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Getting Started 
 

 

User Preferences 
 

The user preference page is used to setup user defaults for the time entry and approval pages in 

order to view the entire pay period at one time. The setup should be completed when accessing 

PeopleSoft 8.9 for the first time. Once the user preferences have been setup, there is no need to 

return to this page. 

 

The navigation is as follows. 

 

Home > Self Service > Time Reporting > User Preferences 

 

The following page will display. 

 

 
 

 

Default Timesheet Display: Select Time Reporting Period  

Start Day of Week: Select 5 ï Friday  

 

Click on Save. 
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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. 

 

 

 
 

 

Enter the group number in the Group ID  field, then click on Search.   

 

The following page will display. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Getting Started    Payroll Processors Procedure Manualv8.9  

 

  3 

 

 

 
  

 

The current members of the Group will display.  The Group may be sorted either by name or 

EmplID. To sort the list by EmplID, click on the EmplID  column header (circled above). 

Likewise, to sort the list by name (firstname lastname), click on the Name column header.  If all 

Group members are not displayed, click on View All  (circled above) to display the entire group. 

 

This list may be used to check off the names of employees as they submit their Timesheets and 

Leave and Pay Exceptions Reports.  

 

To print the list, click on the Print  icon or click File, Print from the browser menu. The list can 

also be downloaded into Excel. Refer to the Downloading Lists/Data to Excel section of this 

manual. 
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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 downloaded from any page that contains the download 

button . The Time Reporters in Group page is shown below as an example. 

 

 
 

To download the data, first ensure that the browser is not blocking popups for this page, then 

click on the download button .  

 

If the list is not downloaded when the button is clicked, hold down the control (CTRL ) key on 

the keyboard, then click the download button. Continue to hold the CTRL  key down until the 

dialog box on the following page is displayed. 

Download button 




