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PROCEDURE FOR MANAGER SELF SERVICE
In an effort to automate and streamline the procedure for confirming payable hours, the Payroll department is excited to announce the implementation of Manager Self Service.  Implementing Manager Self Service at the department level will mean the end of forwarding paper copies of signed Time and Labor Detail Reports (“706”), thus reducing paper and the chance of lost reports.  In addition, this automation helps the Payroll department to reduce the time spent on this critical control process and tracking paper reports thus redeploying that time into providing greater customer service for our clients.  Your commitment to this process is necessary and greatly appreciated.    
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	Pay period starts:
	July 3
	Employees or Timekeepers to submit time:
	Weekly on Thursdays (July 7, 14)

	Pay period ends:
	July 16
	Managers / Approvers to approve time:
	Weekly on Fridays (July 8, 15)

	Pay checks issued
	July 22
	
	


Critical Monday is the Monday immediately preceding the issuance of paychecks, in the above example it would be Monday July 18th.
Payroll Wednesday is the Wednesday immediately preceding the issuance of paychecks, in the above example; it would be Wednesday July 20th.
Time Administration Process (“Time Admin”) is the process within PeopleSoft HR that updates the employee’s reported time to payable time. This process runs at 12:00 noon on most days and finishes approximately 3:00.   
Calendar instructions for Employees and Managers / Approvers:

Employees enter their time (weekly) on Thursdays, either through employee self service or through a timekeeper process.  This requires the employee to estimate and submit their anticipated working hours for Friday.  

Changes to the estimated hours are able to be made either by the Manager / Approver or the employee on Friday morning.  Managers / Approvers approve their employees’ timesheets on Fridays for the current week.  Any changes made to an employee timesheet on Friday morning will be processed by the Time Administration Process by approximately 3:00pm at which time the Manager will need to approve the new time.  The Time Admin process updates the employee’s timesheet with the appropriate changes.  In general, Approvers should remember that if there is a change to any reported time, the Time Admin process must run before an Approver can approve.  If Time Admin has not run, you will be unable to see the changes made to reported time either by your employee or yourself. 

Important:  All timesheets MUST be approved by noon on Payroll Monday to avoid the exception process (see below).  

For Managers / Approvers:

Accurate time reporting is an important part of your responsibilities as a Manager.  To help you assure that the time you are approving is accurately reported, we suggest that each individual Manager devise a verifiable time tracking method based on their department’s needs.  Below are some suggestions:  

· If your employees are utilizing “Employee Self Service” and are reporting their time via the electronic method, you could require that they email you with “exception time” (exception time is time that is not their “regular” time, such as sick, personal or vacation used).  

· If your employees are turning in paper timesheets to a Timekeeper, you could require the Timekeeper to send an email certifying that all time is entered and correct. 

· For those employees (mostly Faculty) not entering time via self service or a timekeeper, an email notification sent to Managers / Approvers stating exception time or lack thereof could be required.   
Email reminders to approve:

On Friday mornings, all Managers / Approvers will receive the following standard, automated email message from “HR Direct” as a reminder:

Please remember to log into HR Direct (link below) and approve any remaining payable time for this pay period.

This email is system generated, and you cannot reply to this email.  

If you have any questions, please contact the Payroll Department at (508)856-1944 or Payrollumms@umassmed.edu.

https://sm-prd.hcm.umasscs.net/psp/hrprd90/EMPLOYEE/HRMS/h/?tab=DEFAULT
On Friday afternoons and Monday mornings, all Managers that have not yet approved their employee’s time will receive the following standard, automated email message as a reminder:

As of this time one or more of your employees has time and labor hours that needs your approval.  Please log into HR Direct (link below) and navigate to Manager Self Service, Approve Payable Time page and approve time by the end of business today.

This email is system generated, and you cannot reply to this email.

If you have any questions, please contact the Payroll Department at (508)856-1944 or Payrollumms@umassmed.edu.

https://sm-prd.hcm.umasscs.net/psp/hrprd90/EMPLOYEE/HRMS/h/?tab=DEFAULT
Steps to Approve:
Log into HR Direct utilizing the same user ID and password you use to retrieve your paystubs.
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On the left hand side, click on: Manager Self Service, Time Management, Approve Time and Exceptions and Payable Time:
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Click on the magnifying glass to find your group.
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Once you click on your Group ID, scroll to the bottom of the page and click, “Get Employees”:
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Confirm these are your employees.  If all hours are correct, you can click on “select all” and “approve”.  
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Once finished with that, you have completed approving time.
If you want to change the payable time on one employee’s profile:  click on the employee to get to this screen:
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If you determine the hours were correct, you can still approve from this page, by clicking on “Select All” and “Approve”.

If you wish to make a correction to a particular day, click on the “select” button of the day you wish to change and the “Adjust Reported Time” button.

Enter the corrected number of hours on the day you selected and locate the correct Time Reporting Code (TRC) by clicking on the drop down menu.
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IMPORTANT: each day must add to the number of hours on the employees schedule for that day (for example: if your employee works 40 hours per week / 8 hours per day and takes 4 hours of vacation time on Wednesday, 5/16, you must enter: 4 TRC: Regular and in the next lower line, 4 TRC: Vacation).  If the hours do not match, you will receive an error.
Once you have completed your changes, click “Submit” and go back to the approval page to “Approve”.

Once finished with that, you have completed approving time.  

The Exception Process:
It is your responsibility to ensure that your employees’ time is accurately reported.  Because the on-line approval process is the standard school process and the accuracy of reporting employees’ time is critical to safeguarding school assets, a listing of Managers that have used the Exception Process will be reported to the Controller for review.  Any Manager requiring frequent exceptions may be required to attend additional training. 

The following communications (in green) will be sent to approving mangers that have not completed their approval process before the payroll run deadline.  

Because we have not secured electronic approval of your employee’s time prior to the deadline, an email authorization, along with an attached Time and Labor Detail Report will now be needed.  Please follow the steps below to return your approval to us:

· Log into the Summit, “HCM: Department Admin” site.
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· Click on the tab marked “Time and Labor”.
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· Locate the appropriate pay period on the left side of the page.
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· Download the report to Excel and save.
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· Open the report in Excel and make any needed changes.  

· Reports should be attached to an email indicating your approval of the attached time and highlighting changes, if any.  The email should be directed to PayrollUMMS@UMassMed.edu .  
All questions regarding these instructions should be emailed to PayrollUMMS@UMassMed.edu.
Frequently Asked Questions:
Q.  When do my employees need to submit their time?

A.  All employees should be submitting their time on a weekly basis on Thursdays of the current week.  This will require estimating Friday’s hours.  If the time estimate for Friday is not correct, you and your employee will have time to change the hours.

Q.  I am a Manager / Approver, when do I need to approve my employee’s time?

A.  All Managers need to approve payable time no later than “Payroll Mondays” at noon time in order for their approval to be considered timely for the payroll.  However, Managers are encouraged to approve payable time for their employees on Fridays, on a weekly basis.  The Time Admin process runs each day at 12:00.  It takes approximately 3 to 4 hours to complete. 

Q. What happens if my employee’s estimated Friday time is not right?

A. Your employees are able to make changes to their timesheets up until “Payroll Monday”.  Once the correction has been made, the noon Time Admin process needs to run to update the time.  After that process is completed and has updated the employees corrected time (approximately 3:00pm), the Manager / Approver can reapprove as before.  If you do not see your employee’s newly entered time, it simply means Time Admin has not run.  

Q. what if I discover a needed correction after the payroll has been processed?

A. If you discover the error after the payroll has been processed, you would need to turn in a corrected timesheet as before.  This is the link to the corrected timesheets: http://inside.umassmed.edu/hr/forms/home.aspx?linkidentifier=id&itemid=46356.  Midway down the page, you will see:
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Q. My employees are in an entirely separate area than me, how do I ensure I am approving the appropriate time? 
A. Accurate time reporting is an important and mandatory part of your responsibilities as a manager.  To help you to be confident that the time you are approving is accurately reported, we suggest that each manager devise a verifiable time tracking method based on their department’s individual needs (see page 3 for suggestions).  

Page 3 of 14

