PEOPLE SOFT 9.2

TR.A M. MANAGERS
GUIDE




Contents

Overview of Reports-TO Manager ROIE.........cccvoiiii e 1
ReSPONSIDIHITIES OF ROIE ..o nres 1
Tools - Time and Labor WOIKCENTET ..........ccviiiiiiiiisieieie e 2
ACCESSING REPOITEA TIIME ..ottt e e e e sreeaeeneenneens 4
COrreCtiNg TIMESNEELS .....viivieiieie ettt e et e e e s re e aeesaesreesteeneesneenneens 5
Accessing and Approving Payable Time. ... 12
Accessing Other Links in the WOIKCENLET ........ccvviieiiiie e 17
ADSENCE REOUESES. ... eeveeeieeiie ettt e et e e e s e s ae e beeseenteeeeeneeaseenaeaneenraennennes 18
APProving/Denying REGUESES........ccveieiierierie e s esiesieseesie e sae e essesseessessesseesseesesseesseens 18
Submit Absence for an EMPIOYEE .........ooiiiii i 19
Managing/Changing SChEAUIES...........ooiiiiie e 22
ASSIGNING 8 DRIBGALE.......ccueiiiiiiee ettt b e et e e re e re e 26
RUIES AN0 WOTKGIOUPS ...ttt sttt sttt b et nbe e sne e b e 29
RUIES ..ttt e e bt s e bt et esre e bt et e e neeebe e beeneenneas 29
WVOTKGIOUPS ...ttt b et b et e s e b et e e n e e ebe et e e e sneenbe e 29

€] (01 TT: T TSP USSP 30



Page |1

Overview of Reports-To Manager Role

PeopleSoft uses Position Management hierarchy, which defines employee-manager relationships
based on position data. A position contains valuable information related to a job, such as title,
department, location, and Reports To. Position information is static information that remains
constant, regardless of the incumbent. Once defined, a position would always be associated to
the Reports To manager, regardless of the employee sitting in the position. For example, an
Accountant Il position in Payroll will always report to the Accounting Manager position (as
defined in Position Management). If the current Accountant 1l incumbent leaves, when the
position is filled the employee is automatically associated to the Reports To manager defined for
that position. Due to this structure, time reporters are automatically assigned to their Reports To
manager. The Reports To manager is responsible for approving time and leave requests. The
system will automatically assign necessary security roles in TRAM to managers that have direct
reports. If the Reports To manager is incorrect in the system, the department should submit an
ePRF to update the position data.

Responsibilities of Role

The Reports To manager is responsible for completing the following TRAM functions by noon
every Wednesday. Detailed instructions for each task are included in this document.

e Making corrections to timesheets for missed or out of order punches

e Reviewing reports/queries to ensure all time is approved

e Managing exceptions

e Reviewing and approving payable time

e Responding to absence requests (approving or denying)

e Managing/changing employees’ schedules if necessary

e Assigning a delegate to fulfill these responsibilities in the manager’s absence



Tools - Time and Labor Workcenter
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The TRAM WorkCenter is a one-stop full-function “command center” where managers can
access all tasks, reports, and queries required to complete their TRAM responsibilities. In order
to access the WorkCenter, the manager will log into PeopleSoft and use either navigation shown:

2 Personal Information Summary
Review a summary of your personal infarmation

= Benefits Summary

i
|| Review a summary of Gurtert, past or fulure benett erroliments

3 Payroll and Compensation
Review your pay and compensation history . Update your direct deposit and
other deduction or contribution information.

= Change My Password
E Create & nevy password.

Training S o~

Training Summary
" Wiews a summary of your training information.

Request Training Enroliment
Subunit & reguest for snroliment in fraining

HRQZTBT-

Add to Favorites

Persaonalize Content | Lavout

Direct Reports
Employees

Hame Work Phone

Donald Duck
Mickey Mouse
Minnie Mouse

More...
Employee Search
Manager Leave Summary

There is no information available for
display atthis time.

Q

Sign out

7 Help

Favorites « Main Meny +
Search Menu:
ORACLSE ®
+
[ Enterprise Companent: r
»
Time 03 Manager Self Semvice 51 Time Management & Manage Schedules c ov
- Timesheet] C3  Self Semice 3 Joband Personal Infor{ = Apprave Time and Exceptions 4
== Report your B3 5etUp HeM £1  compensationand sty L) RepartTime » YROLL
. 0 TRAM Reports 3
View Time 3 Time and Labor \j Review Transactions O i . B, 2014 from
wigwyaurst £ UHS HRMS HR » fd 6:0| lew me pm.
mare: i
3 UHS HRMS Payrall N - Ij Time and LaborWorkCenter
T ToT any mrconveTce WS ey Tave caused.
3 Reporing Toal 3
Action ltems eporing Tools
3 PeopleToals 4 Birthday Alerts S ov
M Abse B
. Redue: ERS Mo employee bithdays at this time
\j Professional Org Development = -
«  eTermina \j Skilnort Anniversary Alerts C av
R = TAP. Online Training Mo employee anniversaries atthis
time
QMyCamp S TexFlex
UH CentralHuman Resources
@ Employee Message Center S av
a nt \j UH System
. Accounts
G® Uimor] B change by Passwara EMPLOYEE MESSAGE CENTER
(!’ \j by Dictionary
El ToPoral Hub P.A.S.S. Updates
Personal Profil =

Release of Personal Information

As an employee of UHS, your personal infarmation can be requested, and
released, to the public as indicated by the Texas Public Information Act.
Employees can aptto decline the release of the fallowing infarmation
related to public inguiries

Home Addrass

Home Phone

Emergency Contact Infarmation
Social Security Number

Family Information

Starting Monday, February 2nd, you can update your options through
P.AS.S. Select Personai fnformation and click the Release Personal Info
link to wiews and update your current options

W-2 Information

Paper 2014 W-2 Farms will be mailed by January 315t only to employees
whao have not printed their electronic VW-2's by January 25th

Manager Self Service

_ _ Absence Requests

Approve, deny or push back an employes's absence request

TRAM WorkCenter
Wiewy Manager Time and Lakor YWorkCenter

Time Management

and overtime reguests, exceptions, and more

«—

Manags schedules, view and spprove reported and payable time, sbsence

Dept Self-Service
Payroll WorkCenter Link
HR Forms

On-Boarding Forms

Other Forms

HR Reports
Employee Performance

There are currently no performance
docurments meeting the alert criteria

Q

Q

[#]

[#]
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Once the Time and Labor WorkCenter has been selected, the Timesheet search page will display.
Use links and tabs in the left pane of the WorkCenter to access the necessary approvals, pages,
and reports. The main WorkCenter area updates based on the links or functions selected in the
left pane. This allows users to navigate between reports and pages, without leaving the
WorkCenter. Notice the different tabs available within the main section (Reported Time,

Payable Time, Timesheet, and Exceptions).

Favorites + Main Menu -

ORACLE’

TRAM WarkCenter o «

Main || ReportsiProcesses
Iy Wiork

Q

= Approvals
= Pending Payable Time ()
= Pending Absence
T Exceptions (1)

Q

@y Links

« Absences
T Absence Reguests
& Apsence Balances
5 Ahsence Request History

< Schedules
5 AssignWork Schedule

Reported Time Payahle Time
Timesheet | Exceptions

Employee Selection

Change View
“Wiew By | VWeek

Date [11/25i2015 5%

Employees For Walt Disney, Totals From 11/22/,2015 - 11/28/2015

Time Summary | Demographics

Last Hame First Hame

Last Mame

Employee 1D
-

Empl

Red  Job Title

Hbr

il

¥  Manager Self Service = > Time Management = > Time and LaborWorkCenter > Timesheet

HREZTST - Home

#| Show Schedule Information

Frevious ¥eek Mextweek
Reported Hours to be Scheduled Excepti
Hours Approved Hours Heeplio
0.000000 0.000000 0.000000
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Accessing Reported Time

The main section of the Workcenter defaults to Reported Time and the Timesheet. The
Reported Time section consists of employee Timesheets and Exceptions.

Use the Employee Selection search criteria to find and open employee timesheets. The manager
can save their search criteria to populate each time they enter the WorkCenter, or they can
manually search for the necessary information. Click the arrow next to the Employee Selection
header to expand the search section.

TRAM WorkCenter o «
Reported Time || Payable Time
Main ReporsiProcesses

$2E My Work - o Timesheet | Exceplions

= Approvals ¥|Employee Selection

Pending Payable Time = ——

D Pending Absence Employee Selection Criteria Get Employees
& Exceptions Selection Criterion Selection Criterion Value

Clear Criteria

Employee 1D

Save Criteria

Empl Rcd Nbr

LastName

First Name

g P B p B

Deparment

To save the search criteria, enter the correct values under Selection Criterion, then click the Save
Criteria button. Each time you access the page, the saved search criteria will trigger and pull
the matching employees.

The Reported Time page has two tabs: Timesheet and Exceptions. The Timesheet is used by
the manager to review their employee’s punches and verify the number of hours worked.
Managers may need to make corrections to a timesheet if an employee misses a punch, or is
unable to punch in. Employees can view their timesheets through PASS, but cannot make
changes. For more details on Exceptions, see the Managing Exceptions section of this
document.

The left pane of the WorkCenter defaults with pending approvals and exceptions summarized.
Absences can also be accessed via this pane as well. When pending approvals (or exceptions) are
awaiting action by the manager, the title displays as a link. Managers can navigate using the
links in the left pane, or by selecting tabs in the main WorkCenter.
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Correcting Timesheets

Managers can update and correct their employees’ timesheets. In order to comply with auditing
guidelines, each time a manager makes a change or correction to an employee’s timesheet, the
manager is required to record documentation of the reason for the change. These comments
cannot be deleted once entered, and are subject to open records act requests as well as internal
audit findings. As a standard business process, timesheets of employees should be changed by
the manager, only in the following instances:

e Employee misses a punch - Employee does not punch in when beginning work or
returning from break/lunch, or fails to punch out when leaving work for the day or
beginning his or her break/lunch

e Employee has out-of-order punches - This typically occurs when an employee
misses a punch, then punches in using the same punch type as earlier. Example:
employee clocks in for the day, clocks out for lunch, upon return from lunch selects
out punch again, and when punching out for the day, selects in punch instead of out.

e Adjust leave time - Employee has submitted, and manager has approved, absence
request, then the employee works the scheduled day of absence.

Missed Punch and Out-of-Order Punch

If correcting a missed punch or changing out-of-order punch, navigate to the TRAM
WorkCenter and search for the employee’s timesheet.

To search, the manager clicks the arrow next to the Employee Selection header to expand the
search section. Enter the Employee ID, or other search criteria, and click Get Employees.

TRAM WorkCenter o «
Report Time

Main Repors/Processes -
Timesheet Summary

288 My Work T or

Employee Selection

<~ Approvals
Pending Payable Time
Pending Absence Selection Criterion Selection Criterion Value

Employee Selection Criteria Get Employees

Exceptions Clear Criteria
Employee 1D
Save Criteria

Empl Red Nbr
LastMame

First Mame

JeRp Ry Ry Ryl

Department

Change View
*View By Week - Show Schedule Information

Date 12/07/2015 sl h Previous Week Mext Week
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The View By can be changed from the default to “Week” or “Day”. If the employee was not
active the full calendar period, managers may need to use the Day option to retrieve the
appropriate dates.

Select the appropriate employee name link, and the system displays the timesheet for the
specified period.

The timesheet displays punch times for each day in the pay period, as well as any exception
indicators. The exception indicator is prompted by a batch process that runs at least once a day.
To view a different pay period or select the next employee, use the links in the Select Another
Timesheet section at the top of the page. To search for a specific date, enter the date and click
the green arrows to refresh the page.

fimesheet
Wema Finding Emplovee D 0140944
Empl Record 0
Esrliest Change Date 07/15/2014
Salect Ancther Timasheat
#igw By| Calendar Pariod v Frevious Period Next Period
*Date DOI2015 |34
Seheduled Hours 80.00 Reported Hours 72.00 Prirt Timeshest
Show &1 Punch Columns
From 08/23/2015 to 10062015
commants oy b Roporbd statn Essuption n Lunch n art P Tima Roporting Code Quantily Sched Wi *Tashgroup Tima Zone Data
Wisd 823 Submited Tzt 3:24:52Ph] .05 v .00 HRT30 o st SR +
Thu  4g4 Submimed B:03:36 204 2:02:36Ph] 708 v 3.00 HRT20 o st S +
Fi 926 Submited TIED0A 15510 .40 v .00 HRT30 o st ST +
sat W Mew v 0.00 HRT30 A [csT SRt +
S WE Mew v 0.00 HR730 A [csT Sty +
hbn 88 Submited & a:08:40 4 3:09:00Ph] 6.00 v .00 HRT30 o st ST +
Tue 980 Submitted 3460 3:27:10FM] 701 v .00 HR730 o st S +
Wred 90 Submitted & 9:03:4980 4:34:55Ph 730 v .00 HRT30 A [csT SRrT +
Tha 1071 Submitted iR A 1:50:41 P 6.30 v .00 HRT30 o st S| +
Fi 102 Submited o181 3:27:24Ph] 813 v .00 HRT30 o st SERT +
s 0B M v 0.00 HRT20 o st o 10 +
s 104 Mew v 0.00 HRTE0 a [csT o 0 +
Mon 105 Submitted & 8:29:014 4:31:29PM 205 v 2.00 HRT20 a, [csT o 10 +
Tue 106 Submited & 6:06:20 44 1:46 56PN 570 v .00 HRT30 o st SET +
Submit Clear
Summary || fbsence || Exceptions || Payable Tme
Exceptions Personalize | Find | | B 1.40a
Mlow  Dats Exgeption 10 Exgeption Source statun Exgoplion Severity Esplanation Comment
09/26:2015 L0001 Time Administration Unresolved Low Atendance Molations P
0973042015 TL10001 Time Administration Unresolved Low Atendance olations P
10062015 TLES D001 Time Administration Unresolved Lo, Atendance olations P
10062015 TLETD0DT Time Administration Unresolved Lo Atendance Molations P
Select A Deselect Al
Update Exception

The manager enters missed punches, or changes the punches to appear in the correct order, enters
a corresponding comment, and selects Submit. In this instance, the manager will enter a lunch
break on the first day of the pay period, 9/23/15:



Add
Comments

Day
Wed
Thu
Fri

Sat

Tue
Wed
Thu
Fri
Sat

Sun

[OIROINCINVIRCINOINCINOIRGIROIRCIROIROIN0)

Submit

Date

923

924

925

926

927

928

929

930

10M1

102

1013

1074

10/5

10/8

From 09/23/2015 to 10/06/2015 (2

Reported
Status

Approved
Approved
Approved
New
New
Approved
Approved
Approved
Approved
Approved
New
New
Approved

Approved

Clear

Exception

In

7:22:21AM

6:03:25AM

7:41:09AM

6:26:31AM

7:47:03AM

6:49:10AM

7:28:19AM

7:30:00AM

8:16:45AM

G:46:12AM

Lunch

12:15PM

12:45:00PM

In

Out

1:05PM| | 3:24:52PM

1:30:00PM

2:02:36PM

2:42:02PM

3:24:36PM

3:26:31PM

3:48:00PM

3:51:18PM

10:37:22AM

4:16:03PM

4:08:41PM

Punch
Total "

8.05
793
6.26

896 |
765 |
sos[ |
833 |
31|

7938
9.36
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After entering the punch times, including “AM” or “PM,” a comment must be entered. The
system requires a comment when making timesheet changes. Click the Add Comments icon.

o Thu
Fri

24

9425

From 09/23/2015 to 10/06/2015 (2

Add Reported
CDW’W Status
») Wed Approved

923

Approved

Approved

Exception

Enter the description of the change in the Comment field. Once the information is complete,
click the OK or Apply button to return to the timesheet.

Actions~
Note

Date

1092372015

Add Comment

User ID

0094102

QK Cancel

Comments related to time entered for 09/23/2015

DateTime Created Source

12/08/2015
&:07AM

Apply

Time Reporting

Personalize | Find | View All | = | E

Comment

Comment history cannot be altered or removed. Once you select OK o leave the page or select Apply for one or more entered comment, you
will not be able to alter or remove those comments later.

First ‘&) 10f1 &/ Last

After the comment is entered, return to the timesheet and click Submit to finish the correction.
A confirmation screen displays, click OK. The next time the Time Administration process runs,
the system will produce Payable Time for the adjustment entered. All Payable time must be
approved by the manager by the payroll deadlines.
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Adjusting Leave on the Timesheet

If an employee has an approved leave request that is not taken, managers need to adjust the
timesheet to return the unused hours back to the employee. To adjust an employee’s leave
balance, navigate to the TRAM WorkCenter and search for the employee’s timesheet.

To search, the manager clicks the arrow next to the Employee Selection header to expand the
search section. Enter the Employee ID, or other search criteria, and click Get Employees.

TRAM WorkCenter o «
Report Time

Main Reports/Processes -
Timesheet Summary

My Work S av
Employee Selection
= Approvals . .
2 Pending Payable Time Employee Selection Criteria Get Employees
D Pending Absence Selection Criterion Selection Criterion Value

D Exceptions Clear Criteria
Employee ID
Save Criteria

Empl Rcd Nbr
Last Mame

First Mame

IRy <Ry Ry <Ryel

Department

Change View

*View By Week - Show Schedule Information

Date 12/07/2015 F e _ Previous Week Mext Week

Select the appropriate employee name link, and the system displays the timesheet for the
specified period.

Click the [+] icon on the row with the absence to insert a new row for the adjustment. The
manager selects the appropriate Time Reporting Code (TRC) and enters a negative amount for
the adjusted leave hours that were not used. Example: on Tuesday 9/1/2015 the employee
worked instead of taking a vacation day:

Timesheet

ding Employee 10 0140344
Empl Record
Earliest Change Dzts 07415/2014

Select Another Timeshest

e Byl Wizel v Previous ieek  Mext Wieek
*Date D2Z01E |3
Seheduled Hours 40.00 Reported Hours 4243 Prirt Timezheet

Show | Punch Columns

From 08i26i2015 to 09/0152015
Funch

communts Doy ol Reportud Status Esneption N Lunci n cut i) Time Raporting Cods Quanttty Soled Hr1  *Tashgroup Time Zons Cote
Wed 226 Submitted & 74327 20| 436:08PM 838 v £.00 HR730 Q [csT SR +
T w7 Submitted & 736380 3:28:23PM 736 v £.00 HR730 aQ [csT SR +
Fi a8 Submitted Bz03A 3:43:32PM 068 v £.00 HR730 aQ [csT SR +
st 89 New v 0.00 HR730 aQ [csT S +
Sun B0 Hew v 0.00 HR730 aQ [csT SR +
Won 3 Fpproved 171 - vacation 2.00 £.00 HR730 car 231 +
Tue 801 Fpproved 171 - vacation 2.00 £.00 HR720 car an +
Submit Clear
Surmar, v || fosence || Exceptions || Payable Time
Reported Time Surmmary Personalize | Find | O] B 140re
cagory i i i P o i et K
Total Reported Hours 443 EE 780 068 &00 &.00
Total Scheduled Hours 4000 200 200 &00 &00 &.00
Sohedule Deviation 243 LE:) 013 168
Time with no Category .43 EE 780 068 &00 &.00

Retum to Select Employee
Request Absence
fApprove fosence
hanager Self Service
Time Management
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Timesheet
Hemo Finding Employee [0 140944
Test dob Code Empl Record 0
Fetions - Earliest Change Date 07152014
Select Ancther Timeshest
gy By | Wask v Frenious Wizek  Mext ek
*Date DB/262015 |
Scheduled Hours 40.00 Reported Hours 42 43 Frint Timeshest
Show Al Punch Columns
From 02/28/2015 to 09012015
commenty oo; o Reportsd Statun Erception n Luneh n cut Puneh Tims Reporting Cogs Quantly Sched HO1 *Tatkgroup Tims Zans Cats
ied  BiZ6 Subrmitted & 7T A 23t Ph (X v .00 [HR730 a, [csT q, Bizh *
Thu 87 Subrmitted & 7 kA 3:22PM 786 v .00 [HR730 a [csT o st +
Fi 828 Subrmitted 02034 3:43:32PM 9.68 v 200 [HR730 a [csT O mize +
st @29 Hew v 0.00 [HR730 a [csT Qw9 +
g a0 H v 0.00 [HR730 a [esT Qw0 +
Mon 831 Approved 171 - Vacation 200 200 HR730 csT a1 +
Tue 941 Approved 171 - acation 200 200 HR730 csT a1 +
New B71 - \acation Adj v -B.00/ 0.00 |HR7I0 Q [CsT Q91 +
MHew 020 - Regular Eamings Bi-Wieekly ¥ .00 .00 HR730 a [csT a w +
Submit ol
Summar v |[ bsence Exceptions || Payable Time
Reported Time Summary Personalize | Find | 2] B 1.40r4
cetgery e s e o &y i i o
Total Reported Hours 4243 .88 780 988 &.00 2.00
Total Scheduled Hours 40.00 .00 8.00 4.00 200 8.00
Sohedule Deviation 243 08 013 168
Time with no Category 4pd3 EE .86 168 &.00 8.00
Retum to Select Employee
Request “bsence
Paprove £
hanager Self Ser
Time hinagement

On the new row, the manager selects the Vacation Adj code and enters the hours (-8). A
comment must be entered for the adjustment on the timesheet. See the previous section in this
document for details on how to enter a comment.

After making the changes and selecting Submit, the manager receives a confirmation page.
Click OK on the confirmation page. The next time the Time Administration process runs, the
system will produce Payable Time for the adjustment entered. All Payable time must be
approved by the manager by the payroll deadlines.

Managing Exceptions

Exceptions are generated each time the Time Administration process runs. Exceptions occur
when timesheet activity, such as punches, do not follow the rules defined in the system. TRAM
has two exception types: “low severity,” and “high severity”. High severity exceptions require
immediate attention, and must be cleared prior to noon every Wednesday.

An Exception alert displays on the employee’s timesheet. To view exception details, managers

can click the €

timesheet.

icon on the timesheet, or view the Exceptions tab on the bottom of the

Managers can also search for all exceptions associated to their direct reports by selecting the
Exceptions link on the TRAM WorkCenter home page.
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Reported Time Payable Time
Timesheet | Exceptions
¥ Employee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Walue
Clear Criteria
Time Reporter Group o}
Save Criteria
Employee D 439 aQ
Empl Red Mbr o}
LastMName Q
FirstName o}
Department Q
¥ Filtering Options
*Date Filter | 2qual to hd Start Date
Employee Filter | 20ual io v Employee ID
*Exception Filter | equal to M Exception ID
Swerilyl v
Run Control ID Select
Exceptions (7
Overview | Details | Demographics | [F=0
Allow  Last Hame First Hame Empl ID Empl ':"."]': Job Title
@ Mouse Mickey 9991236 0 Test Mon-Exempt
Mouse Mickey 35331236 0 Test Mon-Exermpt
Allow Exceptions (2
Select All Deselect All
Save

Personalize | Find | view all | G| E First ‘4 1-20f2 '» Last

Exception ID Description Date Severity
TL<10002 Lang Meal 1282015 Law
TL10064 Irwialid punch order 11/25[2015  High

Exceptions may also display under the Approvals section of the WorkCenter. The link alerts the
managers of the number of high exceptions for their direct reports. Use the Filter Options to

display, sort, and prioritize the exceptions.

= Absences
D Ahsence Requests
O Apsence Balances
D Ahsence Request Histary

= Schedules
S AssignWork Schedule

End Date |12/06/2018 |[5] 1,

TRAM WorkCenter o «
Repaorted Time Payable Time
Main Reports/Processes
Ity Work T av Approve Payable Time | Payable Time Summary | Payahble Time Detail |
= Approvals Employee Selection
S Pending Payahle Time (2)
& Pending Absence Change Time in View
& Exceptions (1) Start Date 1111812015 |[51
Employees For Walt Disney (7 Personalize | Find | Wiew Al | Ed] First ‘&' 1-20f2 ‘B Last
Time Summany Demographics
Select  Last Hame First Hame Employee  EmplRed . ritle Total Payable
I Hbr Hours
0 Duck Donald 9891237 0 Test Mon-Exempt 6519
(] Mouse hickey 9891236 0 Test Mon-Exempt 57.73
=
SelectAll Deselect Al
P Tr— a e Approve
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Timesheet

N?mq_Fm_dm_g Employee ID 0140944

Test.Joh Code Ernpl Record 0

Actions = Eatliest Change Date 07i15/2014

Select Another Timesheet
“Wiew By | Calendar Period M Previous Period  MNewt Period
‘Date 07/29/2018 |5
Scheduled Hours 5000 Reported Hours 7109 Print Timesheeat
Showe All Punch Columns

From 07/29/2015 to 08/11/2015 (7

Comments Day Date Reported Status Exception In Lunch In Qut P:l;tcar:
WWed T2 Approved T0:32AM 32534 M 8
Thu GED) Approved 2072480 A4:01: 40P M g.00
Fri T3 Approved S:00:34AM 28 10P M 746
Sat an e
Sun arz [RE=1
Man a3 Approved G”: F20:32PM
Tue 24 Approved 7:24:35AM 2:41:09P M 728
Wed ara Approved T:41:1 440 A 4750P M a1
Thu arfi Approved G:43:57 AW 25541 P a1
Fri a7 Approved G 45:06AM 250:57PM o.03
Sat arg Mew
Sun ara Mew
Mon 810 Approved TA219AM F1E:08PM o.0g
Tue a1 Approved 8:23:538M 2:46:02P M .36

Meeds Approval
Submit Clear

Exceptions on the timesheet display with the clock icon. All high exceptions must be corrected
on the timesheet.

To view a description of the exception on the bottom of the timesheet, click the Explanation
link from within the Exceptions tab.

summary Abgence Exceptions Pavahle Time

Exceptions (?
Date Exception ID Exception Source Status Exception Severity  Explanation Comment
O7f30i2015  TL<10001 Time Administration Allowed Lo Attendance Yiolations
07f3172015  TLA10001 Time Administration Allowed Lo Attendance Violations
0am03201a  TL0064 Time Administration Unresalved High Invalid Funch Order.

High exceptions include missed punches and out-of-order punches. Employees may not be paid
for days that have high exceptions. If an employee has a partial absence for a day with a high
exception, the system will not load the absence hours, and those hours will not be paid. It is
important that all high exceptions are cleared prior to Payroll running the absence processes on
Wednesdays. Please see the Correcting Timesheets section of this document.
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The next time the Time Administration process runs, the system will produce Payable Time for
the correction entered and clear any exceptions that have been corrected. All Payable time must
be approved by the manager by the payroll deadlines.

Low-priority exceptions can be cleared from the timesheet by simply selecting the box on the
low-priority exception line and selecting “Update Exception.”

Summary Ahsence Exceptions Payable Time
Exceptions (7

Allow Date Exception ID Exception Source Status E; ion Severity i C

07/30/2018  TL&10001 Tirme Administration Alloweed Ly Aftendance Vialations
07/31/20158  TL<10001 Time Administration Alloweed Ly Aftendance Violations
08/03/2015  TLx10001 Time Adrinistration Unresolved L Attendance Violations
0B/06/20158  TL=10001 Time Adrministration Allowed Lo Attendance Vialations
012018 TL=10001 Time Administration Alloweed Lo Attendance Violations

Select All DeselectAll

Update Exception ——

Low priority exceptions include late punches and long lunches. Low priority exceptions do not
prevent the employee from being paid.

Accessing and Approving Payable Time

Payable Time is created daily by the Time Administration process. This process captures
employees’ Reported Time and generates Payable time based on rules defined in the system.
This process also creates exceptions when Reported Time is invalid or fails the defined rules.
Reported Time does not require approvals, but Payable Time must be approved in order for an
employee to be paid.

The Payable Time tab can be used by the manager to review and approve all pending Payable
Time. Payable Time can be accessed by clicking the Payable Time tab in the main section of the
WorkCenter, or by selecting the hyperlinks in the left pane. The Payable Time section consists of
Approve Payable Time, Payable Time Summary, and Payable Time Detail.

Approve Payable Time displays current employees that report to the manager and have pending
payable time during the specified date range. To view a different date range, enter the new dates
and click the green arrows to refresh the results.

The grid displays the Total Payable Hours requiring approval for the employees. To view date
specific details associated to the payable time, click the employee name link. The system will
then display each day within the date range that has time in Needs Approval status.
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Managers can approve individual employee’s time, or approval all employees at one time. To
approve the total payable hours, click the Select checkbox and the “Approve” button. You can
select the full list of employees quickly by clicking the Select All link below the grid.

If changes are made to an employee’s timesheet after it was initially approved, there may be
negative Payable Time to adjust previously approved hours. For example, if the employee hits
the weekly overtime limit, there may be reversals to move hours from Reg earnings to Comp or
Overtime earnings. You may also see an adjustment if leave requests are approved and loaded
after the initial time period was approved. These adjustments ensure the employee is paid from
the correct earnings code. The adjustments display when the manager views the daily payable
hours. (They do not display on the Summary page in the screen shot below.)

Select the Demographics tab to view additional details, such as department, workgroup,
location, position number, and reports-to information.

In this example, the manager has 2 Payable Time records awaiting approval. The manager can
approve from this page (total Payable Hours display), or drill down to see the hours broken down
by date.

FRYZTST - HOme
ORACLE
TRAM WarkCenter o «
Reported Time Payable Time
Main ReporisiProcesses
n:‘éﬁ Py Wiork S o Approve Payable Time | Payable Time Summary | Pavable Time Detail |
< Approvals Employee Selection
Pending Fayable Time (3)
Pending Absence Change Time in View
Exceptions (1) Start Date 11518:2015 EIJ End Date [12/06/2014 E{J r:,
Employees For Walt Disney (7 Personalize | Find | Wiew All | First ‘&' 1-20r2 ‘b Last
Time Summary | Demographics
Select  Last Hame First Hame Employee  EmplRed 0 iy U
11} Hbr Hours
Duck Donald 9991237 0 Test Mon-Exermpt 65.19
Mouse Mickey 9991236 0 Test Mon-Exernpt 57.73
Select Al Deselect Al
Suts S o AT
= Absence Processing
Absence Requests
Absence Balances
Absence Request History

The page below displays when the manager clicks on the employee name link. Individual dates
can be approved, or the manager can approve all payable time for the employee. To launch the
timesheet and review punches, click the Adjust Reported Time link.
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Nemo Finding

Actions =
Start Date
End Date

Approval Details (7
Overview

Select Date

0700202014
0711002014
07eiz014
07702014
0702202014
0702602014
0702802014
0702672014
0702652014
0703002014

SelectAll

Approve

Approve Payable Time

Tirme Reporting Elerments

Time

Reporting

Code

]

00

]

0z0

0z0

0z0

0z0

0z0

140

0z0

Deselect All

Return to Approval Summary

Emplovee I 0140944

Employment Record 0

Personalize | Find | View 100 | l@l Q

Cost Task Reporting Elerments

Status

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Quantity Type

6.85 Hours

6.51 Hours

7.90 Hours

8.05 Hours

8.33 Hours

7.10 Hours

8.86 Hours

8.03 Hours

0.30 Hours

7.98 Hours

Accounting Date

BB E 3 3 8 83 838 3 &

First ‘4" 11007116 *

Adjust Reported Time

Adjust Reported Time

Adjust Reported Time

Adjust Reporied Time

Adjust Reporied Time

Adjust Reporied Time

Adjust Repored Time

Adjust Repored Time

Adjust Repored Time

Adjust Repored Time

Adiust Reported Time

Last

When approving Payable Time, you will be prompted with the following confirmation.

Message

i fes

(]

d Once Approved the status cannot be reverted back.

d  Arevou sureyouwant to approve the time selected? (13504, 2500)

d Selectyes to confirm and camplete the status change, Mo to return to the page without updating the status.

Once Payable Time is approved, it cannot be denied or changed. If changes are necessary, they
must be made on the employee’s timesheet and must be processed through the daily batch Time
Administration process. Once processed, the system will produce more Payable Time that must

be approved.

The Payable Time Summary tab allows managers to view summarized Payable information for
a set of employees. Click the arrow next to the Employee Selection section to modify the group
of employees displayed in the grid. To view a different date range, enter the new dates and click
the green arrows to refresh the results.
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The system displays summarized Hours to be Approved, Approved hours, and exception
alerts. To view employee specific details, click the employee’s name link.

Select the Demographics tab to view additional details, such as department, workgroup,
location, position number, and reports-to information.

Repared Time || Payable Time

Change the dates by entering a
Wednesday date, selectthe refresh
con, and the end date of that week

will automatically populate

Employee Selection

Approve Pavable Time | Payable Time Summary | Fayahle Time Detail | ( \_
\
i

Refresh Timesheet

Start Date[11/16/2015 [[5) EndDate 111242015 | o, o

Employees For Walt Disney Personalize | Find | First ‘4 1-40f4 "»/ Last
Time Reporters | Demographics

- Employment - Hours to be Hours) Denied N
Last Hame First HName Employee ID o — Job Title Approved Apé)[:::::::‘; (s Exception
Disney Walt 9991234 0 Test Manager 0.000000 0.000000 0.000000
Duck Donald 9991237 0 Test Mon-Exemnpt 41.224990 0.000000 0.000000
Mouse Mickey 9991236 0 Test Mon-Exernpt 41.460020 0.000000 0.000000
house Minnie 9991235 0 Test Exernpt 0.000000 0.000000 0.000000

The Payable Time Detail tab allows managers to access details associated to employee’s time.
To access the details, click the link associated to the employee’s name.

Reported Time Payable Time
Approve Payahle Time | Payshle Time Summary | Payable Time Detail |
Employee Selection

Employees For Walt Disney Personalize | Find | [E]] First ‘4" 1-4 0fd ‘»' Last
Time Reporters || Demograghics

Last Hame First Hame Employee ID Employment Record Job Title
Disney / Walt 9091234 0 Test Manager

Duck Danald 9991237 0 Test Mon-Exempt
house Ifickey 9991236 0 Test Mon-Exempt
Mouge Winnie 9991235 0 Test Exempt

The Payable Time Detail page displays for the selected employee. To view a different date
range, enter the new dates and click the green arrows to refresh the results. The system displays
the employee’s Time Reporting Code (TRC), quantity and status.

If changes are made to an employee’s timesheet after it was initially approved, there may be
reversals to remove previously approved hours. If the employee hits the weekly overtime limit,
there may also be adjustments to move hours from Reg earnings to Comp or Overtime earnings.




Payable Time Detail
Donald Duck

Actions =
Start Date 1111972015 |[5]

End Date 11/252015 |5 ®
Payable Status Filter

Payable Time (%

Overview Time Reporing Elements Task Reporting Elements
Date Status Reason Code Time Reporting
Code
111 92015 E;per%ial 020
11/20/2015 L";;r%ial 20
11/23/2015 E;Ffr%ial 20
117242015 L";;r%ial a0
11/24/2015 E;Ffr%ial —_
117262015 E;per%ial 030

Return to Select Employes

Employee 1D 9991237

Employment Recard 0

Previous Employee Mext Emplayes

Cost and Approval

Quantity TRC Type

.01 Hours
8.30 Hours
813 Hours
7.23 Hours
1.22 Hours

8.05 Hours
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Accessing Other Links in the WorkCenter

= TRAM Queries

Employees by Reports To
Manager

dlb Reports/Processes [+

< TRAM Reports
TRAM Absence Report
TRAM Available Leave Report
TRAM Ahsence Audit Report
TRAM Time Report
TRAM Time Audit Report

TRAM WorkCenter 0 «
Main Repori=iFrocesses
38k My Wark T ov
- Approvals
Fending Payable Time {2}
Fending Absence
Exceptions (1)
Gy Links T o~
= Absences
5 Absence Requests
5 Absence Balances
= Absence Reguest History
= Schedules
AssignWork Schedule
TRAM WarkCenter o o«
Main Reports/Processes
Queties S a-v

The left pane also contains useful links to review Absence Requests,
Absence Balances, Absence Request history, and Work Schedules for
the manager’s direct reports.

Schedules can be changed from the default to Select Predefined
Schedule by selecting the appropriate hyperlink. As you will see later in
this guide, schedules for monthly-paid employees should be changed
effective the first day of a new month, and changes for hourly-paid
employees should be changed effective the first working day (always a
Wednesday) of a new biweekly pay period.

The left pane contains the Report/Processes tab. This tab displays
popular TRAM queries and reports. These reports and queries should
be used when validating payroll data throughout the pay cycle.


http://www.uh.edu/finance/pages/Calendar.htm
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Absence Requests
Approving/Denying Requests

Absences are submitted via PASS and are routed to the Reports To manager for processing. All
benefits-eligible employees (hourly-paid staff and monthly-paid staff and faculty) can submit
leave requests. Non-benefits eligible employees who accrue compensatory time may also submit
leave requests. Managers can submit a leave request on behalf of an employee, if the employee
is unable to access the system.

Managers can access pending absences through the TRAM WorkCenter. Select the appropriate

page under the Links section. To approve a pending leave request, click the Absence Requests
link.

Gy Links = (o

= Absences
0 Absence Requests
Absence Balances
Abszence Request History

Submit Absence Reguest

= Delegation
Manage Delegation

= Schedules
Assign Work Schedule

The manager can elect to *Show Requests by Status: pending, approved, or denied. PeopleSoft
defaults to show pending requests.

Favoites + Wain Menu + > Manager Self Gewice v > Time Management = > Approve Time and Exceptions > Absence Requests

ORACLE’

Absence Requests

Robinhood Test

Test Job Code
Click on the reguestor's name link to approve, push back, or deny the reguest. To view
previously approved or denied requests, select Status and click Refresh

*Show Requests by Status | Pending v Refresh
Absence Requests Fersonalize | Find | \ L:'s’.’ First ‘&' 1of1 & Last
Hame Employee 1D :::;"“ StartDate  EndDate  Status Submitted
Alice InWonderland 0831252 Wacation 11132018 111122015 Submitted 1101252015

Click on the name of the employee to review the leave request and take action.



Approve Ahsence Request

Request Details

55 Alice In Wonderland
~"r

.

Instructions
Review Request and either approve, deny, or push back to requester for revisions. Comments should be entered far

requests that are denied or pushed back to requester.
Absence Detail (7
Start Date 1171372014

End Date 11/13/2015

Absence Hame ‘/acation Current Bal £5.20
Partial Days Mone

Duration 4.80 Hours
Workflow
Status Subrmittad
Comments

Requestor Comments

Approver Comments &

GoTo Yiew Absence Reguest History View Absence Balances Wiew Monthly Calendar

Apprave Deny Push Back Return to Absence Requests

Aftachment
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The system displays the dates the employee has requested off, the total hours and type of leave
requested, and the current and projected leave balance as of the date requested. The manager has

the following options to respond to the request:

e Approve —only one approval is required, and once approved, there is no other action for

the manager to take unless the employee does not take the day off.

e Deny - sends request back to the employee as unapproved. The employee has the ability

to edit the denied request at the recommendation of the Report to Manager.

From this page, the manager can also:

e View absence request history
e View monthly schedule
e View absence balances

e Attach a document to the request (i.e doctor’s excuse, jury duty, etc.)

e Return to absence requests to select another employee’s request

If the manager approves the request, the system displays a confirmation page. Click Yes on the

confirmation.

Submit Absence for an Employee
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If an employee is unable to submit an absence request, the manager can submit the request on
behalf of the employee. The manager clicks the Submit Absence Request link from the TRAM
WorkCenter.

Gy Links = (o

— Absences
Abszence Requests
Absence Balances
Abszence Request History
Submit Absence Reguest

= Delegation
Manage Delegation

= Schedules
Assign Work Schedule

A list of the manager’s direct, and indirect reports display. The manager selects the employee
they are creating an absence for. To access indirect reports, click the [+] icon to display a list of
additional employees.

Request Absence

Employee Selection Criteria
Select the employee you'll be working with. You can initiate transactions only for employees who reported to you as of the date you entered on this page.

As Of Date | 12/08/2015 5] Refresh Employees

Find Employee

Jennifer McMillin's employees Personalize | First ‘4 1-30f3 '»' Last
Select Hame Empl ID Job Empl Status HR Status Job Title DeptlD Department
Select Amanda Bentley 0117003 0 Active Active Analyst, Functional 4 H01582 Human Resources
Select Anh Ha 1413954 0 Active Active Analyst, Functional 4 H0182 Human Resources
Select Julia Marlowe 0085586 0 Active Active Analyst, Functional 3 H0182 Human Resources

Once the employee is selected, the system displays the Request Absence page. Enter the Start
Date, Filter, and Absence Name. The employee’s current balance displays once the leave type is
selected. Enter the End Date of the leave. If the leave is a partial day, select the appropriate
option in the drop-down. The manager must click the Calculate Duration button to populate
the leave Duration.

In the Workflow section, change the Request As option to “Employee”. This will automatically
approve the request, since the manager is submitting it. If left as Manager, it will be routed up
for approval.
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Instructions
Enter Start Date, Type of Absence, and Requested fields. The absence request can be saved for later or submitted for
approval. Balance Table

Absence Detail (7

*Start Date 12/08/2015 |[5) View Monthly Calendar

End Date 12/09/2015 |[5]

Filter by Type Sick Leave -
*Absence Name Sick - Current Bal 572.00
*Reason Employee/Self -
Partial Days Mone -
Duration 16.00 Hours

Calculate Duration h

Workflow
Allow Request By Employee and Manager
Request As Employee - P
Comments
Regquestor Comments | @
Go To View Absence Request History View Absence Balances
Submit Save for Later

* Required Field Aftachment

Return to Timesheet

Click the Attachment button to load any supporting documents to the request. Once the request
is complete, click the Submit button. If the Request As is “Employee”, the absence will
automatically go into Approved status.

To view the absence, navigate to the Absence Request History page and select the employee.

Gy Links S (o

= Absences

Abzence Requests
Absence Balances
Abszence Request History
Submit Absence Request

omoamd

= Delegation
[ Manage Delegation

= Schedules
[ Assign Work Schedule

The manager can view the absence details by clicking the Absence Name link. The details page
also displays the approval workflow, and date/time of the approval.
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Instructions
Select date range of absences to be viewed. Select the absence name link to view request details. Select edit button to edit the request, submit the
request for approval, or cancel the request.
From |09/09/2015 | Through |04/06/2016 |5 Refresh
Absence Request History Personalize | Find | View All | | Q First ‘&' 1-50f6 ‘b Last
Abszence Hame Status Start Date End Date Duration Requested By Edit
Sick Approved 12/08/2015 12/08/2015 16 Hours Manager Absence Request
Sick Approved 12/07/2015 12/0712015 & Hours Manager Absence Request
Sick Approved 12/04/2015 12/04/2015 8 Hours Manager Absence Request
acation Approved 10M16/2015 10/16/2015 & Hours Employee Absence Request
facation Approved 10/01/2015 10/02/2015 12 Hours Employee Absence Request
Sick Approved 09/10/2015 09/11/2015 16 Hours Employee Absence Request
Return to Direct Reports

Managing/Changing Schedules

All employees, regardless of benefits eligibility, are required to have a schedule in TRAM, and
they are assigned a schedule based on the defaults of the department in which they are employed.
If an employee works a schedule other than the default, managers can assign a different schedule
that reflects the correct work days and hours. This will enable the employee to submit an
absence request in line with his/her schedule.

Non-benefits eligible hourly-paid employees are defaulted to a Monday-Friday 8 am to 5 pm
work schedule. This allows employees to record punches any time, even if the day of the week
or the hours worked are outside the schedule.

However, non-benefits eligible employees enrolled in work groups that accrue comp time are
unable to request an absence on days they are not scheduled to work.

Upon hire or transfer, employees’ schedules automatically default based on the hiring
department’s pre-determined schedule selection. Managers will only utilize the Assign Work
Schedule option if the employee’s schedule changes.
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Assign Work Schedule To assign a new Work.schedule, select
Enter any information you have and click Search. Leave fields blank for a list of all values. the employee by ente“ng the PS ID or

employee name and click Search.
Find an Existing Value

Search Criteria

Empl ID| begins with ¥
Empl Recard| = T
Mame | begins with ¥
Last Mame| hegins with ¥
Business Unit| begins with ¥
Department| begins with ¥
Organizational Relationship | = v v

Case Sensitive

Search Clear | Basic Search |QZ'=J Save Search Criteria

Assign Work Schedule

Nemo Finding Emplovee ID 0140944

TestJoh Code Employment Record 0

Actions =

Assign Schedules (7 Personalize | Find | view Al | (2 | = First ‘& 1-30f3 &) Last
Primary Schedule || Alternate Schedule

*Effective Date  *Assi it Method Schedule Group  Schedule ID l Description Show Schedule \

1101142015 |[5] | Select Predefined Schedule Y| BASE Q, PMF730/4 Q, T;_:SSQ"‘:DDP e Show Schedule [+ [=]

04/09/2014 E{J Select Predefined Schedule ¥ | BASE Q, PMF730/4 Q, :‘;::DSSS-{DDP 192 Show Schedule ﬂ j

04/04/2014 |[5] | Select Predefined Schedule Y| BASE Q PMFES Q, T:SHDFF?:DDA'S:DDP 200N gy Sehedule [+ [=]
View history of Schedule Assig ts, including default chang

EJ Save | |[o" ReturntoSearch w2 Refresh 2 Update/Display 7 Caorrect Histary

Select the plus sign to insert a new row. The effective date should be the beginning of a new pay
period. (Pay periods begin on Wednesday at midnight and end on Tuesday at 11:59 pm. The
effective date for any change to a biweekly employee must be the first Wednesday of a new
biweekly pay period.)

To view schedules that have been created, select “Select Predefined Schedule” under
Assignment Method. The Schedule Group is always BASE. To pick a schedule, click the
magnifying glass in the Schedule ID field. The following Look Up screen displays.

In order to narrow search results, enter “E” or “P” in the Schedule ID field to select between
“Elapsed” (monthly-paid employees) and “Punch” (hourly-paid employees).


http://www.uh.edu/finance/pages/Calendar.htm
http://www.uh.edu/finance/pages/Calendar.htm
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For example, EM will return all elapsed schedules that begin on Monday. You can select the
Schedule 1D or Description to view the full schedule. PT will return all biweekly schedules that

begin on Tuesday.

Look Up Schedule ID
Help
SetiD novar
Schedule ID| begins with ¥ |PT
Cescription| hegins with ¥
Look Up Clear Cancel Basic Laokup
Search Results
Wiey 100 First ‘& 147 ota7 &) Last
Schedule ID Description
PTF10/3 P10:00A-3:00F MO MEAL BREAK,
PTF10/8 F TUES-FRI 10AM-2PM MO MEAL
PTF2I10 F2:00-10:00F KO MEAL BREAK
PTF23001 P2:30P-1:004 9:00P-5:30F
PTF&I330 PTF 5:00A-3:30F 11:004-11:304
PTFE430 FEO0A-4:30P 12:00P-12:30F
PTF7Ia30 F7.00A-5:30F 12:00P-12:30F
PTFTIE P7:004-6:00F 1:00P-2:00F
PTF73003 P7:304-3:00F MO MEAL BREAK
PTF730/G30 F7.30A-6:30F 12:30P-1:30P
PTFE/E30 F8:004-6:30F 1:00P-1:30F

Once the desired schedule has been found, select it, and it will populate on the new line that was

added.
Assign Work Schedule
Memeo Finding Emploves 1D 0140944
TestJob Code Ernployment Record 0
Actions -
Assign Schedules (2 Persanalize | Find | view &l | & & First ‘& 1-30f3 &/ Last
Primary Schedule || Alternate Schedule
*Effective Date  *Assignment Method Schedule Group Schedule ID Description Show Schedule
111120146 | Select Predefined Schedule ¥ | BASE Q, PTF7iA30 (&} :';:ggé—S:BDP 12008 Show Schedule [+ [=]
04092014 E{J Select Predefined Schedule v BASE Q, PMFT30/4 (&} :';.:ggﬁ-ai:DDP ilES U4, Show Schedule ﬂ j
041042014 ][5 [ Selert Predefined Schedule v| base Q [pmFers Q f o SOASBORTZE0N - gho, sehedule # =]

View history of Schedule Assignments, including default changes

[F] save ||[EF Returrto Search || Refresh

Ihclude History

=7 Correct History

Click Show schedule link to view the schedule calendar:
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Schedule Calendar

Employee ID 0140944
Employment Record Nbr (1

Schedule Group BASE Base Schedule
Schedule ID PTF7/530 P7:00A-5:20P 12:00P-12:30P
Workgroup HR730BWKLY Biweekly Comp Time
From Date 11/11/2015 [ Load Calendar Previous Period Nexdt Periad
Schedule Calendar Persanalize | Find | B | B First ‘4 1-70f7 '}/ Last

Shift Time || Configurable Totals

Day Date: DUR  Workday ID Shift ID In Lunch In out Time Zone  Sched Hrs Shift Detail
Wednesday T20s PCHDAY P700-420 T:00:00AM 12:00:00PM 12:30:00PM A:20:00PM CET 10,00 Shift Detail
Thursday 11122015 PCHDAY P700-520 T:00:00AM 12:00:00PM 12:30:00PM 6:20:00PM CeT 10,00 Shift Detail
Friday 1122015 PCHDAY P700-420 T:00:00AM 12:00:00PM 12:30:00PM A:20:00PM CET 10,00 Shift Detail
Saturday 11011472015 QOFF OFF
Sunday 1152015 QOFF QOFF
Monday T1AE2015 QOFF OFF
Tuesday TA7iz0s PCHDAY P700-530 T:00:00AM 12:00:00PM 12:30:00FM 5:30:00PM 5T 10,00 Shift Detail
0K Cancel Reftesh

For this example, the manager has selected a schedule with work days from Tuesday to Friday,
and off days from Saturday to Monday. The work hours are 7 a.m. to 5:30 p.m. with a 30-minute
lunchbreak. NOTE: According to this schedule, the employee cannot request an absence for a
Monday, as that is a scheduled day off. We can also see that this schedule is assigned to a work
group in which employees who work more than 40 hours in a week accrue compensatory time
instead of being paid overtime.

Select “OK?” to return to the Assign Work Schedule page, and select Save.

Multiple lines can be added for future schedules. From the drop-down menu, click “Select
Predefined Schedule.” Follow the previous steps to search for the appropriate Schedule 1D.

To delete a future-dated schedule row, select the minus sign on the line to be removed.

The new default schedule will now appear for the employee. Select Save.
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Assigning a Delegate

If a manager will be out of the office during the payroll deadlines, it is the manager’s
responsibility to delegate their TRAM duties to a proxy to complete. If a delegation is not
created, employees reporting to the manager may not be paid. Reports To managers are able to
assign one delegate to act on his/her behalf to correct timesheets, manage exceptions, approve
payable time, and approve absence requests.

The Manage Delegation page can be accessed from the TRAM WorkCenter, or through the Self
Service menu.

Gy Links T o

- Absences
0 Absence Requests
B Absence Balances
[ Absence Request History
5 Submit Absence Reguest

= Delegation
0 Manage Delegation

= Schedules
0 Assign Work Schedule

Once the Manage Delegation page is clicked, select the Create Delegation Request link.

Manage Delegation
Robinhood Test

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate
andfor approve transactions for you andfor your employees. In addition, others n
responsibility for their transactions to you

¥ have delegated

6Learr'| More about Delegation

Select Create Delegation Requestto choose transactions to delegate and proxies to act on your behalf

—— . Create Delegation Request




Page |27

Enter the effective dates for the delegation request. The From Date should be the first day that
the Reports To manager is out of the office.

Create Delegation Request

Enter Dates
Fohinhood Test

Test Job Code

Enter the dates for your delegation request. Enter a Froem Date that is today ar later. Enter a To Date that

iz the same as or later than your Frormn Date. For open-ended delegation requests, leave the To Dale
blank.

Delegation Dates

From Date 1111172015 |}

To Date 11/15/2015 |5

Mlext Cancel

For open-ended delegation requests, leave the “To Date” blank. Select the Next button. During
this period, all workflow transactions requiring approval will be sent to the proxy.

Select the transactions to be delegated to the proxy. One or more selections may be made.
Options include approving employee’s Payable Time, updating timesheets (Reported Time),

approving Absences, and submitting an Absence on an employee’s behalf. Click the Next
button.

Delegate Transactions
Transaction

|| Manage Approve Payahle Time

] Manage Reported Time

[ Manager Absence Approve

[} Manager Absence Reguest

Select Al Deselect Al

Frevious [ ext Cancel
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Enter the proxy’s last and first name in the appropriate box, and select Search.

Create Delegation Request

Select Proxy by Name
Raobinhood Test

Test Jobh Code

Search for a proxy using their name. You can alsao select the Search By Hisrarchy hyperlink to search for
yOur progy.

Last Name Q /ﬁter last name, or last name and ﬁrs?\
~ name, if known. If unknown who is
First Name Q available to be delegate, select
"Search.” Warning: a large volume of
Search Clear results will be returned.

Choose Delegate

Organizational

Hame Empl ID Relationship Job Title Department Supervisor Hame

Previous IMext Cancel

Select the radio button next to the employee’s name to be used as the proxy, and select Next and
then Submit the request.

The manager will receive a message stating “You have successfully submitted a delegation
request. Refer to the My Proxies page to view the status of the request.”

An email will be sent to the proxy informing them that they have been selected to act as a proxy.
The proxy will need to do the following steps to Accept/Deny the request.

e Log into PeopleSoft

e Navigate to the Self Service page

e Scroll to Manage Delegation

e Select “Review My Delegated Authorities”

e Select “Show my requests by status ‘Submitted’”

e Select “Multiple Transactions” to determine the details of the delegated activities from
the primary manager. One or more of the choices can be selected by the delegate

e Return to the following page, select the checkbox next to “Multiple Transactions,” and
make selection from “accept” or “reject”

An email will be sent to the manager notifying them of the proxy’s selection.
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Rules and Workgroups

Rules

Rules are pre-defined in the system and utilized by the Time Administration process that runs
daily. The process calculates and applies rules based on the reported time worked, absences, and
workgroup the employee is assigned to. Among the rules that are applied are:

Overtime for hours actually worked over 40

If an employee is assigned to a workgroup that pays overtime and they actually works over 40
hours (not including paid absences), PeopleSoft will apply the overtime rule that automatically
pays hours worked over 40 as paid overtime.

Comp Time 1.0 or 1.5 for hours over 40

If an employee is assigned to a workgroup that earns comp time and weekly hours exceed 40, the
system will apply the comp time rules that will automatically take the hours over 40 and add
comp time earned to the employee’s leave balance.

Workgroups
A workgroup consists of a set of time reporters who share compensation requirements such as
pay frequency and work location/home department.

Hourly employees’ work groups consist of the following attributes:

e Comp time and TCD user

e Comp time and Web Clock user
e Overtime and TCD user

e Overtime and Web Clock user

Salaried employees are all monthly time reporters.

When an employee’s Human Resources job data changes for reasons such as promotions,
demotions, transfers, or rehires, his or her characteristics for workgroup membership may
change, requiring an update in the Time and Labor Workgroup enrollment. When employees
terminate, their workgroup enrollment in Time and Labor is automatically inactivated after 45
days.
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Glossary

Absence Management

The electronic process employees use to request leave via P.A.S.S., processed via electronic
workflow to the employee’s reports-to manager.

Cancel

An action taken when an absence request for a time frame was saved or denied to the employee
for editing or for cancellation.

Deny

The reports-to manager denies an employee’s absence request for leave. The reports-to manager
may recommend editing and resubmitting the request.

Reports-to Manager

Based on position management hierarchy, employees have a direct report-to relationship with his
or her first-level manager. This role provides access to the Time Reporting and Absence
Management (TRAM) component (as well as to the ePerformance component for UH Main
campus). The Reports-to Manager (Manager) is responsible for completing the following
TRAM functions by noon every Wednesday

e Approving payable time for an employee or group of employees

e Making corrections to timesheets for missed or out-of-order punches

e Reviewing and approving payable time

e Managing exceptions

e Responding to absence requests (approving or denying)

e The manager is also responsible for managing/changing employees’ schedules as needed.

Punch

The term used to describe the action when an hourly-paid time reporter enters his/her time via a
web clock or time collection device (TCD). Punches include the following:

e In (arrive to work)

e Start Meal (leave for meal)

e End Meal (return from meal)
e Out (leave for the day)

Time Collection Device (TCD)
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An electronic device used for hourly employees to report time worked. TCDs are located in
designated areas where the employee is responsible for clocking in by scanning his or her thumb
or other finger to report time worked. Data from TCDs are collected and loaded to PeopleSoft
for processing.

Time Reporting Code (TRC)

Corresponds to the time reported for an employee. Regular time is TRC 020, overtime is TRC
315, and comp time earned is TRC 190 or 300. There are also time reporting codes associated
with absence requests and corrections made to absence requests on the timesheet.

Time Reporter

Employees are responsible for entering time worked into PeopleSoft on a daily basis via TCD or
web clock and/or responsible for submitting absence requests via P.A.S.S.

TRAM

Acronym for Time Reporting and Absence Management, an automated application for capturing
and processing time worked and absences requested and reported in PeopleSoft.

Web Clock

An online-based time collection system for hourly employees located in P.A.S.S. Hourly
employees assigned the role of web clock user are responsible for punching in and out via the
web clock to report time worked. Time is transmitted from web clock punches to the employees’
timesheets in PeopleSoft for processing payment for hours worked

Planned Absence. . Planned Ansence
An absence for which a request has been approved, such as sick leave, vacation, jury duty, etc

Scheduled Holiday @@ Haliday
Scheduled holiday(s) for the university of Houston

Scheduled OFF day OFF Scheduled OFF Day
a day on which an employee is not scheduled to work — i.e. an employee with a Monday-Friday
schedule will see “OFF” on each Saturday and Sunday of the schedule
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