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RUTGERS

Welcome'

N employees, understand Web Clock, Absence Reporting,
i research and correct any exceptions on time sheets and
L ¥& understand PeopIeSoft built-in reports
%\\% Tl
Wntn s o
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RUTGERS

Marie Matusiak Deborah Jackson
Accounting Supervisor |l, Manager, Payroll
Payroll

» Cell phones silenced
» Ask questions!

( * Please keep side conversations to a minimum

Cornerstone i
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RUTGERS

What we’ll be covering in this course...

d Time Entry

Time Reporting Codes
Absence Reporting
Rules

Exceptions

Reports

Hands-On Examples
Additional Resources

U000 D000
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RUTGERS

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!

Cornerstone i
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Time & Labor - Overview

SYEES HotE Employee Gets Paid
Hours

O e

A i'®
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RUTGERS

Time Entry & Approval — By Employee Type

Hourly, Non-Exempt [l Salaried, Non-Exempt Salaried, Exempt

v" Per Diem v Standard Hours of Pay v Standard Hours of Pay
v Overtime Eligible v Overtime Eligible v" Not Overtime Eligible
All time worked Only time worked Time does not need
needs to be reported over regular work to be reported and
and approved in schedule needs to approved in
PeopleSoft be reported and PeopleSoft

approved in

PeopleSoft

Cornerstone i 7
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RUTGERS
Time Entry & Approval — By Employee Type

« 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

Cornerstone i
Transforming the Way We Work at Rutgers

* 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 :

ala + Sick days will automatically feed to the 1
Elapsed Timesheet :

* The Absence Administrator may or not
be the same individual as the I
Preparer / Timekeeper :



RUTGERS

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

Time & Time & Central
Employee . Labor . Labor . Payroll
Preparer Approver
* Communicates time « Enters time in the * Validates and * Provides final audit
to T&L Preparer system (either punch- approves time on time entered and
ins or elapsed and charging charging
timesheet) instructions instructions
+ Sets charging  Applies time to
instructions (only when system, converting
funding is different time worked to time
from standard salary paid

charging instructions

for position) @ ===00 oo

® For the purpose of separation of duties, one

|
|
« Makes corrections (up : Es;g::: rc(:;nggot hold both the Preparer and

to 90 days) I e e e e e e e e ——————— )

Cornerstone i 9
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* Kronos is only being used by
specific departments (i.e.
Facilities, Dining, Public Safety)



RUTGERS

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

Time & Time & el
Employee . Labor . Labor . Payroll
Preparer Approver
* Punches in with « Corrects time in * Validates and * Provides final audit
Web Clock or system (either punch- approves time on time entered and
Kronos (interfaces ins or elapsed and charging charging
which record time timesheet — up to 90 instructions instructions
directly into the days)
system) * Applies time to
« Sets charging system, converting
instructions (only time worked to time
when funding is paid

different from
standard salary @~ = =06—-—- -

* Kropps is only being .used by charging instructions : For the purpose of separation of duties, one
specific departments (i.e. for position) | ® individual cannot hold both the Preparer and
Facilities, Dining, Public Safety) P 1 Approver roles

Cornerstone i 10
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RUTGERS

Context - Hierarchy and Roles

Level 1 Level 2 Level 3 Level 4

Great-Grandparent _

Grandparent

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

Child

Child

Parent

Child may leverage the
parent relationship to
assist in the event of
absences, timely entry
of hours worked,

etc...

Child

Grandparent

1 I
1 |
1 I
1 I
1 I
1 I
1 I
1 |
1 I
1 I
1 I
1 I
'+ Child departments :

I
: |
| 1
| 1
1 I
1 |
| 1
| 1
| 1
| 1
' :

Parent

Child

Cornerstone (i1} 11
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KUTGERS System Basics — Accessing PeopleSoft

Setting Up System Access

 [nitial depaﬂment access establllshed by RUTGERS  RAS MW ACCES EQUEST FR it
HR/Payroll Migration Team at time of Banner bsuctons: e s sgrdions shou b sy Hmn s

Admin SIraIveS rvices Building Il, Cook Campus, 57 US Highway 1 South of faxed to UHR at
732-932-0046. Please al Iluw5d ys for processin gnf\h s request. The empicye must read a damept

to PeopleSoft migration Ao e s o 15, -

SECTION 1: EMPLOYEE INFORMATION and REQUEST TYPE

NetiD:

« RIAS HCM Access Request Form — submit to ot i —
University Human Resources: _ - -
http://uhr.rutgers.edu/rbhs-hcm-access- T e ot s
re gluest : :::::L::;\i[:p»?::g OR __ Timeand Labor Time Appraver

SECTION 3: DEPARTMENT ACCESS - Access roles will apply to ALL indicated departrments and their subordinate units.

* Online access request — most RBHS schools / e
units are set up to request access through _ i
their Finance office. — . — —_— .

(Attach an additional sheet if more space is needed)

SECTION 4. APPROVALS

S h u tt i n g Off S ys te m Ac c e s s Al requests ';m be reviewed and approved by the employee’s Department Chair, Director or Associzte/instructional Dean

and Business Manager, if appliceble. Authority to access specific administrative data must also come from the appropriate
Business Process owner(s) responsible for the data.

% PeopleSoft automatically shuts down a user’s s g et \ .
access when the following takes place: R— :
« Promotion/Title Change

» Transfer/Change in Org. Assigned/ e imlemencaton
Reorganization o

» Separation/Termination

For University Human Resource Use

Cornerstone i1 12
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RUTGERS

Additional Information

Saturday= — Friday
pay cycle

'
”
eD):
»
)

All time must be
submitted by
Mondays at 5SPM

Cornerstone i1
Transforming the Way We Work at Rutgers

Paycheck Is
viewable to

employees on
Wednesdays
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ELAPSED TIMESHEET

TIME ENTERED BY TIMEKEEPER

Cornerstone i
Transforming the Way We Work at Rutgers
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RUTGERS

Elapsed Timesheet - Navigation

Manager Self

Service

Favorites MainMenu

Time

) Management

) Report Time

> =

Search Menu: o o
F’ersonaiize_| | @ I
Main Men: * l b To make navigation simpler, add to
]
Absences b ] i |
im0 e } . R Favorites!
7 Rutgers Reports v R R S
3 Rutgers Extensions 3
~="] Abs [ Rutgers OIT Help Desk r
[[_,-" B c ma Self Service -
3 Manager Self Service
= Rutg [ Workforce Administration = 3 Time Management
&{i;,:f !_—__‘% 5 Benefits v 3 Manage Schedules »
E g [ Compensation 3 — Approve Time and Exceptinns .
3 (3 Time and Labor r 3 Report Time
Payroll for North America b View Time Timesheet
Ei %‘ E Workforce Development 3 E Manager Search Options |:| Mass Time
@? IL:I%; 5 Waorkforce Monitoring 3
& B [ SetUpHRMS v
0T g Worklist b
1 5 Tree Manager 3
=1 Rutg [ Reporting Tools »
[L Rutg: [ PeopleTools 3
’ B D Employee Charging Instructions
= u
i= User Profile Maintn-Execptions
Cornerstone i)

Transforming the Way We Work at Rutgers
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RUTGERS

Elapsed Timesheet — Search for Employee

Report Time
Timesheet Summary
w Employee Selection Criteria
Employee Selection Critena D !
L |
Description Value . Cansearchby
Empl 1D | @, - . employeeor
|
Empl Record | Q, | department :
! I
Last Name | @, : e I
First Mame | @, : @ :
! I
Job Code | @, o o
- . Timekeeper will
Jo Descripton | . . only have access |
Department [ @, . to employees :
Supervisor 1D | @, : they_ can input :
_ I time for :
Location Code | @ L !
Workgroup | O%
~ Clear Selection Criteria ~ Save Selection Criteria  GetEmployees
W
Cornerstone | M 16
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I{JTGERS Timekeeper View

Elapsed Timesheet — Department List

Favuvrites Ma'\n'Menu » Manager Self Service > Time Management > Report Time » Timeshest

Report Time

Timesheet Summary

~ Employee Selection Criteria

Employee Selection Criteria

Description

Empl ID

Empl Record

Last Name

First Name

Job Code

Job Description

Department

Supernvisar 1D

Location Code

Workgroup

Clear Selection Criteria Save Selection Criteria

View By: [Weex v [ show Schedule Information

Date: [peazoie|E o, Previous Week — Next Week

Employees For Isabella Oledzka, Totals From 08/01/2016 - 08/07/2016 Customize | Find | B First £ 422 0722 17 st
Name Job Description R "‘:‘p’;r:v; aued i App Taed Denied | Cmployee | TP Job | Department Description Workgroup Location Code  Supervisor ID
Snoopy !Y_?(Tl\:_g x\gER U 0.00 0.00 0.00 0.00 0,00 | XXXXXXXX 050352 |SAMPLE SALEXEMP 0000 XXXXXXXX S
Charlie Brown PEANUT | 0.00 0.00 0.00 0.00 0.00 XXXXXXXX 059352 SAMPLE SALEXEMP 0000 XXXXXXXX
Lucy RPEANUT 1] 0.00 0.00 0.00/ 0.00 0.00 [XO0XXXX 059852 |SAMPLE SALEXEMP 0000 XXXXXXXX

Cornerstone i 17
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RUTGERS

Elapsed Timesheet — Enter Time

Favovrites Ma'lnvl\-'lenu > Manager gelf Service > Time Magagement b Repcui'ﬁme » Timeshest
Timesheet
Charlie Brown Employee ID: XXXXXXXX Empl Record: 0
Job Title: PEANUT | Std Hourly RE: 16.820000  USD
"1 Instructions
“View By: [Week M Reported Hours: 0.00 Erevious Week Next Week
Date: 02012016 | L] Scheduled Hours: 0.00
From Monday 08/01/2016 to Sunday 08/07/2016
M;:' T;; "f';r; T;}: ;g iﬁ S;‘n“ Hm Time Reporting Code Override Rate Combination Code CharfFields
[ [ [ [ [ 4 [ [EXHRS - Salaried NE EXTR: V| [ Q. ChariFields [+] =
| | | | | | | v | @, |CharFields | [+] =
v ChartFields [#] =]
Thu Fri Sat Sun Total - : _
B Bid 8/5 8/6 BT o, [T eposting d-hor
- r—-=—=="a, -~ ~--
| | 4/ | | | EXHRS - Salaried NE EXTR. | A :
! o I
| | | | | o
. Will only see :
| | | | | v| | Time Reporting |
i Codes (TRC) |,
|
relevantto !
Apply Schedule I I
I employee
Cornerstone i 18
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RUTGERS

Elapsed Timesheet — Charging Instructions

RUTGERS

Favorites Main Menu > Manager Self Service > Time Management > Report Time » Timeshest

Timesheet
Employee ID: Empl Record: 0

Job Title: Std Hourly Rt: 33.078880 uUsD

“View By: [Week M Reported Hours: 0.00 Previous Week Next Week
Date: 03012016 |3 L7 Scheduled Hours: 40.00
From Monday 08/01/2016 to Sunday 08/07/2016
M;;: T;;; w?}é T;: ;‘; i?; S;n" Hm Time Reporting Code Owverride Rate Combination Code ChartFields
- . s =
[ @, | ChartFields [#] =]
ChartFields

A @K = =2 |[@ 5 T

@ |ChariFields | [+] =]

Employee time will automatically
charge to default account.

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

charged to — currently under construction. Code through ChartFields

I
1 (L) . . .

1 7y This is where you would change the account an employee is being
|

I

Cornerstone’ | M@ 19
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RUTGERS

Elapsed Timesheet — Information Populated

RUTGERS

Favuvrites j Ma'\nvl'denu » Manager Self Service > Time Management > Report Time > Timeshest

Timesheet

Charlie Brown Employee ID: XXXXXXXX Empl Record: 0

Job Title: PEANUT | Sid Hourly Rt 16.820000 usb

i Instructions
“View By: Reported Hours: 0.00 Previous Week Next Week
Date: [painizote | " Scheduled Hours: 0.00

000115126 Q, CharFields =
[ | | =
. @, _ghariFields \£| =]
Fri Sat Sun Total - Combination Code ChartField
815 8/6 87 Hours Reporting Code on artrieias
| 4 | | | EXHRS - Salaried NE EXTR: | 000115126 @, |ChartFields
I | | | V| | @, | ChariFields
I | | | V| | @, |ChartFields

Cornerstone i 20
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RUTGERS
Elapsed Timesheet — Submitting

Timesheet

Charlie Brown

Job Title: PEANUT

J'ln'gesheet
Submit Confirmation

1. Instructions

Ef The Submit was successful.

— e e Em mm mm Em Em Em Em Em Em Em Em Em o Em Em Em Em Em Em Em Em Em Em M Em M Em M Em Em Em Em Em Em Em Em Em oy

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

suomit L3

Cornerstone i 21
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RUTGERS

Elapsed Timesheet — Minutes to Hour Conversion

0.92 60 0.08
5

(LN,
‘®“

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

0.58 30 0.42

0.50
X Minutes = X/60 Fractions of an Hour
Cornerstone i} 22
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PUNCH TIMESHEET

TIME ENTERED THROUGH WEB CLOCK BY EMPLOYEE

Cornerstone i} 23
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RUTGERS

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.

Cornerstone i1
Transforming the Way We Work at Rutgers

24



RUTGERS

]

Punch Timesheet - Navigation

Manager Self ) Time ) e T
Management

Service

RUTGERS

Favgrites | MainMenu
Search Menu:

F‘e!sonalize_| | @
Main Mem =] |My Terminations Pending BC-10
" 5 Absences
Em—mp% 3 Rutgers Interfaces

= Rutgers Reports
{3 Rutgers Extensions

Abs: [ Rutgers OIT Help Desk

1 Self Service

{5 Manager Self Sarvice

rYyww orvw 4

B

Iy

A

Rutg 3 Workforce Administration =~ Time Management
EJ_I a Bengefits 2 3 Manage Schedules 3
& B Compensation 7~ Approve Time and Exceptinns .
3 (3 Time and Labor 5 Report Time
Payroll for North America View Time Timesheet
Rui E Workforce Development 5 Manager Search Options B Mass Time
Workforce Monitoring

oooa
1= =l &

3 SetUp HRMS
3 Worklist
[ Tree Manager

ﬁ Ruty (3 Reporting Tools
B Employse Charging Instructions h‘ m ; [
ot g R me Summsz

Rutgr [ PeopleTools
Go To: Manager Self Service

rYyv T wvTr T T

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

bottom of screen

Time Management

G’u nch TimesheD

Feturn to Select Employee

Cornerstone i 25
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RUTGERS

Punch Timesheet — Search for Employee

Report Time
Timesheet Summary
w Employee Selection Criteria
Employee Selection Criteria D !
L |
Description Value . Cansearchby
Empl 1D | @, - . employeeor
|
Empl Record | Q, | department :
! I
Last Name | @, : e I
First Name | @, | @ :
! I
Job Code | @, o o
- . Timekeeper will
Jo Descripton | . . only have access |
Department [ @, . to employees :
Supervisor 1D | @, : they_ can input :
_ I time for :
Location Code | @ L !
Workgroup | O%
Clear Selection Criteria ~ Save Selection Criteria  GetEmployees
W
Cornerstone’ | [ 26

Transforming the Way We Work af Rutgers



RUTGERS

Timesheet
Bruce Wayne EmployeelD: 00001939 E
Job Title: Dark Knight Detective Std Hourly Rt 10.000000 USD

i Instructions

Report punch time with an actual time (ex. 8:15am) along with a punch type for each day (In, Break, Out etc.). You can have
muitiple punch times per day. An OUT punch is required at the end of each shift or workday.

Report elapsed time by specifying a TRC and entering the number of hours or units worked, or an amount in the Quantity field.

To report time for a different day, week, or time period, change the View By option or enter a new date in the Date field and select
Refresh.

view By; Reported Hours: 000
Date: (07/25/2016 [3) LA Scheduled Hours: 0.00
ow all Punch T
From 06/06/2016 to 06/12/2016
Comments Day Date Status In Meal In Out Punch  Time Reporting Code
O Mon  7/25 New | | | | [ v |
@) Tue  7/26 New [08:30AM  [12:30PM  [01:30PM | 05:00 PM | HREG - Hourly Regular |
> Wed 727 New | ! [ [ ® [ v
[} Thu  7/28 New | | [ [ [ v
o Fi 72 New | | [ [ | <]
@] Sat 730 New | [ [ | [ v
o Sun 731 New [ | | | | v |
Cornerstone” | '@l 27
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TIME REPORTING CODES

Transforming the Way We Work af Rutgers
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Remind me...whatis a TRC?

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

are used to generate pay.

: '@ Terminology Alighment :
& Earnings Codes - Time Reporting Codes :

Cornerstone i 29
Transforming the Way We Work af Rutgers



RUTGERS
Types of TRC

TRC
AWARD
BESSP
CHRND
COMP2
COMPE
COMPP
COMPT
COMPU
DUMMY
ESSPY

Description

Award & Prizes

Banner Essential Service Pay
CHARGE RN DIFF

Comp Time Payout at Straight T
Comp Time Earned

Comp Time Payout

Comp Time Only Hours

Comp Time Used

Dummy Work TRC

Essential Service Pay

Salaried NE EXTRA HOURS
Worked

Holiday Worked

EXHRS

HDWRK
HOLPY
HREG
LOC97
MEALS
MLALW
MLSBK

Holiday Pay

Hourly Regular

ON CALL TEAMSTER
Meals Hourly

Meal Allowance

Meal Break

Cornerstone i
Transforming the Way We Work at Rutgers

TRC
ONCRN
oT
oTS2
oTS2C
OTS3C
OVSTR
ovT
PERDN
PERPY
RN48S
RTADJ
SH2CT
SH3CT

SHF10

SHF11
SHF12
SHFD7

Description

ON CALL ADVANCE PRAC RN
Overtime

Shift2Union 001

SH2CT OT Premium

SH3CT OT Premium

NOT USED

Overtime 1.5

SHIFT PER DIEM RN WKEND
Preceptor Pay

Per Diem Nurse over 48 hours
Rate Adjustment for Hrly Stu
Shift2-002

Shift3-002

SHIFT DIFF WKEND EVENINGS /
NITE

UCHC TEAMSTERS WEEKEND
Acting Engineering
SHIFT DIFF DOC L1/LPN L1 & L2

TRC
SHFT2
SHFT3
SHFT4
SHFTS
SHFT6
SHFT7
SHFT8
SHFT9
SHOT2
SHOT3
SICK
UNPD
WENDE
WENDN
WKDPM
XPAMT
XPHRS

Description

Shift2Union 001

Shift3 Union 001

Shift 4

Shift 5 — wkday evenings / nites
SHIFT DIFF EVENINGS / NITES
SHIFT DIFF ON CALL

SHIFT DIFF WEEKEND

SHIFT DIFF PER DIEM

Shift2 OT Union 001

Shift3 OT Union 001

Banner Sick

Unpaid Absence

SHIFT DIFF WKEND EVENINGS L2
SHIFT DIFF WEEKEND NIGHTSL2
SHIFT DIFF DOC NITES L2
EXTRA PAY — Flat Amount

EXTRA PAY — Hours

30



RUTGERS
Corrections and Adjustments

=. Fortimesheet corrections, Timekeepers should

@ enter the total number of actual hours (not the
= adjusted hours)

Example In the example, entering
If the timesheet has an entered the adjustment of 1 hour
time of 5 hours that needs to would deduct 4 hours
be corrected to 6 hours, the from the original entered
Timekeeper should enter the time
new time of 6 hours
(not 1 hour) ® A negative hour should
never be entered

Cornerstone i 31
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RUTGERS

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

Cornerstone i
Transforming the Way We Work af Rutgers

32



RUTGERS

APPROVE TIME

Cornerstone i
Transforming the Way We Work af Rutgers
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RUTGERS

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

LY
‘@'
=

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

Cornerstone i 34
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RUTGERS

Approve Time - Navigation

Manager Self ) Time Approve Time ) Payable
Service Management & Exceptions Time

RUTGERS
Favgrites © MainMenu
Search Menu:
F'ersona!ize_| | @
Main Mem 4 (=] |Time Exceptions
_ [y Absences b -
i= Em_mé% Ty Rutgers Interfaces b |DBP“D Emplid Empl Red
5 Rutgers Reports N
5 Rutgers Extensions 3 My Absence Balances
=] Absi 3 Rutgers OIT Help Desk 3 —
lfp_?,.' ™ Self Service - Abzence Type Days Remaining as of
: 3 Manager Self Service \acatinn
Iﬁ{ E‘—“tf 5 Workforce Administration = 5 Time Management
= E 3 Benefits r i~ Manage Schedules .
= ¢ {3 Time and Labor ¢ 3 Approve Time and Excepti
— 5 Payroll for North America b 3 Report Time [£] Reported Time
E %ﬂ 3 Workforce Development b g View Time (=] Payable Time
@?ﬁ "'“.E; 5 5et Up HRMS 3 D Managar Search Options |"1 Exceptions
= g & Waorklist » ‘~| Owertime R_E_queis i il
G T [ Tree Manager k |=| Time Requiring Approval tEIVICS F
1 3 Reporting Tools 3 1
PzopleTools 3
- Rut
" J'f _i, = Employee Charging Instructions My Recent Paychecks
Rutg
7 [ PEno ; : z
= Benetis Feview your last 5 available paychecks below.
Cornerstone i 35
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RUTGERS

RUTGERS

Favcvrim Ma]nvl‘a'lenu s Manager Self Service > Time Management > Approve Time and Exceptions > Payable Time

Approve Payable Time

Approve Time for Time Reporters

“End Date” blank, so all time

| |
| |
| |
| |
| Leave the “Start Date” and |
| |
| |

requiring approval will show up

Empl ID @,
Emp! Record ,—GJ I ____________________ I
Job Description | @
Department ' ZBT005 Q
Supervisor 1D | @y
Location Code | @y,
Clear Selection Criteria Save Selection Criteria Eet Employees
Start Date: | el End Date: [ E 4
OSelect to view Instrucfions %
Total Ovemide =
Select  Name fDm"'“"’" Empl 1o Job Description Payable Department Waorkgroup Location Code  Supervisor D Hriy Rate Mde‘mh‘ﬂ"’e
Becord Hours (Y/N)
| Bruce Wayne 00001939 0 41001 Béﬁ"cifm 1.000000 10470 SALNE375 3751 317 00006154
Select All Deselect All R
Approve
Cornerstone | [l 36
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Time Approver View

RUTGERS

[{l ITGERS

Favorites Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions >  Payable Time

Approve Payable Time
Bruce Wayne Employee |D: 00001939 Empl Record:
Job Title: Dark Knight Detective Std Hourly Rt 25 TR34T5 usD

Select the time you wish to approve and then select the Approve bution.
Enter a specific Accounting Date for each row of payable time to be published.
If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: | End Date:

Customize | Find | View 20 | B | 3 Frst & g1 O Lot

Time Reporting Elements | Cost | Task Reporting Elements

Time
Select Date Reporting Approval Monitor Quantity Type Accounting Date Adjust Reported Time Comments
Code
Xz 07/28/2016 ONVT Approval Monitor 1.00 Hours [ | AdjustReported Time 5
Select All Desslect All
Cornerstone | I 37
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RUTGERS

[{l_ ITGERS

Favorites Main Menu > Manager Self Service > Time Management : Approve Time and Exceptions > Payable Time

Are you sure you want to approve the time selected? (13504, 2500)

Once Approved the status cannot be reverted back.

Select Yes to confirm and complete the status change, No to return to the page
without updating the status.

Cornerstone | M 38
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ABSENCE REPORTING

Transforming the Way We Work af Rutgers
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RUTGERS

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

Cornerstone i 40
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RUTGERS

Absence Reporting - Overview

Who?

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

What?

Department records absences through PeopleSoft

Where?

Absence Reporting is viewable and accessible
through PeopleSoft

When?

Time should be entered as taken or scheduled,;
balances are viewable to employees in real time

Why?

To track and deduct PTO from absence balances

How?

Through Department Absence Reporting
Administrators

Cornerstone i
Transforming the Way We Work af Rutgers
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RUTGERS
Absence Reporting Process Responsibilities

All Staff Employees Who Are Eligible for Paid Time Off

Absence
Reporting
Administrator

____________ : Employee /

Supervisor

Paid time off is a term
and condition of
employment, and is
extended to
employees based on
negotiating agreement
and University policy.

* Employee responsible for « Enters PTO into
requesting time off from Absence Reporting
Supervisor

 If Employee does not

* PTO approval process have sufficient PTO

determined by department balances to

b e e e — not completed withinthe  accommodate request,
system Absence Reporting
Admin communicates
* Once use of PTO is back to Supervisor to
approved, request is advise

communicated to Absence
Reporting Admin (by
either Employee or

Cornerstone i1 Supervisor)
Transforming the Way We Work af Rutgers
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Absence Reporting Administrator - Details

L YL

.@. Each Department will assign an Absence Reporting

Administrator or Administrators who report and
= make changes to recorded Paid Time Off

Approvals  There can be multiple
Absence Reporting
The approval process for paid Administrators within a
time off will not happen within department, for different
Absence Reporting. employee groups
Approvals will continue to be « Back-up Absence
managed outside the system. Reporting Administrators
can be designated

Cornerstone i1
Transforming the Way We Work af Rutgers
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Absence Types

Code

LW
ML
M
O
PB
PH
S
SL
\

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

Cornerstone i1
Transforming the Way We Work at Rutgers

Absence Type
Absence Due to Injury
Absence Due to Injury (SB)
Administrative Leave
Bereavement Leave*
Compassionate Leave
Compensatory Time
Holiday

Jury Duty

Leave without Salary
Mandatory Leave
Military Leave

Other

Paid Leave Bank
Personal Holiday

Sick

Sick Leave

Vacation

Code Absence Type

FM
MF

FB

FF
NB
NF

FMLA — Medical w/o Salary
FMLA — Military Family
Member w/o Salary
FMLA/NJFLA - Bonding w/o
Salary

FMLA/NJFLA — Family
Member w/o Salary

NJFLA — Bonding w/o Salary
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
Additionally, departments must
track unpaid leaves of absence
through Absence Reporting



RUTGERS

Absences — Additional Information

Sick Time All other absences

must be reported within must be correctly
the two-week pay reported by the end
cycle, as sick time of the fiscal year in

Impacts overtime pay” which they are taken

*This applies only to units migrating from Banner to PeopleSoft

——————————————————————————————

is At fiscal year end, will be able to view an :
%‘ employee’s absence record, and maintain for I
& record-keeping purposes. :

Cornerstone i1} 45

Transforming the Way We Work at Rutgers



RUTGERS

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-neqgotiations-agreements

Cornerstone i 46
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Creating Absences — Hours to Days Conversion

Absences are measured in days in Absence Reporting

35 Hours Week / 7 Hour 37.5 Hours Week / 40 Hours Week / 8 Hour
DEVL 7.5 Hour Days DEVL

Hours % of Days Hours % of Days Hours % of Days

1 0.14 1 0.13 1 0.13
2 0.29 2 0.27 2 0.25
3 0.43 3 0.4 3 0.38

3.5 0.5 3.75 0.5 4 0.5
4 0.57 4 0.53 5 0.63
5 0.71 5 0.67 6 0.75
6 0.86 6 0.8 7 0.88
7 1 7 0.93 8 1

7.5 1
% of Day = PTO Hours Taken / FT Standard Workday
Cornerstone i A7
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RUTGERS Employee View

Viewing Absence Balances

Favgrites : MainMenu

e ro—— My Absence Balances
Main Menu [=]| |Time Exceptions =) ( E m p loyee V[e W)

= Employee Charging Instructions |DeptiD  |Emplid  |EmplRed  |Name |RptDt |ErrorWaming
Employee Charging Instructions

My Terminations Pending BC-10
Absences

P i Pagelet on PeopleSoft

= Days Remsining Repori =

s EE T e - home screen for employees
% gﬂl ef?:(:ﬂm’l_?rsmﬂ Absence Type Days Remaining as of Prior Day p y

| Rutgers Conversion .

[=] Cross Reference for CEMLI Vacafion 26.50
[F== Rutgers Interfaces ek 178.75
%_ L1 Setup Administrative Leave 1.00

e Persanal Holiday 200

2 More... Paid Leave Bank 400

@ Rutgers Reports
@,} Rutgers Reports

e e View Absence Balances and Details Sell Service Page
[ Benefits
[ Time and Labor
 laMore. My Recent Paychecks (=] [x]
b’i"/_/} W Review your last 5 available paychecks below. |
< [IPERS Select the date of the paycheck you would like
= User Profile Maintenance o
o Bt e Eeeons Check Date ~{|My Absence Balances (5
S More... 2015-05-08 21
% RM—L; e!’%gig EI{Eé [’iesk 2015-04-24 209 — -
Kb Rilge0liien Bes 2015-04-10 207 || |Absence Type Days Remaining as of Prior Day
N Self Service 2015-03-27 205 \f t 26 :0
‘g Mavigate to your seif senvice information and activities. 20150313 2031 ac a ion ot
|:_, Time Reporting -
L Eersonal informgtion View Full Paycheck Self Service Page Sick 178.75
[ Payroll and Compensation ;
2 More_.. — ™
e Administrative Leave 1.00
Personal Holiday 2.00
Paid Leave Bank 400

View Absence Balances and Details Self Service Page

Cornerstone i1
Transforming the Way We Work af Rutgers
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Balances — Further Details

Balances are viewable to both employees and
Absence Reporting Administrators in nhear-

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

Cornerstone i
Transforming the Way We Work af Rutgers
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How does Absence Reporting work with my

timesheet?

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

!Z’ All other absence types will not be visible in the

timesheet

*This applies only to units migrating from Banner to PeopleSoft

Cornerstone i
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Absence Reporting — Information Flow

Employee/

Manager The Employee or Manager communicates the absence to the
Absence Administrator

Offline
W
Absence
Administrator The Absence Administrator records the absence in Absence
] Reporting
Absence Reporting
W
Employee Absences are visible to WILELCE LU sick Time (only) is
the employee through ULUERVICGEIE  isible to Timekeeper
Employee Self | Employee Self Service ] and Approver on the
Service the next day Timesheet timesheet.
| Reminder: Do not touch sick time on the timesheet |
: System will give an exception if Sick Time is modified :
:_ on the timesheet. I
Cornerstone i 51
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RULES

Cornerstone i
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Cutoffs and Accelerated Payroll

Cornerstone i
Transforming the Way We Work at Rutgers

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

Fridax November 18, 2016

Hourly Thursday November 17, 2016
Salary Monday November 28, 2016
Hourly Thursday December 1, 2016
Salary Wednesday December 7, 2016
Hourly Monday December 12, 2016
Salary Monday December 19, 2016

Friday November 23, 2016
Friday December 2, 2016
Friday December 9, 2016
Friday December 16, 2016
Friday December 23, 2016
Friday December 30, 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

Can be found at:

payroll.rutgers.edu

These are
accelerated
payrolls.

v
- -

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

Cornerstone i
Transforming the Way We Work af Rutgers
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EXCEPTIONS

Cornerstone i
Transforming the Way We Work af Rutgers
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What is an exception?

An exception is a system error which prevents

Reported Time from transitioning to Payable
Time.

Cornerstone i 56
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Exceptions Process

L[ CWANIOTE Time Approver sees exception on homepage

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

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

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

=TT T T T T s T T T I

: Time Approver must go in to approve | g« memustbe
Time Approver © APpro 9 PP ' ‘&g approved, oritwill
corrected timesheet | notbe paid I

Cornerstone i
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Exceptions — Navigation

Manager Time
Self Service Management
RUTGERS
Favorites Main Menu > Manager Self Service >  Time Management > Approve Time and Exceptions > Exceptions
. Search Menu: o
I . . 1
Excepl | & . I Time Approver will seea |
= 1 . . . |
~ Employ . e W |'st of exceptions on thelr
TOTE £3 Rutgers Interfaces | homepage for their group !
Description [ Rutgers Reports 3 vae @, TToTTTmmmTmTmmmTmTmTTT
Empl ID 3 Rutogers Extensions k | C%
3 Rutgers OIT Help Desk 3
Empl Reco. 3 Self Service b | @,
Last Name L Manager Self Service ;
3 Workforce Administration (1 Time Management
FirstName. = penefits N i 3 Manage Schedules ]
. 3 Approve Time and Excepti
Job Code (3 Compensation ’ [ B3 Report Time [=] Reported Time
Job Descr 3 Time and Labor | 3 |_ ) View Time |_j payable Time
b 3 Payroll for North America k ) [ Ferertions
[£] Manager Search Options | || xceptions
Departmen (3 Workforce Development * |_ ;
™ Workforce Monitoring d
Cornerstone i 58
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Time Approver View

Exceptions — Search for Employee

Exceptions

Employee Selection Criteria
Description Value
Empl ID [ooo01030 @,
Empl Record [ &
Last Name [ &
First Name [ &
Job Code [ &
Job Description I—Q
Department I—Q
Supervisor ID [ &
Location Code I < *
Waorkgroup l—%

Clear Selection Criteria || Save Selsction Criteria | | Get Employees |

—

} Filtering Options

Exceptions

Customize | Find | View A1l | B |

i

Job Description

| ceanup | [ Aowar |

| sae |

Cornerstone. | M
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Exceptions — Select Employee

Rapar Time
Timesheest Summary
= Eqriploes Saer Ban O
[Employes Selicion Craer
[ B W
Empl 10} D000 9,
Emipl Recard d,
Last Fams a4,
Fies| Hlams -,
Job Code !
Joby Deomiplion -,
Deparmen i,
Eppensor i bt
Lprahon Coe e,
Clear Selmchan Cridns Save S chon Criedia Gl Ermplopees ]
Viewly: |Wesk =l W Show Schorile informabon - I

Dats MoIgen I

Emdous WeEs Ham Weak

e T IR RN NI e | M G vl | STV e St Do
SNOOPY WORLD WAR | FLYING
Baporied Moure o be RV e ]
Wy Joib (o serpit=n s Appe v
SNOOPY WORLD WAR | FLYING ACE 00 0 00
Cornerstone | M 60
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Exceptions — View Details

Exceptions
+ Employee Selection Criteria

Employee Selection Criteria
Description Value
Empl ID 00001030 @,
Empl Record Q@ o - 1
,7 . .
st ame o I Details button will |
First N ] ;
e eme 2 provided an expanded, :
Job Code . .
: detailed view of the I
Job Description @, t
S — L exception :
Supervisor ID I
Location Code Q@
Workgroup | Q
Clear Selection Criteria | | Save Selection Criteria | i GetEmployees !
N T — Job Description Severity
SRS s N ooPY WORLD WAR | FLYING ACE  High
Allow  Exception ID | Description Date Name Job Description Severity ‘ |
SNOOPY WORLD WAR | FLYING ACE High
[ |RuTxope  [Pavout-NotinTL 0B/04/2016  Simmons, Audrey SECURITY OFFICER High ‘ |
Admin Role !
1 |RUTX006 ;g"m“iﬁ‘égfgt inTL 06/23/2016 | Simmons, Audrey SECURITY OFFICER Hgh SNOOPY WORLD WAR | FLYING ACE High
[] |RuUTX006 Eﬁﬁ‘égf;’t mut 06/30/2016  Simmons, Audrey SECURITY OFFICER High- ____________________________ -
. . . 1
: Clicking these buttons will not clear the exception;
r—— —— | ® Time Approver must notify the Timekeeper to make 1
lTi‘ ' I corrections on the timesheet :
i 1 -
o 1) —
Cornerstone’ | @ 61
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Trivia

Cornerstone i
Transforming the Way We Work at Rutgers

What is the most common reason for an
exception?
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> =

Exceptions — Correct Exception

Manager Self ) Time
Ma

Service ) Report Time

nagement

H\[ ITGERS
Favgrites © MainMenu
* Search Menu:
Personaiize_| | @
Main Mem ¥ [=]| [My Terminations Pending BC-10
Absences b
= Em—m& E Rutgers Interfaces C
7 Rutgers Reports v
3 Rutgers Extensions 3
ﬁjl. Abs [ Rutgers OIT Help Desk r
[L,r B c ma Self Service .
g Manager Self Service
l—__l_i?l Rutg [ Workforce Administration = 3 Time Management
&{i;,:f 0 s 5 Benefits v 3 Manage Schedules »
=-H " B .
5B O3 Compensation 3 ™ Approve Time and Exceptinns .
3 (3 Time and Labor r 3 Report Time
Payroll for North America b View Time Timesheet
Ei %‘ g Workforce Development 9 E Manager Search Options ﬂ Mass Time
@? [--,ﬂ 5 Waorkforce Monitoring k
& B [ SetUpHRMS v
0T g Worklist 3
1 5 Tree Manager k
/J; Ruty [ Reporiing Tools 3
K,- Rutpn [ PeopleTools b
B D Employee Charging Instructions
B u
= User Profile Maintn-Execptions
Cornerstone i 64
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Exceptions — Search for Employee

RUTGERS

Favorites | Main Menu > Manager Self Service > Time Management > Report Time » Timesheet
- - - - -

Home

Report Time
Timesheet Summary

Description Value

o XXX - Enter Employee ID

Empl Record [ @,

Last Name ‘7 Qa

First Name | @,

Job Code | @,

Jab Description &

epal ! @ "

::TL : = Get Employees Select Get Employees
Location Code | @, R 3

_ Clear Selection Griteria Save Selection Criteria
View By: [week v V] show Schedule Information
Date: !D_mjﬁﬁ G th Previous Week  Mext Week

Employees For Marie Matusiak, Totals From 08/05/2016 - 08/11/2016

Miime Job Reported Hours to be - A i Denied Employee Empl

Description Hours  Approved Hours Hours Hours ID Record 0P Department Description Workgroup Location Code Supervisor 1D
Charlie Brown 0.00 0.00 000
Job Reported Hou
Go To: Manager Seif Service H ﬂ "E I:m

Time Manaement Description Hours Ap

Approve Reported Time

Select Employee PEANUT | 0.00

Cornerstone i 65
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Exceptions — View Exception

RUTGERS

Favgrrites Ma]nvl'v'lenu » Manager Self Service > Time Management > Report Time » Timesheet

Timesheet
EmployeslD: Empl Record: 1]
Job Title Std Hourly Rt 8.350000 USD
*View By: Week v Reported Hours: 100.30 Previous Week Next
Date: 07/15/2016 |3 L Scheduled Hours:

0.00

Comments Diay Date Status

Approval Monitor Exception In Meal In Out P::::I Time Reporting Code
(g Fri  |7H5 Submitted Approval Monitor & [o:54:30AM| || | | 100.30 | ~
. Punch
Exception In Meal In Out

Total Time Reporting Code

= - D -
4

Exception Symbol

Cornerstone’ | M@ 66
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Exceptions — Correct Exception

Timesheet
EmployeelD: Empl Record: 0
Job Title: 5td Hourly Rt 8.350000 USD
i, Instructions
*View By: [Week v Reported Hours: 100.30 Erevious Week Next We
Date: 07152016 |[E) (o Scheduled Hours: 0.00

Comments Day Date Status Approval Monitor Exception In Meal In Out

©

|(‘_) Exception In Meal In Out kil Time Reporting Code
Total

&3 |9:54:30AM | [ 4:00pm (O EWIHREG - Hourly Regular %

Make Correction Select TRC

Submit ‘\H Clear

Cornerstone’ | [ 67
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Exceptions — Submit

Timesheet
Submit Confirmation

E"" The Submit was successful.

'@' It is the Timekeeper’s responsibility to inform the Approver that
= changes have been submitted.

Cornerstone i 68
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REPORTS

Cornerstone i
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Reports — Navigation and List

v' Payable Time Detail
v Time & Labor Summary
I
I v Time Requiring Approval
v

Rutgers Time Certification for
Federal Work Study

v' Department Comp Time
Report

v' Department Overtime Reports
Rutgers Time and
B EE

Roster of Employees Paid

v Active Payroll Employees
Cornerstone i} 70
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Payable Time Detalil

Summary Report for time entered and approved (for one month at a time)

Manager Self Time
: View Time
Service Management

Payable Time Detail

Select Employee
+ Employee Selection Criteria

Employee Selection Criteria

Description Value

poosios o,
Empl Record I—Q
LastName I—Q
First Name I—Q
Job Code -
Job Description I—Q
Department I—Q
Supervisor ID I—Q
Location Code I—Q
| ClearSelection Criteria | Save Selection Criteria | | GetEmployees |

Employees For Marie Matusiak s B First Bl g o4 I3 (st
Name Empl ID Empl Record é?:ie Job Description Department Department Dx ipti Locati Workgroup Supervisor ID
Max Power 00001013 0 020799 |SAFETY INSPCTR 195627 NUCLEAR PWR PLNT 01796 MBURNS
= =) —_—
Cornerstone | [ 71
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Max Power

Job Title:

\Date

| 04/13/2016

iDd.-’EEIJQEI‘!E

|D5/04/2016
|

Go To:

start Date: P4/10/2016 |5

RUTGERS

Payable Time Detail

SAFETY INSPECTOR

End Date: [0510/2016 Eﬂ

Payable Statuses to view can be controlled from the expandable Fayable Status Filter section.
Use the Refresh button ta refresh the display.
Time detail can be displayed for a date range up to thirty-one days.

b Payable Status Filter

Employee ID:

Std Hourly Rt:

|  GetRows |

Faﬂ.grites I'v'iainvl'v'ienu 5 ManagerS;eIfSer'.rice > Time Magagement - ‘u‘iewv'l'lme > Payable Time Detail

00001013 Empl Record: 0

XXXX

ush

Manager Self Service

Time Management

Return to Select Employee

IMonitor

m Time Reporting Elements || Task Reporting Elements || Cost and Approval |
Payable Status Reason Code ApA ime Reporting  Quantity TRC Type |
Distributed £noroual oVT 1.00 Hours
Distributed Aporoal oVT 1.00 Hours
Taken by Payraoll Approval ovT 1.00|Hours

Approval
Monitor

Approval
Wanitor
"

Approval
Monitor

Approval
Monitor

Cornerstone’ | [
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R\L ITGERS

Favorites Main Menu > Manager Self Sarvice >  Time Management > View Time > Payable Time Detail

Payable Time

Approval Monitor

Route to TL Approver
— Payable Time Approval for TRC: OVT on 2016-04-13:Approved

Route to TL Approver

Approved
Charlie B
Vol e — Payable Time Apj

Route to TL Approver

Fefturn to Payable Time

v Charlie Brown

RutgersTLApprover
04/19/16 - 10:07 AM

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

R\[ ITGERS

Favorites Main Menu > Rubgers Reports > Time and Labor > Time and Labor Summary

Time and Labor Summary

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

Find an Existing Value Add a New Value
Maximum number of rows to return (up 10 300): (300 | SN - - e e e e e

: D 3 th \l h. ] l- . . .
Search by: Run Control ID begins with|mm| x| On the first time running any

|
[Icase Sensitive I report, use “Add a New Value” :

|- Search | Advanced Search

Find an Existing Value | Add a New Value

Cornerstone | Ml 74
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RUTGERS

Ru Tl Summary Pge

Favorites | Main Menu : Rutgers Reports > Time and Labor > Time and Labor Summary

Run Control ID:  mm

Process Request Parameter(s)

Department |10470 @,
From Date |01/01/2011 EJ
To Date 12M18/2015 EJ

TRC pvT @,

. Save @* Retumn to Search

EmplID  [XXXXXXXX @,

=

] Notity

Enter the values [

Report Manager Process Monitor

When in doubt, leave
TRC field blank. This
will pull up all the TRCs
the employee has
earned.

Run «
W

Chde ) upcseinty

Cornerstone’ | M@
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RUTGERS

Favorites . Main Menu > Rubgers Reports > Time and Labor » Time and Labor Summary

Process Scheduler Request

User ID: XXXXXXXX Run Control ID:mm

Server Name: Run Date: \D6/10/2016 N

Recurrence: | Vl Run Time: |9252:ﬂ?.-‘5|.|"|"| | : R&EEttﬂ CLEFFEI'ItDHtEfTJmE

Time Zone: | Q@.

Process Lis

Select Deszcription Process Mame Process Type *Type *Format Distribution

M  Time and Labor Summary RU_TL103 SOR Report |Web  ~||PDF | Disiribution
OK || Cancel

X

Cornerstone’ | M@ 76
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- Sample Report -

Report ID: RU TL103

Department: YOO

Employee

Hame

Pride, Woody
Pride, Woody
Pride, Woody
Pride, Woody
Pride, Woody
Pride, Woody
Pride, Woody
Pride, Woody
Pride, Woody
Pride, Woody
Pride, Woody

Pride, Woody

From Date: 01-JAN-2011 To Date: 1B-DEC-2015 Employee ID: 00008616
Employee EMPL EMPL Dept Job Jaob
In RCD# Clases ID Code Title Status Date Hours
XOOKXXX 1 XXXXX  XXXXX  Sheriff Distributed 13-MAY-2015 1.
XOOKXXX 1 XXXXX  XXXXX  Sheriff Distributed 15-MR¥-2015 ]
XOOKXXXX 1 XXXXX  XXXXX  Sheriff Distributed 20-MAY-2015 > B9
XO00OXX 1 00X XXXXX  Sheriff Distributed 01-JUK-2015 o
XOOOXX T XXX XXXXX  Sheriff Matribited DogHE 201 R

1 . Distributed 10-JUN-2015 x
YOOOXX XXX XXXXX  Sheriff B

1 . Distributed 17-JUN-2015 1.
XOOKXXX XXXXX  XXXXX  Sheriff

1 Distributed 19-JUN-2015 0
XOOKXXX XXXXX  XXXXX  Sheriff

1 Distributed 07-JUL-2015 0
XOOKXXX XXXXX  XXXXX  Sheriff

g Distributed 22-JUL-2015 Xz
XOOKXXX XXXXX  XXXXX  Sheriff

1 Distributed 29-JUL-2015 1.

1 XOXX XXXXX  Shertff Distributed 19-AUG-2015 T
XXX XXXXX XXXXX '

1 Sheriff Taken by Payd=dIDEC-2015 1

Rutgers, The State University of New Jersey
Time and Labor Summary Report

=50

0o

.50

oo

.50

oo

.50

.50

0o

0o

oo

.00

TRC: Overtime 1.5

Hourly
Rate

27.94
27.94
27.94
27.94
27.94
28.52
28.52
28.52
28.98
28.98
28.98

28.98

28.98

41.

20,

41

20.

41

62

41,

20

21

43

43

43

43

Amount

a1

=11

.91

.91

.87

91

.98

.74

.48

.48

.48

.48

TRC

Description

Overtime

Overtime

Overtime

Overtime

Overtime

Overtime

Overtime

Overtime

Overtime

Overtime

Overtime

Overtime

Overtime

Sub total hours for TRC

1.5

I35

1.5

1.5

1.5

Lig

1.5

1:5

1.5

1.5

1.5

1.5

1.5

Page No. Z1
Run Date 06/10/2016
Fun Time 08:53:31

Override ComboCode

Rate Override

662.90

Sub total amount for TRC in $ 26187.36

Dept Total hre for TRC: OVT 662.90

Dept Total amt for TRC: OVT 26187.36

Department Total in #

26187.36

Cornerstone
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Time Requiring Approval

Summary Report of Payable time that is still outstanding and needs to be approved

Favorites = Main Menu > Rutgers Reports > Time and Labor > Time Requiring Approval

& New Window (D H

Time Requiring Approval

Approve Payable Time

Time Requiring Approval Customize | Find | View 100 | B | 7 ris ET 1.50 of 5115 I Last
Time Combination
Dept Department Employee Employee Empl Job Job Code Hours . Hourly Override Estimated Code Dept Dept
D Description Name D RCD # Code Description s IAmount Reportin®  pate Rate Gross override on Aothityd  |Actwityz  [Comment  [Repariment Budget Tabie
Timesheet
Rutgers WORLD WAR | Hourly
I x d D. o
111111 Snoopy 00000000 © XXX | F YING ACE 03/29/2013 188 poilar 725 1363 Department Budget Table
2111111 University Brown, Charlie  gooooo00 o XXXXX PEANUT | 0511612013 1023 EITRAPAY- 1023 Department Budaet Table
Hourty 725
311111 University Lucy 00000000 o XXXXX |PEANUT I 0510212013 e Regular 3574 Department Budget Table
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RUTGERS

Rutgers Time Certifications for Federal Work Study

Summary Report of Federal Work Study student hours worked for the month

FWS Detail Activity
Department: XX ABC
Customize | Find | ¥ | 7 First £
Empl Job e Actual Employee Pay Period Paycheck
Name EmpllD oo ord Code  SobRDescription Fund Source @ Earninge EndDate lssue Date
1 Demo, Henry 000 |0 (XXXXX | SAMPLE 000 _ 32.63 09/13/2013 |09/20/2013
2 Demo, Henry ‘ooo |0 XXXXX  |SAMPLE 000 _ 97.88 09/27/2013 | 10/04/2013 |
2 'Demo, Henry (000 |0 [XXXXX  [SAMPLE 000 _ 54.38 10/11/2013 10/18/2013
4 Dema, Henry 000 0 XXXXX  SAMPLE 000 _ 94.26 1012512013 | 1110112013 |
5 Demo, Henry 000 |0 (XXXXX | SAMPLE 000 | 108.76 11/08/2013 | 11152013
6 'Demo, Henry 000 0 XXXXX SAMPLE 000 _ 54.38/11/2212013 [11/27/2013 | |
7 Demao, Henry 000 0 XXXXX  SAMPLE 000 83.38 12/06/2013 [12/132013 i
8 Dema, Henry 000 0 (XXXXX  SAMPLE 000 _ 61.63 1212012013 12202013 | .
9,De,mn_ Henry 000 0 | XXXXX  SAMPLE 2 . 01/03/2014 |01/10/2014 | |
10" Dema, Henry 000 0 (XXXXX_|*=+ TQTAL *** |000 630.80 _ TOTAL '
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Department Comp Time Report

Summary Report of Compensatory time employees in a department have worked, back
to one year

Department Comptime Report
To run this report for all departments you have access to, leave the fields blank and select View Report.
Department: 10445 @ University Human Resources
Employee ID: @,
From Date: el Thru Date: [
Custorize | Find | B ]
Employee Employee Empl Empl Class ” " Union Union Department Standard Hourly  Comp Balance
Name 1D Record  Description il I bste Quantity  code  Description D Hours Rate Remaining (Hours)  F2yable Amount
Toby Wyatt Human Resources .
1 Flordersan 00002021 0 XXXXXXXX Representative COMPE '02/28/2014  0.120000 XXX XXXXX XXXXX 37.50 4164 0120 480
Toby Wyatt Human Resources
2| Flanderan 00002021 0 XXXXXXXX Repraseniative COMPE |03/14/2014 2250000 XXX | XXXXX XXXXX ITED 4164 2370 98.70
Joby Wyall poooz0z1 0/ XXXXXXXX g:m’;;‘gﬂ:g“ COMPE |07/09/2014 3750000/ XXX |XXXXX XXXXX 3750 4164 6120 254,89
Toby Wyatt Human Resources | |
4| Frandersn 00002021 0 XXXXXXXX Roprasantative COMPE |07/10/2014  3.000000XXX | XXXXX XXXXX 37500 4184 9.120 370.83
| Toby Wyatt Human Resources | !
5| Fler deragn 00002021 0 XXXXXXXX i il COMPE |O07/11/2014 2850000 XXX | XXXXX XXXXX 37.50) 41864 11.970 49853
Ef:gdfr’:j: 00002021 0 XXXXXXXX Eg;’;’;e'j“gg:;c“ COMPE |07/12/2014  7.500000 XXX | XXXXX XXXXX 37.50) 4164 19.470 810.90
7 }‘l’:gd‘:ézﬂ 00002021 0 XXXXXXXX g:m’;g‘gﬂ:g“ COMPE |07/14/2014 2250000 XXX |XXXXX XXXXX ars0| 4164 21720 90461
8 }?:J;gég‘; 00002021 0] XXXXXXXX gg;z’;g‘;:ﬂ:;“s COMPE |07/15/2014 | 0630000 XXX | XXXXX XXXXX 3750 4184 22350 930.85
of Toby Wyall 55002021 0 XO0KXXXX g:;“;’;;‘t’;ﬂ::“ COMPE [O7/16/2014 | D630000/XXX  [XXXXX XXXXX 2750) 4164 22,980 957.00
Toby Wyatt Human Resources
10| o deragn 00002021 0 XXXXXXXX Repressntaitie COMPE |[07M7/2014 2505000 XXX | XXXXX XXXXX 750 4164 25485 106142
Toby Wyatt Human Resources
1| o eran 00002021 0 XXXXXXXX ity COMPE |07/18/2014 1500000 XXX | XXXXX XXXXX 3750|4164 26.985 1123.89

3 e
||
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RUTGERS

Department Overtime Report

Summary Report of Overtime employees in a department have worked

RUTGERS

Favorites : Main Menu > Rutgers Reports > Time and Labor > Department Overtime Report

Department Overtime Report

To run this report for all departments you have access to, leave the fields blank and select View Report.

Department | @,
Empl ID @, | View Report |
Customize | Find | B | 5 Fust B 1071 12 (oo
Employee Employee Empl Class Union Union Standard Hourly Payable
[y o R (Gl Description Code  Description Hours Rate  Amount |
1 0 |
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RUTGERS

Roster of Employees Paid
Report of employees paid for Payroll (can be pulled up by Payroll date)

Roster of
Employees
Paid

Rutgers
Reports

RUTGERS

Favovrites Ma]nvl'v'lenu > Rutgers Reports > Roster of Employees Paid

Roster of Employees Paid

Department: xxxxx Demonstration Department Pay Calendar Check Date: 07/29/2016 Payroll Status:  Final

Customize | Find | B | #  First £ 420 020 7 Lost

Empl Job Earnings Payment Issued Check
Name Empl ID Record | Code Job Title T Total Gross By Job T Date
1 Charlie Brown XXXXXXXX |0 XXXXX PEANUT | Regular Salary £2,197 83 Advice 072912016
2 Snoopy X00xxxx |0 xxxxx  WORLD WAR | FLYING ACE Reqular Salary $2 61552 Advice 07/29/2016
3 Lucy Xxxxxxxx |0 XXXXX PEANUT II Other $-102.82 | Manual 11202015
4 |Meptaomery.Lisa RoosE%E3 |0 XXXXX | PEABIUE HSST |LPAYRL Regular Salary $1,979.99 Chk+Advice 07/29/2016
TN !
. (=Y Available only to PeopleSoft l
I
: %  Approvers I
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Active Payroll Employees
All Employees on Payroll per Department

Active Payroll Employees

Favorites - Main Menu > Rutgers Reports » Active Payroll Employees

Department: 730001 NJMS-PHRI CENTER

DeptlD Name Empl ID
1/Z30001 | All PhD,Muhammad 00106949
2|Z30001 Aniston Jennifer 001034867
3730001 Bates PhD,Norman 00106955
4 730001 Bergen Candice 00106964
5 730001 Bergman ingrid 00104650
§/Z30001 Berry,Hallie 00109249 |
7 Z30001 Bixby,Bill 00101900
2 730001 Blaze Rueben 00106860

Empl Empl
Record Class

04
04
04
04
01
D4
04
04

Rutgers
Reports

Job Code

04442
04300
04442

04441

GDO1F

|04300
04300
04442

Job Titie

|PUBLIC SAFETY

| SERVICE MAINTENANCE
SERVICE MAINTENANCE
ServiceMain Worker Casual

| ServiceMain Worker Casual
| SERVICE MAINTENANCE
| servicemain Worker Casual
| Laberatory/Tech Asst |

Casual

DISPATCHER

Active Payroll
Employees

Pay Status

Active

| Active

Active

Active

Active
| Active

Active
Active

Compensation
Hire Date Coi nsation

12/19/2006

108/13/2010 |
12/19/2006

12/19/2006

12101/2015

0319/2012 |
|0203/2015
12119/2006

15.16

11.50|
26.03

32.43

60,220.00

32.00|
16.50
72814

: T
Customize | Find [ B | B Fuze O 140t or101 D Los

Expected Job Last Check =
End Date Izsued Date Supervisor Name

Cornerstone’ |
Transforming the Way We Work af Rutgers
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RUTGERS

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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