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Getting Started

User Preferences

The wser peference page is used to setup user defaults fointeeentry and approvalages in
order to view the entire pay period at one tiffiee setup should be completed when accessing
PeopleSoft 8.9 for the first tim@nce the user preferences have beerpsétere is no need to
return to this page.

The navigation is as follows.
Home > Self Service > Time Reporting > User Preferences

The following pagewill display.

QY 7 L#) W | @] User Preferences | -

PeopleSoft.
[beny &

Search: A Mew Window | Help | Cuslornize Pane | 5, &

®

Time Reporting Preferences Schedule Preferences

[ My Favorites
|~ Self Service

<Time Reporting Time Reporting Preferences
I» Repart Time:

1> Views Time Haresh Patel 1923520
— User Preferences
[» Personal Information

TRC Code or iptii ‘D\splavTRCITRC Description v|
[ Payrall and Compensation
b Benefits Time Prepopulation Method ‘ "l
[> Btock Activity
[> Learning and Default Timeshest Displa [Time Reparting Pariad b
Developrment
[ Perfarmance Management *Start Day of Week
> Campus Personal )
Infarrnation Click lo Vie Additional Information
= Wiorkdow User F_'references Task Value Defaults
[ Manager Self Semvice -
[ Recruiting
> Warkforce Administration *Taskgroup Description
[> Benefits
> Compensation aQ EI
[> Time and Lakor
[+ Payroll for Morth America Gave
(> Glohal Payroll & Ahsence
Mgt
[ Payroll Intetface GoTar  Self Senice L
[> Workforce Development Time Reporting
(> Organizational Development
[> Enterprise Learning v Motify ‘

[E3

Default Timesheet DisplayselectTime Reporting Period
Start Day of WeekSelects i Friday

Click onSave
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Reviewing Time Reporters in Group
The processor may review the employees in a group at anytime. The navigation is as follows.
Home >Time and Labor > View Time > Time Reporters in Groups

The following page will display.

I e e L |

PeopleSoft.
[E )

Home Add to Favorites

Sign out

Search: 7y Mewinda | Help |
& Wiy Favorites Time Reporters in Groups

[» Self Senice Enter any information you have and click Search. Leave fields blank for a list of all values.

[> Manager Self Service

[+ Recruiting Find an Existing Value

[ Warkforce Administration

[+ Benefits

[ Campensation Group ID: begins \@h ~ |0260| )

vl'rggpa;r_?_h?nb;r Description:| hegins with J|i

= View Time [Jcase Sensitive

m el T Search Clear Bagic Search Bl Save Search Criteria
— Lompensalon lime

— Time Reparter Status
— Reported Tirme Audit
[> Process Time n
[ Approve Time
[> View Exceptions and
Atendance
[: Enroll Time Reporters
[: Reports
[= Payroll for Morth America
[» Glohal Payroll & Absence
gt
[> Payroll Interface
[ Workforce Development
[> Organizational Develapment

|

Enter thegroup number in th&roup ID field, then click onSearch

The following pagewill display.
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Peopledott.
(Menu &

Search: A mew pindow | Help | Customnize Page | nies

®
[ My Favarites R R
b Belf Senvice Time Reporters in Group
[> Manager Self Service
[ WWarkforce Administration

mylICF

Performance Trace

[ Benefits Group ID: 0260 Human Resources

[» Compensation

[~ Time and Labar As Of Date: 03162007 Last Refresh DateTime:  03/16/07 10:31PM
1> Repart Time

Groun Members Fingd B First [ 1gor70 O Last

Empl Red Nbr Name {LH.FN)

= View Time

EmpliD

tor i S-004 1] FappianoAnthony J
—Lompensatory [1me N
- Renortad Time Audit 01011349 0 Kerr,Maribeth L
[> Pracess Time 0102728 1] Mewrman,Paul
[ Approve Tirme 0105489 i Evans,Debarah H
[> View Exceptions and .
Aftendance 0106935 o Dunn,Linda N
[> Enroll Tirme Reporters 0107785 1] Browning,Linda J
I Reports 0108040 0 West Kay L
e CITOTHOME I W 8139 0 Frame Patricia.J

[> Payroll Interface
[>Workforce Development
[» Organizational Development L\Return to Search | [=] Notify
[» Enterprise Learning
[ Waorkfarce Monitoring
[ Pension

[» Campus Community
[> Student Financials

[ Set Up HRMS

[ Set Up SACR

[ Warklist v

& 8 Internet

Thecurrent memberof the Groupwill display. The Group may be sorted either by name or
EmplID. To sort the list by EMID, click on theEmplID columnheader (circled above).
Likewise, to sort the list by name (firstname lastname), click oN#émee column headerlf all
Group members are ndisplayed click onView All (circled above) to display trentiregroup.

Thislist may be used to check off the names of employees as they submiinhesheetsand
Leave and Pay Exceptions Reports

To print the list, click on th@rint icon or clickFile, Print from the browser menThe list can
also be downloaded into Exc&efer to thdDownloading Lists/Data to Excelsection of this
manual.



Getting Started Payroll Processors Procedure Manualv8.9

Downloading Lists/Data to Excel

A new feature of PeopleSoft 8.9 is the ability to download lists/data to Excel directly from the
PeopleSoft page. Lists and data can be downloadeddny page that contains the download
button . TheTime Reporters in Group page is shown below as an example.

PeopleSoft.
(Menu &

Search: = I Wi o ooy | Help I Customize Pange rE,

®
[> My Favorites . .
b Self Senvice Time Reporters in Group
[> Manager Self Service
[ Vorkforce Administration Download button
[ Benefits Group ID: 0260 Human Regources
[> Campensation
= Time and Labaor As Of Date: 0311 6/2007 Last Refresh DateTprfe:  03/16/07 10:31FM

I> Report Time
- View Time Group Members - |

myLICF Add to Favarites

Empl Red Nbr Name {LH.FN)

- tore Ti 0100811 1] Fappiano Anthony J
—Lompensatory [1me N
— Reported Time Audit 0101138 0 Ketr,Maribeth L
[ Process Time 0102728 1] Mewrman,Paul
[ Approve Time 0105469 i] Evans,Deborah H
[ View Exceptions and .
Aftendance 0106935 o Dunn,Linda N
[» Enroll Time Reporters 0107785 1] Browning,Linda J
I Reports 0108040 0 West Kay L
eI | (7775735 o Frame Paticia J

[» Payroll Interface

[ Waorkfarce Development
[» Organizational Development LAReturn to Search | [=] Notify
[» Enterprise Learning
[ Workforce Monitoring
[ Pension

[» Campus Community
[> Student Financials
[ Set Up HRMS

[ Set Up SACR

[ Warklist v

& 8 Internet

To download the datdirst ensure thathe browser is not blockingopups for this page, then
click on the download buttoiZ.

If the list is not downloaded when the button is clicked, hold down the co@T&RI( ) key on
the keyboargthen click the download button. Continue to hold@¥RL key down untithe
dialog box on the following page is displayed






