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View Employee Timesheet 
(View/print current or prior Timesheets) 

To get to this page, you will log into PeopleSoft (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 “View Employee 
Timesheet” 

 

 

Panel Overview: 

This page is where you will go when you when you need to reprint a past/current pay period report, 
get details for a specific employee for a certain date range, or get more details on employees for a 
longer time period than just a pay period 

 

Expert Tips: 

Always use “Print with Detail” or “Print with Detail by Manager” for these reports so you can get all 
the information and not just a summarized version  
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Clicking “View Employee Timesheet” takes you to this page 

1.) First, we’re going to look at “View Timesheet Detail” so click there (this is for viewing/printing just one 
employees timesheet for a specific pay period) 

 

 

 

 

 

 

 

 

 

 

 

Clicking there will take you to this screen below where you select what employee type you want to view 
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Clicking “Next” will take you here to a list of all your employees 
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Once you select an employee it will take you to this page  
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2.) Now for the next section of View Employee Timesheet – you click on “View Timesheet Summary” 

 

 

 

 

 

 

 

 

 

 

Once you click that it will take you here 
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3.) Now for the final section of View Employee Timesheet - click on “Advanced Timesheet Inquiry 

 

 

 

 

 

 

 

 

 

 

 

 

Once you click that it will take you here 

 

 

 



   7 of 7 

After you hit “Search” it will pull up the details like below: 

 

 


