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Employee Instructions

Time and Effort — Reporting hours worked

The attached instructions explain step-by-step how to enter hours
worked in PeopleSoft for Time and Effort Tracking.
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Follow Steps 1-5 to access your Time and Effort log.

Human Resources/Pavroll

1. Go to http://adminapps.spps.ord/ and click

Saint Paul

PusLic ScHooLs

To avoid issues when URLSs change, we suggest to all users that they
/' bookmark this page instead of bookmarking the PeopleSoft login pages
/; (directly.

Human Resources/Payroll Finance

Applications

2. Enter your User ID and Password.

Your user ID is your employee #.

If you don’t know or forgot your
paSSWOFd, click on ‘Forgot Four password?|
to have it e-mailed to you.

ORACLE

PEOPLESOFT ENTERPRISE
User ID: Select a Language:
Espafiol
Password: Deutsch

Francais du Canada
Forgot your password?

UK English




3. From the Main Menu, Click on — Seff Service

Then d Payrol and Compensation . || Biweekly Fed Time & Effort Log

Favorites
= :

Main vMenu
Search Menu:

s v
3 Accounting [SD] »
[ Self Service
{1 Manager Self Service (3 Time Reporting >
{1 Manager Activities [SD] (3 Personal Information »
3 Recrutting (21 Payrol and Compensation _
3 Workforce Administration (3 Benefits E V!ew Paych:ck‘ .
3 Payroll for North America (3 Recrutting Activities (] Bweeky Fe T'"_‘e &_E ort Log
(3 Workforce Development 3 [] Employment Verification Report
3 Set Up HRMS »
(3 Enterprise Components »
3 Worklst »
Z3 Reporting Tools »
3 PeopleTools »
[] Change My Password

~ Search
4. Click . (Leave the Pay Period End Date blank.)

Biweekly Fed Time Effort Log

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

Find an Existing Value

i vIl Eﬂ

hd hd

Pay Period End Date:
Status:

| Search || Clear | Basic Search @ Save Search Criteria




Follow Steps 5-8 to enter your hours in the Time and Effort log.

5. Click on the desired pay period end date.

STATUS INFO:
Not Started: Hours need to be entered yet.

Saved: Hours may have been entered, but the
item has not been submitted yet.

Submitted: The entry is done and has been
submitted to your supervisor. Once your
supervisor approves the entry, it will disappear

Biweekly Fed Time Effort Log
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value %

Search by: PayPeriod End Date =

Search | Advanced Search

Search Results

Pay Period End \ate EmplID Name
0472412008
o e

MatStarted
MatStarted
MatStarted

12162008

from the queue. You cannot change an entry
once it is done.

6. Verify that the supervisor listed for you
is correct. Ifitis not correct, contact
Human Resources to fix it before you
submit your time and effort hours.

7. Review the “Actual Hours Worked” and
Modify if necessary.

10/ 002008 Submitted
08262008 Submitted
08262008 Saved
OSELaG —p|  saved
08012008 MotStarted
07182008 Saved
Q7042008 JE rotStarted

Fiscal Year 2008 - 2009

Any time an ermplovee is paid from two or mare different budget codes (atleast one ofwhich is federal
in arigin), a time and effort [og is required to ensure the budgeted time and effort is equivalent to the
actual time and effart worked on the programs. Both the employee and the supenisor must subrmit
this.

Allocate the nurber of hours worked and percentage oftire for the payroll indicated to each applicable
program area. The total must equal 100%.

EmpliD Name  Freetime, Seymour

Pay Period  04/11/2008 to  04/24/2009 Job Title  Tchr- Hourly

(Note: Paid time off should be reported
as hours worked. This includes sick time,
vacation hours, etc. However, non-duty
days should not be reported in T&E.)

8. Click | SL/BMIT

You could also click |@ssel if you want to
save your information without submitting
it. A reason to use this feature might be
might be if you need to check with some
one else to confirm your data first.

Actual
Hours Worked

Program

Default Hours % of Time

0100571000061430000

o Description 16.00 80.00%
2900§20643361434240
Safe & Xug Free Schaols 4.00 4.00 20.00%

Total 20000 20.00 100.00%

Status Mot Started DateTime Stamp

Ifthe supenisar name is incorregt, contact the Human Resources department before subrmitting
(B51/TET-8200). You may save thi\data but, please do not submit until the supervisor name is correct

Supervisor ID 053653 Name  ©gitiaaerhi

SUBMIT 65432

9. Click

»
»
B Save | [SLReturnto Search | +[=] hext in List ‘

-~ Employee Self Service
= Payroll and Compensation
— Payroll and

Jer, Mannie

Compensation Home

afige submission, you will need to contact your supervisor.

[~ Recruiting
[ Reporting Tools

iE Iog is aboutto be submitted to Martingon,Michael L. for approval. (20000,9063)

Submission serves as your electranic signature verifying that this data is correct o the best of your knowledge. Once submitted, you will not be able to make changes. If changes are r

QLo ht!tﬂ




