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Welcome! 
Course Objective
Participants will enter time transactions for their department’s 
employees, understand Web Clock, Absence Reporting, 
research and correct any exceptions on time sheets and 
understand PeopleSoft built-in reports. 
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Marie Matusiak Deborah Jackson 
Accounting Supervisor II, Manager, Payroll 

Payroll 

• Please keep side conversations to a minimum 
• Cell phones silenced 
• Ask questions! 
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What we’ll be covering in this course… 

 Time Entry 
 Time Reporting Codes 
 Absence Reporting 
 Rules 
 Exceptions 
 Reports 
 Hands-On Examples 
 Additional Resources 
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Guide to Training - Symbols 

KEY POINT 
Be on the lookout for this lightbulb, which 
indicates an important piece of information. 

COMMON ERROR 
This symbol indicates a common pitfall or error to 
watch out for. Proceed with caution! 

TIPS & TRICKS 
Keep this in mind to make life easier down the 
road! 

UNDER CONSTRUCTION 
This area is still in progress – changes may occur! 

COMMON ERROR
This symbol indicates a common pitfall or error to 
watch out for. Proceed with caution!

KEY POINT
Be on the lookout for this lightbulb, which 
indicates an important piece of information.

TIPS & TRICKS
Keep this in mind to make life easier down the 
road!

UNDER CONSTRUCTION
This area is still in progress – changes may occur!
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Time & Labor - Overview 

Employee Works 
Hours Employee Gets Paid 
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Time Entry & Approval – By Employee Type 

 Per Diem 
 Overtime Eligible 

Hourly, Non-Exempt 

All time worked 
needs to be reported 
and approved in 
PeopleSoft 

B2 

 Standard Hours of Pay 
 Overtime Eligible 

Salaried, Non-Exempt 

Only time worked 
over regular work 
schedule needs to 
be reported and 
approved in 
PeopleSoft 

B1, B2, B3 

 Standard Hours of Pay 
 Not Overtime Eligible 

Salaried, Exempt 

Time does not need 
to be reported and 
approved in 
PeopleSoft 

B1, B2, B3 
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Time Entry & Approval – By Employee Type 

Hourly Salaried 

• All time worked needs to be 
tracked in PeopleSoft 

• Employee will use Web Clock to 
enter hours, or… 

• Employee will report time to the 
Preparer/ Timekeeper to enter into 
the Punch Timesheet or Elapsed 
Timesheet 

• Only time outside of standard work 
hours needs to be tracked in 
PeopleSoft for non-exempt 
employees 

• Employee will report time to the 
Preparer / Timekeeper to enter 
into the Elapsed Timesheet 

Absence Reporting will be used to track 
paid time off 

• Sick days will automatically feed to the 
Elapsed Timesheet 

• The Absence Administrator may or not 
be the same individual as the 
Preparer / Timekeeper 
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Time Entry & Approval Process Responsibilities 
No Web Clock or Kronos* 

Non-Exempt Hourly Employees – Report all time worked 
Non-Exempt Salaried Employees – Report Additional Hours Beyond Standard Work Week 

Employee 
Time & 
Labor 

Preparer 

Time & 
Labor 

Approver 
Central 
Payroll 

• Communicates time • Enters time in the • Validates and • Provides final audit 
to T&L Preparer system (either punch-

ins or elapsed 
timesheet) 

approves time 
and charging 
instructions 

on time entered and 
charging 
instructions 

* Kronos is only being used by 
specific departments (i.e. 
Facilities, Dining, Public Safety) 

• Sets charging 
instructions (only when 
funding is different 
from standard salary 
charging instructions 
for position) 

• Makes corrections (up 
to 90 days) 

• Applies time to 
system, converting 
time worked to time 
paid 

For the purpose of separation of duties, one 
individual cannot hold both the Preparer and 
Approver roles 
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Time Entry & Approval Process Responsibilities 
Using Web Clock or Kronos* 

Non-Exempt Hourly Employees – Report all time worked 
Non-Exempt Salaried Employees – Report Additional Hours Beyond Standard Work Week 

Employee 
Time & 
Labor 

Preparer 

Time & 
Labor 

Approver 
Central 
Payroll 

• Punches in with • Corrects time in • Validates and • Provides final audit 
Web Clock or 
Kronos (interfaces 
which record time 
directly into the 
system) 

system (either punch-
ins or elapsed 
timesheet – up to 90 
days) 

approves time 
and charging 
instructions 

on time entered and 
charging 
instructions 

• Applies time to 
• Sets charging 

instructions (only 
when funding is 
different from 

system, converting 
time worked to time 
paid 

* Kronos is only being used by 
specific departments (i.e. 
Facilities, Dining, Public Safety) 

standard salary 
charging instructions 
for position) 

For the purpose of separation of duties, one 
individual cannot hold both the Preparer and 
Approver roles 
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Context - Hierarchy and Roles 
Level 1 Level 2 Level 3 Level 4 

Great-Grandparent 

Grandparent 

Parent 

Child 

Child 

Parent 

Child 

Child 

Grandparent 

Parent 

Child 

• Preparers/Approvers 
from a parent 
department will have 
the same access to all 
child departments 

• Child departments 
may leverage the 
parent relationship to 
assist in the event of 
absences, timely entry 
of hours worked, 
etc… 
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System Basics – Accessing PeopleSoft 

Setting Up System Access 
• Initial department access established by 

HR/Payroll Migration Team at time of Banner 
to PeopleSoft migration 

• RIAS HCM Access Request Form – submit to 
University Human Resources: 
http://uhr.rutgers.edu/rbhs-hcm-access-
request 

• Online access request – most RBHS schools / 
units are set up to request access through 
their Finance office. 

Shutting Off System Access 
PeopleSoft automatically shuts down a user’s 
access when the following takes place: 

• Promotion/Title Change 
• Transfer/Change in Org. Assigned/ 

Reorganization 
• Separation/Termination 
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Additional Information 

Saturday – Friday 
pay cycle 

All time must be 
submitted by 

Mondays at 5PM 

Paycheck is 
viewable to 

employees on 
Wednesdays 
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ELAPSED TIMESHEET 
TIME ENTERED BY TIMEKEEPER 
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Elapsed Timesheet - Navigation 
Manager Self 

Service 
Time 

Management Report Time Timesheet 

To make navigation simpler, add to 
Favorites! 
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Timekeeper View 

Elapsed Timesheet – Search for Employee 

01234 

Can search by 
employee or 
department 

Timekeeper will 
only have access 

to employees 
they can input 

time for 
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Timekeeper View 

Elapsed Timesheet – Department List 

Snoopy XXXXXXXX 
WORLD WAR I 
FLYING ACE 

Charlie Brown XXXXXXXX PEANUT I 

Lucy XXXXXXXX PEANUT II xxxxxxxx 

xxxxxxxx 

xxxxxxxx0000 

0000 

0000 

01234 

SAMPLE 

SAMPLE 

SAMPLE 
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Timekeeper View 

Elapsed Timesheet – Enter Time 

Will only see 
Time Reporting 
Codes (TRC) 

relevant to 
employee 

Charlie Brown XXXXXXXX 

PEANUT I 
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Timekeeper View 

Elapsed Timesheet – Charging Instructions 

Employee time will automatically 
charge to default account. 

If the time should be charged to a 
different account, enter Combination 

Code through ChartFields 
This is where you would change the account an employee is being 
charged to – currently under construction. 

Charlie Brown XXXXXXXX 

PEANUT I 
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Timekeeper View 

Elapsed Timesheet – Information Populated 

Charlie Brown XXXXXXXX 

PEANUT I 
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Timekeeper View 

Elapsed Timesheet – Submitting 

Charlie Brown 

PEANUT 

The time will not go through until the preparer selects “OK” on the 
Confirmation Page 
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Timekeeper View 

Elapsed Timesheet – Minutes to Hour Conversion 

When entering time 
in an elapsed 

timesheet, time 
must be entered as 
fractions of an hour 

Example: 15 minutes 
would be submitted as 
0.25 
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PUNCH TIMESHEET 
TIME ENTERED THROUGH WEB CLOCK BY EMPLOYEE 
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What is Web Clock? 
Tracks employee time in and time out, and allows employees to view 
personal time cards online. Timekeepers can also add and/or adjust 
time on the timesheet. 
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Timekeeper View 

Punch Timesheet - Navigation 
Manager Self 

Service 
Time 

Management Report Time Timesheet 
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Navigate to timesheet as you 
normally would, select employee, 
and select “Punch Timesheet” on 

bottom of screen 



Timekeeper View 

Punch Timesheet – Search for Employee 

01234 

Can search by 
employee or 
department 

Timekeeper will 
only have access 

to employees 
they can input 

time for 
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HREG - Hourly Regular
MLHY – Meals Hourly

Timekeeper View 

05:00 PM 

HREG - Hourly Regular 
MLHY - Meals Hourly 

HREG - Hourly Regular 
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TIME REPORTING CODES 
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Remind me…what is a TRC? 

Time Reporting Codes (TRCs) are a way to 
collect hours or amounts for compensation and 
are used to generate pay. 

Terminology Alignment 
Earnings Codes  Time Reporting Codes 
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Types of TRC 
TRC Description 
AWARD Award & Prizes 

BESSP Banner Essential Service Pay 

CHRND CHARGE RN DIFF 

COMP2 Comp Time Payout at Straight T 

COMPE Comp Time Earned 

COMPP Comp Time Payout 

COMPT Comp Time Only Hours 

COMPU Comp Time Used 

DUMMY Dummy Work TRC 

ESSPY Essential Service Pay 

EXHRS Salaried NE EXTRA HOURS 
Worked 

HDWRK Holiday Worked 

HOLPY Holiday Pay 

HREG Hourly Regular 

LOC97 ON CALL TEAMSTER 

MEALS Meals Hourly 

MLALW Meal Allowance 

MLSBK Meal Break 

TRC Description 
ONCRN ON CALL ADVANCE PRAC RN 

OT Overtime 

OTS2 Shift2Union 001 

OTS2C SH2CT OT Premium 

OTS3C SH3CT OT Premium 

OVSTR NOT USED 

OVT Overtime 1.5 

PERDN SHIFT PER DIEM RN WKEND 

PERPY Preceptor Pay 

RN48S Per Diem Nurse over 48 hours 

RTADJ Rate Adjustment for Hrly Stu 

SH2CT Shift2-002 

SH3CT Shift3-002 

SHF10 SHIFT DIFF WKEND EVENINGS /  
NITE 

SHF11 UCHC TEAMSTERS WEEKEND 

SHF12 Acting Engineering 

SHFD7 SHIFT DIFF DOC L1/LPN L1 & L2 

TRC Description 
SHFT2 Shift2Union 001 

SHFT3 Shift3 Union 001 

SHFT4 Shift 4 

SHFT5 Shift 5 – wkday evenings / nites 

SHFT6 SHIFT DIFF EVENINGS / NITES 

SHFT7 SHIFT DIFF ON CALL 

SHFT8 SHIFT DIFF WEEKEND 

SHFT9 SHIFT DIFF PER DIEM 

SHOT2 Shift2 OT Union 001 

SHOT3 Shift3 OT Union 001 

SICK Banner Sick 

UNPD Unpaid Absence 

WENDE SHIFT DIFF WKEND EVENINGS L2 

WENDN SHIFT DIFF WEEKEND NIGHTSL2 

WKDPM SHIFT DIFF DOC NITES L2 

XPAMT EXTRA PAY – Flat Amount 

XPHRS EXTRA PAY – Hours 
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Corrections and Adjustments 

For timesheet corrections, Timekeepers should 
enter the total number of actual hours (not the 
adjusted hours) 

If the timesheet has an entered 
time of 5 hours that needs to 
be corrected to 6 hours, the 
Timekeeper should enter the 

new time of 6 hours 
(not 1 hour) 

In the example, entering 
the adjustment of 1 hour 
would deduct 4 hours 
from the original entered 
time 

A negative hour should 
never be entered 

Example 
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Corrections and Adjustments – 
Further Details 

Timekeepers cannot correct sick time for the 
Banner Sick TRC Code 

To make corrections to sick time for Banner employees, 
Timekeepers need to go to Absence Reporting 

Corrections made to sick time for Banner employees will give 
an exception and not be paid 
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APPROVE TIME 
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Once time entry is complete, 
and corrections made (if applicable), 

the next step is to approve time! 

Time Admin has to run to make Reported Time into Payable Time 

Time Admin runs twice a day (3AM and 12PM) 
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Time Approver View 

Approve Time - Navigation 
Manager Self 

Service 
Time 

Management 
Approve Time 
& Exceptions 

Payable 
Time 
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Bruce WayneBruce Wayne 0000193900001939
D. Knight 
Detect.
D. Knight 
Detect.

Time Approver View 

Bruce Wayne 00001939 
D. Knight 
Detect. 

ZBT005 

ZBT005 

Leave the “Start Date” and 
“End Date” blank, so all time 

requiring approval will show up 
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Time Approver View 

Dark Knight Detective 

00001939 

07/28/2016 x 

Bruce Wayne 
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Time Approver View 

Bruce Wayne 

Dark Knight Detective 

00001939 
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ABSENCE REPORTING 
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What is Absence Reporting? 
A system through which time off  is recorded and 
employees may view balances available to them. 

Absence Reporting is accessible when employees or 
administrators log into PeopleSoft. 

Absence Reporting is used to track time off used, and is not 
used to generate pay or approve the use of time off 
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Absence Reporting - Overview 

Who? All STAFF employees who are eligible for Paid 
Time Off (PTO) 

Department records absences through PeopleSoftWhat? 

Absence Reporting is viewable and accessible 
through PeopleSoftWhere? 

To track and deduct PTO from absence balances Why? 

Through Department Absence Reporting 
AdministratorsHow? 

Time should be entered as taken or scheduled; 
balances are viewable to employees in real time When? 
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Absence Reporting Process Responsibilities 
All Staff Employees Who Are Eligible for Paid Time Off 

 

 

 

Paid time off is a term 
and condition of 

employment, and is 
extended to 

employees based on 
negotiating agreement 
and University policy. 

Employee /
Supervisor 

• Employee responsible for 
requesting time off from 
Supervisor 

• PTO approval process 
determined by department 
– not completed within the 
system 

• Once use of PTO is 
approved, request is 
communicated to Absence 
Reporting Admin (by 
either Employee or 
Supervisor) 

Absence 
Reporting

Administrator 

• Enters PTO into 
Absence Reporting 

• If Employee does not 
have sufficient PTO 
balances to 
accommodate request, 
Absence Reporting 
Admin communicates 
back to Supervisor to 
advise 
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Absence Reporting Administrator - Details 

Each Department will assign an Absence Reporting 
Administrator or Administrators who report and 
make changes to recorded Paid Time Off 

The approval process for paid 
time off will not happen within 

Absence Reporting. 

Approvals will continue to be 
managed outside the system. 

• There can be multiple 
Absence Reporting 
Administrators within a 
department, for different 
employee groups 

• Back-up Absence 
Reporting Administrators 
can be designated 

Approvals 
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Absence Types 
Code Absence Type 

I Absence Due to Injury 
W Absence Due to Injury (SB) 
AL Administrative Leave 
B Bereavement Leave* 

CL Compassionate Leave 
C Compensatory Time 
H Holiday 
J  Jury  Duty  

LW Leave without Salary 
ML Mandatory Leave 
M Military Leave 
O Other 
PB Paid Leave Bank 
PH Personal Holiday 
S  Sick  
SL Sick Leave 
V Vacation 

Code Absence Type 
FM FMLA – Medical w/o Salary 

MF FMLA – Military Family 
Member w/o Salary 

FB FMLA/NJFLA – Bonding w/o 
Salary 

FF FMLA/NJFLA – Family 
Member w/o Salary 

NB NJFLA – Bonding w/o Salary 

NF NJFLA – Family Member w/o 
Salary 

For any unpaid leave (i.e. FMLA): 

1. Departments must work with 
HR to document unpaid leaves 
of absence in HCM 

2. Additionally, departments must 
track unpaid leaves of absence 
through Absence Reporting 

*Bereavement unavailable for employees migrating from Banner to PeopleSoft -- with the exception of employees represented for CWA 1040 
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Absences – Additional Information 

Sick Time 
must be reported within 

the two-week pay 
cycle, as sick time 

*impacts overtime pay 
*This applies only to units migrating from Banner to PeopleSoft 

All other absences 
must be correctly 

reported by the end 
of the fiscal year in 
which they are taken 

At fiscal year end, will be able to view an 
employee’s absence record, and maintain for 
record-keeping purposes. 
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Additional Resources – Policies & Agreements 

HR Policies 
Includes policies for all employee groups and leave types 

http://policies.rutgers.edu/view-policies/human-resources-hr-
%E2%80%93-section-60 

Collective Negotiations Agreements 
The Office of Labor Relations negotiates and administers collective negotiations agreements 
between Rutgers University and the unions that represent Rutgers staff employees. These 
agreements can be viewed and/or downloaded for your use. 

http://uhr.rutgers.edu/collective-negotiations-agreements 
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Creating Absences – Hours to Days Conversion 
Absences are measured in days in Absence Reporting 

35 Hours Week / 7 Hour 
Days 

Hours % of Days 
1 0.14 
2 0.29 
3 0.43 

3.5 0.5 
4 0.57 
5 0.71 
6 0.86 
7 1 

37.5 Hours Week / 
7.5 Hour Days 

Hours % of Days 
1 0.13 
2 0.27 
3 0.4 

3.75 0.5 
4 0.53 
5 0.67 
6 0.8 
7  0.93  

7.5 1 

40 Hours Week / 8 Hour 
Days 

Hours % of Days 
1 0.13 
2 0.25 
3 0.38 
4 0.5 
5 0.63 
6 0.75 
7 0.88 
8 1 
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% of Day = PTO Hours Taken / FT Standard Workday 



2 3

Employee View 

Viewing Absence Balances 

My Absence Balances 
(Employee View) 

Pagelet on PeopleSoft 
home screen for employees 
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Balances – Further Details 

Balances are viewable to both employees and 
Absence Reporting Administrators in near-
real time throughout the year 

This is why it is important that the Absence Reporting 
Administrator records absences in a timely manner 

Absence balances will include any future time 
off that has been entered 

49 



How does Absence Reporting work with my 
timesheet? 

Sick Time is the only absence type which will be integrated 
with the Time and Labor system, because it has an impact on 
overtime calculation* 

All other absence types will not be visible in the 
timesheet 

*This applies only to units migrating from Banner to PeopleSoft 
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Absence Reporting – Information Flow 

The Employee or Manager communicates the absence to the 
Absence Administrator 

Offline 

Employee/ 
Manager 

The Absence Administrator records the absence in Absence 
Reporting

Absence Reporting 

Absence 
Administrator 

Employee Self 
Service 

Employee Absences are visible to 
the employee through 
Employee Self Service 
the next day 

Reminder: Do not touch sick time on the timesheet 

System will give an exception if Sick Time is modified 
on the timesheet. 

Timesheet 

Timekeeper/ 
Time Approver 

Sick Time (only) is 
visible to Timekeeper 
and Approver on the 
timesheet. 
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RULES 
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Hourly  Thursday November 17, 2016 Friday November 23, 2016 
Salary   Monday November 28, 2016 Friday December 2, 2016 
Hourly  Thursday December 1, 2016 Friday December 9, 2016 
Salary   Wednesday December 7, 2016 Friday December 16, 2016 
Hourly Monday December 12, 2016 Friday December 23, 2016 
Salary   Monday December 19, 2016  Friday December 30, 2016 

Cutoffs and Accelerated Payroll 
Can be found at: 

payroll.rutgers.edu 

Rutgers, The State University 
Division of Payroll Services 
Time and Labor Schedule 
Calendar Year 2016 
Hourly Monday June 20, 2016 
Salary Monday June 27, 2016 
Hourly Friday July 1, 2016 
Salary  Monday July 11, 2016 
Hourly Monday July 18, 2016 
Salary  Monday July 25, 2016 
Hourly  Monday August 1, 2016 
Salary Monday August 8, 2016 
Hourly Monday August 15, 2016 
Salary Monday August 22, 2016 
Hourly Monday August 29, 2016 
Salary   Friday September 2, 2016 
Hourly  Monday September 12, 2016 
Salary   Monday September 19, 2016 
Hourly  Monday September 26, 2016 
Salary Monday October 3, 2016 
Hourly Monday October 10, 2016 
Salary  Monday October 17, 2016 
Hourly Monday October 24, 2016 
Salary  Monday October 31, 2016 
Hourly  Monday November 7, 2016 
Salary   Monday November 14, 2016 

Friday June 24, 2016 
Friday July 1, 2016 
Friday July 8, 2016 
Friday July 15, 2016 
Friday July 22, 2016 
Friday July 29, 2016 
Friday August 5, 2016 
Friday August 12, 2016 
Friday August 19, 2016 
Friday August 26, 2016 
Friday September 2, 2016 
Friday September 9, 2016 
Friday September 16, 2016 
Friday September 23, 2016 
Friday September 30, 2016 
Friday October 7, 2016 
Friday October 14, 2016 
Friday October 21, 2016 
Friday October 28, 2016 
Friday November 4, 2016 
Friday November 11, 2016 
Friday November 18, 2016 

Time Admin is scheduled to run at 12:00 pm and 3:00 am daily 
There will be an extra Time Admin run at 2:30 pm on the cutoff Monday 
The cutoff Monday schedule will be as follows: 
12:00 Time Entry should be completed 
12:00 – 1:00 Time Admin will convert reported time into payable time 
1:00 – 2:30 Approve payable time and correct exceptions 
2:30 – 3:30 Additional Time Admin to convert corrected exceptions into payable time 
3:30 – 4:30 Approve any remaining payable time 
We ask you to not be entering or approving time when Time Admin is running 

These are 
accelerated 

payrolls. 

Payroll will send 
a reminder when 

there is an 
accelerated 

payroll coming up 
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Rules - Terminations 

Timekeepers must work with Central HR to 
remove any employees no longer in their 
department (the system will not automatically 
do this) 

Employees entered on a leave of absence through 
Central HR will not have an active timesheet 
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EXCEPTIONS 
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What is an exception? 

An exception is a system error which prevents 
Reported Time from transitioning to Payable 
Time. 
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Exceptions Process 
Time Approver sees exception on homepage Time Approver 

Time Approver navigates to exception screen to view details 
of error (or can notify Timekeeper there is an exception for 
that employee) 

Time Approver 

Payroll 

Preparer/
Timekeeper 

Timekeeper will go to the timesheet for the employee to 
make the appropriate correction 

Time Admin runs to make Reported Time into Payable Time 
(2x a day) 

Time Approver must go in to approve 
corrected timesheet Time Approver 

Time must be 
approved, or it will 
not be paid 
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How to CorrectTime Approver View 

Exceptions – Navigation 
Manager 

Self Service 
Time 

Management 
Approve Time 
& Exceptions Exceptions 

Time Approver will see a 
list of exceptions on their 
homepage for their group 
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Time Approver View 

Exceptions – Search for Employee 

00001030 
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ACE

Time Approver View 

Exceptions – Select Employee 

SNOOPY WORLD WAR I FLYING 

SNOOPY WORLD WAR I FLYING ACE 

Exception 
Symbol 
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Time Approver View 

Exceptions – View Details 

SNOOPY 

SNOOPY WORLD WAR I FLYING ACE 

WORLD WAR I FLYING ACE 

SNOOPY WORLD WAR I FLYING ACE 
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00001030 

Clicking these buttons will not clear the exception; 
Time Approver must notify the Timekeeper to make 
corrections on the timesheet 

Details button will 
provided an expanded, 
detailed view of the 
exception 



What is the most common reason for anTrivia exception? 
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Missed “Punch-Out” 
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How to CorrectTimekeeper View 

Exceptions – Correct Exception 
Manager Self 

Service 
Time 

Management Report Time Timesheet 
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Timekeeper View 

Exceptions – Search for Employee 

XXXXXXXX 

Charlie Brown 

Charlie Brown PEANUT I 

PEANUT I XXXX 

Enter Employee ID 

Select Get Employees 

Select Employee 
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Timekeeper View 

Exceptions – View Exception 

Exception Symbol 

Charlie Brown 

PEANUT I 

XXXXXXXXX 
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Timekeeper View 

Exceptions – Correct Exception 

Charlie Brown 

PEANUT I 

XXXXXXXXX 

 

Make Correction Select TRC 

Click Submit 
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Timekeeper View 

Exceptions – Submit 

It is the Timekeeper’s responsibility to inform the Approver that 
changes have been submitted. 
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REPORTS 
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Reports – Navigation and List 

Rutgers 
Reports 

Time and 
Labor 

 Payable Time Detail 

 Time & Labor Summary 

 Time Requiring Approval 

 Rutgers Time Certification for 
Federal Work Study 

 Department Comp Time 
Report 

 Department Overtime Reports 

 Roster of Employees Paid 

 Active Payroll Employees 
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Payable Time Detail
Summary Report for time entered and approved (for one month at a time) 

Manager Self 
Service 

Time 
Management View Time Payable 

Time Detail 



00001013Max Power 

xxxx 
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Charlie Brown 



Time & Labor Summary
Summary Report for time entered and approved, for any period of time 

On the first time running any 
report, use “Add a New Value” 
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When in doubt, leave 
TRC field blank. This 

will pull up all the TRCs 
the employee has 

earned. 

XXXXXXXX 
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XXXXXXXX 
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- Sample Report -

Pride, Woody 

Pride, Woody 

Pride, Woody 

Pride, Woody 

Pride, Woody 

Pride, Woody 

Pride, Woody 

Pride, Woody 

Pride, Woody 

Pride, Woody 

Pride, Woody 

Pride, Woody 

Sheriff 

Sheriff 

Sheriff 

Sheriff 

Sheriff 

Sheriff 

Sheriff 

Sheriff 

Sheriff 

Sheriff 

Sheriff 

Sheriff 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 
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Time Requiring Approval
Summary Report of Payable time that is still outstanding and needs to be approved 

Lucy PEANUT II 

Brown, Charlie 

Snoopy WORLD WAR I 
FLYING ACE 

PEANUT I XXXXX 

XXXXX 

XXXXX 

This is a useful report for Timekeepers 
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Rutgers Time Certifications for Federal Work Study
Summary Report of Federal Work Study student hours worked for the month 

SAMPLE 

SAMPLE 

SAMPLE 

SAMPLE 

SAMPLE 

SAMPLE 

SAMPLE 

SAMPLE 

SAMPLE 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

000 

000 

000 

000 

000 

000 

000 

000 

000 

000 

ABC XX 
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Department Comp Time Report
Summary Report of Compensatory time employees in a department have worked, back 
to one year 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXXXX 

XXX 

XXX 

XXX 

XXX 

XXX 

XXX 

XXX 

XXX 

XXX 

XXX 

XXX 
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Department Overtime Report
Summary Report of Overtime employees in a department have worked 
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Roster of Employees Paid 
Report of employees paid for Payroll (can be pulled up by Payroll date) 

Rutgers 
Reports 

Roster of 
Employees 

Paid 

Charlie Brown 

Lucy 

Snoopy 

Lucy 

xxxxxxxx 

xxxxxxxx 

xxxxxxxx 

xxxxxxxx 

Demonstration Department xxxxx 

xxxxx 

xxxxx 
xxxxx 

xxxxx 

PEANUT I 

PEANUT II 

WORLD WAR I FLYING ACE 

PEANUT II 

Available only to PeopleSoft 
Approvers 
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Active Payroll Employees
All Employees on Payroll per Department 

Rutgers 
Reports 

Active Payroll 
Employees 

Available only to PeopleSoft 
Approvers 
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If you have any questions about Time and Labor, please contact Payroll 
Services at (848) 445-2112. 

If you have any questions about Absence Reporting, please contact the 
UHR Service Center at (848) 932-3020. 
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