What do | do?

The unprocessed reported time view will allow you to review any time that has been reported that has not
been processed to payable time. This can be due to a number of factors including: the request time
administrative process has not been run to process reported time to payable time, reported time is not
approved, a high exception exists for the day, etc. The process begins at the CSS sign on page:

Log into CSS system

Navigate to the Time and Labor folder

Navigate to View Unprocessed Time folder
Navigate to Unprocessed Reported Time page

Look Up Group ID or Employee

Enter Start and End Date for pay cycle

Search employee(s) — Get Employees

View employee by hyperlink

. Review each employee for “Needs Approval” status
10. Contact Supervisor for Approval

CENPNA BN R

Where do | go?

Time and Labor>View Unprocessed Time>Unprocessed Time

SECTION |
NAVIGATION

Step 1: Log into the CSS system

BGS Mt__;BGSU. email | di y | search
U ACADEMICS  ADMISSIONS  THEARTS  ATHIFTICS  TIRRARIES A7 LINKS

BOWLING GREEN STATE UNIVERTR ¥
BGSU CSS Sign-in

Sul Tiave Flays

Bowling Grecn Hiale Universty | Bowiing Greon, UH 2903 D001 | Gontoot Us | Gampus Mag | Acocssibelity Foliy

Step 2: Click “Time and Labor”

From the main menu, select Time
and Labor

Menu

Search:

[> My Favorites

> BGSU Menu

[ PeopleTools

[> Self Service

> Manager Self Service

[> Recruiting

[> Workforce Administration
[> Benefits

[ Compensatio
> Stock
[> Time and Labo
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Step 3: Click the “View

Unprocessed Time” folder to view

all pages

Navigating through Time and Labor

component search for View
Unprocessed Time folder.

% Time and Labor

Report. manage and approve fime, create and review schedules, and produce payabie fime for payrol and fnancizl syslems.

ﬁ Report Time | View Time
L~ Repor rapifme, fransfer repored absences to reporied fime, and adyst Review comp fime baknces, group membership, reporied fme audt, and
frozen rows of payable time. fime reporter status.

15 Tme Eniry for Aszinament I Time Regoriers n Groups
Rapid Time E Compensatory Time

Staffing Rapid Time B Time Reporter Stabus
2More.. E Regorted Time Audi
W Approve fime i/ View Unprocessed Time
/ Approve payable fime by time reorier or group, or request batch View Reporied Time fat did nof get o Payable Time or Payable Time that
approval process. did not get o Payrol.

B Ungrocessed Regoried Time

1= Request Balch Approval frocess B Unprocsssed Payzble Time

Step 4: Click “Unprocessed
Reportable Time” link.

The Unprocessed Reportable Time

page allows you to view time that
did not get to Payable Time or
Payable Time that did not get to
Payroll.

Main k =
é Time and Labor

Regort, manage and approve fime, create and review schedules, and produce pavable fime for payroll and financisl systems.

ﬂ Report Time View Time
=" Fegort ragi fime, franzfer reporied absences to reporled time, and adjust " Heview comp time balances, group membership, reported time audi, and
frozen rows of paysble time. time reporter status.
] Time: Sy far Joen Assioment E] Time Reporters in Groups
=] Rapid Time ] Comoensatory Tme
=] Staffing Rapid Time = Time Reporter Status
2MWore.. | Reported Time Audd
ﬁ Approve Time Py' View Unprocessed Time
.~ Approve payabie time by fime reporter or group, or reguest batch L~ View Reporied Tme thal did not get to Payable Time or Payable Time that
approval process. i not get to Payroll
= Payzble Tme [l Unprocesz=d Reported Tme
=] Reguest Eaich Approval Frocess nprocessed Payable Time

SECTION 11
EMPLOYEE SEARCH CRITERIA

Step 5a: Click
®  Rightarrow

To open the Employee Selection
Criteria window, click the right
arrow.

Unprocessed Reported Time
Employees with Unprocessed Reported Time

Click Right Arrow
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Step 5b: Look Up

° Group ID Description Look Up Value
o ) Group ID Group ID 2,
The criteria you enter will be used — i a
to search groups or employees that -

- Empl Red Nor I
you need to review for any :
exceptions. LastName Q

First Name @,
Depariment @,
Choose your Department Group Supenisor ID &
. . Reports To Position Number @,
You can monitor employee time by
selecting employees who are paid !
Clear Selediion Criteria ~ Save Selection Criteria GetE

monthly.

Step 5c: Enter

° Position Number Unprocessed Raported Time

Employees with Unprocessed Reported Time
You can further define the
Employee Selection Criteria by Descripon _ vawe |
adding a Position Number to the Group ID [conw @
Report To Position Number field. EmpiiD T

Empl Red NDr &
When you search by Group ID and Last Name &
Position Number the results will First Name &

provide only the employees that Deparment Q@
meet the specified search criterion. Supendsor ID | a,
' @

Reports To Posifion Mumhber

Step 5d: Enter
° Start Date

e EndDate
. . ; . . Last day of pay cycle ! :
Monthly reporting time pay cycle startDate: (01012012 (] Endpate: (01312012 [ *“‘gm
begins the FIRST day of the I Include Exception R

paycycle. The End Date is the LAST
day of the paycycle.

i Frs ay of
DE cle

Step 5e: Check
e Include Exception

Reporters sanate: (01012012 ) enadate: (01312012 [ peviaton: | 0 & Ruren )

r Exception Reporters Check
By checking the Include Exception %ﬁlud{e Exception Reporters

Reporters the results will include
any exceptions pending for the
employee.
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Step 6: Click
e  Get Employees

The employees that meet the
search criteria will appear in the
search results.

~ Employee Selection Cntenia

_Descripﬁnn
Group ID
.EmpIID

Empl Red Nbr
LasiName
.Fim1 Mamc
Depanment
.Sllnemsnr n

Reports To Position Number

pPlELP P L PP

Clear Selection Criteria | Save Scleclion Criteria | &Ermhwes

SECTION 11l
EMPLOYEES WITH UNPROCESSED
TIME

Step 7a: View
e  Needs Approval column

The Needs Approval column
provides you with the number of

hours that need to be approved for
each employee.

Employees with Unprocessed Reported Time
Name Job Descripti e TA Status |TRC Type |Saved
Chenge Date )= P :
Data Viarehouse -
= 1o1z010 N Hours/%m Q000413687)  0lPasitie
Applicafions N a I I I § if
Dot 11.111( View Needs Approval | 1] soof ooof om0 000 )uunsmmn 0lPasitie
Freddie Tectnician [ 11012 vy 004 200 000 000 0.00 J0004538881)  0Positie

Manager izt | Fours 04 aoof o] enl oo [wwovwsze]  Upposiive
Director 101010 N Hours 00 soof] oo o] o0 [ooovszs200)  opositve

Step 7b: View
e Exception Exists column

The Exception Exists column
informs you of any exceptions exist
for the employee.

This view is important. If there are
exceptions that exist for an
employee you must Resolve
Exceptions.

To resolve exceptions see the
“Resolve Exceptions” process
document.

Heme lbbescripion | [TASaus [TETwe Jswed [ )m = | <7

Eﬂ“ﬁ;a'm”% 1R N Hours 00 o] uuoomw) U)Posm )
o View Exception Exists

Frieda AIOICAIONS |y smpny Hours 00 k 00 USTETSEE) DjPositve

i Developer

Freddie Tectwican | 11012010 [N Hours o] sao0) om)  ooo]  ooo)  Jooodsassst)  oPosiie |
Manager 10N | Fours 000| ao] ww) oo oog)  Jowwwsm)  Ufposiie |
Director 10010 |y Hours 000] goo]  om| o000 001} Jooooaszo0] olposive |
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Step 8: Click
e  Employee Name

The “Employee Name” hyperlink
takes you to the
Employees with Unprocessed Time

Emplojees with Unprocessad Reported Time ustonize Ve 0] B ) B e D apor s D Lo
S e Tme

[ b esgnion 27 s [MCime e 2 e ot ey [ e
i submited [ T e

Uda) - Clck Employee Name 'J.m) an| om0 0w )ﬂuuumsnr) 0JPosive

o WO N s -m) o0 00 o] 0 )mnasms’ 0]Poshe

Freddie ainican  [1012000 N JHous oo w00 oo 000) oo  Joomseesr)  O)Postie
(Manager  [t0RI0 N s | aw) om| om| ;| JooosEy)  OfPasie

Dietr [0t N Jhous om| e oo o) o] e OFese

SECTION IV
REPORTED TIME DETAILS

Step 9: View
e  Reported Status

The Reported Status column to
verify what date(s) and number of
hours that need approval.

Start Date:

Date

10/01/2010
10/07/2010
10152010
10/22/2010
10/29/2010

Return to Select Employee

+ Reported Time Details

10/01/2010

Time Reporting
Code

SCK
SCK
SCK
SCK
SCK

End Date:
C

Hours
Haours
Hours
Hours
Hours

. - A it
ustomize | Find | & J =

Type Quantity

10/30/2010

r
First

Reported Status

8.00 I_wleeds Approval
400 Eleeds Approval
4.00)Needs Approval
400 I_\leeds Appraoval
4.00 I_\Ieeds Approval

Step 9a: Click
e  Return to Select
Starf Date:  10/01/2010 End Date:  10/20/2010
Employees

+ Reported Time Details

L1 g
Customize | Find | a | == First

Time Reporting

After you finish reviewing the Date Code ne Quantity

Reported Time Details for the 10/012010 |SCK Return to Select

employee, Return to Select 1000712010 SCK Employees

Employee page to continue 101152010 SCK 200 Needs Approval
viewing the Unprocessed Reported 1012202010 SCK Hours 4.00 Needs Approval
Time results. 10/29/2010 | SCK &7 Hours 4.00 Needs Approval

Return to Select Emplovee
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