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Viewing Details of Employee Payable Time

The Payable Time Detail page displays each day's payable time, including the time reporting code (TRC) for the
time. The number of units, amounts, or hours for the TRC also displays.

The system displays the date of the reported time and the current status of the payable time. The payable status
records the progress of payable time through its different stages.

Remember: Reported time (time entered by a time keeper) becomes Payable time (when the system has
applied rules and changed some codes such as overtime) and then Payable time will eventually be uploaded
to a Paycheck.
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Procedure

Consider this scenario:
You are going to view payable time detail information for an employee.
Key Information:

EmplID: 10107833

¥ Employee Self Service

Report Time Personal Details

My Preferences Direct Deposit Comments and Attachments

Last Pay Date 07/28/2017

-

o

M-4 (MA State) Tax Information W-4 Tax Information View W-2/W-2¢c Forms

m FED TAXES

= | M | B

Step Action

1. Navigate to payable time by:
Clicking the NavBar @ in the top right hand corner of the page.

Then click the Manager Self Service link.
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NavBar: Navigator # x NavBar: Navigator
L | UMass Custom folder > Bl @ | Manager Self Service
Recent Places Self Service folder 3 Recent Places O [ L
Manager Self Service folder 3
My Favorites My Il'avn.rfles
Time and Labor folder b
E Set Up HCM folder 3 —
MNavigator Navigator
Worklist folder 3
Reporting Tools folder 5

Classic Home

Classic Home

»|

Step Action
2.
Click the Time Management folder.
3.
Click the View Time folder.
4.

Click the Payable Time Detail folder.
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ORACLE

= Vigw Time -~

—Weekly Time Calendar
— Daily Time Calendar
— Time anig Labar

= Monthly Time Calendar]

Mew Window | Help | 5, 4

Payable Time Detail

Launch Fad
— Payable Time
Summary

ed
Summary
— Forecasted Time
Detail
— Cormpensatary Tirme
— Accumulatars
— Ouettime Balances
— Dwertime Requests
—Absence Request
History
—Absence Balances
— Mananer Search Options
[ Job and Personal
Information
[» Compensation and Stock
[ Learning and
Development
> Performance Management
— Review Transactions
- Recruiting
- Warkfarce Administration
- Benefits
- Carmpensation
- Time and Labor
[ Payroll for Morth Ametica
[ Global Payroll & Absence u
Mgmt
- Payroll Interface
- Workforce Development
- Organizational Developrment
(- Enterprise Learming
- Workforce Manitoring
[ Pension
[ Carnpus Comrmunity
(- Student Recruiting
- Student Admissions
[ Records and Enrollment

> C Ent halhl

Select Employee

=

Description Value

—

Business Unit

Reports To Position Mumber
Warkgroup

Employee Type

Clear Selection Criteria | Save Selection Criteria | Get Employees ‘

[Employees For Rebecca Burke L_

Name EJ'"—DM EmplRcdNbr  Joh Code  Job Description %‘L Unit D

Mame 0

GnTn" Manaoer Self Service

£

Step

Action

employee.

Use the Employee Selection Criteria section of the Select Employee page to select an

Emplid

Enter the employee id in the field:

Click the Get Employees button.

| Get Emplovees |
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ORACLE

= Vigw Time
— Manthly Time Calendar|
—Weekly Time Calendar
— Daily Time Calendar
—Time and Labar

|

Mew Window | Help | 5, 4

Payable Time Detail

Launch Fad
— Payable Time
Summary

— Forecasted Time
Summary
— Forecasted Time
Detail
— Compensatary Time
— Accumulatars
- e Balances
— Dwertime Requests
—Absence Request
History
—Absence Balances
— Manager Search Options
[ Job and Personal
Information
> Compensation and Stock
[ Learning and
Cevelopment
[ Performance Management
— Review Transactions
- Recruiting
[ Warkforce Administration
- Benefits
> Campensation
- Time and Labor
[ Payroll for horh Ametica
[ Global Payroll & Absence o
Mgmt
- Payroll Interface
- Workforce Development
- Organizational Development
(- Enterprise Learning
- Workforce Manitoring
[ Pension
[ Canpus Community
- Student Recruiting
[+ Student Admissions
[ Records and Enrollment

> C Ent haled

Select Employee

=

Description Value

Graup ID l:lQ
O
L=
[ -

L =

EmpllD

Empl Rcd Nbr

Last Name

First Name

Business Unit

Joh Cade

Department

Supervisar 1D

Reports To Position Mumber
Warkgroup

Employee Type

Clear Selection Criteria | Save Selection Criteria | Get Employees

[Employees For Rebecca Burl b

Name EJ'"—DM EmplRcdNbr  Joh Code  Job Description Unit  De

Bryron Ludwig 10107833 0 14¥08 Electronic Computer Infarmation Technology

Cperator | Ca18300 Service

UMCEN

IE3

Step

Action

Click the Name link.
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ORACLE

Mew indow | Helo | &

= Vigw Time

— Monthly Time Calendar|

—Weekly Time Calendar

- . .

T Payable Time Detail
Launch Fad

— Payable Time
Summary

|

Biyron Ludhwig Employee |D: 10107833

Job Title:  Electronic Computer Operatar | Employee Record Number: 0
— Forecasted Time Payable Time Detail displayed for up to thirty-one days. There is no payable time for the date selected.
Summary
— Forecasted Time
Detail
— Cormpensatary Tirme
— Accumulatars >
— Ouettime Balances
— Dwertime Requests
—Absence Request
History
— Absence Balances Date Status
— Mananer Search Options
[ Job and Personal
Information
[ Compensation and Stock GoTo:  Manager Self Service
P LEETo ) 1] Tirme Management
Development
[> Perfarmance Management Return to Select Employee
— Review Transactions
- Recruiting
- Warkfarce Administration
- Benefits
- Carmpensation
- Time and Labor
[ Payroll for Morth Ametica
[ Global Payroll & Absence u
Mgmt
- Payroll Interface
- Workforce Development
- Organizational Developrment
(- Enterprise Learming
- Workforce Manitoring
[ Pension
[ Carnpus Comrmunity
(- Student Recruiting
- Student Admissions
[ Records and Enrollment
[ ent hd

9 |[£] [ Retresh

Reason Code Type Quantity Taskgroup

Step Action

9. You can hide the left navigation menu by clicking the minus button on the line that has “Menu”.
You will then have the full screen available.

=]
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»

Mew Window | Hely | 2

Payable Time Detail

Byron Ludhwig Ernployee ID: 10107833
Joh Title: Electronic Computer Operator | Employee Record Mumber. 0

Payable Time Detail displayed for up to thirl-one days. There is no payable time for the date selected

Start Date: |01/15i2000 |[F]  End Date: 012172008 |3 (2 Refresh

>3

" Task Reporting Elements

Overview | Time Reporting Elemerts
pate Status  Reason Code E—'—“"')'(‘I‘; Reporting  y;,, Quantity Taskaroup

GoTo:  Manager Self Service
Time Managerment
Return to Select Employes

Step

Action

10.

Use the Payable Time Detail page to view the details of an employee's payable time.

11.

The Start Date and End Date fields default to the current week.

Enter the pay period begin date for the start date

12.

Enter the pay period end date for the end date

13.

Click the Refresh button.
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M Window | Hely | 2

Payable Time Detail
Byron Ludhwig Ernployee ID: 10107833

JohTille:  Electronic Computer Operator | Employee Record Mumber. 0
Payable Tirme Detail displayed for up to thiry-one days.

Select Payahle Statuses toview from the Pavable Status Filter expandable section.Use the Refresh
button to refresh the display of the selected statuses
StartDate:  [10/01/2006 [ End Date: [10r30i2008 [[5) (2 Fefresh

Overview Y Time Reporting Elements | Task Reporting Elemerts | ChariFieids

Date Status Reason Code g‘)‘(}z Tvpe Quantity Taskaroup

10i01/2008 Taken by REG Hours 7.500000 UM_EXP
Payrall

10i04/2008 Taken by REG Houre 7.500000 UM_EXP
Fayroll

10i05/2008 Taken by REG Hours 7.500000 UM_EXP
Fayroll

10i06/2008 Taken by REG Hours 7.500000 UM_EXP
Payrall

10/07/2008 VElEm 7 REG Haurs 7.500000 UM_EXP
Payroll

1000812008 Taken by REG Hours 7.500000 UNM_EXP
Payroll

1011112008 JLekenley REG Hours 7.500000 UM_EXP
Payroll

GoTo:  Manager Seff Service
Time Managemesnt
Eending Exceptions
Return to Select Employee

Step

Action

14.

The Overview tab displays each day's payable time, including the Status and Time Reporting
Code for the time.

15.

The Status column lists the status of the time reported.

 Approved indicates that the department has approved the time reported and it is ready to load
into payroll

* Needs Approval indicates that the time reported is waiting for approval by the department.

» Closed indicates that the time reported has been processed and paid by payroll.

* Rejected indicates that the time reported has been rejected by payroll.

» Taken by Payroll indicates that time is currently being processed.

16.

Click the Time Reporting Elements tab.
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Payable Time Detail
Byron Ludhwig Ernployee ID: 10107833

Joh Title: Electronic Computer Operator | Employee Record Mumber. 0
Pavable Tirme Detail displayed for up to thiry-one days.

Select Payahle Statuses toview from the Pavable Status Filter expandable section.Use the Refresh
button to refresh the display of the selected statuses
End Date: [ [ Refesh

Elements Y Task Reporting Elements | ChartFislds

Time
Date Status ﬁﬁzzm Reporting Type Quantity Taskaroup CuwrrencyCode Country State Locality Billable Rate Code Override Rate
Code
Taken
10/0172008 by REG Hours 7.500000 UM_EXP usD
Payroll
Taken
10/0412008 by REG Hours 7.500000 Um_EXP usD
Fayrall
Taken
10605/2008 by REG Hours 7.500000 UM_EXP usD
Fayroll
Taken
106062002 by REG Hours 7.500000 UM_EXP usD
Fayroll
Taken
10607420028 by REG Hours 7.500000 UM_EXP usD
Fayroll
Taken 1
10608i2002 by REG Hours 7.500000 UM_EXP usD
Fayroll
Taken
101142008 by REG Hours 7.500000 UM_EXP usD
Fayroll
~

17.

Use the Time Reporting Elements tab to view more payable time information.

18.

Click the Task Reporting Elements tab.

[Task Reporting Elements|
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L ORACLE'
»

Mewe Window | Help | &5, 4

Payable Time Detail
Byron Ludhwig Ernployee ID: 10107833

JohTille:  Electronic Computer Operator | Employee Record Mumber. 0
Payable Tirme Detail displayed for up to thiry-one days.

Select Payahle Statuses toview from the Pavable Status Filter expandable section.Use the Refresh button
to refresh the display of the selected statuses

StartDate:  [10/01/2008 | EndDate: 1053072008 |5 (2 Reresn

Time Reporting Elemerts ' Task Reporting Elements | ChartFields

Time
Reason o . _ _ Approval Process

Date Status Code g:‘)lgnmg Type Cuantity Unit Combo Code Shift Shift Combo Code Datetime User ID 3
Taken

10012008 by REG  Hours  7.500000 e SUMAagEIZT 1
Payroll
Taken

100452008 by REG  Hours  7.500000 WKNDSFT2 e SUMAgEEI T 1
Fayroll
Taken

100572008 by REG  Hours  7.500000 WKNDSFT2 e SUMaaggazl 1
FPayroll
Taken

100872008 by REG  Hours  7.500000 e SUMaaggazl 1
Fayroll
Taken

100772008 by REG  Hours  7.500000 e SUMaggga1l
Fayroll
Taken

100872008 by REG  Hours  7.500000 By SUMaBggazl 1
Fayroll
Taken

100172008 by REG  Hours 7500000 WKNDSFT2 B SUMagggazl 1
Fayroll v

< S

Step Action

19. Use the Task Reporting Elements tab to view more payable time information, including the
Approval Process Datetime and the User 1D of the approver.

20.
Click the ChartFields tab.
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Payable Time Detall displaved for up to thify-one days.

Select Payable Statuses to view from the Payable Status Filter expandable section.Use the Refresh
buttan to refresh the display of the selected statuses

Start Date: End Date: 2 Refresh

|3

Payable Time
Overwiew § Time Reporting Elements

" Task Reporiing Elemerts | ChartFields

Tine
Date Status 2§320n Reporting Type Quantity Combo Code Account Departiment Project it Product Fund Code Program Code Class Field Affi
= Code

Taken

10/0142008 by REG Hours 7.500000
Payroll
Taken

10/04/2008 by REG Hours 7.500000
Payroll
Taken

10/05/2008 by REG Hours 7.500000
Payroll
Taken

10/08/2008 by REG Hours 7.500000
Payroll
Taken

10/07/2008 by REG Hours 7.500000
Payroll
Taken

10/08/2008 by REG Hours 7.500000
Payroll
Taken

101172008 by REG Hours 7.500000
Fayroll

GoTo:  Manager Self Service
Time Management
Pending Exceptions
Return to Select Employee

Step

Action

21.

Use the ChartFields tab to view ChartFields information, if available.
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L ORACLE'
»

Payable Time Detall displaved for up to thiy-one days. -

Select Payable Statuses to view from the Payable Status Filter expandable section.Use the Refresh
buttan to refresh the display of the selected statuses
StartDate:  [10/01/2008 [ End Date: 101302008 [[5) (2 Refrest

|3

Payable Time
Qverwigw | Time Reporting Elemerts

" Task Reporting Elements | ChartFields

Time
Date Status Eﬁzzm Reporting Type Quantity Combo Code Account Department Project it Product Fund Code Program Code Class Field Affi
= Code

Taken

10/0142008 by REG Hours 7.500000
Payroll
Taken

10/04/2008 by REG Hours 7.500000
Payroll
Taken

10/05/2008 by REG Hours 7.500000
Payroll
Taken

10/08/2008 by REG Hours 7.500000
Payroll
Taken

10/07/2008 by REG Hours 7.500000
Payroll
Taken

10/08/2008 by REG Hours 7.500000
Payroll
Taken

1001172008 by REG Hours 7.500000
Fayrall

GoTo:  Manager Self Service
Time Management
Pending Exceplions
Return to Select Employee

Step Action

22. From this page, you can navigate quickly to other self-service and time reporting pages.

23. Congratulations! You have successfully viewed details of payable time for an employee.
End of Procedure.
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