Time Approver /| Reporter /| Keeper Roles and Responsibilities

Following the time entry schedule, hourly employees must report the location
and time they work each week. Late or incorrect time entry can result in
incorrect tax withholdings and a delay in payment. Harvard will not correct or
adjust tax withholdings retroactively.

Time Approvers / Reporters / Keepers Will:

» Time Approvers would review timesheets for accuracy of hours, earnings
type, and that work is in a payroll registered state.

» Time Approvers are not expected to know an employee’s distribution of work
effort, but that an approved registered payroll state has been selected for a
work location.

» Time Reporters / Keepers must be sure to enter the correct time and work
location based on the information submitted by the employee.

» Be sure that work location has been selected if employee is known to be
working outside of Massachusetts or outside their default work location
percentage of distribution effort.

* Follow-up with employee with any questions regarding work location.
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Options to Approve, Adjust, or Enter Time

To have appropriate state tax distribution withholding starting for
checks issued October 1, 2021 and later starting the work week of
9/19/21, overtime eligible employees should select correct work
locations.

There are several ways to approve, adjust, or enter time. The are no
changes to time entry or approval deadlines or navigations to
screens, only additional view or entry options on the screens.

Approve Reported Time — Enter or Adjust Time Screen

Time Reporters / Time Adjustors

Rapid Time Entry

Approve Reported Time — Approvals Tile
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Approving Reported Time — Adjust Time Screen

Navigation:

Administrators: Home > Administer Time and Absences > Report Time and Absences

> Adjust Time

Managers: Home > Manage My Team > Team Time and Absence > Adjust Time

« Time Approvers would review timesheets for accuracy of hours, earnings type, and
that work is in a payroll registered state.

» Time Approvers are not expected to know an employee’s distribution of work / effort
but that an approved registered payroll state has been selected for a work location.

« [Initially a query will be run by Central Payroll to find employees who have selected
incorrect states and Central Payroll will reach out to schools for corrections. A report
is under development for payroll administrators to be able to run to find employees
who selected a state which is not an approved registered payroll state.

Select Employees by

Group or individual

Employee Selection

Employee Selection Criteria I Get Employees I

Selection Criterion Selection Criterion Value

Clear Criteria

Time Reporter Group Q
Save Criteria
Employee ID Q
Empl Record Q
Last Name Q
First Name Q
Depariment Q
Morth American Pay Group Q
Change View
*View By |All Time Before [Hide Absence Columns
IDate 01/08/2017 E‘j':;l Wl show Schedule Information
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Approving Reported Time — Adjust Time Screen

(continued)

Select the employee’s
last name.

Select Another Timesheet
B e —
T8
Repartad Hours 35.00

“Date 08052027
Scheduled Hours 3500

From Sunday 03/052021 to Saturday 09/14/2021 =+
n mon Tue wsa
a7
7] | 0] [ 7] | T

700

Pravious Week  Mext Week

Review reported timesheet
and make any corrections

as needed.

Note: If no state is listed, taxes

will be withheld based on the

what the employee listed as
their default percentage
distribution entered in
PeopleSoft Tax Distribution

screen. Only those states that

were not the default state need

to be entered. It is the
employee’s responsibility to
enter this information.

. Hours to be Reported Time Rpig
Select Mame Last Name Job Description Employee ID Empl Record Approved Hours [Codes
O Brando,Marion Brando Financial Professional (N) 66666666 0 35.00 35.00 REG
O Byron,Lord Byron Faculty Assistant Il 99999439 0 35.00 35.00 REG
Colbert, Stephen Colbert Faculty Assistant I E5RE5555 0 0 0
Granger,Hermione Granger Coordinator 11 T 0 16.00 16.00 REG
Harvard, John Faculty Assistant Il 22222222 1 39.00 39.00*
Pond,Melody Pand Faculty Assistant I 1111111 1 0 0
Tut o L L Aotrity sup- Astivily  Roo! ‘Comments uniry taty Lodaity Ovarnde
200 B | e [ & [ la Ja, a & Ta e [ &
7.00 B &, & [ & la a a =N al a
Comemante Counfiry Atatn Loszalidy Owvarride Rabe
a aQ aQ
UEA 3 (R o i |
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Time Reporters /| Time Adjustors

Navigation: Home > Team Time and Absences > Adjust Time or
Self-Service>Team Time and Absences>Report Time and Absences > Adjust Time

* Employee Selection

Employee Selection Criteria [ Get Employees |
Selection Criterion Selection Criterion Value
[ Clear Criteria |
Select one or more search values Time Reporter Group D R |
ve Criteria
And select the date you want to view. | gmorer Q
Empl Record Q
Last Name Q
First Name Q
Department &}
Morth American Pay Group Q
Change View
“View By |Week ~| [JHide Absence Columns
Date 01/18/2017 El e, M| Show Schedule Information
Employees For Peletier,Carole Ann, Totals From 01/15/2017 - 01/21/2017
| Time Summary | Demographics |
g Total Hrs
fiis Reported Hourstobe  Approved Time Rptg Reported Absencesto  Approved Scheduled 2
Name Last Name Job Description Employee ID Empl Record Hours  Approved Hours Codes Absences be Approved  Absences A::Eoﬁ Hours Variance
Select
Brady, Thomas Brady Staff Assistant 1l 12121212 1 35.00 0 35.00ABS 7.00 0 7.00 42.00 35.00 7.00
employee
Hamm,Mia Hamm Staff Assisant lll 95999999 0 .00 0 J1.00REG 0 0 0 .00 3500 -4.00
Janeway Katherine Janeway Faculty Assistant |l 74656000 0 0 0 0 0 0 0 0 35.00 -35.00
Martinez, Pedro Martinez Faculty Assistant |l 45454545 0 31.00 0 31.00REG 400 400 0 31.00 35.00 -4.00
5
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Time Reporters / Time Adjustors (continued)

Select Another Timeshest
B I —— | Previcus Week  Mext Week
“Data 08052021 |5 %

Sohedulad Houra 3500 Reportad Haurs 15,00

From Sunday 0810512021 fo Saturday U9/H2021 (7,
e e s ey b it argy. Total Hoare Tims Ragortng Cods L o Obmst Cooe Funa antwty b Aty Root camments coun st L ovamas Rate

o [ Ja L. — —

¥ 7= S ¥ I . ¥ I |

[ 1L 7.00] | 0] || 7.00] 7] | 1L ] 28.00 [REG - Regular ) B |C Ja [
[ 1L I I I I 700 | ] 7.00 [REG _Reguiar ] B | <Y la [ la [ la la |

Enter time as normal, one state per row, scroll to the right

To enter USA, state and locality as needed.

B,f'; nf““; Tatal Hours Time Raparting Cods Tut org Object Code Fund Aninty Bub-Anttvity  Root Commentc urry Eintn Lonatity [
o] [ | [RES - Regular ] £ [ e [ ey [ Jex [ & [ ey [ Ja [ ] o, | Ja [ Jex |
=

I - T < [ oy [ e [ Ja [ Jo [ ] [o=A &, [RI e [ Jey, [

700 [ | [REEG - Regular | E3]

Subimit (& Approve All Time) |
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Rapid Time Entry — Time Keeper

Navigation: Workforce Administrator > Time & Absence Administration > Time and Labor
> Rapid Time

» The time keeper/reporter will need to know the states in which an individual worked.
» Schools and units may need to create new timesheets to show this information.

Time and Absence Admin

% Time and Labor . =
- Rapid Time Process Monitor Help '

Comp Plan Enrollment X . X
Rapid Session Information

e *Description | Rapid Time 08-13 Session Number 9999999999

Rapid Time Template Type Elapsed Time Reporter e Session Status Mot Submitted

Time Reporters in Groups *Template |HVD_APPROV Last Updated  09/09/21 11:47-36AM

. } Renl "
Pro gMode | Rep hd UserlD 20957336

Rapid Detail Information

13|12
Delete *Empl ID Empl Record Name *Date *Time Type Type *Quantity Country State Locality QOverride Rate
Q 0Q 09052021 [ REG Q| H 3.000000 USA cT
Q 0Q 09/06/2021 [ REG Q| H 3.000000 USA cT
Q 0Q 09152021 [ REG Q| H 3.000000
n Add or Remove Rows
Rows to Add 1 Copy Down Values from Last Row [ Add Row(s) l
t Date
[ Select All H Deselect All l [ Delete Selected Row(s) l
[ Save l [ Submit l
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Approving Reported Time — Approvals Tile

Navigation: Home > Approvals

« Time Approvers would review timesheets for accuracy of hours, earnings type, and

that work is in a payroll registered state.

» Time Approvers are not expected to know an employee’s distribution of work / effort

but that an approved registered payroll state has been selected for a work location.

« [nitially a query will be run by Central Payroll to find employees who have selected

incorrect states and Central Payroll will reach out to schools for corrections. A report

is under development for payroll administrators to be able to run to find employees

who selected a state which is not an approved registered payroll state.

Pending Approvals

Approvals

All
1 Raported Tims

JHERECE Harvan

Absensd Fipasn
Ares Slprk

A Sk

Repored Time
Margaery Tyedl

Fer Approval 35 000 Hows

Scheduled 35 0 Hirrs

Amaunt Tor Apgeowal 0.00 USD
Timma Pericad  THM0 - 12202000
Prarsonal, 3 Hours | Corrent Batancs

3 I Hiors
DEREAI10

For dpprosal 12 (6 Howrs
Sohedulsd 32500 Hieas

Amiount for Approwval 100 UED
Tieas Perbeed (019 - ORS00

For Approaal 3% 00 Hours

Soheduled 3500 Hours
Amourt for Appeowal 1100 LISD
Tissa Parieed 0544 20015 - ORHT20HD

Flrsad st
2TR0NE

Fiwdesd
SR0M 7

Aoresd
CR20HD "

Ripulesd
050220
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Approving Reported Time — Approvals Tile (continued)

g Approvals

ViewBy T !
N v | Approve
@ 4
Reperted Time 3 rows
|i Absence Request 1 [ Reported Time For Approval 35 00 Hours Routed
i Ties i | Jessica Harvard Scheduled 35.00 Hours 1211772018
% Reported Time 3 Amount for Approval 0.00 USD
o - - - e Time Period 1272472018 - 12/128/2018
[ Reported Time For Approval 32 00 Hours Routed
Arya Stark Scheduled 35.00 Hours 050172019

Amount for Approval 0.00 USD
Time Period Q42602019 - 0503/2019
Reported Time Far Approval 35.00 Hours Routed
Arya Stark Scheduled 3500 Hours 05022019
Amount for Approval 0.00 USD
Time Period 05132019 - 051 7/2018

Approver Comments

£ Pending Approvals Reported Time signout {y Q

[=] 51neis) are pending your approval

Summary
Time Period 08/06/2021 - 09/10/2021
For Approval 35.00 Hours Scheduled 35.00 Hours
Submitted’ Approved 0.0 Hours Reported 35.00 Hours
View Legend
« Reported Time Details
Al
5 rows
Select Report Date Time Reporting Code For Approval Reported for Date / Scheduled for Date
09/06/2021 REG - Regular 7.00 Hours 7.00 Hours / 7.00 Hours >
09/07/2021 REG - Regular 7.00 Hours 7.00 Hours / 7.00 Hours >
08/08/2021 REG - Regular 7.00 Hours 7.00 Hours / 7.00 Hours >
09/09/2021 REG - Regular 7.00 Hours 7.00 Hours 1 7.00 Hours >
09/10/2021 REG - Regular 7.00 Hours 7.00 Hours / 7.00 Hours >
Approver Comments
e
Approval Chain >
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Approving Reported Time — Approvals Tile (continued)

¢ Back to Header Approval L

Reported Time Line Details
Report Date 09/10/2021
Reported for date 7.00 Hours
Scheduled for date 7.00 Hours
Time Reporting code REG - Regular
Quantity 7.00 Hours ’
Adjust Reported Time

Comments
View Exceplion

Report Time sgnoul f Qi @

< Approvals

Report Time
Report Time

Friday, Sep 10, 2021

« Reported Status

@ Reported 7.00 @ Scheduled 7.00

*Time Reporting Code v Quantity

~ Time Details
Country Q State Q

Locality Q

Submitted 7.00 Hours

Coom ] o
Regular ’ 7.00 Hours
>

Pending Approvals

Comments (0)
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Approving Reported Time — Approvals Tile (continued)
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