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Positive Time Reporting in Employee Self Service (ESS)

This job aid describes the process of “Positive Time Reporting” for Pay Groups G6N and G1N in
PeopleSoft Employee Self Service (ESS). It will help you learn to navigate to the timesheet, understand
the features and options on the timesheet, enter time for a pay period, and submit time for approval.

What is positive time reporting?

Positive time reporting requires employees to report all hours worked on a daily basis for each pay period.
In all instances, this type of employee is a non-exempt employee, who may be entitled to premium pay
(e.g. night differential, overtime, etc.) based on his/her work schedule.

It is recommended that time be reviewed and adjusted weekly, if necessary. The timesheet can also be
used to view the status of your reported time and your leave balances.

How to Navigate to the Timesheet:

e Log into PeopleSoft: Do not attempt to log into PeopleSoft more than twice. If you cannot
remember your password then click the link “Forgot your Password” and the system will email
you a new password. If you attempt to log into PeopleSoft more than three times then your
account will be “Locked” and you will be forced to contact the Help Desk at 727-8700, to unlock
your account.

/2 Oracle | PeopleSoft Enterprise 8 Sign-in - Microsoft Interet Explorer provided by University of D.C.

« ol el ©  hitps://ess.de.gov/ psp/essprod/ Zemd=loginBlangusgeCd=ENG
-

e o [ggIW@Intemetaplmercannum. ]@ Oracle | PeopleSoft Ent... x] I Bi= B~ [} Page =i ook~
* W
DC — PeopleSoft
.gOV | Production PeopleSoft HCM System
User ID:
Password

Forgot your password?

| Signn |

Flease use the “Forgot Your Password?” before your 4th unsuccessful attempt to
log in or your account wil be lacked. Once your account is locked you will be unable
to log in again without help desk assistance. Visit peoplesoft.de.gov for more details.

People3oft Human Capital Management System -
COMPUTER SECURITY AND CONFIDENTIALITY AGREEMENT

By entering my Username and Password to access this
system, I acknowledge that the records management, privacy
of records, and information security regulations contained
in Chapter 312 of the District Personnel Manual at:

m

http://www.dchr.dc.gov/doop/ cwp/view, a, 1218, q, 529301, asp
have been made available to me for review and
consideration.

I acknowledge and agree that:

= My Username and Password are equivalent to my signature. |
* I am responsible for all of my data entries and access

of information.

= Records management, privacy of records and computer
security must be maintained in accordance with District
government regulations, policies, procedures,

guidelines, and other applicable District and

federal laws and regulations. - <

o Trusted sites | Protected Mode: Off #®100% -

Draft_Job_Aid_Grou... Message_to_All_Tim... 7 Office of Human Rew | /2 Oracle | PeopleSoft ... | < B e 1030 PM
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Select Self Service:
ORACLE'

\ FPersonalize Content | Layout

N

Search:
[ ;\f Service

— Chande My Passwaord
— My Personalizations
— My Systern Profile

Select Time Reporting:

Then Select Report Time:

Search:

B

; i Self Service

b Tirne Reoorin Maviallp your self service information and activiies

I Personal Information

ime Reporting

=

ersoral Information @PMUH i Compensation

b Payroll and Compensation Report and review your ting, schedules, request ahsences and i ancl Update yor persanal infarmatian Review your pay and compensation history. Updste yo
[» Benefits \ mare. 1 Peysoal Information Sumimar tieposit anct cther decuction of contribution information
b Performance Management £ Repot Time = Emal Adiiresses T View Paycheck
b Recrufing Acifies £ view Tine = Energency Corlacts  Direct Depust
- Chianie iy Passunid Shiore.. E Comaensation History
- iy Personalizations e,
i i’" : Benefits ﬁ” Performance Manaement @g Recruiting Acthities
Review health, insurance, savings, pension or other benefits cress your performance and development documents, and Recruting Activies
information. Review ancl update depencent and beneficiary evauations you have done for ohers. B Careers
peraanal information £ Wy Performance Dacuments T Check Refettal Status
[ Benefits Information = Peformance Nofes B Iterview Evaluations
[ Dependents and Beneficiaries 2 Mate..
= Benefits Summary -
4 tore...

Select Timesheet:

/= Base Navigation Page - Microsoft Intemnet Explorer provided by University of D.C.

=E X
OF T
m——
4 @ x| B son
& - ~ v [ Page = & Tools

LIB_PTPP_SC. . IScript_AppHPTpt_fname=CO_EMPLOYEE_SELF_SERVICE&FolderPat v g

Money Autos

Workiist Add to Favorites

Se
> Time Reporting
1> Personal Information = Timesheet = Overtime Requests = Absence Request
1> Payrall and Compensation =l Report your time and task details for a day, week, or time Wiew or add your overtime requests. Request an absence.
> Benefits period
> Leamning and
Development
[> Perfermance Management
> Recruiting Activities
— Warkflow User Preferences|
- Change My Password
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The top section of the Timesheet contains your employee information:

o Employee ID: A unique number assigned to every employee in PeopleSoft.
Job Title: The title of your job listed in the PeopleSoft Human Resources Module.

o Employee Record Number: A number assigned in HR to identify when an employee
has more than one job at the District.

At the bottom of the timesheet you can also view the status of your reported time and view your current
leave balances.

ORACLE’

Search:

New Window | Help | Customize Page | J&]

|~ Self Gervice
= Time Reporing
< Report Time
— Timesheet

Timesheet /

LastD0028618 FirstDOO26614 Employes ID: 00028619

= Overtime Requests Job Title:  INFORMATION TECHNOLOGY SPECIAL Employee Record Number: 0
— Absence Request v
& View Tims [ 5 O —

[ Persanal Infarmation
[+ Payroll and Compensation
- Benefits
[> Perfarmante Management
> Recruiting Activities

— Chanoe My Password

— My Personalizations

— Wty Systam Profils

ViewBy: [Time Period =]  Date: [04/11/2010 (5] (% Retresn ] ==Previous Time Period  Mexd Time Period ==
Workgroup: C11EXM15 Schedule: Standard
Reported Hours: 0,00 Hours Scheduled Hours:  0.00 Hours

From Sunday 04/11/2010 to Saturday 04/24:2010

Timoshost

Sun  Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat

411 412 4113 414 415 416 47 4118 419 420 421 422 423 4124 Total Time Reporting Code Combo Code

| ) | ) | ) Y ) N I - | E
I ) ) | | | | | | Y N Y N _— I = '
) | | | ) ) W_— _— [ H

Save for Later | Submit |

© Reported Time Status - clickto hide

ate Status Total Time ing Code Ci

0.000000

@ Reported Hours Summar - click o view

€ Balances - clickto view

GoTo Self Service

Time Reporting
Punch Timesheet

You can view your timesheet by day, week, or time period. The default view is by time period, which

allows you to view two weeks at a time (but not by pay period). If you want to change the view, click the
drop down arrow to select the view you prefer.

Timesheet

Last00028619 First00023614 Employee 1D: 00028619

Joh Title:  INFORMATION TECHMOLOGY SPERAL Employee Record Mumber: 0

oClickforlnstructions

View By: |TimePeriod =|  pter [04/1152010 [ (2 Refresh | == Previous Time Pariod  MNewt Time Period ==
Il'\f‘lJrkgrlJu;I:)aly Schedule: Standard

Reported K frs Scheduled Hours:  0.00 Hours
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If you would like to change the view by date, click on the calendar icon.

\

View By ITime Period vl

Workgroup:  C11EXM14

Date: |u412512mu [5] [ Rafresh |
Schedule: Stan_g

== Prewious Time Period

Timesheet

Last00004064 First00004064 Emplovee ID: 00004064
Job Title:  INFORMATION TECHMOLOGY SPECIA Employee Record Murnber. 0
oCIickforInstructinns &

Mext Time Period ==

Reported Hours:  000Hours  Scheduled Hours | Agril j |2m[| j Mest Ermployes ==

lf Timesheet\( Overtides \‘\ 1 2 3

Sun Mon Tue Wed Thu Fri Sat § 4 5 6 7 8 910 Fri Sat

426 426 427 428 429 430 51 & 11 12 13 14 15 16 17 L1 5/8 Total Time Reporting Code

| | [ | [ [ |18 19 20 21 22 23 24 [ | 3

5 28] 27 28 29 30

N 1 —r— |

N B

Save far Later | Submit |

T |

(1] Current Date [r

¢ If you make changes to the view options or date you MUST click the Refresh Timesheet button
to display the current selections.

e You can also use the Previous Time Period and Next Time Period links to navigate the dates
back or forward.

Timasheet

LastON0A064 Frs0004TE4

Employes 0 00004064

Ernployes RecurdN/wber: [ /

/

Vewdy, |Tmersind *|  Date 04;35;2010{%3@ s Prepings Tine Pariod N Time Parind ==

Workgroup:  G11EHM1 Schedule: Standrd
Reported Hours: 000 Howrs — Scheduled Howrs: (00 Hours

Jun T INFORMATION TECHNOLOGY SPECIAL

0

Clik for strucfions

NedErnplovee ==
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Entering Time: Enter your time as early as possible during the pay period. You can save and make
changes as many times as you want before the pay period closes.

When reporting time use the TAB key on your keyboard to move to each day you want to enter time.

Time Reporting Codes (TRCs) are the different types of time that you report. Examples of TRCs
include “Regular Pay” and "Sick Leave". Below each day within the timesheet are three blank rows
defaulted for time reporting. These rows should be used to enter hours worked for the selected day
ONLY. You can only select one TRC per row. The TRC selected on this row corresponds to all the time
reported on that row.

Timesheet - Microsof Inemel EXplotes provided by Unheraty Sl DL, 3 ===
g ——

@U "2 D m.de. ‘psp/hcmprd/EMPLOYEE/HRMS/c/ROLE_ MANAGER.TL_MSS_EE_SRCH_PRD.GBLIPORTALPARAM_PTCNAV=HC_TL_MS5_EE_PRD_GBL3&EOPP.SCNode=HRMS& + % Government of the District of Columbia ...| 44 [ X | | Google

. »
w & Ignmsma ] ‘ R0 & \_}PEQE'@TUO\;‘
DC =~
gov
[ Custom Reports 10/8 10/ 1050 10M1 10M2 1013 10M4 1015 10M6 10M7 10M8 1019 10/20 Total Time Reporting Code Combo Code
[ View Time K K

Viorklst Add o Favortes
Menu ]
Search
@ Click for Instructions
[ My Favorites.
[ Self Senice ViewBy: TimePeriod ¥ pate; 1010712012 [E Retesh | e Brevious Time Period  Mext Time Period ==
I~ Manager Self Senvice
< Time Management Workgroup UDC Non-Exempt Schedule Standard
[+ Approve Time and Reported Hours:  118.50 Hours  Scheduled Hpufs: 0 Hours M
Exceptions p—— . o -
< Report Time From Sunday 10/07/2012 to Saturday 10/75:2012
— Manager Search Options

— Absence Request Mon Tue Wed Tau Fri Sat Sun  Mon Tue Wed Thu Fri Sat
8.00 8.00 Holiday Worked - HLW -
b Job and Personal 550 550 550 550 550 550 550 3850 Night Differential - NITP -
Information
[ Compensation 800 800 800 800 200 800 800 56.00 RegularPay-REG -
[ Learning and
Development 8.00 8.00 16.00 Sunday Pay - SUNP -
(- Performance Management
— Review Tr Save for Later Submit
[ Recruiting
[ Workforce Administration
[> Benefits

[=2V -2 =R ]
0 mmm
HEHEE

® Reportsd Time Status - click to hids

> Compensation Date Status Total Time Reporting Code Comments Exception

b Payrollfor North America 100072012 Approved 5.50 NITP (@) The C0mb0
> Workforce Development
1> Organizational Development 100712012 Approved 8.00 REG o] Code iS nOt
E&”‘ﬂg”%ﬁﬁ"m"ﬂ 100712012 Approved 8.00 SUNP @]
orkforce Monitoring
» SetUp HRIS 10082012 Approved 800 HLW (o} used by UDC.
[> DC Customizations 10/08/2012  Approved 550 NITP (@]
> Workdist
e T 100812012 Approved 8.00 REG o]
b Reporting Tools 100912012 Approved 5,50 NITP @]
[ PeopleTools
| Chance Il Password 100912012 Approved 8.00 REG o]
- My Personalizations 101012012 Approved 550 NITP Q
- by System Profile
I, Syster Profle 101012012 Approved 800 REG (0]
101112012 Approved 5,50 NITP @]
101112012 Approved 8.00 REG o]
1011412012 Approved 5,50 NITP @]
1011412012 Approved 8.00 REG o]
1011412012 Approved 8.00 SUNP @]
10152012 Approved 5.50 NITP o &
10152012 Approved 8.00 REG (o}
Selectdl [ DeselectAl Approve Selected Deny Selected |
[i] Reported Hours Summary - click to view
0 Balances - click to view

GoTo:  Manager Self Service

Tima

«// Trusted sites | Protected Mode: Off R100% -
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The "plus™ button can be used to add a row if needed. You should only add additional rows if more than 3
TRCs are used in the pay period. Otherwise use one of the 3 rows to select a TRC. The "minus" button
can be used to remove a row.

2 Timesheet - Microsoft Intemet Explorer provided by University of D.C. = ax
D
€ 8. | hitps:/ess . qov/psp/essprod /ESS/HRMS/c/ROLE_EMPLOYEE.TL_ MSS EE SRCH PRD.GELPORTALPARAM PTCNAV=HC TL 55 JOB SRCH EF GBLREOPPS v £ H
T T T R—— W
z 3 ‘ \ AfE 8 LY Signin
News Entertainment Video Sports Money Hutos Lifestyle u
R —_ - s »
W& [BB"‘@IntemetExp\orercannotd\.‘. ‘@T\mesheet X] \ @ v B v o v i) Page v {5 Took v
DC*> * *
TR
9 _Home \Workist Add to Favories Sion out
Search: o
I Self Senvice
= Time Reporting Date: 10012 (£ hetesn] <<Prvious Time Period  NextTime Period >
7 ReporTime Schedule UDC
. L
- Overtimz Requests | re Scheduled Hours: 0 Hours
s Oy 1012012012
> View Time
» Personal Information
B EE Ry Fri  Sat  Sun Mon Twe Wed Thu Fi Sat
b Benefits 01 1042 1013 10M4 10M5 1046 10M7 1043 109 10120 Total  TimeReporting Code Combo Code
e 200 Salaried Scheduled Annul L + ¥
Development ’ QB
I Perfarmancs Wznagement 800 SalariedHolidayPay-SHO  » q [
[ Recruiting Activities
- Workflow User Prafersnces
——————— Submit L
- Change My Password —I E
410 hide
. ‘ N\
Total Time Reporting Code Comments \
val 200 SHO )
val 200 SAN O
{ [ m | v
 Trusted sites | Protected Made: Off R100% -

T | (U8 00000 | = )
aft_Job_Aid_Grou.. f_l"' Message_to_ Al Tim.. eof Huiman Re.. | /2 Timesheet - Micros.. < E,..- mﬂ"" 140 PM
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/2 Timesheet - Microsoft Intemet Explorer provided by University of D.C.

DC x> >
GO Workiist Add to Favorites

Search: Click for Instructions -

@ | iew By: TimePeriod v pate: 1010772012 ZFRetsh ] ==Previous Time Period  Next Time Period =»
= Self Service
< Time Reporting Workgroup University of DC Schedule UDC

= Report Time Reported Hours: 1000 Hours  Scheduled Hours: 0 Hours

From Sunday 10/07/2012 to Saturday 10/20/2012

— Overtime Requests

- Absence Request Timesheet _D'varrid&%

[ View Time Sun  Mon Tue Wed Th ri Sat  Sun Mon Tue Wed Thu Fri Sat
& Personal Information 107 108 1008 1010 10M1 10M2 10M3 1014 10M5 1016 10M7  10M% 109 10i20 Total Time Reporting Code Combo Code
& Payrall and C 1
D L 200 200 Salaried Scheduled Annual Ly ~
- Learning and 2.00 .00 Salaried Holiday Pay-SHO =

Development

[» Performance Management -
> Recruiting Activities

— Workflow User Preferences|
— Change My Password

Save for Later Submit

m

When submitted it goes
into a “Needs Approval”
status.

Total Time Reporting Code
8.00 SHO
200 SAN

10/Q8/2012 Meeds Approval
1@09/2012 MNeeds Approval

@ Reported Hours Summary - dlick to view

) Balances - clickto view

GoTo:  Self Sewice

P i | v

Done /" Trusted sites | Protected Mode: Off ®100% -
7 e | ——— = .
Y o [a] B Y Draftjob Aid Grou.. || @) Message to AllTim... || [ Office of Human Re... | /2 Timesheet - Micros.. «<EM vE 11:3pm

After you enter your time you have two options "Save for Later" or "Submit".

Save for Later:

Use this button to partially enter a timesheet and to complete at a later date. You can enter information on
your timesheet each day and submit at the end of the reporting period. If you forget to submit the hours,
they will not be available for approval by your manager.

Save far Later

Submit:
Use this button to submit this Timesheet to your manager.

Submit

If you click “Submit” or “Save for Later and no time has been entered you will receive a message from
the timesheet stating “There is no data to save. Enter data in the timesheet for saving.” When you submit
your hours they go into a “needs approval” status, which can be reviewed and approved by your manager.

Note:
Make it a practice to ensure your time is entered properly at the end of each week.

ESS Time Entry Page 7
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When the time has been approved by your manager, it is automatically forwarded to payroll.

{6 Timesheet - Microsoft Internet Explorer provided by Universi [E=E
00 T
, »
&g [gﬂmm B v B v v Pagev (i Toos v
Addto Favortes
Search: w
® | Ocirmstuotons
[> Wy Favorites _— —
- Self Senice ViewBy: TimePeriod v pae; 10072012 [Rafsh ) < Previous Time Period  NextTime Period ==
> Manager Self Service
= Time Management Workgroup UDC Non-Exempt Schedule Standard
1 Approve Time and Reported Hours: 118,50 Hours ~ Scheduled Hours: 0 Hours |
Exceptions
~ Report Time
— Timesheet
— Absence Reguest
[> Custom Reports 11 10113 ) Total Time Reporting Code Combo Code
b View Time
[ ETEr S e 8.00 8.00 Holiday Worked - HLW - Q
I Job and Persanal 550 550 550 550 550 550 550 38.50 Night Difierential - NITP - Q
Information T
> Compensation 800 800 800 800 800 800 800 56.00 Regular Pay-REG - Q
[> Leaming and
Development 800 8.00 16.00 Sunday Pay - SUNP v Q
I Performance Management
—~ Review Transacfions Save for Later Submit
[» Recruiting
T o S T © Reported Time Status - dickto nide
- Benefits
- Compensation Date Status. Total Time Reporting Code Comments  Exception
- Payroll for North America 1000712012 Approved 550 NITP (o]
I Workforce Development
1 Organizational Development | 1000772012 Approved 800 REG [®)
I Enterprise Learing 100712012 Approved 8.00 SUNP Q
[ Workforce Monitoring
- Set Up HRNS 1000812012 Approved 8.00 HLW Q
1> DC Customizations 100812012 Approved 550 NITP (@] =
[ Worklist
' Tree Managsr 10082012 Approved 8.00 REG Q
I» Reporting Tools 10092012 Approved 550 NITP Q
I- PeopleTools
_ Chane My Password 10092012 Approved 8.00 REG o}
- My Personalizations 10102012 Approved o
- by System Profile
BEr— 101012012 Approved o]
101112012 Approved 550 NITP Q
104112012 Approved 8.00 REG
101412012 Approved 550 NITP Q
101412012 Approved 8.00 REG Q
101412012 Approved 8.00 SUNP Q
101512012 Approved 550 NITP Q &
101512012 Approved 8.00 REG Q
selectAl [ DeselectAl Approve Selected DenySelected |
i} Reported Hours Summary - click to view
@ Balances - clickto view [}
GoTo: Manager Self Senice
Tima =
+f Trusted sites| Protected Mode: Off w100% ~
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