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HCM 9.0 Business Process Guide
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Processing Steps

Enter Student Time

Navigation: Main Menu > Manager Self Service > Time Management > Report Time >
Timesheet

e Enter the ‘Value’ that is known
Enter the date to specify the week of the pay period to be entered
Click Get Employees

Note: You'll only be able to view groups you have access to

Report Time

Timesheet Summary

Employee Selection Criteria

Description

Group ID
Empl 1D

Empl Red Mbr
Last Name
First Name
Job Code
Department

Position Number

P L L L L LLL

Clear Selection Criteria Save Selection Criteria Get Employees

Show Schedule Information

View By:  Week ~ Datg: [12/01/2016 % Refresh |

P

<< Previous Week MNext Week ==
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e All accessible employees will now show on the bottom of the page.
e Select the employee to enter time for:

Empi Tor Adria Cédwards, Totals I HH4RIT - 202017 Personakze | Fnd |81 Fist 4 1200720 0 Laat
o Emd Mot
o Reporied  Howrsiobe  Scheduled Approved' Susmimed Denied Employee Deparment Feeports To Fostion
Mamme: st Mours  Appeuved Hours E i, Hous D T; dubi Depebenl Description Wiorkgroug Tashyroup S D e Pusiion Nunbes :’;EI
Slurder & 0 000 o 0o 10 Q1T I LBHART STUDENTS  DH_GENERK s
SuwdenlAssl 000 o M o L CREULATON STUDENTS fi_GENERIC T
Studenl Assl (1] (1] i LI (L] PARXING SERVICES STUDENTS DH_GENERC s
Etugenl Asat (1] .00 o o o BOLOCY ETULENTS OH_CENERC E11l)
" 20n UA ANHUAL o
Stusenl Azt 00 0.00 Mo o o STUDENTS DH_GENERIC L; £411]

CAMPAIGHS

e Populate the timesheet based upon the “In” and “Out” time the student worked each
day.
o Enter time using AM/PM or using a 24 clock (military time)
e Use the Previous Week or Next Week to enter more hours for the month

e Once you have entered time for the entire time period (month) click on SUBMIT.

a---- e

Job Title:  Student Asst Employee Record Number: 0

Select for Instructions

view By: | WWeek ~ cDate: Q142017 [[a] (2 Reties | == Previous Week Next Week >
Next Employee ==

Reported Hours: 0.00 Hours Scheduled Hours: 3400 Hours  Show all Punch Types
From 01/1412017 to 0172012017
Timesheet

Day Dale Status In Out In Out In Out Punch Total  Taskgroup Time Zone Date
€0 sat 114 New 11:00am 2:00pm 3:00pm 6:00pm DH_GENERIC| @ |PST Q14 =
) sun 15 New DH_GENERIC|@, PST Q115 = #H
6D Mon 116 Mew g.00am|[  12.00pm DH_GENERIC|@ [PST Q116 =
D Tue 117 Mew DH_GENERIC| @, PST @ 117 =IE|
) wed 118 New 9:00am 12:00pm DH_GENERIC|@_ [PST Q M8 =
) Thu 119 Mew DH_GENERIC|@ PST Q 19 = [
62 Fi 1200 Mew DH_GENERIC|Q PST Q1120 = [+
[ Submit D Clear [ Apply Schedule |

€ Reported Hours Summary - selectto view

“ Balances - selectto view
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Timesheet
Submit Confirmation

“ The Submit was successful.

Time for the Week of 2017-01-14 to 2017-01-20 is submitted

ok
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Print the Students Timesheet

Navigation: CSUDH Custom > DH Timesheets > Timesheet for
Timekeepers

e Enter your Run Control ID (your choosing, no rules)
e Click Search

DH Timesheet for Timekeepers

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

Find an Existing Value | Adda MNew Value
w Search Criteria

Fun Contral ID: begins with -4: )

[C] case Sensitive

| Search || Clear Basic Search @ Save Search Criteria
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Enter the Start and End Date for the Pay Period you’ll need to print

°
e Check ‘Include Approved Time’ box
e Enter the Employee ID(s). To add or remove IDs click on the plus or minus
e Click Run
TimeCard
Run Control ID: 1 Repaort Manager Process Maonitor 'm'
Language: English  ~
Run Control Parameters
Start Date: 0110112017 IE! End Date: 013112017 IE!
Include Approved Time?:
Employees To Process Find | View Al | B B First ‘4’ 10of1 ‘B Last
Empl ID Empl Rcd Nbr *Include/Exclude Indicator
DIQ Include - =]

e Select the Server Name : PSUNX
e Click OK

Process Scheduler Request

UserID aredwards Run Control ID 1
Run Date [0119/2017 |
Recurrence - Run Time | Resetto Current Date/Time
Time Zone |:| a
Process List
Select Description Process Name Process Type Type *Format Distribution
Student Timesheet (Timekeeper) DHTLO02 SQR Report Web ~ PDF » Distribution

Cancel

Last Revised: 01/18/2017 Page 5 of 11



HCM 9.0 Timekeeper BPG
Time & Labor BPG

e Click on Report Manager

TimeCard
Run Control 1D 1 Report Manager Frocess Monitor 'ﬂ'
Language: English M
Run Control Parameters
Start Date: 01012017 Eﬂ End Date: 01312017 E{I
Include Approved Time?:
Employees To Process Find | View all | | k& First ‘4 10of1 B/ Last
Empl ID Empl Rcd Nbr *Include/Exclude Indicator
olay Include (=

Select the Administration tab

Wait...1minute

Click Refresh

Repeat if needed

When the Description turns into a Hyperlink (blue) click it
The timesheet will open, print it

Note: The direct navigation to this page is Main Menu > Reporting Tools > Report Manger

| List || Explorer |tAdministration>|| Archives

View Reports For

User ID aredwards Type ~ Last - 1 Days - | Refresh |
Status = Folder ~ Instance to
Report List Personalize | Find | View All | T | k= First ‘4 1-2of2 ‘&' Last
Report Prcs A Request .
Select D Instance Description DateTime Format Status Details

01M8/2017  Acrobat
9:22:23AM  (*.pdf)

. ; 01/19/2017  Acrobat .
il 813076 205726qSudent Timeshest (TimekeebsD o 11 samy (o OSted sifalalls.

| 813077 2057282 Student Timesheet (Timekeeper) TIA
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California State University STUDENT PAY VOUCHER
Dominguez Hills 01-JAN-2017 To 31-JAN-2017
ID: Deptid: 21120 LIBRARY-CIRCULATION Unit: 765
DATE DAY IN OUT __HOURS IN QOUT _HOURS IN OUT _HOURS TOTAL PAYRATE JOECODE
01-14-17  Saturday 11:00  14:00 3.00 15:00  18:00 3.00 6.00 $10.00 1870 Student Asst
Weekly Total: 6.00
01-16-17  Monday 09:00  12:00 300 3.00 $10.00 1870 Student Asst
01-18-17  Wednesday  09:00  12:00 .00 3.00 $10.00 1870 Student Asst
Weekly Total: 6.00
Gross Earnings:  $120.00 Total Hours: 12.00
| certity that | have worked the hours recorded an this voucher: | am a current student at CSUDH and my total hours I am duly authortzed by CSUDH ta make this report and caritty that this comectly
atall CSUDH Jobe cambined doze nat axeeed campus poliey (20 hours per waek) while ciasses are In session, rafiacts the atzndanee for tha student employze and pay pariad Indicatzd. FAAppraval
SIGNATURE OF EMPLOYEE DATE SUPERVISOR'S SIGNATURE DATE SUPERVISOR'S SIGNATURE DATE

This vouchsr Is generated by Az Edwards 3t 09:22°45 on 13-JAN-201T

e After getting the Appropriate Signatures approve the time
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Approve Student Timesheet

Navigation: Main Menu > Manager Self Service > Approve Time and Exceptions >
Reported Time

e Enter the ‘Value’ that is known
Enter the date to specify the week of the pay period to be entered
e Click Get Employees

Note: You'll only be able to view groups you have access to

Approve Reported Time

Timesheet Summary

Employee Selection Criteria

Description

Group 1D
Empl ID

Empl Rcd Mbr
Last Mame
First Name
Job Code
Department

Pasition Number

P L L O L L L P

Clear Selection Criteria Save Selection Criteria Get Employees

i

View Instructions
Show Schedule Information

View By:  Week ~  Datef12/01/2016 1y & Fefresh

== Pravious Week Mext Weelk ==
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e All accessible employees will now show on the bottom of the page.
e Select the employee needing approval

Empk Tor Adria Cdwards, Totats I 42017 - 202017 Personaize | Find [V Frst & 1300F20 0 Last
- Engd MNusth

Job Reporied  Howstobe  Scheduled . Approved Submmed Denied Employee . Department Feports To Postion

Mame: Dl ccatalia Mours  Appeuved o Exceplon i, Hous D !I!; Jub Deparimenl Description Wionkyroup Tashyroup Supervisar IO e Puadion Munbes :;;::n

QAR

Swdenidssl 000 LT T w0 0 187 ooy DTS su
Swdsl  OW 000 M o0 i 015 PARING SERVCES STUDENTS su
Swemtimt 00 o e o o0 018 BOLOGY STUDENTS v
Swemthest OB 000 MM 00 050 o1Em 510 UAANMIAL - cnupexrs ¢ s

CAMPAICHS

¢ Review time entered based upon the printed timesheet

o Click/Select the boxes for the days to be approved based on the timesheet

¢ Once you have selected time for the week then click Approve Selected

e Use the Previous Week or Next Week or Next Employee to review/approve more hours
for the month

[i ]

Belectfor nstruchions]

View By:  Week v -pate:  D11412017 [ (& Reresh | == Previous Week hNext Week »=

Next Employee ==

Reported Hours: 12.00 Hours Scheduled Hours: 84.00 Hours  Show all Punch Types
From 01/14/2017 to 01/20/2017
Timesheet

Select Day Date Status In Out In Out In Out Punch Total  Taskgroup Time Zone Date
v@ sat 114 :::r%ial 11:00:004M | 2:00:00PM| | 3:00:00PM| | E:00:00PM 6.00 [DH_GENERIC|Q [PST (RN E R = BE |
[ &2 sun M5 New DH_GENERIC|Q [PST Q 115 =
w € Mon 116 E;;riial 9:00:0044] | 12:00:00PH 2.00 [DH_GENERIC|q [PST o e = H
1 &2 Tue 117 Mew DH_GENERIC| [PST @ 117 = [+
Meeds S 8
O wea i 9:00:00AM | 12:00:00PH 2.00 [DH_GENERIC|q, [PST o s B
[ 2 Thu 119 MNew DH_GENERIC|Q, [PST Q 119 =E|
0 2 Fi 1200 MNew DH_GENERIC|Q, [PST Q1120 =E|
Select Al D Deselec‘lAH< | Approve Selected 2\ | Deny Selected |
Submit i Clear |

e RunDH_TL_RPTD_APPROVED_ TIME query
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Approved Time Query
Navigation: Main Menu > Reporting Tools > Query > Query Viewer

e Enter the name of the query
o DH_TL RPTD_APPROVED_TIME

e Click Submit

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search BY "Query Mame ~  begins with dh_tl_rptd_approved_time
| Search | Advanced Search

e To run the report to an excel spreadsheet click ‘Excel’
e To review the report before sending it to Excel click ‘HTML’

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
. —
Search By "Query Name = begins with DH_TL_RPTD_APPROVED_TIME

e | Advanced Search

Search Results

*Folder View — All Folders —

Query Personalize | Find | View All | Ell E First ‘&' 1of1 &/ Last

Runto Runto Runto - Add to
Query Name Owner Folder HTML Excel XML Schedule Definitional References Favorites
DH_TL_RPTD_APPROVED_TIME Reported Time - Approved Public HTML XML Schedule Lookup References Favorite

Page 10 of 11
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e Enter the From and To Dates for the period or use the calendar to select the dates
e Click View Results

DH_TL_RPTD_APPROVED_TIME - Reported Time - Approved

From Date: | )
To Date: =]

| View Results |

C5U Unit

e Enter the Pay Period Month and Year at the top
¢ Review the document

December 2016
L HE de’ | Total Hours 2 |[Comp Rate
[ | 0 1870 33.00  10.000000
0 1871 2400  10.000000
| 0 1870 67.50  10.250000
O . 0 1871 33.50 10.000000

Sugeﬁli‘go\j‘s Signafure  Date

e Submit signed Query to Payroll Services
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