What do | do?

The Managing Exceptions process is generated for a number of reasons and it is important to understand why
exceptions are generated. The process begins at the CSS sign in page:

1. Loginto CSS system

2. Navigate to the Manager Self Service

3. Navigate to the Time Management folder
4. Navigate to Approve Time and Exceptions folder
5. Navigate to the Exceptions page

6. Look Up Group ID or Employee

7. Search employee(s) — Get Employees

8. View Severity Levels

9. Allow Approval

10. Save approved confirmation

11. Return to Manage Exceptions page

Where do | go?

Manager Self Service>Time Management>Approve Time and Exceptions>Exceptions

SECTION |
NAVIGATION

Step 1: Log into the CSS system

BGS MyBGSLL | directory  aearch
U- ACADEMICS  ADMISSIONS

THE ARTS ATHLETICS LIBRARIES A ZLINES

BOWLING GREETEN E UNIVERSITY
BGSU CSS Sign-in

Sel Travw Flags

Sawilng Geecn Smic Univershty | Eawling Seocn, GH 43403 0001 | Conind Us | Campus Map | Accessbiliity Polioy

Step 2: Click
e Manger Self Service

From the main menu, select
Manager Self Service

|I.lenu
Search:

| &)
[ BGSU Menu

[ PeopleTools

[ Self Senvice

[> Manager Self Servic
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Step 3: Click
e  Time Management

Navigate through Time
Management to access the
Approve and Exceptions folder.

%ﬁ Manager Self Service

Hawigate fo seif senvice mformafion and actiies for people reporiing to you.

E Review Transacfions @ Time Management

Review transactions that you have submiied Manage schedules, view and approve reported and payable fime, absence
#nd overiime requests exceptiong, and more.
& Manage Schedules

[ Approve Time and Exceations

3 Repor Time

2 Wore..

Step 4: Click
e  Approve Time and
Exceptions folder

Navigating through Time
Management, the Approval Time
and Exception folder allows you to
view all pages within the folder.

ﬁHanager Self Service

Navigate to self service mformation and aciivities for peopke reporting to you.

Review Transactions
Review transactions that you have submitted

=771 Time Management

i Manage schedules, view and approve reported and payable time,
abzence and overtime reques! ceations, and more.

[ Manane Schedules 3

[ Approve Time and Exceptiot

[ Report Time

2 More...

Step 5: Click
e  Exceptions link

The Exceptions page allows you to
manage exceptions.

Anorove reqored orpayable fime, overime and alsence regusss, and manage evcazions. )
= xepions

== Reported Time ﬁl’mﬂﬂeﬁme
Approve reportzd tme and fask detalk for a cay, wesk, orftme pend. I Aprove pavale fre: Wanage excegfions for 2 gmup of tme repofiers.

SECTION 1l
Employee Selection Criteria

Step 6: Look Up
e  GroupID

The criteria you enter will be used
to search groups or employees that
you need to review for any
exceptions.

Choose your Department Group.

~ Employee Selection Criteria

Description Look Up Value

Group ID Group ID Q,
EmpliD | @,
Empl Red Nbr [ &
LastMame liﬁk
First Name ,7%
Department ’7%
Supenisor ID li‘%
Reports To Position Number [ .

Clear Selection Criteria | Save Selection Criteria Get Employees
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Step 6a: Enter
e  Position Number

You can further define the
Employee Selection Criteria by
adding a Position Number to the
Report To Position Number field.

When you search by Group ID and
Position Number the results will
provide only the employees that

meet the specified search criterion.

Manage Exceptions
+ Employee Selection Criteria
Description

Group ID

EmplID

Empl Red Mbr

LastName

First Name

Deparmen

Supenvisor ID

Reports To Position Number

Value

COMNB Q@,

Gntet Position Number

B p e REREe L

Clear Seiection Criteria |

8ave Selection Criteria |

Get Employees

Step 7: Click
e  Get Employees

+ Frplayes Selection Critera
De=zcription

Group 1L

Emplil

Fmpl Resd Nbr

LastName

First Name

Department

Supersor I

Reports Tn Posifinn Number

SECTION 11l
EXCEPTIONS RESULTS

Step 8: View
e  Severity column

Severity Level:

Low

Medium

High= Contact Payroll

Low & Medium severity exceptions
generally, are acceptable; intended
to warn you of a potential error
condition.

High severity exceptions cannot be
allowed; the time that caused the
exception must be corrected in
reported time and reprocessed in
order to resolve the exception.
Contact Payroll Immediately

e
Fra} B} 5 s O

480718 L Laxt

Exception o seription Date

- Date
TRC s notin TRC

TLX00440 Program 077232010
Reported Time on

BG_0008 oo T 07H9I2010

BE0012 oy PO aziamotg

Be_0pq4 Standby Paylncomedly oo o001

0014 e
BG_oppg RePortedTimEOn ouenne

Scheduled Hol

Hame Job Description

David Babbitt Security Officer 2
Francois Marconi Housekeeping Manager 2
Hennetta Fowl Secretary 2

Henrietta Fowl Secretary 2

Hennetta Fowl Secretary 2

Fedium

Medium

Fedium
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Step 9: Click
e Check Box in the Allow
column

= Dete e R rien Fr=rhy
To view a specific exception place a F moooss Eﬂi::m“m LU 072372010 Daid Banbit Security Officer 2 High
check, in the Allow column. next to r _ Reporled Tiime on STASEOID Francris Marcon Vousskessing Mansoer3 Yigh
the employee name you wish to — . View Medium .
allow exceptions for. r 07122010 Henrietta Fowl Severity Medium
F A%5c oou gt;gm Pajlcatedy | ozoo010 | Henrietts Fowl Secretz 2 Medium
I Bc_oms ggﬂ::fnigi{‘"; on 071212010 Henriettz Fowl Secretary 2 Medium

Step 9a: Click
e Save

The last step to Allow an
Exception(s) is to Save the
exceptions that you placed a check

next to.
Step 10: Click

e OK Save Confirmation
A Save Confirmation message will V The Save was successful.
appear.

Step 11: Repeat process

After you click OK to the save
confirmation message you are
returned to the Manage
Exceptions search results. From
here you see that the exception
you just Allowed and saved is
grayed out.

Detaie
Allow IE:_NM

Description Date Heme Job Description Seventy

TRG is notin TRG I _ _
Program 0712312010 David Babbitt Security Oficer 2 High

TLX0D440

Reported Time on

BG_0008 Scheduled Hol 07H8/2010  Francois Marconi Housekeeping Manager 2 High

r
-

r BG_0012 Efih Reported Hours =
|

r

. X 07122010  Henrietta Fowl Secretary 2 Hedium
Continue to process Exceptions by
starting the process over until all BG_0014 oy 07/23/2010 | Henrietta Fowl Secretary 2 Hedium
exceptions have been managed. .

BG_0008 g;f':m‘:‘} o 071912010 Henrietia Fowd Secretary 2 Medium
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