PEOPLESOFT TIME ENTRY
9.0 VERSION

The Payroll Office is please to introduce the upgraded
PeopleSoft 9.0 web timesheet database. Take a minute
to view the presentation and your timesheet entry
experience will be as smooth as before.

Thank you.

Should you have any questions or problems please
contact the Payroll Office.

Duane Williams - Supervisor
Jatina Cooke - Payroll Processor
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When logging into the system your user name and
password will remain the same. If you have password
problems please contact the helpdesk (24357)
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To access your timesheet click Self Service.
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[> Waorkforce Administration
[> Benefits

[> Time and Labor

(> Payroll for Nerth America
[ SetUp HRMS

[> SetUp SACR

[ Worklist

[» Reporting Tools

[» PeopleTools

[> Bowie HRMS Customizations
— Change hly Password

— lly Personalizations

— by System Profile
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The next step is to select Time Reporting.
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Search:

(> My Favorites

Catalog
[> Enrollment
I» Campus Finances
> Campus Personal
Infarmation
[» Academic Records
> Degree
ProgressiGraduation
[» Transfer Credit
[> Student Admission
— Student Center
- Manager Self Senvice
[» Workforce Administration
(> Benefits
[: Time and Labor
(= Payroll for North America
> SetUp HRMS
[» SetUp SACR
[» Worklist
(> Reporting Tools
> PeopleTools
[> Bowie HRMS
Customizations
— Change My Password
— My Personalizations
— My System Profile

o Self Service

Navigate to your self service information and activities.

‘;'» Student Center
@ Use the student center to manage school related activities,

Enrollment

&/ iew appointments, plan and enrollin classes, view student
and exam schedules.
= Enroliment Dates

My Class Schedule

My Weekly Schedule

4 More...

Bﬂ%ﬁmademm Records

View grades and advisors and reguest transcripts and
werification reports.
=l Reguest Official Transcript
View Unofficial Transcript
R st Official Transeript
More..

| Student Admission
AH= Apply for admission and check your application status.
=] Request Information

=] Application Status

E‘ Time Reporting

1.5 Report and review your fime, schedules, request absances and
more.

Bowie Time Reporting

Bowie Effort Report

<QCamgus Finances
H%@V\aw your account, make an electronic payment, view and
accepl your financial aid awards.
count Inguiry
Payment Profile
Make a Payment

3 More..,

& Degree Progress/Graduation
wiwhio View your degree progress report and apply for graduation
My Academic Requirements
View Deqree Progress Report
pply for Graduation

=
[=

dd to Favorites

Class Search | Browse Catalog
Find classes that match your selection criteria, or browse the
course calalug by subject.

Campus Personal Information
Maintain your personal information and review holds and to dos
pending o your record.
resses
Names
Phone Numbers
7 More..,

Transfer Credit

Evaluate classes for transfer and view your transfer credit
report

[l Wiew Transfer Credit Report
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Now select Bowie Time Reporting.
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[> Payroll for Morth America
[> Set Up HRMS
[> Set Up SACR
[ Worklist
I» Reporting Tools
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[> Bowie HRMS
Customizations
— Change My Password
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— My Svstem Profile
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Then click Search.
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= Time Reporting

[ View Time Find an Existing Value
— Bowie Effort Report
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[» Class Search / Browse
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Search | ovanced Search

[> Enrollment
[> Campus Finances
[> Campus Personal
Information
[» Academic Records
> Degree
Progressi/Graduation
[> Transfer Credit
[> Student Admission
— Student Center
- Manager Self Senvice
[» Workforce Administration
(> Benefits
[: Time and Labor
(> Payroll for North America
> SetUp HRMS
[» SetUp SACR
[» Worklist
(> Reporting Tools
> PeopleTools
[> Bowie HRMS
Customizations
— Change My Password
— My Personalizations
|~ My System Profile
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Done
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You now have accessed your timesheet. Please
proceed as usual.
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(> My Favorites
[» Self Senvice

TimeHistory
[ Workforce Administration
(> Benefits
[> Time and Labor
(> Payroll for North America
> SetUp HRMS
[> SetUp SACR
[» Worklist
> Reporting Tools
> PeopleTools
[» Bowie HRMS
Customizations
— Change My Password
— My Personalizations
|- My System Profile

Employee Detail (Approve Time)

[ Enter Time | ApprovalComments '} Delete Entry ',

Contract End Date: 051182009

-~ Manager Self Service Empll Red#: 0 Group ID: = Name:
- Time Management DeptiD: 19 Title: Empl Class: Project/Grant ID:

[ Manage Schedules . ; . . . .

[> Approve Time and Dept: 1 HudgetDatainguiy  Pay Period End Date: 022412009 Pay Period Begin Date: 02/11/2009

D\SXEEE]F“”"E Leave Balances

lew Time
Hours Days Hours Days Hours Days
Bowie Approve Time by AsOF 02/2212009 ¥ ¥ y

Sick: 0.00 0.00 Personal: 0.00 0.00 Holiday: 0.00 0.00
Advance Sick: 0.00 0.00 Annual: 0.00 0.00 Comp: 0.00 0.00 =

IRC

TRC
Description

Weekday

1 -

*Date

Work
Hours

0.00

Add

Start Time 1

Start

Return
Break 2

Break 3

Return
Break 2

Start Break Return

Break 1 End Time

Break 3

Neleata
(T
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Managers, when approving employee’s we
time select Manage Self Service.
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Mangers next select Approve Time by Group.
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anagers’ final step is to select Search and choose
the group you are approving - Regular Staff (Reg) or
ontractual Staff (Con). Please proceed as usual.
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