Prepare Employee Timesheet

To get to this page, you will log into PeopleSoft (the blue Oracle log in screen) with your PPS Network User ID
and Password and then go to Time and Labor > PPS Time and Labor Start Page and click on “Prepare
Employee Timesheet”

Favorites ¥ Main Menu ¥ > Time and Labor> > PPS Time and Labor Start Page

What would you like to do?

{ciick on an oplion below)

Report Daily Time & Attendance

Znd TASK: ONLY ENTER AFTER CONFIRMING NO ERRORS.
Enter absences and reguiar hours for several employees af onge=Tse s
option to key time daily.

§= Prepare Employee Timesheet
15t TASK: CONFIRM NO ERRORS EXIST PRIOR TO ENTERING DAILY TIME.
View or update a single employee’s Timeshest in detail. Use this menu
only fa check far errars or fo correct errors on Timesheets.

] Submit to Payroll
@ Y.

Jrd TASK: SUBMIT ONLY AFTER ALL ERRORS ARE CLEAR TO AVOID DELAY.
Only access this menu to submit time after all errors have been cleared in
the "Frepare Employee Timesheel” menu.
View Employee Timeshest
View current ar prior Timesheets in display only mode. Print a Timesheet
Report for the manager fa sign.

==

Panel Overview:

This Page will list your employees and give you access to their individual timesheets to be able to
view/edit the whole pay period for one person. This is also where you go to check for errors in your
payroll so you can update as necessary before you submit payroll.

Expert Tips:

We recommend coming to this screen at least 3 times a week to maintain and correct any errors.
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Clicking on Prepare Employee Timesheet will take you to this screen below

Favorites ~ Main Menu ~ > Time and Labor ¥ > PPS Time and Labor Start Page

Prepare Employee Timesheet

Select Pay Period:
£2019-06 (0516/159 - D&/15/19) v

Select Employee Group: _
You can select to view your regular

® ;
Employees employees or your substitutes

) Substitute Employees
We recommend always working on

Return to Start Page subs first, as errors on them can affect
other schools being able to submit
payroll™

After selecting which employees to view, it will take you to that type of employee list.

Prepare Employee Timesheet - Select Employee ——W Show Substitute Employees  Return to Start Page
Choose from the list of salaried and hourly employees below Can switch to view subs/other
Salaried Employees employee type by clicking here Find | (2] 1-38 of 38
EmplID MName Assignment Hrz Errors Submitted
Principal-ES Salaried
Para CB-Functional Salaried Clicking employee's name will take
e SEEE you into their individual timesheet

EA-ES Grk Salaried
Teacher-k8 ESLinstruct Spec Salaried
Teacher-K& ESLinstruct Spec Salaried 6.00 ?
Para 1:1 Suppart Salaried
Para CB-Functional Salaried /
Teacher-ES Gr 3 Salaried .
Teacher-K& Gr 4 Salaried The 2 h
Teacher-ES Gr K Salaried Teimgﬁgnmsin € The X means
Teacher-ES PE Salaried Process has not run ther{_a IS an errar
Teacher-SPED Gr 3-5 CB Salaried ta check for errors on this employee
Para 1:1 Suppart Salaried Iir}}gls)g{; I:;EE;:EE
Teacher-ES Gr 3 Salaried what it is and fix
Para CB-Functional Salaried
Para 1:1 Suppart Salaried
Media Specialist-ES Salaried
Teacher-ES Gr K Salaried
Teacher-ES Gr & Salaried
Teacher-K§ Gr 2 Salaried 24.00 X
Tehr-SPED LT Class Supp Salaried

On this page Salary/Contract employees are on the top portion and Hourly employees are on the bottom portion
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This is what a Salary/Contract employee’s timesheet will look like when you click on them:

i Save ; -
Report Time for Salaried Employee | | GoToNext Employee _ Refurn to Search Can go right to next employee in list by
Empl ID: Job Descr:  Teacher-Ka Distrb % 100.000 . clicking here
Name: ) Job Type:  Salaried 40.00 hrsfwk
Pay Period: | 2019-05 (05/16/13 - 06/15/18) ¥ | Wesk 1 Week2 Week3 Wesk4 Week5 AllWeeks ¥ Show Weekends Leave Balances
[=] Thu 05612018 [ (Invalid Value) Dtails i R e
2 Sick 206.25
[=] Fri 05712019 [ - Family liness - Salaried v|| v|[oo Details 3 Personal 600
[=] sat 051812019 | v Detalls
[=] sun 0511912019 | v Detalls
[=] Mon 052012012 | 1- Family lness - Salaried v || v |[oo - .
This is where you will
[=] Tue Ds2112019 |1— Professional Lv - Contract v | |§.DU enter an overide Details
7] Chartfield if one is Details Leave balances for each
necessary employee displayed here to the
v Details right of their name - never enter
[=] Fri 052422019 ™ v / Details more than they have in balance
.
[=] sat 052512019 | \ v Clcki — Details **Also note: These are updated
icking on defails will open i
(= sun 0512612019 | S v - hel PEMY Detais the 1st of every month so if you
SN vou need a second fow up a screen whnere you can have already entered leave time
(=] G DSR2 | \Q Fror SOMEone betalse enter commenrt]ts about your | petais inthe current period these
entry wx
(=] Tue 05282019 | "™ mutiple ime types being Detais balances do not reflect that
(=] Wed 052912019 | v used just clu:l_( the + 5|gnt_0 Details
the left of their name and it
[=] Thu 0513012018 | v will add a new line Detalls
[=] Fri 05/31/2018 | v Detalls
[=] sat o6/0112018 v Details
[=] Sun 06/02/2019 | v Detais
[=] Mon 08/03/2019 | v Details
[=] Tue DE/D4I2018 | v . Details [¥]
If you need to enter time for
(=] wed o6/0512019 | v someone, use the drop down | Dstais
(=] Thu 06062010 | vl next fo the date to select the Details
eaming type, then enter a
(=] Fri - o6i0712019 | v reason if necessary, and the |  Detals
[=] sat o6i82019 | v hours Dtais
[=] Sun 06/09/2018 | v Details
[=] mon oertoizoig | v Details
[=] Tue D6/1172010 | v Details
(] =] |Wes Demeeos | 2 Details [¥]
[=] il DEMSENS | v Details Any errors on the spreadsheet
: : will be listed here at the
) FA  memE | v AMB!&SO':;: nS;"e- it Detalls bottom. They will tell you the
[=] sat 06152019 | v S automatically save Details date of the error and \!whal itis
T 50 you can fix it
Errors
The following errors must be fixed. Once the Timeshest has been fixed, Save the Timasheet to check for arrors #

& [ 0

1 PPSX0110 05/16/2019 Invalid TRC for contract employee Details

The Days highlighted red are holidays or non work days - do not enter anything those days -- Weekends notated with red writing

If all the days and boxes are greyed out it means the employee is in an updaid status and you cannot make changes

If the employee is Contract/Salary, the days are not greyed out, and they are not at work you must have something reported
for them (if nothing entered on a Contract/Salary employee you are saying they were at work that day)
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Here is an hourly employee’s timesheet example:

Report Time for Hourly Employee | Save Go To Next Employee Return to Search
Empl ID: Job Descr: LT Temporary Employee Distrb % 100.000
Mame: Job Type: Hourly

Pay Period:| 2019-06 (05/1619-06/15/19) v |

Always click on Save - It does not
Regular Hours automatically save what you do Can go right to next hourly
Lize the grnid below to quickly key regular hours that don't require chartiield overrides. Hours keyed in this secfion will charge fo the default employee by E"Eklng here

chartfield above.
Mon Tue Wed Thu Fri

I .

Enter regular hours the employee

5. |51 |sm |s23 |54 |

| [[e00 [400 [300 [ | —  works on the day they work here
7 |si26 |29 |0 [sisi | 4

][50, [«00 [600] |

Any hours other than normal work hours
can be entered down here and if
" needed has a spot for an override
chartfield

Other Hours

Lise the grid below to key hours that require a Time Type or chartfield override. First selegi date. Uise the + bulfon to add muitiple rows.
Hours i this section are in addifion fo the hours reparted in the Regular Hours gri (do not repart the same hours in both grids).

B Firt 1 opt (b Last

Save

Go To Next Employee  Return to Search

Check for Errors

Changes have been made to this employee's Timesheet. The system will automatically check for errors avernight.

For hourly employees, if no hours entered it means they did not work that day ‘I
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