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Managing Exceptions (Warnings and Errors)
Managing Exceptions

Exceptions (Warnings and Errors) are produced by the Time Administration process (which applies rules and
edits). Exceptions are reviewed by time keepers using the Manage Exceptions page.

Messages may have one of three severity levels:

High-severity Messages
These messages are regarded as errors and will prevent time from being paid unless action is taken.

Low and Medium-severity Messages
These messages are both treated as warnings. They will not prevent time from being paid.

The Manage Exceptions page displays selected messages listed in a grid format. The grid contents may be
transferred directly into an Excel spreadsheet.

Procedure

Consider this Scenario:

You are going to view the Manage Exceptions page to see what exceptions (errors and warnings) have been
reported for a group of employees.

Key Information:

Group ID: You will use the Group ID(s) you have access to, for example, WTEST
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Step Action

1. Begin by navigating to the Manage Exceptions page.
Click the NavBar link in the top right hand corner of the page. @
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Step Action
2. Click the Manager Self Service link.
3. . . . . .
Click the Time Management link and then Approve and Exception folder. Then click the
Payable Time link.
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b Pracess Time b New Window | Hel | 8, #
> Approve Time
> Wiew Unprocessed Time "
= View Exceptions and Manage Exceptions
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- Description Value
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- Payroll for Morth America Lasthame l:lQ
[ Global Payroll & Absence First Name l:lQ
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- Payroll Interface Business Unit l:lO\

- Workforce Development

(> Qrganizational Development Job Code l:lq

1> Enterprise Learming

(- Warkforce Monitoring Department l:lQ
(- Pension

> Campus Community Supenvisor ID l:lq
- Student Recruiting Reports To Position Mumber l:lq
[ Student Admigsions

> Records and Enrollment Workgroup l:lq

> Curriculum Management
> Financial Aid Employee Type [ e
(- Student Financials
Eéﬁﬁm‘ﬁ.ﬁaﬁ;gﬁ? Clear Selection Criteria Save Selection Criteria Get Employees |
> SetUp HRMS

> SetUp SACR

> Enterprise Components
> workist LiJ
[+ Application Diagnostics
> Reporting Tools
[ LS Cusiny i ine | B First 4 1o 1 [ Last

[ PeopleTools . i = o
O Detail =0
- Data Models vernenw =

= P&Unit Allow Exception
|- Change My Password [LIX

- My Persanalizations

I v System Profle o 01/21/2008

|- My Dictionary v < | n

Click to View Additional Information

Description Date Name Job Description Severity

I£3

Step Action

4, Use the Manage Exceptions page to review, allow, or clean up exceptions.

You can enter a Group ID, Employee ID, or search all EmplIDs. Up to 100 exceptions display
per page.

5. In this example, you will view exceptions for a campus group.
Enter the desired information into the Value field for the Group ID.

Enter your Group ID, for example, WTEST

Click the Get Employees button.
| GetEmplovees |
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> Process Time r ¥ Filter Options -
> Approve Time
> Wiew Unprocessed Time [Exceptions
= View Exceptions and Overview Y  Details
Attendance
- Allow ﬁ;ﬁ‘—' Description Date Name Job Description Severi
— Exceptions History o
— Attendance Histary [ UCD040A0 ‘Qﬁ?ﬁﬂﬁm DRRIMEE 039008 Arthur Crowley Electronic Computer Operator | Low
— Attendance Actions
> Enroll Time Reparters O ucnosoan WARNING Na Owerride 4y amnne arur Growley Electronic Computer Operator | Low
[> Reports Rate found
— Time and Labar Set Un
e O ucoodoan PaRNING No OYINe 4050008 arthur Crowley Electranic Computer Operatar|  Law
- Payroll far Morth America WARMING M 4
- Glohal Payroll & Absence O veansoso oot O OeMER 0ier2008  Christine Avery Electronic Computer Operator | Low
EWg&!!g;egzsslwmem 0O ucoodosn QQSEE%ND O¥eriie 0412008 Christine Avery Elsctronic Computer Operator | Low
- Organizational Development
- Enterprise Learing O ucoodoan ;VQSELN"%N“ Overmide  yom7r2008  Christine Avery Electronic Computer Operator | Low
(- YWorkforce Monitoring
- Pension 1 uUcoosnap WARNING Mo Dwerride 4oy 45008 Egward anderson Electronic Computer Oper. Il Low
> Campus Community Rate found
[ Student Recruiting
SN GRS 0 ucooansg PARMNG NG O¥IEE 0050008 Eward anderson Electronic Computer Oper_ I Low
> Records and Enrollment WARNING Mo O "
> Curriculum Management Fl UCO0404A0 0 OVerde o 7m00e  Edward Anderson Electronic Computer Oper. Il Low B
> Financial Aid Rate found
Eiﬁzﬂ‘ﬂrﬂ'ﬂ:iz’;em O ucoodoan ‘Qﬁ?ﬁﬂﬁm Overmide  yoigz008  Edward Anderson Electronic Computer Oper. I Low
(> Contributor Relations
> 58t Up HRMS ucnonsan ETOR-BESEHIS S napanng  ina Ewing Stat Assaciate U ofM High
> S8t Up SACR
P e ucnoneAg EEOR - DBSSEHOUS pgrsnznng - Gina Ewing Start Assaciate U of M High
[+ Application Diagnostics -
P e e ucnonsap ERROR-BESEHIS < naazung  gina Bwing Statf Associate U of M High
> Reporting Tools
> Uass Custom Ucnopsap ERROR-Base HIs <= 4 050008 Gina Ewing StattAssociate LU ot High
> PeopleTaols Sehed Hrs
[* Data Moels O uUcoosean VHVQEELNG Imealid TRG.0M 4 0132008 John Janes Stafl Associate U ofM Laow
|- Change My Password _
I My Personalizations UC00540 E?higirfase HIS <= 10132008 Jennifer Heywood Staff Assistant U of M High
= My System Profile L hd
|- My Dictionary LAk | >

The exceptions for the group are displayed in the Exceptions section.

Click the Expand Section button for Filter Options.
>
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> Process Time r ~ Filter Options -
> Approve Time
> Wiew Unprocessed Time
< View Exceptions and Date equalta [ m
— Exceptions Higtory Severity.
— Attendance History
— Aftendance Astions Exception |0 1
[> Enroll Tirme Reporters
[ Reports Run Contral Id; ‘ ‘
= Time and Labar Set Un
Center
- Payroll far Morth America
- Global Payroll & Absence
Myt
[ Payroll Interface Overview Y  Delais
- Workforce Development "
> Organizational Developrnent Allow IEDX"L ition Description Date Name Job Description Severity
> Enterprise Learning - Ty ——
[ Workforce Monitoring ] UCoo40A0 0RO 40122008 Arthur Crowley Electronic Computer Operator | Low
> Pension Rate found
[ Campus Community WARNING No Owerride
> Student Recruiting O UC0040A0 Rate found 10M8/2008  Arthur Crowley Electronic Computer Operatar | Low
> Student Admizsions y
b st ad Eralme [0 uUcoodoan WARNING NODweride oy enns ahur Gromley Electronic Computer Operator|  Low
Rate found
> Curriculum Management
> Financial Aid 1 uUcoodoan WARNING NODWeride gy ponng Christing dvery Electronic Computer Opsrator|  Low
(> Student Financials Rate found
(> Academic Advisement
F Ery B iis O ucooansg PARMNG RO OVEMEe 0149008 Christine avery Electionic Computer Operator| Low
> Set Up HRMS
> Set Up SACR O uUcoosnap WARNING Mo Dwerride 4o 75008 Crristine avery Electronic Computer Operator| Low
[ Enterprise Components Rate found
[ Worklist WARNING Mo Override
> Application Diagnostics (] UC004040 Rate found 10142008  Edward Anderson Electronic Computer Oper. I Low
> Tree hanager
> Reporting Tools [ ucoosoag WARNING Mo O¥erride g a005  Eqward Anderson Electranic Computer Oper. I Lowe
Rate found
- UMass Custom
(- PeopleTools Fl Ucnn4pag WARNING No Override 4 5n0e Eward Anderson Electronic Cormputer Oper. Il Low
[ Data Models Rate found
- PEURit
L el B O ucoodosn panmiNG No OVINee 05008 Edward Andersan Electranic Carnputer Oper, I Low
|- My Persanalizations
- My Systern Profle L UC000540 gghﬂii' Basa Hrs < 042619008 Gina Ewing Statf Associate U ofhl High ~
| My Dictionary =] ched Hrs

Step Action

9. Use the Filter Options section to further control which exceptions the system displays.

10. Click the Collapse Section button.
[~

11. The Overview tab displays the Exception IDs.

12. The Severity column displays the severity of the exception: High, Medium, and Low.

The system does not create payable time for a day when a time reporter has an exception with
severity of High. These are considered Errors.

The system does create payable time for when exception severity is Low or Medium. These are
considered Warnings.

13.
Click the Details tab.
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[ Process Time

> Approve Time

> Wiew Unprocessed Time
= View Exceptions and
Attendance

ET—)

-~

¥ Filter Options

Orverview ! Details

— Exceptions Histon Allow ExceptionID Description Date Name Source Last Update Date
— Attendance Histary
— Attendance Actions WARNING Mo O "
& Enrall Time Reparters 0O ucooano  JRRERS O OVEIMINE 4011212008 Arthur Crowley Time Administration 12/30/2008 4:56.16F
[ Reports ELE (N
— Time and Labar Set Un
e O ucooqoeg  DORMNONROWIE 40155008 athur Crowiey Time Adrinistration 1273012008 4:56:16F
(- Payroll for Norh Ametica
- Global Payrall & Absence O ucoodoan ‘éV;STD‘LN"%N“ Overide 4 nass0s  Christin Avery Time Administration 1203002008 4561 6F
- Payroll Interface
> Warkforce Development O uUcoodoao ‘Q’A‘RT‘N%N” Overnide 4 nngmo0s  Christine Avery Time Administration 12/30/2008 4561 6F
> Organizational Development Ate faun
- Enterprise Learning
" ‘Workforce Monitaring O] UCO040A0 \évémmm Overmde  yogz008  Christine Avery Time Administration 12130/2008 4:56:16F
- Pension
> Campus Community WARNING Mo Override N
'~ Student Recruiting O UC0040A0 Rate found 10M7/2008  Christine Avery Tirme Adrministration 12/30/2008 4:56:16F
- Student Admissions
- Records and Enrollment O ucooaosy  ARNNGRODVICE 4542008 Edward anderson Time Administratian 123012008 456:16F_
> Curriculum Management L3 I
(> Financial Aid
P L CHe Tl O uconansy  ARWNGHODVMSE  q5n50008  Edward anderson Time Administration 12/30/2008 4 5616F
(> Academic Advisement
(> Contributar Relations WARNING Mo Override
e 00 ucoodosn  [AREINS 1011772008 Edward Anderson Time Administration 123002008 4,561 BF
> Set Up SACR
> Enterprise Componants O ucooqoey  PRRMNGNOOVOE q0qs008  Edward Anderson Time Administration 12/3012008 456:16F
> Worklist ate foun
[+ Application Diagnostics -
b s D ucnoosan  SROR-BESEHE < napapang  cina Ewing Time Administration 01122008 53637
> Reporting Tools
| W Elwst ucnoogag  ERROR-DBaseHOUS ponangng  Gina Ewing Time Administration 01/12/2008 53637F
- PeopleTools far Sched
- Data Models
- BEUni N % perzarzong  Gina Ewing Time Administration 0171202009 £36:37F
PSURIt UCO00SAD ERhROdT_{ EREBIHS
= Change My Password B 1S
= My Persanalizations -
L i s e ucnoosan  Srror-BERE RISy oy ap0ne  Gina Ewing Time Adrinistration 1273112008 24722 ¢
| My Dictionary vig I 3

14.

Use the Details tab to view the details of the exception.
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[ Process Time

> Approve Time

> Wiew Unprocessed Time

= View Exceptions and
Attendance

A Al

— Exceptions History

— Attendance History

— Attendance Actions
[> Enroll Tirme Reporters
[ Reports
= Time and Labar Set Un

Center
- Payroll far Morth America
- Global Payroll & Absence
Myt Reports
- Payroll Interface Supervisor To
[ VWorkfarce Development D Paosition
[ Organizational Development Number
[ Enterprise Learning
- YWorkforce Monitoring 3 Excep Hrly UMCEM CR16300 Information Technology Service 10013595 A_MTA
(- Pension
> Campus Community N =
- Student Recruiling 3 Excen Hriy UMCERN CE16300 Infarmation Technology Service 10013535 A_WTA
[ Student Admigsions
| G i e 3U  ExcepHry  UMGEN 816300 Information Technology Service 10013505 A_MTA
> Curriculum Management
- Financial Aid
> Student Financials 3 Excep Hrly UMCEN CH16300 Information Technology Service 10013595 A MTA
(- Academic Advisement
[+ Contributor Relations
> Set Up HRMS 3 Excep Hrly UMCEM CR16300 Information Technology Service 10013595 A_MTA
> SetUp SACR
R B e 3U BxcepHry  UMCEN 816300 Infarmation Techriology Service 10013535 AMTA
[+ Application Diagnostics
> Tree Manager I Excep Hrly UMCEN C816300 Information Technology Service 10013595 A MTA
> Reporting Tools
- UMass Custom
> PeopleTools I Excep Hrly UMCEN CH16300 Information Technology Service 10013595 A_MTA
- Data Models
= P&Unit i
|- Change y Password
- My Persanalizations
= My System Profile _1U Excep Hrly UMCEN CE16300 Information Technology Service 10013585 A_MTA hd
[ Mw Dictianary v € 3

ode Employee Type il Unit  Department Description

Workaroup

Excep Hrly UMCERN CE16300 Infarmation Technology Service 10013595 A_MTA

Step Action

15. Scroll to the right and click the Download icon (top right of page, next to the word FIND) to
download the exceptions list to an Excel spreadsheet.

16. Review selected exceptions to determine their cause and how to resolve them. Correct reported
time or other data as necessary by going back to the timesheet and correcting any day with a
“high” exception (error).

17. Congratulations! You have successfully viewed exceptions that have been reported on the
Manage Exceptions page.
End of Procedure.
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