time
- Exceptions

[» Report Time:

[ View Time

- Fayable Time
— Exceptions

> Report Time:

[ Wiew Time:

— Payahle Time
- Bxcentions

[» Report Time:

[ Wienw Time:

— Payable Time
— Exceptions

> Report Time:

[ Wiew Time:

— Payable Time
— Exceptions
> Report Time
[ Wienw Time:
L trrlnrea Sdrminictation
— Exceptions
> Report Time:
[ Wiew Time:
b Warkforce Administration
[- Benefits
[> Compensation
[ Time and Labar
[+ Payroll for Morth America
[ Organizational Development
I Workforce Monftoring
[> et Up HRMS
[> SetlUp SACR
[ Application Diagnostics
[ OK Custom
ReportsiProcesses
> Reporting Toals
> PeopleTools
— Change My Password
— My Persanalizations

Mew Window | Help | Customize Page | [&

=)

Timesheet
ADENA REPLOGLE Erployee ID: 121356
Job Title:  Correctional Teacher Employee Record Mumber: 0

|— My System Proiile

Li]

Click for Instructions

View By: |Waek j
Reported Hours:

Date:  [02720/2012 [5) (% retresh )

Scheduled Hours: 4000 Hours

== Pravious Week Mexd Wesk ==

36.00 Hours e Emploves ==

From Monday 0:

2 to Sunday 02/26/2012
Timesheet

Override
Reason
Code

Mon Tue Wed Thu Fri Sat  Sun
220 221 222 223 224 225 226

[ oo oo oo fome [ [
foo T
Submit

Total

Time Reporting Code

32.00 [ANLYP - Annual Leave Taken »| [PENONCATSI QL Q a =

Taskgroup Rate Code  Override Rate

400 [REGHR - Regular

=] [FamonGaTs a a E

@ Reported Time Status - click to hide

Select Date Status Total Time Reporting Code Comments
r 0272002012 Meeds Approval 4.00 REGHR @

- 0272112012 Meeds Approval 8.00 AMLWP (@]

r 0202202012 MNeeds Approval 8.00 ANLYVP Q

r 0202352012 MNeeds Approval 8.00 ANLYP Q

r 0272452012 MNeeds Approval 8.00 ANLWP Q

[ selectall [ Deselectal Approve Selected Dery Selected

Li] Reported Hours Summary - click to view

€ Balances - click to view

GoTo:  Manager Self Service
ime Management

Ti /
Return to Select Emplovee

Bunch Timesheet

You can approve reported time for one, several, or all employees.
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CORE Oklahoma

The Following Section is

For Central Personnel Use Only

You can use the following steps to approve reported time for one or several employees:

Step 1 — Check the Select box next to the employee(s) requiring approval

Step 2 — Click oo LSS EEEL |to approve reported time for the selected employees

ORACLE T

Search:
[ My Favorites

[+ Self Semnvice :
?
-~ Manager Self Service Are you sure you want to approve the time selected? (13504 2500)
v:r::]:ﬂ;r;a%::nrr;e;;d Once the page is saved, the time cannot be “"Unapproved”
P Press OK to Approve or press Cancel to not save the approval.

=t QK | Cancel |

— Repored Time

— Payable Time
— Exceplions

[ Report Time

[ View Time

[ Time and Labor

[ SetUp HRMS

— Change My Fassword

— My Personalizations

— My System Profile

Step 3 — A warning page displays providing you with the opportunity to change your entry. Click
to process your entry.
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CORE Oklahoma

You can view an employee’s Payable Time after Time Administration has processed their time. The Time
Administration process converts all reported time into payable time, which can then be transferred to
Payroll and/or Project Costing.

NOTE: The Time Administration process will automatically run 3 times each day, at 10:00 a.m., 2:00 p.m.
and 5:30 p.m.

Navigation: Manager Self Service > Time Management > View Time > Payable Time Summary

Step 1 — Enter the Employee Selection Criteria

Step 2 — Click Get Emplovees

Step 3 — Click employee’s hyperlinked name

[ Manage Schedules ;I
[ Approve Time and
Exreptions
[ Report Time Payable Time Summary
= Wiew Time
— Time and Lahor SEIECt Emplﬂyee
o
Description Value

— Farecasted Time Group 1D | Q,
Surmmary
— Farecasted Time ErmpliD |121356 Q

Detail

- Compensatory Time EmplRed br |—Q
— Accurnulators Last Mame a

[ Workforce Administration

I Benefits First Marme | Q

[ Compensation

b Tire and Labar Cornpary | Q
[ Payrall far Kath America

I» Organizational Developrnent Wiorkgroup I Q
[ Workfarce Manitoring

[ SetUp HRMS ' - — - —
I SetUp SACR Clear Selection Criteria Save Selection Criteria Get Employvees |

[ Application Diagnostics
[ Ok Custom

Step 4 — Start Date — enter the first day of the week you would like to view

Step 5 — End Date — auto-populates based upon Start Date

DOC T & L Manager Self Service Manual Page 39 of 63
Created: 04/23/2012



CORE Oklahoma

Payable Time Summary

ADEMA REFLOGLE Emplayee 1D: 121356

Job Title:  Correctional Teacher Employee Record Number, 0

Fayahble Time Detail displayed for up ta thirty-one days.

Use the Refresh button to refresh the display ofthe selected statuses

Start Date: IDEI19J’2012 [} End Date: |0212512012 2 Refresh

Payable Time From 02/19/2012 To 02/25/2012

Time -

e o Sun Mon Tue Wed Thu Fri Sat Total
E—ﬁagmﬂw Type Currency 549 2120 2121 222 2123 224 2725 Quantity
ANLYP mﬁ“r:'P'-:ij"ETake” Hours 4000000 000000 000000 000000  E.000000 36000000
REGHR  Regular Hours 4.000000 4.000000

GoTo:  Manager Self Service

Time Management
Detail Page

Return to Select Employee

All time is displayed with one row per TRC. The total number of hours is displayed under each applicable
day for each TRC. The total number of hours per TRC for the week is displayed under Total Quantity.
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CORE Oklahoma

On a holiday, the normal business process is to report holiday taken to use hours from Holiday Comp
balance, if available, and holiday accrual hours to bank the holiday hours for that day.

Before reporting holiday hours, first you need to check to see if there are holiday balances available.

Holiday Time Reporting Code (TRC)

HOLCP — Holiday Taken (from oldest available Holiday/comp balance)
HOACC — Holiday Accrual

HOLPP — Holiday Pay (to pay holiday hours when there is no balance to be used; same as 8HE/8HU)

Refer to the Holiday Comp Plan graphic on the last page of this manual.

Holiday Off - With No Holiday Balance
Below is an example of a timesheet with holiday off and no holiday balance available:

Timesheet

PURA OVERHOLT Emplayii 1D 127037
Job Tille: Probation and Parole Oficer Employee Record Mumber: 0
ﬂ'gl gk forinstmictiond
View By: |'.'.'e-ek = Date:  [12:2472011 [ | § Rateash << Prénious Week Mgt Wegk ==

Reported Hours: 4000 Hours  Scheduled Hours: 2400 Hours
Reported time on of bifore 02292012 is for a prior périod.

From Saturday 12242011 to Friday 1203002011

Twe ‘Wed Thu Fr

1224 1225 12026 1327 12028 1229 1¥30 Total Time Reporting Code
| [eoo [soo | ] 16.00 [HOLPP - Holiday Hours Paid v ||[Pstoncatse ey, [=] [+
ooo fooo | [ [g.00 [aoo [eoo 2400 [REGHR - Regular Fllpsnoncatsea, = *
Submit l
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Holiday Off - with Holiday balance of at least 8 hours

Below is an example of a timesheet with holiday off and a holiday balance available of at least 8 hours to
be taken for the entire day:

The employee is using 8 hours of Holiday comp time - HOLCP
The employee is accruing 8 hours of Holiday to be banked for use later - HOACC

Timesheet

PURA OVERHOLT Employee ID: 127937
Job Title:  Probation and Parole Officer Employee Record Mumber: 0

o

Click for Instructions

View By: I‘NEEK 'I Date: |'12.l'24..l'20'1'1 [5] [ Refresh == Previous Week

Reported Hours:  72.00 Hours Scheduled Hours: 24,00 Hours

Mext Weel ==

Reported time on or before 01/31/2012 is for a prior period.

From Saturday 12/24/2011 to Friday 12/30/2011

{ Timesheet 1

Sat Sun Mon Tue Wed Thu Fr

12124 12025 1226 1227 12128 1229 12i30 Total Time Reporting Code Taskgroup

[ [ {leoo [ [ [ [ 1600[HOACC-HolidayAccrued =] [PsnoncaTsiQ  [=]

| | [2.00 | [ | | 8.00 [HOLCP - Holiday CompTime | x| [PSNONCATSIC,  [=]
Submit |
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Holiday Off — Holiday Falls on Employee’s Regular Day Off

Below is an example of a timesheet for an employee whose regular days off are Sunday and Monday.

The employee is accruing 8 hours of Holiday to be banked for use later —- HOACC; and 0.00 REGHR is
used to indicate day off on February 20.

Timesheet

FURA OWVERHOLT Emplaoyee 1D 127937
Job Title:  Probation and Parole Oficer Employee Record Mumber, 0

i

View By: Date: 0211872012 |5 (% Refresh | << Previous ek Next Viesk =>

Reported Howrs:  43.00 Hours  Scheduled Hours:  32.00 Hours

Reported time on or before 02/29/2012 is for a prior period.

From Saturday 02/18/2012 to Friday 02/24/2012

{ Timesheet '|

L Hsooll | ] 8.00 | HOACC - Holiday Accrued  + | [PSNONCATS|C,  [=]
'2.00 |(0.00 |[0.00 ||8.00 |[8.00 (800 |[200 | 40,00 REGHR- Reqular v [PanoncaTsia. =]
Submit |
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Holiday Off - with Holiday Balance Less Than 8 Hours

Below is an example of a timesheet with holiday off and a holiday balance of less than 8 hours. This
example shows an employee with 4 hours holiday balance to be used.

The employee is using 4 hours holiday taken from balance.

The employee is accruing 4 hours holiday.
The employee is being paid 4 hours of holiday.

Timesheet
PURA OVERHOLT

Job Title: Probation and Farole Officer

Employee ID: 127937

Employee Record Mumber: 0

Click for Instructions

View By: I‘-"-‘eek 'I

Reported Hours:  12.00 Hours Scheduled Hours:

From Saturday 12/24/2011 to Friday 12/30/2011
{ Timesheet

om Twe Wed Thu Fri
6 12127 121 12129 12/30 Total

TN I — ——

Date: |1 2/24/2011 [3] (g Refresh |
24.00 Hours
Reported time on or before 01/31/2012 is for a prior period.

== Previous Week Next Week ==

Time Reporting Code

4.00 IHOACC—HGIidayAccrued 'I

Taskaroup

FsnoncaTsIQ [
PSNONCATSICQ,  [=]
PSNONCATSICL,  [=]

| | J4.00 | | | | 4.00 |HOLCP - Holiday CompTime | = |
| | J4.00 | | | | 4.00 |HOLPP - Holiday Hours Paid |
Submit |
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Holiday Work — Hours Work At Least 8 Hours

In the example below, the employee works 8.25 hours each on two holidays.

The employee works 8.25 on a holiday — REGWB
The employee is accruing a total of 16 hours of holiday comp time — HOACC

Timesheet

ASLEY DERCSSETT Employee 1D 155769
Job Title:  Correctional Security Officer Employee Record Mumber. 0

i

View By: Date: [[12124/2011 |5 (2 Refresh ) <= Previous Waek Next Week

Reported Hours: 32 50 Hours  Scheduled Hours: 2400 Hours

Reported time on or before 02/292012 is for a prior period.

=N 12y 12/24/2011 to Friday 12/30/2011

{ Timesheet ' [F=H

Sat Sun Mon Tue Wed Thu Fri

12724 12025 12726 12727 1228 12729 12/30 Total Time Reporting Code Taskgroup
.|| eoofsoo |l || || | 1600 HOACC- HolidayAccrued v | PSMONCATSIC
|| lsas|eas || || || | 1650 REGWB- DOC-Workedisttenc v | PSNONCATSICQ

Submit |
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Holiday Work — Hours Work Less Than 8 Hours, Balance Available

In the example below, the employee works 4 hours on a holiday. The employee has available holiday
comp time of 4 hours to be used.

The employee takes 4 hours holiday comp time — HOLCP
The employee works 4 hours on a holiday —- REGHR
The employee is accruing 8 hours of holiday comp time — HOACC

Timesheet

ASLEY DEROSSETT Employee D 155764
Job Title:  Correctional Security Officer Employee Record Mumber: 0

i ]

Click for Instructions

View By: Date: [12/24/2011 | (2 Refresh | <= Previous Week Next Week »

Reported Hours:  16.00 Hours  Scheduled Hours: 24 00 Hours

Reported time on or before 022920112 is for a prior period.

From Saturday 122472011 to Friday 12/30/2011

{ Timesheet
Sat Sun Mon Tue Wed Thu Fri
1224 12125 12126 12727 12/28 12/29 12/30 Total Time Reporting Code Taskgroup F
[l sl || || || | 8.00| HOACC - Holiday Accrued v | [PSNONCATSIQ |
o s ] 400 | REGHR - Reqular v |[PsnoncaTsIQ |
[ Jsw] || ] | | 4.00 | HOLCF - Holiday CompTime v | [PSNONCATS]Q, |
Submit |
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In the example below, the employee works 2 hours on a holiday. The employee has 2 hours available
holiday comp time to be used.

The employee works 2 hours on a holiday — REGHR

The employee takes 2 hours holiday comp time — HOLCP

The employee is paid 4 hours of regular holiday pay — HOLPP
The employee is accruing 4 hours of holiday comp time — HOACC

Timesheet

ASLEY DERQOSSETT Employee ID: 155769
Job Title:  Correctional Security Officer Employee Record Number: 0

i ]

Click for Instructions

View By: |Week j Date: [12/24/2011 [3] (£ Refresh == Previous Week Mext Week ==
Reported Hours: 1200 Hours ~ Scheduled Hours: 2400 Hours
Reported time on or before 01/31/2012 is for a prior period.

From Saturday 1 '011 to Friday 12/30/2011
Timesheet B

Sat Sun  Mon Tue Wed Thu Fri
12124 12125 12126 12127 12128 12129 12130 Total Time Reporting Code Taskgroup Rate Code Override Rate

4.00 [HOACC - Holiday Accrued ] [PSNONCATSIQ, | a [
[ [l I I 4.00 [HOLPP - Holiday Hours Paid_=] [PSNONCATSI, | Q] [ a =
[ oo [ [ [ T 2,00 [HOLCP - Holiday CompTime 7] [PSNONCATSIQ, | Q| [ aQ =
[ oo [ [ [ T 2.00 [REGHR - Regular =] [Psnoncasia, | Q| [ a =

Submit |

Note: Holiday Work — Hours accrued in one week for use later in
month

Holiday hours worked (or earned on a regular day off) are not available for immediate
use. The system only grants these hours after the leave accrual process has been run.
Therefore, the hours accrued in one month are available for use on the first day of the
following month.

This also applies to:
e Exempt employees who accrue Compensatory time.

e Employees who accrue Administrative leave due to hazardous weather.
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Leave Without Pay Reporting

When reporting Leave Without Pay, the number of leave without pay hours should be reduced if the
employee worked additional hours for the week. The total number of work hours + leave without pay

hours + leave taken hours should not be more than 40 hours when leave without pay hours are present in
the week.

Leave Without Pay — With No Extra Hours Worked

Below is an example of a timesheet of an employee who has 8 hours of Leave Without Pay for the week.

The employee is receiving 8 hours of Leave Without Pay on Monday and works 8 hours a day for the
remainder of the week.

Timesheet

ASLEY DEROSSETT Emplayee |0 155769
Job Title:  Correctional Security Officer Employes Record Mumber: 0

i)

Click far Instructions

View By: Date: [02/0412012|5 (2 Retresh | <= Previous Week Mext Waek

Reported Hours: 40,00 Hours  Scheduled Hours:  40.00 Hours

Reported time on or before 02292012 is for a prior period.

From Saturday 02/04/2012 to Friday 02/10/2012

{ Timesheet " H

Sun Mon Tue Wed Thu Fri
215 216 27 218 219 2110 Total Time Reporting Code

Taskgroup
N ool || || || | 8.00 | LWPHS - Authorized Leave wi v | PSNONCATSICY
.00 [[ooo || |[s00 | 800 800|800 | 32.00 REGHR - Regular v | PanoncaTs|Q
Subrnit |
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Leave Without Pay — Worked Extra Hours

Below is an example of a timesheet of an employee who was absent Without Pay on Monday. The

employee then works 10 hours on Tuesday, 8 hours from Wednesday through Friday.

On the timesheet, the 8 hours of Leave Without Pay is reduced by 2 hours because the employee has an
additional 2 hours worked on Tuesday. Notice that the total reported hours for the week is 40 hours.

Note: Leave without pay should be reduced by the number of extra hours worked for the week

Timesheet

ASLEY DEROSSETT Employee 1D: 155769
Job Title:  Correctional Security Officer Employee Record Number: 0

i ]

Click for Instructions /
View By: IWeek 'l Date: |U2IU=1J2U12 [54] (£ FRefresh | == Previous Week
Reported Hours: | 40.00 Hours | Scheduled Hours:  40.00 Hours

From Saturd

Mext Weel ==

Sun Mon Tue Wed Thu Fri
215 216 27 218 219 210  Total Time Reporting Code Taskgroup Rate Code Override Rate

Override
Reason

6.00 [AWOLP - Unautherized Lvwio || [PSNONCATSI | sy|

|0.00 |0.00 | |10.00 IB.UD |s.00 |s.00 34.00 |REGHR - Regular ;[|PSNONCATS|Q| Q|
;
submit |
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Several queries exist that you can use to extract Time and Labor data.

Running a query:
Navigation: Reporting Tools > Query Viewer

Query Viewer

Enter any infarmation you have and click Search. Leave fields blank far a list of all values.
T —

‘Search By: | Guery Name =] beginswin CJooTL )
" Advanced Search

Step 1 — Type in the first few words of the query name such as “GO_TL” in the Query Name field
and click to pull up a list of Time and Labor queries available.

NOTE: You can enter the full name of query and click .
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Query Viewer [}3

Enter any information you have and click Search. Leave fields blank far a list of all values.

‘Search By: |Query Name =l beginswith  |oO_TL

ﬂl Advanced Search

Search Results

'Folder View: |~ AllFolders—~ =]
Query Name Description Owner Folder E%I:o Rl—E'"t I Schedule A_E(I(It?
GO_TL_AUDIT_ELAPSED_TME_EMF Audit Time by Employee ID Public HTML Excel Schedule Favorite
GO_TL_AUD_TIME_FPOQSTED_BY_OPRID Audit Time Posted by Oper ID Public HTML Excel Schedule Favorite
GO_TL_CHECK_WORKGROLUFS Employees by Warkaroups Fuhlic HTML Excel Schedule Favarite
GO_TL_COMPLEAY_MISS_MOTLX Missing Comp Leave Fublic HTML Ewxcel Schedule Favorite
GO_TL_COMP_DAY_BAL Compensatory Balance by EmpliD Fuhblic HTML Excel Schedule Favorite
GO_TL_COMP_PLAN_ENROLLMEMNT List af comp plans by employee Fuhlic HTML Esxcel Schedule Favarite
GO_TL_ELAPSED_TIME_BY _LOC Elapsed Time by Lacation Fublic HTML Euxcel Schedule Favorite
GO_TL_EXCEPTIOMNS_BY _AGEMCY_DIY  Exception by Agency FPublic HTML Ewxcel Schedule Favorite
GO_TL_FMLA_TRC Payahle Time by FMLA TRC's Public HTML Excel Schedule Favorite
GO_TL_LEAVE_BAL Leave and Comp Balances Fuhlic HTML Esxcel Schedule  Favarite
GO_TL_PAYABLE_STATUS_SP Puhlic HTML Excel Schedule Favorite
GO_TL_PAYABLE_TIME_BY_EMPLID ALL Payahle Time by EmpliD -af  Fuhlic HTML Excel Schedule Favorite

Step 2 — Click the HTML or Excel hyperlink to run a query.

In this example, select query: GO_TL_COMP_DAY_BAL by clicking on the HTML hyperlink.
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|161993

Comp Plan (COMPREG,SHARED,etc); [COMpreg

Yiew Results |

Step 3 — Some queries prompt for values. For this example, enter the employee ID, and the
View Results

Comp Plan and click The query returned the results below:

EmpliD: J161993

Comp Plan {COMPREG,SHARED,etc): |[COMPREG

Wiew Results |

Download results in : Exel spreadshest covTedrie (1 Kb)

1-8ofd
T 0 enpiRcar | compPlan | TWRC | Acion | Quantty | Enagal
1_151993 0| ZOMPREG 0241142009 CTEH H 15.000000 0.0o0
2 [1619493 0|COMPREG Qe ar2008 \ CTEH E 15.000000 15.000
3 [1619493 0| COMPREG 07302008 H 20000000 0.0o0
4 1619493 0|COMPREG 060252008 C'I_I'\ T 2.000000 o.oon
5 (1619493 0| COMPREG 050152008 CTT \{ B.000000 2.000
B (161993 0|COMPREG 0450152008 CTT T \ 4.000000 8.000
¥ [1619493 0| COMPREG 03032008 CTT T 8.000000 12.000
8 [1619493 0|COMPREG 020152008 CTE E 20.000000 20,000

S
At this point, you can print the page, or download query to Excel by clicking the Excel Spreadsheet link.
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You can add frequently generated queries to your Favorites list.

Step 1 — To add a query, click the Favorite hyperlink next to the query.

QuEry Viewer
Enter any information wou have and click Search. Leave fields blank far a list of all values.
“Search By: |Query Mame ~|  begins with Jeo_TL

L search | agvanced search

Search Results

‘Folder View: |-- All Folders -- -1
mize | Find

Query Name Description Owner Eolder Bunio s nedque Addic

Favorites
GO_TL_AUDIT_ELAPSED_TME_EMP Audit Time by Employee 1D Fublic Schedule Favarite
SO_TL AUD_TIME_FPOSTED_BY_ _OFPRID Audit Time Posted by Cper ID Fuhblic Schedule Favorite
GO_TL_CHECK_ VORKGROURPS Employees by WWorkgroups Fuhblic Schedule Faworite
GO_TL_COMPLEAY_MISS_MOTL Missing Comp Leave Fublic Schedule Favorite
GO_TL_COMP_DAY_BAL Compensatory Balance by EmpliD Fublic HTML Excel Schedule ¢Favorite )

Now, the query is in your Favorites list whenever you access Query Viewer.

Ruery Viewer

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Search By: |Query Name =l begins with

ﬂl Advanced Search

* My Favorite Queries

Query Name Description Owner Folder EL—I,:‘:_O EL_]:IO Schedule Remove
GO_BB_LEAVE_ACCRUALS Accrued Sick and Vacation Fublic HTML Excel Schedule El
GO_BB_LEAVE_SUMMARY Leave Summ Rep by Accrual Date Fublic HTML Excel Schedule E|
GO_TL_AUDIT_ELAPSED_TWME_EMP Audit Time by Employee 1D FPuhlic HTmL Excel Schedule =]
GO_TL_COMP_DAY_BAL Compensatory Balance by EmpliD Fublic HTML Excel Schedule El
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Large queries may take a long time to run; you can schedule these queries to run to avoid system
time-out.

Navigation: Reporting Tools > Query > Schedule Query

Schedule Query
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

j/ Find an Existing Value {_Add a New Valug

Search by: |Run Control ID x| begins with]

[T case Sensitive

Search |Advanced Search

Step 1 — Click to select a Run Control ID or go to “Add a New Value” Tab to add a
new Run Control ID.

Schedule Query

Fun Control 1I0:

Report Manager Process Monitor Fun

test

e

—
Cuery Name: O_TL_PAY_TIME_BY_FPAY_PERICD Search I

|F'ay'time-F'ay Feriod (ES RPI- M

‘Description:

Update Parameters

Prompt Name Value
AGEMNCY <Jlasz
E save | SLReturn to Search | +[E] Previous in List | Mext in List | E Al | Upda‘te.lDisplayI

Step 2 — In Query Name field, type in the query name to be scheduled to run. In this example,

the query prompts for the agency value.

Step 3 — After all fields are filled, click R |
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Process Scheduler Request

User ID: HMIMSOMN Run Control ID: test

Server Name: I PELIN 'l Run Date: [#]

1140352008
Recurrence: I "l Run Time: IT:EE:SBAM
Time Zone: I Q,

‘Format Distribution

Resetto Current DatefTime I

Select Description Process Name Process Type ‘Type
W Scheduled Query Pragram PSQUERY Application Engine  [webh  =|[#Ls =] Distribution
[0]34 | Cancel |

Step 4 — Type in the Run Date and Run Time for the query to process, click

Schedule Query

Fun Control Il test Eeport Manader Process Monitor Fur
Frocess Instance: y74903

Cuery Name: |GO_TL_F'AY_TIME_EIY_F'AY_F'EHIOD Search |

‘Description: |F'ay-'time-F'ay Feriod (ES,RFPY- M

Update Parameters

Prompt Name Value
AGEMNCY |452
& save | SLReturn to Search | +[E] Previous in List | Mext in List | [N | UpdateDizplay

Step 5 — To access a scheduled query that has run, click Process Monitor link.
Process Monitor can also be accessed by the following:
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Navigation: People Tools > Process Scheduler > Process Monitor

Process List ' ServerList |

User ID: IHMINSON Q. Type: | j Last: |_3 |Days j Refresh I
Server: I "I Mame: I QL Instance:| to |
Run I vl Distribution | =] ¥ Save On Refresh

Status: Status
Process List ! mize | Find | W i El 1af 4 El Last
Select Instance Seq. Process Type Process User Run Date Time Run Status Distribution Details
Hame Status

- 774903 Application Engine  (FEQUERTHMINSON 11/03/2008 7:26:384M ST Success  Posted

Notice the Process Name is PSQUERY.

Step 6 — Click Details link when the Run Status indicates “Success” and Distribution Status
indicates “Posted”.

FProcess Detail

Instance: Fr49032 Twpe: Application Engine

MName: FSQUERY Description: Scheduled Query Frogram
Fun Status: Success Distribution Status: Fosted

RFun Comtrol 1ID: test = Hold Request
Location: Server 7 oueue Request

T cancel Request
7 Delete Request
T Restart Request

Servern: FSLm=
Recurrence:

Request Created On: 11/02/2002 7:26:11.2M ST Earameters Transfer
Fun Anytime After: 1170322008 7T 2E:38AMM CS5ST Message Log Wiewy Locks
Began Process Al 1150372008 7:36:354AM SST Batch Timinogs

Ended Process At: 11/022008 F:42:06AM CST Wigwe Lo Trace

2k I Zancel I

Step 7 — Click View Log/Trace link.
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Wiew Logf/Trace

Report ID: 2361 Process Instance: 7744903 Message Log

Name: FSQLUERY Process Type: Application Endgine
Fun Status: Success

Favytime-Pay Period (ES,RPi- N

Distribuion Node:  pshitp Expiration Dvate: |1 102008

File List

Name File Size {bytes) Datetime Created

AE PESQILERY 774903 stdout 276 110372008 7:43:06.0000008M ST
G Tl BAy TIME BY PAy PERICD- 415,744 11/02/2002 7:43:06.000000AM CST
T4903 xls

Distribute To

Distribution 1D Type ‘Distribwtion 1D

User HhAlM S Cil

Step 8 — Click the link with the *.xls extension to open the query results. You can open the
guery or save it in Excel format.
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Appendix A -Time Reporting Codes — Facility

Timekeepers

Below is a list of Time Reporting Codes for timesheet entry by Facility Timekeepers:

TRC Description

ADLCH Administrative Leave / Cooling Off

ADMAC Administrative Leave Accrual

ADMPD Administrative Leave due to Hazardous Weather (No available balance)
ADMPP Administrative Weather Hours Used (From oldest available balance)
ADMUS Administrative Leave — Office Closed due to Unsafe Working Conditions
ADMWK Administrative Leave worked/accrued during hazardous weather (include REGHR)
ANLVP Annual Leave

AWOLP Unauthorized Absence / Leave w/o Pay

CTPT2 Compensatory Time used (Exempt employees only)

ENFLP Enforced Leave

FLCH2 FMLA, Compensatory Time (Exempt employees only)

FLWPO FMLA, Leave Without Pay

FMALP FMLA, Annual Leave

FMHLP FMLA, Holiday

FMLSP FMLA, Sick Leave

FMSHP FMLA, Shared / Donated Leave

FMWCC FMLA, Worker's Comp Leave Without Pay

FURHR Furlough

HOACC Holiday Accrued

HOLCP Holiday Comp Time Hours Used (from available balance)

HOLPP Holiday Hours Accrued and Used on same day (no available balance)
HREG Hourly Regular Pay (TEMPORARY employees only)

JURYE Jury and Court Service

LWPHM Military Leave Without Pay

LWPHS Leave without Pay (authorized)

LWPSP Suspension Without Pay

MFALP Military Family Leave, Annual

MFLSP Military Family Leave, Sick

DOC T & L Manager Self Service Manual Page 58 of 63

Created: 04/23/2012



CORE Oklahoma

Military Family Leave, Holiday
Military Family Leave, Donated
Military Family Leave, Without Pay

Military Family Leave, Compensatory Time (Exempt employees only)

Military Leave With Pay

Organizational Leave

Hours Worked (refer to OP-110120, 11.B.1.)
Worked & Attended Shift Briefing

Worked CERT Training

Worked & Conducted Shift Briefing

Sick Leave

Shared / Donated Leave

Suspension With Pay

Workers Comp, Annual Leave Supplement
Workers Comp, Shared Leave Supplement
Workers Comp, Sick Leave Supplement

Workers Comp, Leave Without Pay
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Personnel Staff

Below is a list of additional Time Reporting Codes which may be used by Central Personnel/Payroll Staff:

TRC Description

ADJ Earnings Adjustments

ADLAD Admin Leave Cooling Off Adjustment
ADMAD  Admin Leave Adjustment

ANNAD  Annual Leave Adjustment Code
ANNLS  Annual Leave Lost/Paid

ANREC  Annual Leave Received

CTE2 Comp Time Earned

CTEA2 Comp Time Earn Adjustment
CTEH2 Comp Time - 1.5

CTPD2 Comp Time Payout

CTTA2 Comp Time Taken Adjustment
ENCNV  Enforced for Conversion

ENFAD Enforced Leave Adjustment
ENFRE  Enforced Leave Reset

GIVAN Annual Leave Given

GIVSK Sick Hours Given

HLEPY Holiday Extra Pay

HOTAD  Holiday Taken Adjustment

INDIN Individual Incentive

LONGO Longevity (RIF, Retire)

LONGS Longevity Payout - Severance
LONGV  Longevity

LWPHW  Authorized LWOP Hours Paid Tracking
NATLP National Disaster Leave Hours Paid
NONDP  Non-DP Incentive

ORGRE Organizational Leave Reset
OTPAY  Overtime @ 1.5x

OTPLG Overtime Amount Only
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OTSTR  Overtime @ 1.0x (Straight)

RADJ Retro Pay Adjustment

SEVRN  Severance Pay

SHLAD Shared Leave Adjustment

SHLGV  Shared Leave Given Back

SHLNA Shared Leave Non-Term Adjust

SHLNR  Shared Leave Non-Term Reduce
SHLNT Shared Leave Non-Terminal

SHLTA Shared Leave - Term ILL Adjust

SHLTR Shared Leave - Terminally Il

SHREC  Shared Leave Received

SICAD Sick Hours Adjustment

SICRC Sick Leave Received

TERM Annual Leave Payout

VRBO VOBO/RIF RBA Amounts

WCADP  Workers Comp - Admin Leave Hours Paid
WCCT2  Workers Comp Compensatory Time Paid
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Time Reporting Codes

DOC Code DOC Description PeopleSoft TRC
A Annual leave ANLVP
AA Administrative Leave/office closed due to unsafe conditions ADMUS
AC Administrative Leave/Cooling off period ADLCH
AE Administrative/Weather Earned (worked during reduction in service) ADMWK
AE/AU Administrative/Weather Earned and Used on same date (no balance) ADMPD
AU Administrative/Weather Used (from existing balance) ADMPP
C Compensatory used (Exempt employees only) CTPT2
DL Donated Leave used SHLVP
DO Day Off 0 - REGHR
E Enforced leave ENFLP
FA Family leave, annual FMALP
FC Family leave, compensatory (Exempt employees only) FLCH2
FD Family leave, donated leave FMSHP
FH Family leave, holiday FMHLP
FO Family leave, without pay FLWPO
FS Family leave, sick FMLSP
HE Holiday Earned (include hours worked or day off on holiday) HOACC
HU Holiday Used (from existing balance) HOLCP
HE/HU Holiday Earned and Used on Same Date (no balance to use) HOLPP
J Court & Jury Service JURYE
M Military leave MILVP
MO Military leave without pay LWPHM
MA Military Family leave, annual MFALP
MC Military Family leave, compensatory (Exempt employees only) MFCT2
MD Military Family leave, donated leave MFSHP
MH Military Family leave, holiday MFHLP
MS Military Family leave, sick MFLSP
MX Military Family leave, without pay MFLWP
O Leave without pay (approved) LWPHS
P Professional/Organizational ORGLP
PS Suspension with pay SUSPH
S Sick leave SCKPP
T Termination date (NOT USED IN PEOPLESOFT) | =memeee
TA Workers' Comp., annual leave supplement WCANP
TD Workers' Comp., donated leave WCSHP
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TF Workers' Comp., LWOP/FMLA FMWCC
TS Workers' Comp., sick leave supplement WCSKP
TT Workers' Comp., LWOP WCWOH
UA Unauthorized Absence AWOLP
wW Hours worked (see OP-110120, 11.B.1.) REGHR
WB Worked & attended briefing REGWB
WC Worked CERT Training REGWC
WL Worked & conducted briefing REGWL
WT Hours worked (TEMPORARY employees only) HREG
XO Suspension without pay LWPSP
Z0 Furlough FURHR
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