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Work Instruction

Approve the Current or a Prior Period

Purpose
Use this procedure to approve an employee’s time in a current or prior period.

Prerequisites

o The employee must be enrolled in the correct Time and Labor group for the approver to
have security access to his or her time entry records.
The employee must have entered weekly hours by midnight Saturday.

e |tis Monday, and time administration ran Sunday morning.

Helpful Hints

To approve time, navigate to the Approve Time by Group page, even when only working with
an individual employee.
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Procedure

1. Start the transaction using the navigation path Self Service & Manager = Tasks 2

Approve Time by Group.

Approve Time by Group

43 Papable Time - Group Approval - Microsoft Intemnet Explorer

J File Edit \iew Favorites Toolz Help

J<:=-=>-@f;§

Back Fonward Stop  Refresh  Home

Q Gl S

Search  Favortes  History

B 9 ® =H @

tail Pririt Edit Discuss  Real.com
J Address I@ mhhanhchuZWFHfDIwMD\UMDQUM\IIMTYuMDAuMzItHUHU&_pSsignatura:MCUCFQCGZZchtW'GShF\IgTUD4ImZ2FiTwGLtuAIUPSZZFC5EbcpwdekSinhZZBLZZFiBdF!MZ3Dj @GD

—

Homme = Self Sewice = Manager = Tasks = Approve Time by Group

@ Home

S Sign out
My Wiind owe

Approve Time by Group

Find an Existing Value

StartDate:ID4r22J‘2DD2 Ed
Group ID: IHSPNH Y]
Basis Search

|@ Done

[ (& [ Intemet
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2. As required, complete the following fields:
Field Name R/O/C Description
Start Date R |Any day within the previous week for which time is being

approved

; You can type in the date, accept the current

highlighted date, or click on the calendar (1] to show
the current month. Scroll to find a day within the week
for which you want to approve time

Group ID

The Time and Labor security group to which the employee
belongs

@ Click &/ to search for your group(s).

@ The Group Employees Listing report provides a list of overtime-eligible employees for
each Time and Labor group.

3. Click .
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Approve Payable Time for a Group

3 Payable Time - Group Approval - Microzoft Intemnet Explorer

J File Edit “iew Favoites Tools Help |

J@.».@ﬁ@@@%--@

Back Fanyard Stop Refresh  Home Search  Favorites  History b ail Frint Edit Dizcuzz  Real.com

J Address I@ QzLmhhcrZhemuZwWRTID Wk DIub DO ub D T Quk T QubzgtRURLE_ pesignature=t CwCF G kwnsquiz2Fgl gQw1nUbDEBSTiuHERARD wlyzU1YpLR 40E NN #7382 and X 30 %30 j @Go

Homme = Self Service = Manager = Tasks = Approve Time by Group Mew Window

@ Home

I

[ Manage Approval | Prior Period Adjustrnents " Unsubmitted Hours ™,

Approve Payable Time for a

Group
From 04i21J2002 To 0472772002
Group ID: A0007 FAS*History Department -01
DeptlD: 100004 Dept: HMS*Rsch Compl Group ID:  A0007
EmplID Name Job Title Classification Job Time Type :I';tuarls Comments Oprid Approval Status Approve Details  Adjust
Fressperson, i 3
TLUTOO1  Harvard,John Offcet GCILULEDD 0  Regular 36.25 = APFROVED 2 Detallsl Adjustl
Professor of
TLUTO42  TESTO42,UNIT  Practice, HUCTW 0 Unreported 12.00 I Meeds Approval r Detailsl Adjustl
Chaired
Regular 58.00 I} APPROVED ~ Dretails | Adjustl
Professor of
TLUTOZY  TESTOZY,UNIT  Practice, HUCTW 0 Unreported 35.00 - Meeds Approval r Detailsl Adjustl
Chaired
Gardener, L n = -
TLUT100  Harris,Dennis AR SEIU-254 0 OTPremium  1.00 I APPROVED I Detallsl Adjustl
Regular 40.00 - APPROVED ~ Dretails | Adjustl
e mie nan [ aTataTatr et = riteite | [aaies | =
4l | B
|&] Done [ 12 [ Intemet
4, Perform one of the following:
If Then Go To
= ’
You want to approve time for an 1. Locate the employee’s Name and Step 5
individual time reporter Total Hours listed by Time Type.

2. Click I in the Approve column.

@ To “unapprove” an employee’s
hours, deselect the Approve box.
The status will change to Needs

Approval.
You want to approve all time on | Apprave Al | Step 5
the screen Click :
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If Then Go To
You want to view adjustments Click . Prior Period Adjustments Step 8
made to a prior period
You want to view the employee’s Click _Unsubrmitted Hours Step 10
unsubmitted hours
You want to view details of an 1. Find the employee. Step 13
employee’s reported time to see :
how many hours were reported to |,  jigk ZEHANE | on the employee’s
each time type for each day ' row.
@ If the Comments column is

checked, the time reporter or

timekeeper entered a comment

for these hours. Click the Adjust

button to access the Adjust Time

page and read the comment.
You want to exit the transaction — Step 16
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Approve Payable Time for a Group

3 Payable Time - Group Approval - Microzoft Intemnet Explorer

J File Edit “iew Favoites Tools Help |

Jé*.@ﬁj@@Q%-l@

Back Fanyard Stop Refresh  Home Search  Favorites  History b ail Frint Edit Dizcuzz  Real.com

]

JAgdress I@ mhhanhchuZWHTfDIWMD\uMDQuM\IlMTYuMDAuMzItHUHU&ipssignatura=MCDCFQCGZ2chtWGShHIgTUD4Im°/°2FiTwGLtuAIUF‘SXEFCSEbcpws4Fk8inh°/°2BL°/o2FiBdF!MXSDj & Go

Homme = Self Service = Manager = Tasks = Approve Time by Group Mew Window =

@ Home

[ Manage Approval | Prior Period Adjustrnents " Unsubmitted Hours ™,

Approve Payable Time for a

Group
From 04i21J2002 To 0472772002
Group ID: HZPM1 HUSMPG - Group 1
DeptlD: 100004 Dept: HMS*Rsch Compl HSPM1
EmplID Hame Job Title Classification Job Time Type :'?uarls Comments  Oprid Approval Status Approve Details  Adjust
SLC0012  SmithJohn Guard A HUSPMG 0 ‘acation 35.00 =t MNeeds Approval r Detailsl Adjustl
Approve All Submit
4 | _’l_l
&1 [ 12 [ Intemet

5.  Click ﬂl
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Payable Time - Group Approval

a Papable Time - Group Approval - Microzoft Internet Explorer
J File Edit “iew Favoites Tools Help |
5 =

& . @9 [ o QP B S N E 9

Back Fanyard Stop Refresh  Home Search  Favorites  History b ail Frint Edit Dizcuzz  Real.com
J Address I@ QzLmhhcrZhemBuZw i1 D IwMD DO ub Ot T Qukd TQukzgtRURLUE__ pssignature=MCwCFGkwnsqu#2Fgl g9w1nUbDEST iV uHERARD wlpzU1 LA 40E dNIM=7 387 haxd 2 30 230 j @Go

@ Home

Horne = Self Service = Manager = Tasks = Approve Time by Group e Wi d oy
\iarming -- Are you sure vou want to approveiunapprove the time selected? (13904,9802)
&1 [ 12 [ Intemet

@ The system message says “Warning — Are you sure you want to approve/unapprove
the time selected?”

6. Click .

7. Return to Step 4.
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Homme = Self Service = Manager = Tasks = Approve Time by Group

@ Home

Mewr Wind o j

Prior Period Adjustments for
Group

[ Manage Approval }‘ Frior Period Adjustments \{ Unsubmitted Hours ‘.

Adjustments Prior To 0472172002

Group ID: ADD01 FAS*History Department -01
TOTAL APPROVAL
EMPLID NAME JOB TITLE DEPT DESC CLASSIFICATION  JOB TIME TYPE HoURs COMMENTS 2002
TLUTY 60 TESTIE0,UNIT  Paolice Officar 100001 HMs HUCTW 1 g;‘;iﬂif;; 17.50 - ;J;;”Dial
TLUTI0  TESTIBOUNT  Police Officer 100001 HMS HUCTW q  Cvertime- 1.00 r Needs
Premiurm Approval
. . Unraported Needs
TLUTDGZ TESTO92 UNIT  Professor of Practice, Chaired 100003 HMS HUCTW 1] e ——— 70.00 = Oemiel
. . Unreported Meeds
TLUTDG4 TESTOS4 UNIT  Professor of Practice, Chaired 100003 Hus HUCTWY o Seheduled 70.00 = Approval
TLUTO1 2 Stimpson, Stirmpy Guard A 100004 HME HUSPMG ] g::;'im' 200 ] E;;”Dial
TLUTOD1S Prime,Optomius  Professor of Practice, Chaired 100004 Hus DINING_SER o Regular 185.00 = .Epeperdo?u'al
TLUTD24 Gonzles,Devante Guard A 100004 HMS HUSPMG 0 Regular 200 - MSEEs
Approval
. . Unreported Meeds
TLUTD42 TESTO42 UNIT  Professor of Practice, Chaired 100004 Hus HUCTWY o Sehoduled 70.00 = Approval
. . Owertime - Meeds
TLUTO42 TESTO42 UNIT  Professor of Practice, Chaired 100004 HMS HUCTW 1] BiETmD 2.00 - CEmiEl _ILI
4 | »
&1 [ 13 [ Intemet
8. As required, review the following fields:
Field Name R/O/C Description
EMPLID R The employee’s 8-digit Harvard University ID number
NAME R The employee’s name in the following format: “Smith, John
B.” (with no spaces)
JOB TITLE R The employee’s job code title
DEPT R Department where this job is located
DESC R Description of department where the employee's job is located
CLASSIFICATION R Employee class provides a method for grouping employees,
e.g. temps, grad students

File name: Version: Rev 0 Work Instruction
APPROVETIMEROWI.DOC Last Modified: 11/19/2003 11:45 AM Page 8/ 14

Reference Number:




Rk Harvard

% University

Title: Approve the Current or a Prior Period
Functional Area : Time and Labor
Course : Time Approval

Field Name

R/OIC

Description

JOB

The (job) record number defines which employee job record
you are viewing. An employee will have more than one record
if they have more than one job at Harvard: an Empl Red # of
“0” is the employee’s primary job; “1” is his or her secondary
job, etc.

TIME TYPE

Abbreviated description for weekly reported hours and
amounts

TOTAL HOURS

Total hours reported in each category

COMMENTS

A brief explanation for these reported hours

; Comments are not a permanent record. They will be
overwritten if the adjuster uses the Copy Payable
Time button to adjust these hours.

APPROVAL STATUS

Indicates the current status for specific hours entered in the
Time and Labor system (same as Payable Status).

Estimated: Payable time entered by the time reporter for all
time types that are automaticallly approved.

Needs Approval: Hours that require approval before being
sent to Payroll.

Approved: Hours ready to be picked up by Payroll.

Closed: Regular hours for HUCTW and other semimonthly,
overtime-eligible staff will show this status when the pay
period has passed. Regular hours are not sent to Payroll for
this population.

Sent to Payroll: Payable time is in this stage from the moment
it is sent to Payroll to the time Payroll either takes or rejects
the entry.

Rejected by Payroll: The hours have been rejected due to a
problem with the employee record or time reported.

Taken: Time has been accepted and hours have been loaded
into payroll for this employee.

Paid-Labor Distributed: Payroll has picked up the hours from
Time and Labor, produced a check, and the system has
applied actual costs to those hours and sent the data to the
general ledger.
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9. Perform one of the following:

If Then Go To

You want to approve a single 1. Find the employee’s record. Step 5
employee’s time ) )
2. Click I in the Approve column.

You want to approve all time on - Approve Al Step 5
the page CI|Ck 4'

Unsubmitted Hours for Group

3 Papable Time - Group Approval - Microsoft Internet Explorer

J File Edit “iew Favoites Tools Help |

J@.».@ﬁ@@@%--@

Back Fanyard Stop Refresh  Home Search  Favorites  History b ail Frint Edit Dizcuzz  Real.com

JAgdress I@ ezl mhhenZhemEuZw R D lwbd DI DR UM T U UM TkuNDARURUE_ pssignature=MCOCFOCo%287 4G#65j00 cdk 3 2BinCey 56l ChatlU NYAZI Y el 3R S Twkhv MM 30 j P Go

Homme = Self Service = Manager = Tasks = Approve Time by Group Mew Window

@ Home S Sign Out

| Manage Approval | Prior Period Adjustments ™ Unsubmitted Hours \‘L

Unsubmitted Hours for Group

From 0452172002 To 042772002
Group ID:  A0001 FAS"History Department-01
APPROVAL
EMPLID NAME JOB TITLE DEPT DESC CLASSIFICATION JOB STATUS ADJUST
TL2000 JOB Concurrent Temporary OT Eligible 100101 HMS TEMPOTELG 0 Unsubmitted ADJUST |
TL2000 JOB, Concurrent Temporary OT Eligible 100101 HWS TEMPOTELG 1 Unsubmitted ADJUIST |
Return to Appraval Screen
C Raturn ta Search
Manace Approval | Prior Period Adjustments | Unsubmitted Hours
&1 [ 13 [ Intemet
10. As required, review the following fields:
Field Name R/O/C Description
EMPLID R The employee’s 8-digit Harvard University ID number
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Field Name R/O/C Description

NAME R The employee’s name in the following format: “Smith, John
B.” (with no spaces)

JOB TITLE R |The employee’s job code title

DEPT R Department where this job is located

DESC R Description of department where the employee's job is located

CLASSIFICATION R Employee class provides a method for grouping employees,
e.g. temps, grad students

JOB R The (job) record number defines which employee job record
you are viewing. An employee will have more than one record
if they have more than one job at Harvard: an Empl Rcd # of
“0” is the employee’s primary job; “1” is his or her secondary
job, etc.

APPROVAL STATUS R Indicates the current status for specific hours entered in the

Time and Labor system (same as Payable Status).

Estimated: Payable time entered by the time reporter for all
time types that are automaticallly approved.

Needs Approval: Hours that require approval before being
sent to Payroll.

Approved: Hours ready to be picked up by Payroll.

Closed: Regular hours for HUCTW and other semimonthly,
overtime-eligible staff will show this status when the pay
period has passed. Regular hours are not sent to Payroll for
this population.

Sent to Payroll: Payable time is in this stage from the moment
it is sent to Payroll to the time Payroll either takes or rejects
the entry.

Rejected by Payroll: The hours have been rejected due to a
problem with the employee record or time reported.

Taken: Time has been accepted and hours have been loaded
into payroll for this employee.

Paid-Labor Distributed: Payroll has picked up the hours from
Time and Labor, produced a check, and the system has
applied actual costs to those hours and sent the data to the
general ledger.

; You can contact any employee listed and request they submit their time.
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] Return to Approval Screen )
11. Click to return to the Approve Payable Time for a

Group page.

12. Return to Step 4.

Manager Approval Detail

43 Payable Time - Group Approval - Microsoft Internet Explorer

J File Edit Mew Favoites Tools Help |

J@-»-@ﬁ@@@%--@

Back Fanward Stop Refresh  Home Search  Favoriter  History 1 ail Frint Edit Dizcuzz  Real.com

JAgdress I@ cSDszhhanhcmGuZWHWfDIWMD\uMDGuM\GtMTUuMTkuNDAtHUHU&_msignalure:MCDCFGCUZZB14ka8igDch‘ZZBchVSEUCEaAIUfNVAZIrTVcQXSFWyHXkahYMM‘ZSDj o Go

Home = Self Service = Manadger = Tasks = Approve Time by Group ey YWindawe

@ Home

Manager Approval Detail

EMPLID: TLUTTOM NAME: Clarke kKenneth Job Title:  Gardener, Arboretum Dept: HMS
Sun Mon Tue Wed Thu Fri Sat
TIME TYPE 0421 04122 0423 0424 04125 0426 0427 TOTAL TUB ORG 0OBJ FUND ACT SUB-ACT
Regular 0.00 8.00 8.00 8.00 8.00 8.00 0.00 40.00
TOTAL 000 .00 8.00 g.00 a.00 8.00 0.00 40.00
Feturn To Approval Screen |

1| | i
|&] Dore [ (5 [ Intemet
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13. As required, review the following fields:

Field Name R/O/C Description
EMPLID 0] The employee’s 8-digit Harvard University ID number
NAME O The employee’s name in the following format: “Smith, John
B.” (with no spaces)
JOB TITLE 0] The employee’s job code title
DEPT O Department where this job is located
TIME TYPE O |Abbreviated description for weekly reported hours or amounts
DAYS O |Hours or amounts are entered for these days
Chart Segments O |33 digit accounting codes for costing changes.
@ These fields will only be populated if the adjuster or
timekeeper has entered costing that differs from the
default costing. Otherwise they will appear blank.

Return to Approval Screen

14. Click
15. Return to Step 4.

16. Click Mea=iCURENY 1 oxit the transaction.

Result

You have approved weekly hours and amounts for the employees in your Time and Labor

group.
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