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Medical Center Payroll
Contact List

Linda Birch - 924-1151
Payroll Director
Oracle/PTAO Coordination

Staci Morris - 924-9844

Payroll Supervisor

Processing and Financial Reconciliations
Withholding Tax Reporting

Roy Fitch - 924-9016

Time and Labor Supervisor

Staff Training on Time & Labor/ Policies
T & L - Prior period adjustments

Janet Jones - 924-9842

Time & Labor

- Current Pay Period Adjustments
Employee Leave Transfers between the
Medical Center and University

Leave Accruals

Time & Labor Security

Monitor payroll approval process

Betty Bourne - 924-1112
Benefit Vendor Recons and Remittances

Overpayments
LWOP Benefit Controls

Joyce Broderick - 924-1150
Payroll Tax Withholding

Parking & Transportation

Credit Union, Child Care

Worker’s Comp Wage Statements
Employee Deductions

Donna Workman - 982-1884
Savings Bond

Garnishments, Leave Sharing (w/Leave
Specialist)

Leave Without Pay (w/Leave Specialist)
Family Medical Leave (w/Leave
Specialist)

Short Term Disability Monitoring

Claudette Rollins - 924-9854
Direct Deposit Information
Earning Statement Distribution
W2 Information Request
Retroactive Pay

Moving and Relocation



Introduction

Time & Labor is a web-based product that allows the timekeepers to process adds,
changes, and deletes to employee records. These changes are interactive so that the
timekeepers will be able to see all transactions entered by the employee and
understand the impact that the transactions have on the employee’s hours.

Note***

On Payroll Monday, Time & Labor will shut down at 12:00 noon. This means that a// of
the transactions that are to be entered on-line and processed for that
particular pay period must be entered into the system before 1200 on
Monday. No changes can be made after this time.

The payroll adjustment form can be found on the Payroll Website
http://www.healthsystem.virginia.edu/intranet/payroll/ (also included with your
handouts). All special checks must be approved by the payroll director.

It is an expectation that all transactions be completed on-line by the
timekeeper by 12:00 noon on payroll Monday.



Everyday

Payroll Week Schedule

The timekeeper checks time for accuracy

Sunday through Saturday, bi-weekly

Monday

Tuesday

Wednesday

Thursday

Friday

Note***

The pay period cycle

Deadline for employee clocking leave on Time & Labor (10:00)

The deadline for timekeepers to enter on-line transactions (12:00)
Deadline for on-line approval of transactions (12:00)

Employees’ hours are processed into the system beginning 12:00

All adjustments must be received by the Payroll Department by 5pm.
We do not guarantee processing any adjustments received after
this time.

Payroll system closes for processing

All vendor remittances are prepared by the payroll department

On-line earning statements are available to employees

Payday - the employee’s salary is directly deposited in their bank account

or a check is picked up at the Payroll Office, 1222 Jefferson Park Ave.,
Room 2218.

An employee’s first paycheck must be picked up at the Payroll Office located
on the second floor of the 1222 Jefferson Park Ave. building (old Towers
building), Room 2218 or mailed to the employee per written request by
employee. A picture ID is required to pickup a paycheck. Checks are
released to the employee only.



Time & Labor Security

Each designated timekeeper/approver is required to obtain security in order to operate
the time and labor system. This can be established by submitting a “security request”
form to Janet Jones. Please be sure you submit the original.

Training is required before access is activated.

TROUBLESHOOTING SECURITY ISSUES:

If you are unable to access TIME & LABOR it is probably because

« The password has been entered incorrectly or forgotten (the password is case-
sensitive enter it in upper case).

» The system hasn’t been used within 60 days
« Action: Call the HS/CS help desk at 4-5334 to reset a password
« Security has not been set up in the system

« Action: Call Janet Jones at 4-9842 to reactivate security

Steps To Take

1. Time & Labor issues (password) call HS/CS help desk 4-5334
2. Security issues call Janet Jones 4-9842

3. Operational issues call Roy Fitch 4-9016



Logging In And Out Of The Time & Labor System

LINK TO THE TIME & LABOR WEBSITE

https://uvhrwb.hscs.virginia.edu:7006/psp/PRD/?cmd=Ilogin&languageCd=
ENG&

(=Y

Key your user ID
2. Tab to password field and key in your password. If you cannot log on to the system,

it means that your password has expired and you will need to call HSCS (Health

System Computing) at 4-5334 to have it reset.
3. Your password is the same as your LAN password (Medical Center system).

Note***
Passwords need to be entered in the same format as you entered the

network.

(2 Oracle | PeopleSoft Enterprise B Sign-in - Windows Internet Explorer

@. | = | &) http:fipst-hrwb hscs virginia,edu:7019/pspiCPE JEMPLOYEEHRMS [Femd=iogout

% o ‘@Orac\e\Peup\esoftEr\terpnsesswgr\—ir\ i | (7 i

UNIVERSITY
= O\ TRGINIA
= V IRGIINIA
BINE F1EALTH SysTEM

HRCP2 - Development Region

UserID: \\ |

Password: |

To settrace flags, click here
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CLOCKING INSTRUCTIONS

1. Enter the Time & Labor System access
code #6058

2. After the time is announced, enter
your Employee ID# followed by a 0

3. Enter your clock code:
1=clock in
9=clock-out
3=meal out
4=meal in
5=department float
6=to enter PTO

4. Verification of clocking confirmed

5. After confirmation, “Thank you”
hang up.

For the following codes please enter your
department code or press the # key for
your home department.

Float Code—5
PTO Code—6

PTO CLOCKING INSTRUCTIONS:
Please enter the date or press # for today’s date.
Dates are entered as mm: dd format.

Please enter the number of hours. Hours are
entered in hundredths of hours. ex. 0800, 0825,
0850.

Once you have entered your request for PTO
Press-1 to confirm
Press-2 to cancel

After confirmation “Your request for PTO was
recorded, Thank you” Press 1 for another
transaction. OR press 9 to exit the system.

If you cancelled your transaction.
Press-1 to re-enter your transaction
Press-2 to return to the main menu or
Press-9 to exit the system.

Helpful Suggestions For A Successful Entry

»  Please wait for confirmation and “Thank
You"” response before hanging up.

« Do not enter the year when clocking PTO
time.

* Do not use the speakerphone when
clocking transactions.

e The user can make multiple entries with
one phone call, e.g. PTO

«  The user will be apprised of their clocking
transaction so a mistake can be recognized
and corrected.




Clock Code Listing

Clock Codes That May Be Entered By

Employee
CLOCK DESCRIPTION
CODE
1 Clock In
3 Clock out lunch
4 Clock back from lunch
5 Department Change (float code)
6 PTO
9 Clock out
Skip a meal will no longer be clocked by employee
This can only be entered by departmental Supervisor or Timekeeper
Clock Codes That May Be Entered By
Manager or Time & Labor Supervisor

CLOCK CODE DESCRIPTION
Meal Skip a meal Enter on Weekly Punch Time
In Clock In Enter on Weekly Punch Time
Meal Clock out lunch Enter on Weekly Punch Time
In Clock back from lunch Enter on Weekly Punch Time

Department Change (float code) Enter on Weekly Punch Time
PTO PTO Enter on Weekly Elapsed Time
ouT Clock out Enter on Weekly Punch Time

Skip a meal will no longer be clocked by employee
This can only be entered by departmental Supervisor or Timekeeper




General Instructions On Using
TIMELINK & PeopleSoft Time & Labor

THE TIMELINK SYSTEM:

Some examples of using the TIMELINK system:

Clock in (Used to notify TIMELINK when an employee has arrived to work)

1.

N v

Dial #6058

2. The time will be announced
3.
4. The employee will enter their 5 digit employee ID # (Employee ID # followed

A request for an employee number will be announced

byaOor1l)
The employee will then be prompted for a clock code

. Enter clock code “1”

Listen for “Thank you for using the TIMELINK system” before hanging up

Clock Out (Used to notify TIMELINK when employees’ shift has ended)

1.

Neou

Dial #6058

2. The time will be announced
3.
4. The employee will enter their 5 digit employee ID # (Employee ID # followed

A request for an employee number will be announced

byaOor1l)
The employee will then be prompted for a clock code

. Enter clock code 9"

Listen for “Thank you for using the TIMELINK system” before hanging up

Department Change - (Used only by employees who are authorized to “float”
from department to department) this transaction will notify TIMELINK that
any hours worked under this code will be charged to that particular
department.

1.

o U

Dial #6058

2. The time will be announced
3.
4. The employee will enter their 5 digit employee ID # (Employee ID # followed

A request for an employee number will be announced

byaOor1l)
The employee will then be prompted for a clock code

. Enter clock code 5"

10



7.

8.
9. Listen for “Thank you for using the TIMELINK system” before hanging up.

General Instructions On Using
TIMELINK & PeopleSoft Time & Labor

The employee will be prompted to enter the department code (this is the seven-
digit PeopleSoft/account number) or hit # for your home department number.
Enter the department that you will be changing to

Non-Clock Transactions - PTO (Paid Time Off) Example for PTO:

1.

o w

7.
8. Enter the date (all dates must be entered with 4 digits inserting zeros if

0.

Dial #6058

2. The time will be announced
3.
4. The employee will enter their 5 digit employee ID # (Employee ID # followed

A request for an employee number will be announced

byaOor1l)

The employee will then be prompted for a clock code

Enter the department (this is the seven-digit PeopleSoft/account number) or hit
# for your home department number.

Enter clock code “6"

necessary.) (example: August 21, 2004 would be entered as 0821)
Enter the number of hours in hundreds of hours e.g., 8 hours = 0800, 8 V4
hours 0825, 8 2 hours 0850

10.To confirm - press 1, to cancel press 2
11. Listen for “Thank you for using the TIMELINK system” before hanging up

11



Rules And Responsibilities

EMPLOYEE RESPONSIBILITY
Employees are responsible for correctly clocking their own time with the
exception of certain types of leave:

Clock all worked time and leave in the following areas:

All regular worked hours ( IN clock code - 1, OUT clock code - 9)
Float/change in department ( FLOAT clock code - 5)

Meal out (clock code - 3)

Meal in (clock code - 4)

PTO (clock code - 6)

TIMEKEEPER RESPONSIBILITY
Perform daily on-line review for accuracy:

Check that hours to date are reasonable

Check that all clocking transactions are entered correctly

Clean up exceptions

Serve as liaison to the payroll office and staff for all requested information.
Notify manager of patterns of behavior that may be of concern.

Enter catastrophic time for the employee

Enter disapproved leave for the employee

Enter intermittent Family Medical Leave for the employee

Sign and submit adjustment forms

Enter On-Call time for employees

Enter Call-Back worked (TRC code - CBW) ( if applicable)

Does not make entries and or changes to their own time
Approvals can only be made by departmental Manager or Supervisor

MANAGER/SUPERVISOR RESPONSIBILITY

Review all time transactions for accuracy and within reason

Verify all exceptions cleared

Approve bi-weekly time and labor by entering on-line approvals for auditing
purposes. Approvals must be submitted on line no later than noon on Payroll
Monday. If a manager/supervisor absolutely cannot enter an on-line approval, a
hard copy approval form (available on our website) will be accepted.

Utilize information provided by the system to assist in the management of
employees

Does not make entries and or changes to their own time

Summary Reports/Queries as needed

12



Report Time

Used to access or report time.

To navigate:

Home

Manager Self Service
Report Time
Timesheet

Step 1

Enter applicable search criteria

Under "View By:”, enter a date during the period you wish to view
Click on "Get Employees”

IVERSITY

g 7 \/IRGINIA .

BUIE 1 1earh SysTEM Home Add to Favorites Sign out
Search: Mew Window | Help | Customize Page |
I My Favorites .

I> UVA Custorn Menu Report Time
[- Self Service -
= Manager Self Senica Timesheet Summary

< Time Management

1> Approve Time and =
Exceptions Description Value

[+ View Time EmpliD l:lq

[> Time and Labor
I> PeopleTools Empl Red Nbr l:IQ
pestttame [ a

peperment [ Ja

Clear Selection Criteria | Save Selection Criteria | GetEmployees |
View BY:  [yygek v| Date: 10/08/2008 5] (& Refresn ) == Previous Week Next Week ==

Totals From 10/05/2008 - 10/11/2008

Job Reported Hours to be Scheduled
Description Hours Approved Hours

Approved/Submitted
Hours

Emplo
jiv]

Exception Absence Denied Hours

Mame 0.000000 0.000000 0.000000 0.000000 0.000000
GoTo:  Manager Self Senice

Time Management

Approve Reported Time

13



Report Time

Step 2:
When the page returns, click on the employee link to view their timesheet

Home Add to Favorites Sign out

New Window | Help | Customize Paqe | B

& Iy Favorites

I+ UVA Custom Menu Report Time
[> Belf Senvice =
I~ Manager Self Senice Timesheet Summary
< Time Management G e
[> Approve Time and ==
Exceptions Description Value
|7 Repart Time Group ID |7|Q
| — Timesheet ——
[ View Time EmpliD |11552 &
I> Time and Labor
I PeopleTools Empl Red Nbr | IQ
LastName | |
Department | IQ
T &L Unit ] &
Clear Selection Criteria J Save Selection Criteria J Get Employees I
View By: E-Week ! | Date: |1p/1512008 e 2 Retresh | == Previous Weelk Next Weel ==

Totals From 10/12/2008 - 10/18/2008

Job Reported Hours to be  Scheduled
Description Hours Approved Hours

RN

Administrative 9.00 0.00 0.00 9.00 0.00
Coordinator
Mon Fatient
Care Nurse

Approved/Submitted

Empl¢
Hours |

Exception Absence Denied Hours

0.00 0.00 0.00 0.00 0.00

GoTo, Manager Self Senice
Time Management
Approve Reported Time

*x*x  When you're entering a TRC Code for clocking employees, these 4 TRC codes
must be entered on the Elapsed Page and also must have a clock in and out on the
Time Sheet page, in order for the employee to be paid correctly . They are ORI
(orientation) PRF (professional development) NPC (non patient care) and CBW (Call
back worked). Without a clock in or out the employee will not be paid if only the TRC is
entered.

Also remember when entering the TRC if you're entering it on the Time Sheet page, you
will have to insert a row and enter the TRC on a seperate line that does not have a
clocking transaction or the system will not process it.

If you have Salaried non clocking employee then you have to enter their TRC code on
the Elapsed Page only as they do not clock in or out.

14



Report Time

Step 3 (for punch time, left side of screen)
If you need to add a line, select the "+” push button or if you are deleting a line, select
the "-” push button at the far right of the page

*Always remember to save.

[NIVERSITY
TVIRGINIA
HEALTH SYSTEM

Search:

I ©
[ My Favorites
[» UVA Custom Menu
[- Self Service
~ Wanager Self Senice
= Time Management
[» Approve Time and
Exceptions
+ Report Time
[> View Time
[> Time and Labor

il

[ PeopleTools

Add to Favorites Sign out

INew Window | Help | Customize Page |

Timesheet
EmpliD:
Job Title: Employee Record Mumber: 0
oClickforInstruction:s
View By: Date: |10/12/2008 [ (% Refresh == Previous Week MNext Week ==

Reported Hours:

31.23 Hours

Scheduled Hours:

0.00 Hours

Mext Emplovee ==

Status Float Punch Total Time Reporting Co
(7 sun Submitted | 08:00:00|| 11:30:00|  12:15:00]| || 17:00:00]
¢ Mon 1013 Submited | O08:00:00| 1200:00|[ 120100 || 17:00:00] 8.98
o Submitted | 18:00:00]| || || || =20:00:00] 2.00
Tue 1014  Submited | 08:00:00|[ 12:00:00/| 13:00:00] || 17:00:00] 8.00
Submited | 18:00:00]| I I || 22:00:00| 4.00
© wed 10M5  New | I I I I |
¢ Thu 1016 New | I[ I[ I[ I[ |
O Fi o 10M7 New | I I I I |
¢ sat 1018 New | I[ I[ I[ I[ |
Save
0 Reported Hours Summary - click to hide
Category Sun1012 Mon10M3 Tue10M4 Wed1015 Thu10M6 Fri10M7  Sat10M8  Total
Total Reported Hours 825 10.88 1200 3123
) Balances - click to hide
Plan Type End balance as of 10/12/2008
School Leave
Family Sick - Catastrophic
Paid Time Off 0.007
0.002

Catastrophic Leave

GoTo: Manager Self Service
Time Management
Elapsed Timesheet

Return to Select Emplovee

15



Step 3 (for punch time, right side of screen)

[NTVERSITY
"VIRGINIA
HEALTH SYSTEM

Search:
&
i Wy Favorites
= UVA Custom Menu
[» Belf Senvice
= Manager Self Senice
= Time Management
> Approve Time and
Excepfions.
= Report Time
[ View Time
[ Time and Labor
> PeopleTools

Report Time

wWindow | Help | Customize Pace | &,

Next Week ==

Next Employee ==

-Crilc?l‘lliction Business
Punch Total Time Reporting Code Quantity Device ID Umnit

825 | vl Il | MCHRP
8.98 | ~|| Il | McHRP
2.00| vl Il | MCHRP
8.00 | Il | MCHRP
4.00] vl Il | MCHRP
| 3l I ucHgp

| vl I [cHRr

| 9 I [ucHre

| el I cree

16

Add to Favorites

Date

[ ooz
[ o 1oms
[ e 1ons
o o

| o 1014
[ econs
[ o tome
[ Jatonr
[ e 1oms

HR Department

0 00 [ [0 O] 07 0] 0 [
HEEHEBEHBEEH

Sign out




Report Time

Step 3 (for entered time)

If you need to add a line, select the "+” push button at the far right of the page.

If you are deleting a line, select the "-” push button at the far right of the page.
Comments may be added for each line after a line is saved, by clicking on the balloon
on the far right of each line under "Reported Time Status”.

*Always remember to save.

[UNIVERSITY
TVIRGINIA
HEALTH SYSTEM Home Add to Favorites Sign out
E»
Mew Window | Help | Customize Page | o5
Timesheet
Employee 1D:
Job Title: Employee Record Number: 0
(i ]

Click for Instructions

View By: Date: |10/12/2008 Eﬂ £ Refresh == Previous Week Mext Week ==

Reported Hours: 1600 Hours  Scheduled Hours:  0.00 Hours

Override Time
Mon Tue Wed Thu Fr Sat Reason

Collection
1015 10M6 10M7 1018 Total Time Reporting Code Code Device ID

[ ][ ][ | 1s00[pro-PadTimeof | Hours [ a3

(i ] Reported Time Status - click to hide

Date Status Total Time Reporting Code Comments
101372008 Submitted 8.00 PTO
101472008 Submitted 8.00 PTO O

(i ] Reported Hours Summary - click to hide

Cateqory Sun

=
©
=
—
=
o
=

ed Thu

|—n
7
=
=

1012 1013 10114 1015 1016 1017 1018 Total
Total Reported Hours 8.00 8.00 16.00
€ Balances - click to hide
Plan Type End balance as of 10/12/2008
Catastrophic Leave
Family Sick - Catastrophic
School Leave 8.000
Faid Time Off 90.857

GoTo:  Self Senice

Time Reporting
Punch Timesheet

17



Payable Time Summary
Used to view status of payable time.

To navigate:

Home

Manager Self Service
View Time

Payable Time Summary

Step 1
Enter applicable search criteria (Group ID/Employee ID)
Click on "Get Employees”

/= Payable Time Detail - Windows Internet Explorer

—
) T B Wtpcost-hewb hacs. viegnia. edu: 701 9/pspf CP2/EMPLOYEE HRMS/¢/ROLE_MANAGER. TL_MNG_PAY_VIEW DT.GELINAYST ¥ | ¢2 | X 2o~
W G @ Payable Tre Detal BB - e Qrem-
UnNIVERSITY
VIRGINIA
HEALTH SYSTEM i LR LRYDe
Menu =]
Search: _ New Vindow | Helo | Customize Page | &, 4
®
[ My Favorites
p m‘kcumuonu Payable Time Detail
[ Self Senvice
> Manager Self Senice Select Employee
= Time Management
1 Approve Time and EMplo)
Descnpuon Vaive
[ Report Time
=\ViewTime Group ID Q
Time and Labor
Launch Pag EmpR0 Q
Parable Time Empl Rod Nbr Q
Summary
- Payable Time Detail LastName Q
[ Time and Labor
b PeopleTcols Department Q)
T&L UM Q
Clear Selection Critena Save Selecton Criteria Get Empioyees [
Employees For Kelly Robins

O Screen Prinks SSTme... £ Microsoft Excel -HR ..
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Payable Time Summary

Step 2:
When the page returns, click on the employee link to view their time calendar.

/= Payable Time Summary - Windows Internet Explorer L

G‘_._;' v B hetpcffpst-hewd.hecs, viegnia. ed: 701 9/pspf CPZIEMPLOTEE MRMS[C/ROLE_MANAGER, TL_TM_MPAT_SUMM_PG.GELINAYS ¥ *7 X -

W G | @ Payable Time Summary ' B -6 & irrege - (rok- ”
UNIVERSITY

VIRGINIA
HEALTH SYSTEM

Description Value ~
Group 1D
EmpiD

Empl Rca Nor

LastName
Department
T&L Unit

Clear Selechon Critena Save Selection Criteria ” Get Employees I

RO L L LL

Employees For Kelly Robins

Name D Emp Red Mor  Job Code  Job De3Cripion 0 Busingss Uil  Deparumen Descrip
RN Administrative

0 o w7 MCHRFP TWP Inpatient Senices

1 MNon Patient Care Nurse MCHRP TWP Inpatient Senvces
GoTo:  Manager Self Senice

Time Man 0l
v
< >

W% Screen Prinks 55 Nime 2 Mcrosoft Excel -2 _

19



Payable Time Summary

Step 3:
Example of viewing "“Payable Time Summary”

Ve Payable Time Summary - Windows Internet Explorer

|12

&; + | ] http/jpst-hrwb.hscs. virginia.odu:7019/psp/CPRIEMPLOYEE JHRMS/c/ROLE_MAMAGER. TL_T_MPAY_SUMM_PG.GBLZNAWS ¥ [$2 || | |

EJA\T 4 |@Payable Tirne: SummEry ‘ Eh & @ - @)’Paga = g Thr

New Window | Help | Customize Page | (B &

[> My Favorites A
Elleaha Payable Time Summary

[» Self Service Employee 1D
= Manager Self Senice

= Time Management Job Title: Employee Record Number: 0
[ Approve Time and
Exceptions Mext Employee ==
b Report Time

= View Time Payable Time Detail displayed for up to thiry-one days

— Time and Labor
Launch Pad Use the Refresh button to refresh the display of the selected statuses

— Payable Time Start Date: 10!08!200_8—||'a_'1',] End Date:  |10/14/20 —| |2 Refrash

Summary

— Payable Time Dets

S e Payable Time From 10/028/2008 To 10

[ PeopleTools ;‘mm ke 4 % Wed Thu Fri Sat Sun Mon Tue
c—f’yw e LUITENCY 4.5 1019 10110 10111 1012 1013 10114
MEAL Meal Hours 0.750000
REG Regular Hours Hours 8250000
WED "S’ieﬁe“"d Day St s 8.250000

GoTo. Manager Self Service

Time Management
Detail Page
Return to Select Emplovee

%

|
|

& Internet H100% -

™ 5 Fos = : 7 : 5 T
iy Start s So E: NE.w XLEl A yahle Time Summar, ..
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Payable Time Detail

Used to review actual detail of time.

To navigate:

Home

Manager Self Service
View Time

Payable Time Detail

Step 1
Enter applicable search criteria (Group ID/Employee ID)
Click on "Get Employees”

UNIVERSITY
VIRGINIA
HEALTHSYSTEM

Search: New Window | Helo | Customize Page | B,

|®

[ My Favorite:
b uwmoum:-. Meny Payable Time Detail
[ Self Senice
L Manager Sef Senice Select Employee
= Time Management
© Approve Time and - Employee SelectionCriteria |

Exceptions

b Repod Time Descripica Value
< View Time Group ID Q
Turr: .3nnpg :Q'-r EmpiID a
Bauble Timg Empl Red Nbr Q
Q
Q
Q

= View Time Last Name
Time and Labor
aunch Pag Department
- Pavable Time
Summan T&L Unit
- ﬁ;.;‘lg Ime

Sumnmary Clear Selection Criterla Save Selection Criteria GetE |

[ Time and Labor
i PeopleTools

Employees For Kim Goodman
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Payable Time Detail

Step 2:
When the page returns, click on the employee 'Job Description” link to view the
employee’s "Payable Time Detail”.

/= Payable Time Detail - Windows Internet Explorer

G 1_*:, v B hetp:fipst-hewb hees. virginia.edu: TO19/psp CP2/EMPLOYEE MHRMS ¢ /ROLE_MANAGER. TL_MNG_PAY_VIEW_DT.GBUINAYST ¥  +2 X 2 -
W B @ raysle Trm Ostod | B-0 @ (e Qroa- "
UNIVERSITY
VIRGINIA
HEALTH SYSTEM
Menu [=]
s ' Description Value ~
. ® -2 R
[ My Favorites EmpiiD
[ UVA Cusiom Menu Q
[ Self Senvice Empl Red Nbe Q
~ Manager Self Senice
= Time Management Last Mame a,
[
foomatimstd | | o a
b Repo Time T &L Unit Q
View Time
Time and L abar .
Launch Pad Clear Selection Criteria |  Save Selection Criteria |[_ GetEmployees |
Parable Time L
Summary
- Payable Time Detail
[> Time and Labor
[ PeopleTcols Employees For Kelly Robins
Name pﬁuﬂm Empl Red Nbe  Job Code  Job Description Qm Business Unit  Department Descriptic
RN AQMminiStratie
0 ¢ alor MCHRP TWP Inpatient Services
1 Mon PabentCare Nurse ™" """ " " MCHRP TWP Inpatient Sendces
Go To Man 1 Sell Servig

Timé Managemen

@ screen Prints 55 Time. .. B3 microsoft Excel - 1R
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Payable Time Detail

Step 3a:
Example of viewing "Payable Time Detail - Overview”.

e Payable Time Detail - Windows Internet Explorer

&; + | ] http/jpst-hrwb.hscs. virginia.odu:7019/psp/CPRIEMPLOYEE /HAMS/c/ROLE_MAMAGER. TL_MNG_PAY_VIEW DT.GBLANAYST ¥ [$2| % |

EJA\T 4 |@PayableT\meDetail ‘ Eh & @ - @)’Paga = ".F_}Tools -

EM ite: ' 3 .
b u{.r;?\:ﬁ:;; Mentt Payable Time Detail

[» Self Service

= Manager Self Senice Employee 1D
== Time Management i
> Approve Time and Job Title: Employee Record Number. 0
Exceptions Mext Emplovee ==
I Report Time ; i
VoW T Payable Time Detail displayed for up to thifty-one days.
— Time and Labor
m Select Payahle Statuses to view from the Fayable Status Filter expandable section.Use the Refresh
— Payahble Time butten to refresh the display ofthe selected statuses
Summary StartDate: [10/02/2008 |5 EndDate: [10/1412008 |[5 |2 Retrest )

— Payable Time Detail
[> Time and Labar
[ PeopleTools

New Window | Help | Customize Page | (&,

Add to Favorites Sign out |

Time Reporting Elements )
lime heporting 4
Date Status Reason Code E:‘dz Reporti Type Guantity Taskgroup
101212008 Closed Mot Sent to Payroll MEAL Hours 0.750000 UVA_DEPT
10122008 Approved REG Hours 8.250000 UVA_DEPT
101212008 Approved WED Hours 8.250000 UVA_DEPT
GoTo:  Manager Self Service
Time Management
Return to Select Emplovee
& Internet H100% -
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Payable Time Detail

Step 3b:
Example of viewing “Payable Time Detail - Time Reporting Elements”.

e Payable Time Detail - Windows Internet Explorer

6 & |g http:,l’,l’pst—hrwb.hscs‘virg\nia.adu:7019fpspfCP2,l’EMPLO\"EE,I’HRMS,I’C,I’ROLE_MANAGER.TL_MNG_PA\"_VIEW_DT.GBL?N.\WSTV‘ || \ : |'p B
EJA\T iy |@Payable Tirne Detail ‘ Eh - @ I ﬁ;,}’PaDB = g Tools ~
UNIVERSITY
TRGINIA
EALTH SYSTED Home: Add to Favorites Sign out
| Menu =2 :
| search: New Window | Help | Customize Page | (B &
& My Favorites ' 3 .
A e Payable Time Detail
[» Self Service
= Manager Self Senice Employee 1D
= Time Management i
[+ Approve Time and Job Title: Employee Record Number: 0
Exceptions Ilext Emplavee ==
[ Report Time : o
< Viow Time Payable Time Detail displayed for up to thifty-one days.
— Time and Labor
Launch Pad Select Payahle Statuses to view from the Fayable Status Filter expandable section.Use the Refresh
— Payable Time butten to refresh the display ofthe selected statuses
Summary Start Date: |10£08f2008 [ EndDate: |10j14.12008 [31 | Refresh |

— Payable Time Detail
[> Time and Labar
[ PeopleTools

Time Reporting Elements Task Reporting Elements
Reason lims
Date Staws 2. - Reporting Tyne  Quantity CurrencyCode Country State Locality  Billahle  Rate Code Overrid
10212008 Closed NOLSEMO ey Lows 0750000 USD
Payrall
1012/2008 Approved REG Hours 8250000 USD
10/12/2008 Approved WED Hours 8250000 USD D40WED
GoTo:  Manager Self Service T
Time Management
Return to Select Emoloves )
il 4 | %
& Internet H100% -
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Payable Time Detail

Step 3c:
Example of viewing “Payable Time Detail - Task Reporting Elements”.

{= Payable Time Detail - Windows Internet Explorer

@.CJ/.- b |IL http: ffpst-hrwh. hscs, virginia. edu: 7019/psp/CP2/EMPLOVEE [HRMS)c ROLE _MAMAGER. TL_MMG_PAY_VIEW _DT.GBL?NAYST V‘ 2| K| ‘ |.P 17
ook |@Payable Time Detail ‘ & * B é E li,’,‘i’F‘agP._. - {5 Tools -
UNIVERSITY

VIRGINIA

EALTH SYSTEM Home Add to Favorites Sign out
Menu =2
| Wi ; 1=
Search: tew Window | Help | Customize Page | 5 &

[» My Favorites

[ UVA Custom Menu Payable Time Detail
[» Self Service
= Manager Self Senvice Employee I0:
== Time Management .
[ Approve Time and Job Title: Employee Record Mumber: 0
Exceptions MNext Employee ==
- Report Time - .
w\iew Time Fayable Time Detail displayed for up to thirty-one days
— Time and L abaor
Launch Pad Select Payable Statuses to view from the Payable Status Filter expandable section.Use the Refresh
— Payable Time button to refresh the display of the selected statuses
Summary Start Date: |10!08I2008 [# EndDate: |10/14/2005 | |9 Refresh )

— Payable Time Detail
[» Time and Labor
[» PeopleTools

Time Reporting Elements Task Reporting Elements
Dat Statys  22S0N Emp_oerﬁm I Quantity Business  HR User Field 2 User Field 3 Appro
€ US  Code i Lype = Unit partment ~ 2ol 1! serfi Datetit
10M2/2008 Closed NOtSemtto yrs  Hours 0750000 MCHRP A
Payroll 13:00:
10114t
1011212008 Approved REG Hours  8.250000 MCHRP Bty
10141
10/12/2008 Approved WED Hours  8.250000 39 b 13000
GoTo;  Manager Self Service
Tirme Management o
(__ ) i 1 l
Done & mternet H00% v
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Managing Exceptions
EXCEPTION OVERVIEW

Exceptions are generated when time is reported and either an element about the time
is incorrect, or the time does not comply with a rule that has been defined. Exceptions
are generated by either the Submit time process, when validation rules are invoked, or,
by running the Time Administration process when rules are applied. All exceptions
need to be reviewed in order for the system to process the time. The
timekeeper/manager must either resolve or allow the exception.

RESOLVING EXCEPTIONS

Exceptions with a severity level of Medium or High must be resolved or allowed, or the
reported time associated with the exception will not become payable time,
i.e., will not be paid to the employee.

If a Medium or High exception is not resolved or allowed, it remains in the Exceptions
Table and time will not become payable time. Exceptions with a severity level of low
will become payable time and will also remain in the exception table until the time is
resolved or allowed.

The Manage Exceptions pages allow you to either resolve or allow the exceptions.
Exceptions can also be resolved on the Weekly Elapsed Time or the Weekly Punch
Time.

EXCEPTION STATUS

Four states for the Exception statuses are:
« Unresolved (When an exception is created, the status of the exception is
Unresolved)
* Resolved (If the exception condition no longer exists, then the status will be
switched to resolved.
e Allowed
« Changed Since Allowed

Note***

We would like to suggest that you check exceptions throughout the bi-
weekly reporting period.
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Manage Time Exceptions

Used to access and view individual employees exceptions.

To navigate:

Home

Manager Self Service
Approve Time and Exceptions
Exceptions

Step 1
Enter applicable search criteria
Click on "Get Employees”

UNIVERSITY
VIRGINIA
HEALTHSYSTEM

New Window | Help | Customize Page | &8

Manage Exceptions

b Self Senice - Employee Selection Criteria
Zamager e Senica Descripton Value
= Approve Time and Group ID Q,
Exceptions EmpIID Q
Empl Red Nor Q
Last Name Q
Department Q
T&LUnt Q
" Clear Selection Criteria |  saveSelection Criteria J GetEmployees

[ Chcit thas button 1o resolve non-setup related exceptons once reported tme has been
corrected using the Tmesheet page. Thia button Wil ONly reSOive EXCERIONS With 8 Clean Up Exceptions
source of Time Valdaton-Elapsed or Punch

‘MMI
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Manage Time Exceptions

Step 2a
Exceptions will be displayed
7o clean up exceptions, click on “"Clean Up Exceptions”

UNIVERSITY
. VIRGINIA
HEALTHSYSTEM

Couvy Yoy | ERD | ARSI e | Wit
Search:

b My Favorites ' Manage Exceptions

- Employee Selection Criteria

Description Value
Group I0 '
EmpliD

Empl Red Nor

Last Mame
Department
T&L Unt

PP HLHPHPDP

Clear Selection Criteria |  Save Selection Criteria GetEmployees |

ommmmmmmmm

Em! Detals |\ ™y

mlow fmpwp ~ EmeLRcd Eiceptan poycnopon Date Name Job Description
0 TLX10085 Missing Punch 1212472007 RN Administrative Coor
O 0 TLxo1540 Morethan2éhours 4o 4007 RN Administrative Cool
reported
0 TLX10085 Missing Punch 091282008 RN Administrative Coor

[ Chck ths button 1o resoive non-setup related exceations once rezorted tme has been
corrected using the Timesheet page. Thia button will only resolve exceptons with a Clean Up Exceptions
|__source of Tme Valdaton-Elapsed or Punch

Allow Al |
_swe |
GoTo: Man Ll
Iime Management
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Manage Time Exceptions

Step 2b
Message displaying exceptions cleared

/= Exceptions - Windows Internet Explorer T E ;
g@: - |g- hitp:ffpst-hrwb, hscs. virginia, edu: 701 9/psp/ CP2/EMPLOYEE/HRMSc/ROLE_MANAGER. TL_MNG_EX_PNL_GRP1.GELZMAYST, ¥ ‘ |*2][%| ‘ |:P 1=
o |88 = | @ a0l Mail (137) l@Exceptiqns bs [ | il ey v b Page + 0k Tods -
UNIVERSITY
VIRGINIA
IEALTH SysTEM Home: Add to Favorites Sign out

New Window | Help | Customize Page | (&,

[> My Favorites
[* UVA Custom Menu n
 Self Senvice Save Confirmation
= Manager Self Senice
= Time Management
== Approve Time and
Exceptions

— Pavable Time

— Exceplions
[» Repaort Time
[ Wiew Time

[> Time and Labor

[» PeopleToals

V The Save was successful

il Eo|
Dore & Internet H100% =

‘4 start
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Manage Time Exceptions

Step 3a
Allowing of Exceptions

Click the highlighted "Allow” box or "Allow All” button
Click the "Save” button.

UNIVERSITY
VIRGINIA
HEALTHSYSTEM
'i‘I}“U = (LAY 1) 5 rads
. (§=-4] | nita
b My Favorites : Manage Exceptions
[ UVA Custom Menu
U Self Senvice
> Manager Self Senice
= Time Management G 0
= Approve Time and e .Q
Exceptions EmpliD Q
Empl Red Nor Q
Last Name Q
Department Q
T&LUnt Q
Clear Selection Criteria |  Save Selection Criteria GetEmployees |
Ocicr to view sgamoral intormaton

mtow Empwp  EMeARcd Ercepton poycnopon Date Hame Job Deseription
0 TLX10065 Missing Punch 122472007 RN Administrative Coor
O 0 TLxo1540 Morethan2éhours 4o 4007 RN Administrative Cool
reponed
0 TLX10065 Missing Punch 091282008 RN Administrative Coor

[ Chck ths button 1o resoive non-setup related exceations once rezorted tme has been
corrected usng the Trreshest page Tha button wil orly resobve exceptons wih 8 Clean Up Exceptions
| svurie vl e\ aidaton-Elapsed or Punch

Allow Al |
_ s |
GoTa: Man i
Time Management
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Manage Time Exceptions

Step 3b
Save Confirmation

{= Exceptions - Windows Internet Explorer

g@; ¥ |E http: ffpst-hrwb, hscs, virginia. edu: 7019/ psp/CP2 fEMPLOYEE [HRMS c fROLE _MANAGER. TL_MMNG_EX_PHL_GRP1.GELIMAYST, ¥ ‘ H’ x| "5-‘|-f|ﬂl* |iﬁ

% [_| ﬁ - @ - IF_;',-J’Page_, - @Tools -

3

l gExceptiqns

UNIVERSITY
7 VIRGINIA
HEALTH SYSTEM Add to Favorites Sign out

New Window | Help | Customize Page | B}

[» My Favorites

s i Save Confirmation

= Manager Self Senvice

= Time Management

= Approve Time and

Exceptions

— Payable Time

— Exceptions
[ Report Time
[ View Time

[> Time and Labor

> PeopleTools

‘/ The Save was successful.

] >

Done & mternet Hoaogw -
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Manage Time Exceptions

Step 3¢
Allowed exception cleared.

' Exceptions - Windows Internet Explorer

|1L hittp:ffpst-hrwb, hscs. virginia. edu:7019/psp CP2/EMPLOYEE HRMScjROLE_MANGGER. TL_MNG_EX_PHL_GRP1.GELZNAYST, ¥ \ 5% \ 3 |'P il
l (& Exceptions 3 [ | il ey v b Page + 0k Tods -
VIRGI \ |
TEALTH SysTE Home _Add to Favorites Sign out
o
= oClickto View Additional Infarmation
[> My Favorites
e
ilter Options
> Seff Service s
= Manager Sell Senvice
= Time Maﬂaggment ey Detaie !
== Approve Time and -
Exceptions Allow EmpliD Emptficd ‘Exception Description Date Name Job Description
— Pavable Time Hbr D
oo 11552 0 TLX10065 Missing Punch 1212412007  Ann Davis RN Administrative Coor
[» Repaort Time
[ Wiew Time
[> Time and Labor 11552 0 TLX10065 Missing Punch 09/28/2008 Ann Davis RM Administrative Coar
|- PeopleTools
[ Click this button te resohve non-setup related exceptions once reported time has been = |
corrected using the Timesheet page. This button will only resolve exceptions with a Clean Up Exceptions |
SOUCE DfTIITE \alidation-Elapsed or Punch
Allow Al I
Save
GoTo:  Manager Self Senvice
Time Management
]
L - | >
Dore & Internet H100% v

‘4 start
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Time And Labor Approval

Reported time can only be approved by a Manager or Supervisor, it can no
longer be approved by a timekeeper unless that timekeeper is either a
manager or a unit or office supervisor.

This is a requirement from our Audit department and there will be no
exceptions to this policy.

The timekeeper will be able to see the approval status so that they are able
to communicate to the manager or supervisor that the time needs to be
approved.

If the Manager or Supervisor is off and can not approve the payroll on line,
they will have to submit a hard copy approval which is located on our payroll
website

http://www.healthsystem.virginia.edu/intranet/payroll / and fax it to the payroll
office at 243-6095.
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Approving Time

Payable time can be viewed and approved on either one employee or the entire group
of employees. Approvals must be submitted on line no later than noon on
Payroll Monday.

APPROVE PAYABLE TIME

Used to approve time.

To navigate:

Home

Manager Self Service
Approve Time and Exceptions
Payable Time

Step 1
Enter applicable search criteria
Click on "Get Employees”

¢~ Payable Time - Windows Internet Explorer

G—(;; = B heipcflpnt-hewb hacs. virgria.edu: TOL9/pep| CP2EMPLOVEEHRME/¢ROLE_MANAGER. TL_SRCH_APPRV_GRP.GBLINAVETA M 43 X ] L -
W | @ payable Tme [ BB - rrege s BTook~
UNIVERSITY
VIRGINIA
HEALTH SYSTEM
Search: _ New Window | Hele | Custemize Page | %,
|®
b MyFavortes
b mammllonu Approve Payable Time
[ Self Service "
Manager Self Senice Approve Time for Time Reporters
= Twne Mansgenent - Employee SelectonCriteda |
= Approve Time and —
Exceplions Description Value
Gioup 1D QU
= Exceplions
I Report Time EmpliD Q
> T andLabor Empi Res o Q
[ PeopleTeols Last Name Q
Department la
T LUt Q
* ClearSelection Criteia |  Save Selection Crteria || GetEmployees |

No employees were retumed for the time period specified
StartDate: 100272008 (i EndDate: | 10:082008 [ |2 Ratemn

GoTo: ManagerSefSecice
Time Wanagement

B3 Mirosoft Excel - ... [~ Payable Time - Wind
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Approve Payable Time

Step 2
Select individual entries or select all.
Click on "Approve”

/= Payable Time - Windows Internet Explorer

G;; * B hetpcffoit-hrwb. hacs. virgria.edu: 701 9/pipf CP2EMPLOYEE /HRMS/ /ROLE_MANAGER. TL_SRCH_APPRY_GHP .GELTHAVSTA ¥ 49 | X | | =

w & (g5~ @aotmaaan [ @@ payoble Tme x P - B) @ v yPwge s ook

LUNIVERSITY
VIRGINIA
HeALTH SySTEM

New Window | Helo | Customize Page | £

Approve Payable Time
Approve Time for Time Reporters
Description Value
Gioup 1D
EmpliD
Empl Red Nbr
Last Name
Department
TAL Unit

P OLPLOLLAL

. Clear Selection Critea I Save Selection Criteria | Gel Employees |

StartDate: 10052008 3 EndDate:  10/14/2008 51 2 Retrest
ommmm

Employees For

Empioyee £ Total
Select  Name Red Job  JobDescription Payable — Depatment  Workgrow
© ™ Hours

3] 0 95551

¥ select 41 Clear &1

% Screen Prints 55 Time... 2 Mcrosoft Excel -HR_..
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Approve Payable Time

Step 3
Save Confirmation

= Payable Time - Windows Internet Explorer |ZJ|E z]
&@; - |g hitpsffpst-hrwb.hscs, virginia, edu: 7019/psp/ CP2/EMPLOYEEHRMS c/ROLE_MANAGER, TL_SRCH_APPRY_GRP,GELTMAYSTA ¥ ||‘r X | | |5P [iFil
o | |+ | @ oL mai (137 lgpayable:tim_e. X I | - e v b Page = () Tooks -
UNIVERSITY
IRGINIA
TEALTH SYSTEM Home Add to Favarites Sign out

New Window | Help | Custornize Page | 5,

{> My Favorites
[» UVA Custom Menu
[+ Self Senice
= Manager Self Senvice
= Time Management
= Approve Time and
Exceptions
— Payable Time
[> Report Time
[> View Time
[> Time and Labor
i PeopleTools

Save Confirmation

“ The Save was successful

e Internet ST
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Skip A Meal

Employees are no longer allowed to clock a skip a meal, this can only be
entered by a timekeeper or manager/supervisor.

The timekeeper must get approval from their supervisor or manager before entering a
skip a meal for an employee. They should never enter a skip a meal on the employees
say so. They must make sure the manager or supervisor has approved it.

If an employee clocks in and out for their shift and due to some unforeseen
circumstances and are unable to take a meal break, their timekeeper or supervisor
would need to enter it.

Follow these steps to enter a skip a meal:

HonN=

Save

Go to the timesheet under Report Time and locate the date.
Enter the time under the “Meal” column.
In the next column under “In”, enter the time one minute apart

Make sure you always hit save after entering a transaction.

1
[EM

T T’aTVERST

[NIVERSI
il ..

HEALTH SyST

|G

i+ My Favorites
= UVA Custom Menu
I> Self Senvice
I~ Manager Self Senvice
= Time Management
[» Approve Time and
Exceptions
= Report Time
[+ View Time
[> Time and Labor

[ PeopleTools

Home Add to Favorites Sign out

New Window | Help | Customize Page | (B,

Timesheet

EmplD:
Job Title: Employee Record Number: 0
i)

Click for Instructions

(R

Date: | 10/12/2008|[] |2 Refresh |

View By: | Week bl == Previous Week Next Week ==

Next Emplovee ==

Reported Hours: 31.23 Hours Scheduled Hours:

0.00 Hours

From 10/12/200: 2008

{ Timesheet Y

Day Date Status Meal In Float Out Punch Total Time Reporting C:
(2 sun  10M2  submitted | osoo00|[ 113000/ 121500]] || 17:00:00] Bas|
() Mon 10M3  Submitted | 08:00:00(| 1200:00(| 12:01:00(| [| 17:00:00] gog[
) Submited | 18:00:00]| I[ |[ 20-00:00| 200
G Tue 10M4  sSubmitted | o0s00:00|| 120000/ 13:00:00 || 17:00:00 g0
@ Submitted | 18:00:00] | Il Il [ 22:00:00] 00|
O wes tons  wew | I I I = i'
Om wme ww [ T T ] i'
& Pl M0MT  New | I[ I I [ | [
O sat 10M8 Mew | Il Il i I | -
Save
¢ 3
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Entering On Call Time

On call time can not be entered by the employee, it must be entered as elapsed
time by the timekeeper or manager/supervisor.

There are two methods of entering on call time. It can be entered as "ONC" or “"OCT".
ONC

“"ONC" is used to place an employee on call for a 24-hour period only. If you use the
code "ONC" and place an employee on call for a 24 hour period and the employee
clocks time within that period, the on call time is reduced by the humber of hours
worked. No further entries are required by the timekeeper.

Example: If you placed an employee on call with the on call code of "ONC” for Monday
1/3/05 and they clocked in from 08:00-16:30 on 1/3/05 (8 hours), then the on call time
would be reduced by 8 hours and the employee would have 16 hours of on call pay and
8 hours of regular pay for that day.

OCT

“OCT" is used to place an employee on call for shorter blocks of time and it does not
reduce the on call hours if an employee clocks in while on call. The reduction of
hours must be done manually. To place an employee on call for 8 hours, you would
enter 8 hours for that day on the elapsed time page, go to the drop down box and
select the code “"OCT". If you use the code “"OCT" and placed the employee on call on
1/3/05 from 08:00-16:30 and the employee was called in and worked from 10:00-16:00
(6 hours) on that same day, you would have to change the number of *OCT” hours for
that day from 8 hours to 2 hours.
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Example: on 10/27/08 from 08:00-16.:30 and then clocked them in from 17:00-19:00
for 2 hours and also entered 2 hours CBW on the elapsed page. The employee was on
call from 17:00-23:00 for 6 hours of on call OCT. (now the time keeper should reduce
the 6 hours of OCT to 4 hours of OCT less the 2 hours of time worked because the
system will not.

On 10/29/08 I clocked the employee in from 15:00-23:59 and placed them on 24 hours
of call ONC the system will reduce the call less the hours worked.

('_"" Timezheet - Windows Internet Explorer =]
@_" ) ¥ | &) htpetipsthnb hses viginia edu 7021 /psp/CF7EMPLOYEE /HRMS /c/ROLE_MANAGER.TL_M3S_EE_SRCH_PRD.G || | 42| X | [Live Search |2~
| File Edit ‘“iew Favoitez Took  Help
O || Meredit, Tinoty PHS - 0w, | @ Timeshest x |\ MsH.com | % - ) - - Page - (3 Toos - P
| AT - = — = =
@ HEALTH R-,-:.—ﬁ.;,xl‘i = " Home Add to Faverites Sign out
3
~ Chck tor iInstructions :|
View By: |Week ~| Date: [10/26/2008 [ % Fefiesh | ==Previous Weelk Next Weelc>>
Mext Emploves ==
Reported Hours: 6548 Hours  Scheduled Hours:  0.00 Hours
Timesheet | [
Time
Punch Collection B
Day Date Status In In Float Out Total Time Reporting Code Quantity Device ID
(2 sun 1026 New | | | | [ | =] N
L Mon 1027 Submited | | | | | | cBw - Call Back worked =] | 2.00 N
o Submitted | | | | | |0CT - On Call Time-Fired =] | 5.00 I
. Submited | 08:00:00 | | | | 16:30:00 850 =l b
2 Submitted [ 17:00:00 | | | | 19:00:00 2.00 = |
0 Tue 1028 New | | | | [ ' | =] N
(0 wed 10/23  Submited | | | | | | ONC - On Call Time-24 Hix] | 24.00 i
» Submitted |  15:00:00 | | | | 2359:00 893 =l N
€2 Thu 10630 Hew | | | | [ | = I
LFd 1031 Submited | | | | [ | cBw - Call Back Worked =] | 4.00 U
o Submitted | | | | | |0CT - On Call Time-Fired =] | 5.00 I
- . vl T T T ) 1 S
i _ — - el
| R O T [=00% -

o/ Start JI & Timesheet - Window... _j final docs | @ Tima_and_LabDr_Manu...I ]Addressl v] Gao ] e IZI @ Pl j 5"1! @ BIIAM
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Shift Differential

An employee must work 4 or more hours in the shift to qualify for differential.

Week Day Shift:
Monday through Friday, 07:00-15:30 or 07:00-19:30, no differential paid.
If an employee is scheduled for an 8 hour day shift, but works 07:00-19:30, no
differential is paid from 15:30-19:30.

Weekend Day Shift:
Saturday and Sunday, 07:00-15:30 or 07:00-19:30, shift differential would be paid for

all hours worked.

Week Day Evenings:
Monday through Friday, 15:00-23:30, or 11:00-23:30, differential would be paid for all

hours beginning at or after 15:00, based on the majority rule. No differential is paid
between 11:00 and 15:00 during the week.

A split shift from 11:00-19:30, 4 hours of differential would be paid for hours worked
from 15:00 to 19:30.

Week End Evenings:
Saturday and Sunday, 15:00-23:30 or 11:00-23:30, all hours would be paid at the

weekend evening rate.
A split shift from11:00-19:30 would be paid at weekend evening rate.

Week End Night Shift:
Weekend nights are Friday and Saturday only, beginning at 19:00 on Friday and ending

at 09:00 Sunday morning. 19:00-07:30 for a 12 hour night shift and 23:00-07:30 for an
8 hour night shift.

Weekday Nights:
Weekday nights for differential purposes only, begins at 19:00 hours on Sunday and

ends at 09:00 hours on Friday morning. If an employee clocks in on Sunday beginning
at 19:00 it's considered a weekday, thus 19:00-23:30 on Sunday would be considered
weekday evening, and 19:00-07:30 or 23:00-07:30 a weekday night.
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Shift Differential

Differential Examples

Weekday Weekend
07:00-15:30 — (none) 07:00-15:30 — (8 hour day)
07:00-19:30 — (none) 07:00-19:30 — (12 hour day)
11:00-19:30 — (4 hour eve)11:00-19:30 — (8 hour eve)
11:00-23:30 — (8 hour eve)11:00-23:30 — (12 hour eve)
13:00-19:30 — (4 hour eve) 13:00-19:30 — (6 hour eve)
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Exempt Employees Reclassified To Non-Exempt In T&L

During the transition to a 40-hour week versus 80-hour pay period when calculating
overtime, there may be some employees who work more than 40 hours in one week
of the pay period and less than 40 hours in the other week, still totaling 80 hours for
the pay period. As a non-exempt employee, they will now earn overtime in the
week in excess of 40, but not have enough hours in the second week to meet their
standard hours. This will result in PTO hours being pulled to bring them to their
standard hours.

In order to prevent PTO hours from being pulled in the “short” weeks, timekeepers
can enter the TRC “FLS” — FLSA Leave. This is a non-paying code that is counted
toward standard hours. Utilizing this code will prevent PTO hours from being
pulled.

FLS should only be used when an employee’s scheduled work week is less
than their standard hours. Do not use FLS when an employee is short hours in a
week due to an unscheduled absence or late clocking transaction; use PTO.

FLS should not be confused with LAG-LWOP, Agency convenience. LAG is used

when an employee is sent home for low patient census and does not want to use
their PTO. LAG should only be used for non-exempt employees.
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Partial Day Absences For An Exempt Employee

There are no partial day absences for exempt staff. If someone misses part of a
regularly scheduled work day, they will not be required to use PTO and they will
not be docked any pay.

Exempt staff who are away from work for a whole day due to illness or for a
personal reason will be required to use PTO in whole day increments. If they do
not have enough PTO to cover the whole day (8 hrs.) they will use all of their PTO
and then receive regular (or “paid-not-worked”) hours to make up a whole day.

Use the TRC code “"PNW".

No pay will be granted for not working at the beginning of the first week of work or
for days not worked at the end of a termination week.

Pay can be reduced for less than a week as part of FMLA leave and there is not
PTO available.
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Overtime

There are two types of overtime compensation in Time & Labor.
1. OT2 (time and a half overtime).

Nonexempt employees (employees on a 40 hour per week schedule) who are
authorized for time and half overtime and physically work over 40 hours per week will
receive OT2 for all hours physically worked beyond their 40-hour threshold.

2. OSH (over standard hours/straight pay)

Nonexempt employees who have hours over their threshold of 40(nonexempt) that
include leave such as BRV, LAS, JUR etc. will receive OSH for those additional hours.
Example: A nonexempt employee (40 hours) who has 44 hours for the week and 4 of
those hours included PTO they would receive 36 hours of regular pay, 4 hours of PTO
and 4 hours of OSH.

Note***

Employees should only be paid over their regular standard hours for time
actually worked, not through the payment of PTO or other paid leave. If the
timekeeper sees hours paid in excess of standard due to PTO usage, PTO
hours should be reduced to prevent OSH from being generated by the T&L
system.



Professional Development & Orientation

If you have employees who are either in orientation (ORI) or have professional
development (PRF), those hours will have to be clocked in and out as regular time on
the Timesheet page and also entered with the correct code and number of hours on the
Elapsed Timesheet. The hours on the Elapsed Timesheet are for tracking
purposes only and will not count towards their standard hours. They will not
pass to payroll for payment.

Example: If you have an employee who has a class from 08 —1630 then they would
clock in from 08:00 - 16:30 over the phone, and the timekeeper would also enter 8
hours of PRF on the Elapsed Timesheet for that day. If the employee has a class out of
town or away from the hospital and can not clock in, then the timekeeper would enter
the clock in with a (1) at 08:00 and the clock out with a (9) at 16:30 on the Timesheet
page and would also enter the number of hours and the code PRF on the Elapsed
Timesheet page.

If the employee is in orientation and can not clock in, you would enter the time in with
a (1) at 08:00 and the time out with a (9) at 16:30 on the Timesheet. You would also
enter the number of hours and the code ORI for that day on the Elapsed timesheet

page.

Non Patient Care Codes

If you have employees who have meetings or do management functions, then they
would clock in and out as usual over the phone, and then the timekeeper would enter
the number of hours and the code NPC on the Elapsed Timesheet page. If they forget
to clock, then the timekeeper would enter the correct time in (1) and out (9) on the
Timesheet page. You would also enter the number of hours and the code NPC on the
Elapsed Timesheet page. The hours on the Elapsed Timesheet are for tracking
purposes only and will not count towards their standard payable hours. They
will not pass to payroll for payment.

Note***

Please make sure you enter the TRC on a separate line. The hours will not
count towards their standard payable hours. The payable hours will not pass
to payroll for payment.
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Call Back Worked

When an employee is called back to work, they clock in with a 1 and clock out with a 9.
The timekeeper then goes to the weekly elapsed time page and enters the number of
hours for the call back on the correct date, using the "CBW” TRC from the drop down
box. If the employee worked less than 3 hours, the system would generate CBN for call
back bonus to bring the employee up to the three hour minimum.

First Example
Employee called back to work on 10/13/08 from 18:00 - 20:00 (2 hours) and
on 10/14/08 from 18:00 - 22:00 (4 hour).

‘ll).\l THSYSTEM

) Wed 1015  New
> Thu 10116  New
2 Fr 1017 New
O saa 1018  New

Save

Search: Hew Window | Help | Customize Page |
&
b My Favorites Timesh
[» UVA Custom Menu esheet
[ Self Senice
> Manager Self Sedce EmpiD
= Time Management Job Tiwe Employee Record Number. 0
b Approve Time and
Exceplions o
< Repod Time Click for Instructions
I View Time View By. Wedk v Date: | 10/1272008 (W | Retresh << Preniqus Wesk Nexd Weak »=
[ Time and Labor
b PeopleTools Next Emploved >>
Reported Hours: 31.23 Hours ScheduledHours: 000 Hours
From 1012/2008 to 101872008
-" Timesheet | [F70
Day Date Status Meal Out Punch Total Time Reporting Co
(O sun 1012  Submitted ogo000| 113000/ 121500 17:00:00 825
.~ Mon 1013 Submitted 08:00:00 12:00:00 12.01:00 17:00:00 868
Submitted 18:00:00 20:00:00 200
2 Tue 1014 Submitied 08:00:00 |  12:00.00 13:00:00 17.00.00 8.00
Submitied 18:00:00 22:00:00 400




Go the employees elapsed timesheet page by clicking on the “Elapsed
Timesheet” link at the bottom of the timekeeper punch time page.

On the Weekly Elapsed Time page you would enter 2 hours "CBW" for the call
back on 10/13/08 and 4 hours CBW on 10/14/08 and click “Save”.

UNIVERSITY
‘ HEALTHSYSTEM

Search:
)

[ My Favorites
[ UVA Customn Menu
[ Self Senice
I~ Manager Self Senice
= Time Management
[ Approve Time and
Exceplions
= Repot Time
I View Time
[ Time and Labor

i PeopleTools

-. !I.-l! !l- - l.r Iull

New Window | Help | Customize Page | &

Timesheet
Employee ID:
Job Tile Employee Record Number. 0
o; ick for Instructions
View By:  Week v Date: | 1011272008 [ (S Refrest << Preatoys Weex Next Week >>
Reported Hours: 600 Hours Scheduled Hours: (.00 Hours He 10y

Punch Time has been reported for this date range. Use the “Punch Timesheet™ link to view the time.

From Sunday 1011272008 to Saturday 10182008
[Tmesheet \fry

Sun
o

Mon Tue
0

Wed Thu
LT

200 ||400 6.00 | CBW - Call Back Worked v Hours Q )
Save |
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1011372008 Submitted 200 CBW L
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© Repoded Hours Summary - click o view
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Punch Timaesheet
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The punch time page is modified with "CBW"” TRC entries.

Search: New Window | Helo | Customize Page | 55,
©)
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i Ca Timesheet
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After Time Administration runs, the employee should be awarded 1 hour CBN
(Bonus) for 10/13/05 and no bonus for 10/14/05, since they met the three-
hour requirement.

DMew Wingow | Help | Customize Page | &,

Payable Time Summary
Emgloyee ID
Job Title: Employee Record Number. 0
L | »>
Payable Time Detail cisplayed for up to thirty-one days.

Use the Refresh button 1o refresh the display of the selected statuses
StartDate: | 10/11/2008 |3 End Date: 2 Retiesh

Payable Time From 10111/2008 To 104 7/2003

Lime sat s Men  Tue Wed  Thu fl Total
CBN Call Back Borus Hours 1.000000 1.000000
cew Call Back Worked Hours 2.000000 4000000 6.000000
WACAL mea ey GTIOOOT VO TTOO
REG Regular Hours Hours 8250000 11.000000 12.000000 31.250000
Weekcay Evening
WOE Shift DAY Hours 5.000000 6.000000
WED ;{;ersnd DayShit o ors 8250000 8250000
GoTo; Mar er Sef

Time Management

Detail Page

Return to Select Emploves
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Second Example

Employee is called back to work multiple times on 10/13/08. The employee
is called back from 18:00 - 19:00, 20:00 - 21:00 and 22:00 - 23:00.

‘ HEALTHSYSTEM
Menu &
Search:

®
D My Favorites
[ UVA Customn Menu
= Self Senvice
= Time Reporting
= Repod Time
I View Time

U Payroll and Compensation
[ Benefits

“ !l. !!- “. oy .I

Mew Window | Help | Customize Page | 22

Timesheet
EmpliD
Job Title Employee Record Number, 0
OChdr. for Instructions
View By: Wesk Date: 10M12/2008 2 Ratrash << Previous Week Next Week »»
Next Job >>
Reported Hours: 32.23 Hours ScheduledHours:  0.00 Hours

o

~ Wed
O Th
> Fn
O sa

1012
10113

10114

1015
1016
1017
1018

From 101 2/2008 10 101 82008

Status
Submitted
Submitted

Submitted
Submitted
Submitted
Submitted
Submitted
Hew
New
New

New

o ]

0 Reported Hours Summary - click 1o view
@ Balances - dick to view

Go To

i
Ti

rice

1014]

Elapsed Timesheet
Return to Select Job

Meal Dt Punch Total Time Reporting Code
08.00:00 11:30:00 12:15:00 17.00:00 825
08:00:00 12:00:00 12:01:00 17:00:00 898
18:00:00 19:00:00 1.00
20:00:00 21:00:00 1.00
22.00.00 23.00.00 1.00
08,00,00 12.00:00 13,0000 17.00:00 8.00
18:00:00 22:00:00 4.00

Go the employees elapsed timesheet page by clicking on the “Elapsed
Timesheet” link at the bottom of the timekeeper punch time page.
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If you have multiple call backs on the same day, on the Weekly Elapsed Time
page you would:

Enter the number of hours for the call back on the correct date

Select CBW from the TRC drop down box and save

Add a line, enter the second call back

Select CBW from the TRC drop down box and save

Add a line, enter the third call back

Select CBW from the TRC drop down box and save

You must add a line for each multiple call back entry on the same day.

***¥* If you do not enter multiple calls this way, when you save them, they
will all be lumped together as one and the employee will not receive the
correct bonus.

ﬂll{.u Ilt“\\.ﬂ\:
Search: MNew \Window I Help | Customize Page I,_::.
)
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[ UVA Custorn Menu
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Save
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The punch time page is modified with "CBW"” TRC entries.
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After Time Administration runs, the employee should be awarded 6 hours
CBN (Bonus) for 10/13/08.

UNIVERSITY
VIRGINIA
HEALTHSYSTEM

o

Payable Time Summary

Emgployee ID

Job Title: Emgployee Record Number: 0
Nex Emploves >>

Parable Time Detaill cisplayed Ior up 10 thirty-one days.

Use the Refresh button to refresh the display of the selected statuses

StartDate: 10112008 1 EndDate: |1 2 Ratiesh
Payable Time From 10/11/2008 To 101 7/2003
Lima sat sun ten Tue Wed Ty £ Total
 — Tape Comency jo41 1012 1043 1014 1045 1046 1047  Quanuny
CBN Call Back Bonus Hours 6.000000 6.000000
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e v GO0 OB TS0
REG  RegularHours Hours 8250000 12.000000 12.000000 32250000
Weekcay Evening
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Holiday Premium

All employees, with the exception of Housestaff, will receive Holiday Premium pay for
scheduled hours worked on Thanksgiving Day, Christmas Day and New Years
Day. The holiday “day” runs midnight to midnight for the 24 hour period of the
holiday. The Timekeeper would enter "HHW" on the Reported Time, Elapsed Time
page for those hours worked for non-clocking employees (salaried). Once time
administration rules have been applied, OTH can be seen on the Payable Time Detail
panel.

No timekeeper intervention is required for clocking employees; Holiday Premium is
automatically generated based on the employee clocking transactions.

Example: 8 hours worked - enter 8 hours HHW (will not pass to payroll)
Payable Time Summary — 4 hours OTH (to be paid at hourly rate)

*** pPlease note — the non clocking employees must be scheduled to work the
holiday and can clock in and out for the Holiday. This will not get them paid.
You must enter HHW and the total number of hours worked on the Timesheet
page in order for the Holiday premium to be paid.

** Timekeepers do not enter Elapsed Time for clocking employees in order for
the OTH premium to be applied.

Upon clicking “Save”, the timekeeper will receive a message stating the day is a
scheduled holiday. Click “OK”.

After Time Admin calculates, the Payable Time Summary page will reflect the OTH
premium hours. HHW does not pass to payroll.
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Miscellaneous Information

If you are, or know someone who is no longer a timekeeper, please contact Janet Jones
to be removed from the timekeeper database. You should also contact her if you have
any needs or changes to your current Time and Labor Security access: additions or
deletions of departments, and/or the units therein. Security access does not
automatically follow the employee. Each employee change will alter the status of the
timekeeper’s security access to that employee.

Additional Rules And Updated Information

CATASTROPHIC LEAVE
» The employee must use 16 consecutive hours of PTO before catastrophic leave
may be used.
« Family catastrophic waives the 16 hours of PTO, provided that the employee has
catastrophic leave in their bank to cover said leave. A maximum of 48 hours per
year may be used for family catastrophic.

PTO (PAID TIME OFF)

The employee will receive bi-weekly accruals (based on years of service). This leave
balance is to be used for personal time (vacation, sick, family illness, etc.) as well as
holidays.

WORKER'S COMPENSATION

The Medical Center will pay out worker’s compensation within the first 92 days of an
employee’s leave. On the 93rd day worker’s compensation will begin paying

66 2/3% (5 1/2 hours based on an 8 hour day) and the Medical Center will pay 33
1/3% (2 1/2 hours) by using 2 days of PTO and CAT thereafter. When CAT and PTO
leave runs out, LWOP (leave without pay) is used.

« After 92 days have passed and the employee is working part time, the hours
worked will be entered as regular hours, the hours not worked will be entered as
66 2/3 worker’s compensation, and PTO will be used for the 1/3 balance.

« If an employee takes a day off while on worker’s compensation leave and was
working 4 hours per day, worker’s compensation would pay for 66 2/3 of those 4
hours whether worked or not and PTO would be used for the 1/3 balance.

« If an employee is working light duty in a different department while on worker’s
compensation and is a short-term situation, use the same home department
code and float the employee. Change the funding code with Human Resources
for a long-term situation.
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DONATED LEAVE

If an employee is going to be out for a long period of time or on FMLA, other
employees can donate their PTO time. The HR Leave Specialist approves the leave
share and the Payroll department monitors it. Every time a form is submitted, the
amount of PTO is removed from the donor’s leave bank and added to the donee’s leave
bank.

FMLA/Time & Labor Procedures

Human Resource has reviewed the Family Medical Leave tracking process and has
found that the special TRC’s set up in Time & Labor to record FLMA usage are not being
consistently utilized, especially during intermittent FMLA time off. In an effort to insure
that Family Medical Leave is being recorded and tracked correctly, it is important that
the correct TRC codes are being used in Time & Labor.

We ask that timekeepers please remember to use the codes noted below whenever
your employees are utilizing FMLA for time off. We understand there are instances
when time off is approved for FMLA after the end of a pay period. We now have the
ability to reclassify PTO or CAT to one of the FMLA TRC codes in a prior period. You
may submit an adjustment form to Payroll in these instances.

Below is an updated explanation of Family Medical Leave. If you have questions about
Family Medical Leave, please refer to HR Policy 601-Family Medical Leave and HR Policy
704-Attendance. HR Policies can be found at:
https://www.healthsystem.virginia.edu/intranet/knowledgelink/humanresources/hr.cfm

FAMILY MEDICAL LEAVE
« Timekeepers will assist the HR Leave Specialist in tracking FMLA through the use
of special TRC’s (time reporting codes) in the PeopleSoft Time & Labor system.
« Timekeepers/Managers will refer any employee who will be on paid or unpaid
FMLA for a period greater than 2 weeks to the HR Leave Specialist.
» For employees who have intermittent FMLA, the timekeeper will enter leave
utilizing the proper FMLA TRC (listed below) on the Weekly Elapsed Time.

TRC Description
CATFM Catastrophic Lv Self - FMLA
CATFS Catastrophic Lv Family - FMLA

CT1FM Catastrophic Lv Self - FMLA (Salaried)
CT1FS | Catastrophic Lv Family - FMLA (Salaried)

FMLA FMLA for GF Mgmt and Housestaff
LWOPF Leave Without Pay - FMLA
PT1FM PT1 - FMLA (Salaried)
PTOFM PTO - FMLA (Hourly)
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The Payroll department will be responsible for tracking and maintaining Short Term
Disability hours/payments

ADMINISTRATIVE LEAVE
« If Employee Health determines that an employee should not be at work due to
infection risk, and the employee is not ill (e.g. VRE), the employee may be
eligible for Administrative Leave Other (AOT).
« The manager must contact the HR Consultant for approval prior to entering AOT.

SHORT TERM DISABILITY LEAVE

Employees of the Medical Center are covered by The Hartford. This disability
program is an integrated short and long-term coverage, which is effective on the 15™
day of disability.

Use of Leave Balances
Employees who are approved for short-term disability will apply accrued leave balances
as follows:

Day 1 8 hours Paid Time Off (PTO). If none, docked.
Cannot use Catastrophic Leave (CAT)
Day 2 8 hours PTO. If none, docked. Cannot use CAT.
Day 3 - 14 8 hours CAT. If no CAT, then PTO, if no PTO, then docked.
Day 15 - STD end 8 hours CAT until exhausted. If no CAT, then 60% STD and

40% PTO. If no PTO, then 40% docked.

If at any point from day 15 through the STD end date the employee exhausts CAT leave
which only covers a partial day, that portion which is not covered by CAT leave will be
60% STD and 40% PTO or docking. Example, on day 17, the employee only has one
hour of CAT leave left. Their pay would be recorded as 1 hour CAT, 4.2 hours STD
(60% of 7 hours), and 2.8 hours PTO or docking (40% of 7 hours).

Note***
While an employee is pending approval of disability, standard policies for use
of leave apply as for any other absence.

Questions on the policy and where to obtain claim forms should be directed to the
Medical Center Benefits Office at (434) 924-4392.

Questions concerning an employee’s paycheck or leave balance while on disability
should be directed the HR Leave Specialist at (434) 924-0486.
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BEREAVEMENT LEAVE POLICY

Employees may take up to two shifts (a maximum of 24 hours) paid
bereavement leave for days they are scheduled to work in the event of an
Immediate Family Member’s death. Please see Human Resource Policy No. 608.
Full-time employees are paid their typical scheduled time per shift, up to 12
hours per shift. Part-time and part-time flex employees are paid according to
their assigned classification. Example: A part-time flex employee assigned as a .5
flex shall be compensated for 4 hours per day, a maximum of 8 hours for
bereavement leave.

An employee may take additional approved time beyond bereavement leave. Any
additional time taken shall be compensated using the employee’s Paid Time Off (PTO)
hours or Family Sick Catastrophic (FSC) hours, if available

On the Weekly Elapsed Time page, enter the appropriate number of hours by day:

For clocking employees, use the Time & Labor Code BRV-Bereavement
For non-clocking (salaried) employees use the Time & Labor Code BR1-
Bereavement

Bereavement leave is not deducted from Paid Time Off (PTO) balances.

PTO CASH-OUT

The employees will be notified annually by Medical Center Payroll when the on-line form
will be available for completion. The transaction must be completed by the return date
indicated in the notification.

The employee can not transfer PTO to CAT
A minimum of 40 hours must be left in the PTO bank

The pay period which includes 12/31 determines the use or lose date (see
accrual matrix for carry over maximum amounts)

All holidays and vacation days must be calculated into the equation to project
PTO cash-out
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TIME REPORTING CODES FOR CLOCKING/NON-EXEMPT

EMPLOYEES
TRC DESCRIPTION
ADF Adoption/Foster Care
ADM Administrative Leave
BRV Bereavement
CAT Catastrophic Leave
CATFM Catastrophic Leave Self - FMLA
CATFS Catastrophic Leave Family - FMLA
CBN Call Back Not Worked
CBW Call Back Worked
DCK Docking
DEP Admin - Deposition
DIL Disapproved Leave
FLS FLSA - Federal Labor Standard Act
FSC Family Sick Catastrophic
GRC Grace Period
GRV Admin - Grievance
ICW Inclement Weather
IUV Admin - UVA interviews
JUR Admin - Jury Duty
LAG LWOP - Agency Convenience
LAS Public Service Leave
LUL LWOP Unspecified
LWOPF Leave Without Pay - FMLA
MLA Military Leave Active
MLG Military Leave - Governor
MLR Military - Reserve
MNP Military - LWOP
MPY Military - Physical
NPC Non - Patient Care
oCT On Call Time (less than 24 hours)
ONC On Call Time (24hours)
ORI Orientation
OSH Over Standard Hours
oT1 Over Time Straight Money
0oT2 Over Time Premium Money
OTH Over Time Holiday
PRF Professional Development
PTO Paid Time Off
PTOFM Paid Time Off - FMLA
STD Short Term Disability
STDFM Short Term Disability - FMLA
SuUsS Suspension
TER Terminated
WCP Workers Comp Paid
WDE Weekday Evening Differential
WDN Weekday Night Differential
WED Weekend Day Differential
WEE Weekend Evening Differential
WEN Weekend Night Differential
WIT Admin - Witness
WNP OT Work Not Paid
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TIME REPORTING CODES FOR NON-CLOCKING/EXEMPT

EMPLOYEES
TRC DESCRIPTION
AD1 Administrative Leave - Sal
AF1 Adoption/Foster Care Placement Leave - Sal
BR1 Bereavement
CT1 Catastrophic Leave - Sal
CT1iFM Catastrophic Leave Self - FMLA - Sal
CT1FS Catastrophic Leave Family FMLA - Sal
DK1 Docking - Sal
DP1 Admin-Deposition - Sal
FS1 Family Sick Catastrophic - Sal
GR1 Grace Period - Sal
GR2 Admin-Grievance - Sal
V2 Admin-UVA Interviews - Sal
IW1 Inclement Weather - Sal
JR1 Admin-Jury - Sal
LAl Public Service Leave - Sal
ML1 Military-Governor - Sal
ML2 Military-LWOP - Sal
ML3 Military-Reserve - Sal
ML4 Military-Physical - Sal
ML5 Military-Active - Sal
NPC Non-Patient Care
ORI Orientation
OTH Overtime Holiday
PNW Paid Not Worked
PRF Professional Development
PT1 Paid Time Off - Sal
PT1FM Paid Time Off FMLA - Sal
SS2 Suspension - Sal
ST1 Short Term Disability - Sal
ST1FM Short Term Disability - FMLA - Sal
WC1 Worker's Comp Paid - Sal
WT1 Admin-Witness - Sal
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PAYABLE TIME STATUS

Status

Online Estimate

Description

When you will see it

Non-Frozen estimated time that has
been created after Time
Administration runs.

Prior to running Time
Administration.

Estimated- Non-Frozen time that does not need to | After Time Administration has

Ready for be approved and that has passed all of | been run, time can be viewed on

Payroll the rules and validations defined in the Payable Time Detail or
processing. This time is waiting to be | Payable Time Summary Pages.
passed to payroll.

Needs Approval | Non-Frozen time that has passed all of | After Time Administration has
the rules and validations defined in been run, you can run the
processing but needs to be approved Payable Time Status Report to
in order for the time to be passed to determine whom the affected
payroll. employees are.

Closed Frozen time that will not be passedto |+ The time reporter is a non-
payroll employee

« The TRC is for tracking
purposes only- there is no
payout

+ A “Record Only” adjustment
has been made.

* You have offsetting entries
from an adjustment to
previously entered frozen
time

Approved- Time that was manually approved by a | Once approved, you can view the

Goes to Payroll

Manager or Timekeeper through the
“Approve Payable Time"” pages or
through a scheduled Batch process

time through the Payable Time
Detail or Payable Time Summary
Pages.

Sent to Payroll

Payable time is currently being
evaluated by payroll.

This is the only status you will
not see it occurs during the
“Load to Payroll” process.

Taken by
Payroll

Payable time has been accepted by
payroll.

The “Load to Payroll” process has
completed and payroll processing
is ready to begin.

Rejected by

Payable time has been rejected by

Payroll has encountered a

Payroll payroll and needs to be re-evaluated discrepancy between
in Time and Labor Time and Labor and Job Data
records:
 Employee Action/Reason
code results in an Inactive or
Terminated status
 Non-employee information
was passed to payroll
Payroll has encountered a
discrepancy between
Time and Labor and Payroll such
as an invalid TRC or inactive
Earnings code
Paid-Labor Gross Dollars from Payroll have been Upon completion of the Time and
Distributed allocated according to how time was Labor Extract process.
reported or processed.
Paid Labor UVA has decided not to use this

Distributed and
Labor Diluted

functionality at this time.
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Reports

Listed below are reports currently available in Time and Labor:

UVA Payable Status Report
UVA Time Report

UVA TRC Timekeepers Report
UVA PTO Use/Lose Report
UVA Sched/Unsched Report
UVA Historical Time Report

To navigate:
Home

UVA Custom Menu
Manage Self Service
Reports
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REPORTS

How to run reports

Go to UVA Custom Menu>Manager Self Service>Reports

Go to the report you want to run and click on the link. A run control page will appear.
Click on Add a New Value.

** Once the Value has been set up and saved the next time you run this

report you will enter the value you assigned at original set up in Run Control
ID.
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/= UVA Payable Status Report - Windows Internet Explorer

m ¥ |E http:fipst-hrwh, hscs, virginia, edu: 7019/psp/CP2 [EMPLOYEE/HRMS/c/UVAMC LV _TL_UNTLOD1_C.GEL7PORTALPARANM_PTCT % | l“’ x| |

|\& |

W | & Lva Payable Status Report |

@' @'@’Page-@hols-

UNIVERSITY
ZVIRGINIA

[ My Favorites

< UVA Custom Menu
> Employee Self Senvice

~ Reports

— UV Payable Status
Report

— Salaried Model Report

— UvA SchediUnsched
Report

—UVAPTO Usell ose
Repo

— VA TRC
Timekeepers Report

— UVA Time Report

[> Self Senvice

[ Manager Self Senvice

[> Time and Labor

[> PeopleTools

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

| Find an Existing Value | Add a Hew Value |

Run Control ED:Ibegianith Rl |

[Icase sensitive

Search Clear |Elasic gearch [E) Save Search Criteria

Find an Existing Value | Add a New Value

New Window | Helo | B
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How to run reports (cont.)

Enter a Value in Run Control ID field.

Click on Add.

/= UVA Payable Status Report - Windows Internet Explorer

GE-—; = B Wrpffpit-hewh haes viegris. edu: P01 9 pap CP2/EMPLOYEE HRMS e UVAMC UV _TL_UWTLO0I_C.GEBLIPORTALPARAM PTOI ™ 43 X

A Y £ \ - »
WG| @ UvaPsysble Satus Report - B d® - [:rrege  (JTook -

UNIVERSITY

VIRGINIA
HEALTH SYSTEM

UVA Payable Status Report

[ Eind an ExstingValue | Adda New Value |

Run Control 1D: |
_toa_ |
Repod
UVAPTO Used ose Eind an Existing Valyg | Add a New Value

Repon
NATRC
Timekeepers Regod

& Interret H100% -

% Finished Pres...
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How to run reports (cont.)

Enter the Start Date and the End Date (pay period start date and end date).
*** You will need to enter current and one pay period back.

Click on needs approval.

Click on "Save”, then "Run”.

/= UVA Payable Status Report - Windows Internet Explorer
& )+ [ Mtoufiot-bewt.hscs.vegrio. o0 7019/04p] CPUTMPLOVEEMEMS/cANANC AN _TL_LNTLO0L

W P g8 uvaPayable Status Report

UNIVERSITY
VIRGINIA
HEALTH SYSTEM

[ UVA Payable Status Report |

_CGRUIPORTALPARAM PTAI ¥ 43 X

fh - B d - [Pege - ook -

New Vindow | Helo | Customize Page | B8

Run Control ID:  UVAPAYABLETIME

RepotManager  Process Montor —Run_J

Language: English v
Description:
Salaned Model Rgpod ) —
UVA SchedAinsched Su&l;;l; 10052008 %  gngpate: 1011872008
Regod
UVAPTO L Standing
R PO:
UVATRC
Timekeepers Regod Ol Approved Cesumatea [J Rejectedby Payrol
LIVA Time Repor [ closea [“Ineeds Approval [] Sent 16 Payront
b Self Senvice (] Diuted [JDistributed [ Taken by Payrol

% Finished Pres...

L2 Moot ... = [

*100% -

s R 1202

v‘ﬂ Presentation]

£ Microsaft Exc...

66



How to run reports (cont.)

Click on "OK”

/= UVA Payable Status Report - Windows Internet Explorer

—,
G\»_. g = 8] Petp:ffpt-bewb acs.viegnia.edu: P019/pspl CP2/EMPLOYEEHAME//UNANC.V_TL_UVTLO0I_C.GRLPORTALPARAM PTOI M | 43 | X Do -
s - ' . . . »
W G @8 UvAPayable Status Report - B #® - rPege = () Took ~

UNIVERSITY
VIRGINIA
HEALTH SYSTEM

biew Vindow | Help | Custemize Page | &%,
Process Scheduler Request

User I0: KARZW Run Control ID: LIVAPAYABLETIME

Server Name: B - Run Date: 10/17/2008 Cl
Recurrence: ¥ RunTime: 130327
Time Zone: Q

Reset to Curent Date/Time |

Saladed Model Repod
UVA Sched hed

Select Descnpion Process Nome Process Type Tape “Format Distoution
UV_TLOO1_RPT UV_TLOO1_RPT  Application Engine Wed ~ TXT v Di 0

0K Cancel

& Irernat 100% -

% Finished Pres... EizMaoft... = /7 UvAPayath B2 Merosoft Exc... 1 Presentationt Ao KLY 1200

*¥* pPlease make sure you select PDF in the drop down box in the format
field before clicking OK.

**¥All time and labor reports will be in PDF format.

67



How to run reports (cont.)

Process Instance number will be assigned — make note of the Process Instance number.
Select the Process Monitor Blue link.

/~ UVA Payable Status Report - Windows Internel Explorer

—
G“:.ﬁ‘ v B htpcfjps-hewb hees. virginia.edu: 701 9pspl CP2JEMPLOYEE HRMS ¢ JUVAMC.UV_TL_UVTLOO1_C.GBLIPORTALPARAM PTG ¥ 43 X R
A v P . - »
WS g UvaPaystio Status Repert - B - [FPege v ook
UNIVERSITY
VIRGINIA
HEeALTH SySTEM
Menu =]
Search: _ New Vindow | Helo | Custemize Page | %
b My Favories [ UVA Payable Status Report \
= UVA Custom Menu Run_|
[ Employee Self Servce Run Controd ID: VAP AYABLETIME BepodManager | Brocess Montor —
= Manager Self Senice anguage: English
= Reports L
- UVA Payable Status
Report Description: J
Elﬂ—étﬁ;f—‘*;f;—" su& '?F“‘; 10052008 3 EndDate: 1011872008
Repod
UVAPTO Usedose Standing
Repon PO:
VA TRC
R, D) Approved Destmated [) Rejectedby Payrol
UyA Time Regord [ crosea [#INeeds Approval [C] Sent to Payro
i Self Senvice [ Diuted Clpistributed ] Taken by Payrol
[ Manager Sell Service
b Time and Labor "
I PeopleTcols —
EmpaD: Empl Rea w: GroupID: “INCIUOEXCILOE INKCATON BEE
Q 0Q 11649 Q Include v
|
ms.u| @r«m| E‘.m| Eumml
& Interrt #100% -

% Firished Pres... B2 Mcrosoft ... = /7 UvA Payabi B Mcrosoft Exc... 1] Presentation!
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How to run reports (cont.)

Click on refresh button until the SQR Report status reflects success (top line.)

Select the Details link.

/= UVA Payable Status Report - Windows Internet Explorer
0—‘;; = B hetp:ffps-hewb hses. viegnia.edu: T019/psp] CP2EMPLOVEE HAME/c/UNAMC UV _TL_UVTLO01_C.GELIPORTALPARAM PTCI ™ #3 X
I Q.E o v rPage = () Took =

G @B UvaPayable Satus Repart
UNIVERSITY

VIRGINIA
HEALTH SYSTEM

New Vindow | Help | Custemize Page | 55

User ID: [KAR2W Q. Type: v Last 1/ [None v

Server: ¥ Name: Q Instance: o
Run + Distribution v
N [] save On Refresh

“i120l2

Select Instance Seq Process Type ProcessName User  Run Daleime Run Status w

729390 SOR Report UVTLOOY KAR2W 10/17/2008 1305:07 EDT Success Posted Details
729389 Application Engine UV_TLOO1_RPT KAR2W 10/17/2008 1303:27 EDT success Posted Uetais

Process List

Go backto VA Pvable Status Repod

Wsﬂel E]m|

Process List | Seover List

& Interret H100% -

% Frished Pres... B% 2 Mcrosoft ... 7~ VA Paysbi B Microsoft Exc.. 1} Presentation! AL s B )P 12:06PM
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How to run reports (cont.)

Select the View Log/Trace link.

”

UVA Payable Status Report - Windows Internet Explorer

o_€7 = [ hetpalost-hrb hscs. virgia.oc: 7019 ppl CP2TMPLOYTEMRMS[C/UVANC.UY_TL_UNTLOOI_C.GILIPORTALPARAM PTCT ¥ | €3/ K| |oos |2 -
. = ) -
W G @ uvapayable Status Repcrt B -5 & - [Lrreoe - 1ok -

UNIVERSITY
. VIRGINIA
HEALTH SYSTEM

Menu
New Vindow | Helo | Custemize Page | B, #
Process Detail
Instance: 729390 Type: SQOR Report
HName: UvTLoOM Description: UVILOO1
Run Status:  Success Distribution Status: Posted
Run Control ID: UVAP AYABLETIME Hold Request
Location  Server Queue Request
Cancel Request

Server: PSUNX

O Delete Request
Recurrence: Restart Request
Request Created Onc 10/17/2008 13.05.09 EDT Parameters Transter
Run Anytime After:  10v17/2008 13.05.07 EDT Messige Log
Began Process AL 10/17/2008 13.05:12 EDT Batch Timings
Ended Process At 10/17/2008 13.05.27 EDT View LogTrace

Do & Internet #100% =

% Finished Pres.
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How to run reports (cont.)

Click on the report link to open up the report file (middle line).

"~ UVA Payable Status Report - Windows Interne! Explorer

o—;; v B hetpclipst-hewb hcs. virginia. ed: 701 9/pspd CP/EMPLOYEEMHRMS/C/UVAMCUV_TL_UVTLO01_C.GRLIPORTALPARAM PTO W *+2 X
' B-0 @ Qron- "

W G @B UvaPayable Satus Report

UNIVERSITY
VIRGINIA

Heavrn Systes

Liew vongow | Heip | Custemize Page | we *
View Log/Trace
Report ID: 1787 Process instance: 729390 Massagelog
Name: UVTLOO1 Process Type: SQR Report
Run Status: Success
- WASchedUnsched | o
UNAPTO Used ose 0 NOO®: UVHRWE Expirauon Date:
Repon )
JAJRG fogit |
Timekeepers Repod
VA Time Regort Name file Size(bytes)  Datetime Created
b Self Senvce SOR UNTLO01 729390 log 1497 10/ 772008 13:05-27 000000 EOT
> Manager Self Senvice w1001 729390 POF 2140 101772008 13.05:27.000000 EOT
[ Time and Labor —
People 00T 728390 ol
o Tools 2949 10/17/2008 13:05:27.000000 EDT
Distribute To
Distabution 1D Type “Distribution 10
User KAR2W

'

% Frished Pres... B Microsoft Exc..

2] Presentation!
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How to run reports (cont.)

View, print or save the report or file.

Example PDF report:

http:#/pst-hrwb. hscs.virginia.edu: 701 9/psreports/CP2/1 78 7/uvtl001_7293%0.PDF - Windows Internet Explorer

U\j g |E http: ffpst-hrwb. hscs, virginia. edu: 7019/ psreports/CPZ (1767 juvtlonl _7259390,PDF

8 (%] [onz- |2l

12? '& |@http:,l’,l’pst-hr.wb.hscs‘Virqinia:adu:?EllQJ‘psreports,l’_CP... ‘

& = @ & |F_;',-J’F‘agz=._,v @-Tools 4

A |
L

S8 & e eean JEIF

Pasplazeie
awpeze 1 vmen t70h Fuyable Statas nepert age me, &
For the pested | 107083008 sheeesh 1003875008 Rea Tare 10277550
Fayable stacusies] salacte iy S Tiea 1303134
1ez mME DGR s ed Fapkle e
smrr Sets  sem = P Stacun e P
foozoma 2908 Davis,Ann Lesh sz b 1147355 Kesin Appmeval 286 Kagslar Gewmm 12.000008
1002003 5650 DevieAnm lask aeer o 10/13/2096  Wumda Approval MG Ragalar Bemew "
ioosams 293t Davie,men ek Bimr e 1nfiafitis Mesds Appeeval WEE  Maskiay Teeniog shifs DiE P
imamne oot Tavis ke Lamh w0 L0/14/308  Wanda Apgzoval war Rl B
maads agpraval  Payable Time tove: A
Preea———
Bagalle atatis Hesds Appeoval zomt .
Taeal rows for mwparc: M
Zed E mapess
Unknown Zone
———— - 5 z = = - ; = 3 : i L
g Start -~ N W Finished Pres.., D% 2 Microsoft .. = /= 2 InternetE... | £9 Micrasoft Exc... '_3 Presentationl s TR '.2.-"}"3]‘ 2
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