CSUB PeopleSoft Human Resources — Running the Reported Time Report

Steps to Run the Reported Time Report

This process guide provides step by step instructions on running and printing the Reported Time
Report. The Reported Time Report can be used for reconciliation, MPP approval or both.
Departments with time processed by an “Approver Designee” (excluding Dept Chairs)
must print the Reported Time Report to be signed & approved by the department’s MPP
appropriate administrator.

Generating the Reported Time Report

Use your web browser to sign into PeopleSoft Human Resources to approve student time. For
reference, all business process guides, including this one, may be downloaded at the following HR
Time & Labor website:

http://www.csub.edu/BAS/peoplesoftcms/hr/time labor.shtml or via the CSUB website using
the following navigation: CSUB Home Page > Administration > BAS Administration >
PeopleSoft Time & Labor

1. Once logged into PeopleSoft, follow this navigation: CSUB Processes > TL Processes
and Reports > Reported Time Report.

2. You must now select or create a Run Control ID. A Run Control ID is required to run
the process. If no run control ID exists, add one for this process by clicking on the Add
a New Value link. It is fine to just set up some standard Run Control ID’s such as 1,2,3,
ctc.

3. The Reported Time Report run control page now appears. Populate the appropriate
fields as described below:

Reported Time Report

Business Unit

will always be

Run Control ID: 1 ‘BKCMP’ Eeport Manager Process Manitar T
Click the Spyglass icon to list and select the [
v Group ID you wish to report on. A group ID
Business Unit BRCMP O defines a departme_nt or grant (elated grouping
/ of employees for time processing.

“Group ID AL Q
Select Pay Group Enter the Pay Begin and Pay
of ‘Student’. End date of the period you wish

(® Student ) Other to report on.
‘Pay Period Begin Date  05/30/2007 =1 *Pay Period End Date |08/30/2007 [
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4. Click the M button to submit the report request..

5. On the Process Scheduler Request screen, make sure the appropriate fields are populated
as described below. Click the “Ok” button to submit the report for processing.

Process Scheduler Request

User ID: mimurie Fun Control ID: 01

Server Name: PSLINK ~| Run Date: O7I06i2007 x|
Run Time: 2A5:54F N Resetto Current DateiTime |

Recurrence:

Time Zone:
Process List

select |Description Process Hame Process Type ‘Type *Format

Distribution

Reported Time Repaort BAkTLO0A 50R Report |Web vl | FDF v| Distributian
Server Name must T \
be “PSUNX”"
Type must be “Web”

Format must be “PDF”

]34 Cancel

6. Once the report has been submitted, you are returned to the “Reported Time Report”
screen.

Reported Time Report

Run Control ID: 01 Feport Manager Process Monitar

T Frocess Instance: 24131

Business Unit BKCMP &
*Group ID aLL O

(3 Student ) Other

*Pay Period Begin Date | 05/01/2007 [ *Pay Period End Date | 06/30/2007 [

7. To retrieve the report output for printing, click the FEROMMANAUEr Jink to go to the
Report Manager and obtain your pdf output file.
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8. From the Report Manager page, click the “Administration” tab and click until

the Status of the report is “Posted”.

Administration Archives

Explorer

User ID: drodgers2 Type: | V|Last: ’_1 Days b
Status: Fulder:| V|Instant:e: | to:

-| Refresh |

Report List Customize | Find First 50 1 of 1 L2 Last
—_
Report (Pres e - .
— pi q ate! T i E
D Instance Description Request Date/Time Forniat Status Details
) ovinar2007 Acrobat )
2263 24109  Reported Time Report 24001 FM = pdf Posted  Details

9. When Status is set to “Posted”, click the HEROMEdTIME REPOR jin o open up the Adobe
Acrobat pdf file screen.

10. You may either Print the report or save it to your workstation to be printed later.
11. Close the Adobe Acrobat window.

12. Sign out of PeopleSoft.

Important: You need to click the “Sign Out” button at the top right of the page
to exit PeopleSoft before closing the browser window. If you fail to do so, others can
access your records from the same computer.
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