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Time and Labor – Manager Self-Service 
 
Document Purpose 
The PeopleSoft Manager Self-Service pages allow you, as a manager, to enter time and review 
weekly, payable, time, and leave balances on an easy to navigate user interface. The first half of 
this document will walk you through reviewing, approving, and entering time as a manager for your 
employees.  
 
The updated PeopleSoft interface has also made it easier for an employee to enter, report, view, 
and request time. The second half of this guide will walk you through Time and Labor from an 
employee point of view.   

Time Management 
Process Overview 
Note: when you initially manage time in PeopleSoft, you will need to navigate to NavBar > Menu 
> Manager Self Service >Time Management >Manager Search Options. Enter your 
Supervisor ID and Save (see below screenshot). 
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Team Time Entry/Update 
To begin, navigate to Manager Self Service > Team Time Tile > Enter Time.  
 

 
 

The Enter Time page will show Employee Name/Title, Supervisor, Exceptions, Hours to be 
Approved columns. Select employee to review/update (default period based on today’s date). 

 

 
 

Proceed with the following steps to enter time for the employee in the Elapsed format or Punch 
Time format.  

For Elapsed (Primary Time): 
a. Click the name of the employee you would like to enter or update time for.  
b. Timesheet will access the Current Week and display the Current Period above. Only 

reported hours will show under the Manager Self Service view of the Timesheet. 

 
c. To review/update/ enter time on your timecard, select the appropriate Time Reporting 

Code on the left had side of the timecard.  
d. Then enter the hours for that time code. Note: Time and hours can only be recorded in 

quarter (.25) hour increments and future time can only be recorded for non-work hours 
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such as Vacation and Holiday time. 
e. To enter time for a different week, click the appropriate arrow next to Week 1 of 2 above 

the time calendar. If you want to navigate to a different pay period, use the arrows next 
to the dates (the example able shows 20 November – 3 December 2021) 

f. Previous pay period will only be available through Thursday of non-payroll week then 
only available for you to review (not update) beginning Friday of the non-payroll week.  

g. Update the hours and select the appropriate time reporting code. Information on the right 
includes: 

i. Relationship 
a. When selecting Bereavement per contract language you receive a certain 

number of days based on the relationship.  Please click on the magnify 
glass to indicate the relationship for your Bereavement leave. 

ii. Combination Code 
a. If hours in which you are submitting should be charged to a budget code 

other than your default (regular contracted assignment) please indicate 
the budget code in the Combination code field for those specific hours. 

 
 

h. To add a new row for additional hours, scroll all the way to right and select the + button.  
i. When you have completed recording your hours, click the Save for Later button if you 

will still need to access your timesheet later. Only click Submit when you are ready for 
your timecard to go through the approval process.  

j. When completed, select the Next/Previous tab in upper right-hand corner to go from 
employee to employee. If you are searching for specific employees, select Enter Time on 
the Left and you will be returned to the Enter Time view for all employees assigned to 
you.  
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For Punch Time:  
a. Timesheet will access the Current Week. Only reported hours will show under the 

Manager Self Service view of the Timesheet. 

 
b. To enter time on your timecard, ensure the time In and Out hours are correct and 

then select the appropriate Time Reporting Code on the left had side of the 
timecard. Note: Time and hours can only be recorded in quarter (.25) hour 
increments and future time can only be recorded for non-work hours such as 
Vacation and Holiday time. 

c. If you need to report time outside of Regular Pay, scroll to the far-right side of the 
screen and click the + button to account for the additional hours.  
 

 
 

d. In the added row, enter the appropriate Time Reporting Code and the Quantity of 
hours. Do not enter punch In and Out hours in this row.  

 

 
 

e. When you have completed recording your hours, click the Save for Later button if 
you will still need to access your timesheet later. Only click Submit when you are 
ready for your timecard to go through the approval process.  
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f. When you select Submit, you will receive an Acknowledge Reported Time 
certification. “I confirm the information I submitted on my time report is accurate and 
truthful. I acknowledge and understand that submitting incorrect information is 
considered timecard fraud and could result in discipline up to and including 
termination.” Select Accept and Continue.  

g. When completed, select the Next/Previous tab in upper right-hand corner to go from 
employee to employee. If you are searching for specific employees, select Enter 
Time on the Left and you will be returned to the Enter Time view for all employees 
assigned to you 

Time Calendar View 
There are different ways for you to view your employees’ time calendar. Time calendars can be 
viewed in a Daily, Weekly, or Monthly calendar view. 
  

Daily Time Calendar View   
Use the Daily Time Calendar page to view detailed information regarding time reporters' daily 
time related data for a specific date. The page defaults to the current date. 
 
Begin by navigating to Manager Self Service home page, clicking the Team Time tile and 
selecting Daily Time Calendar in the menu on the left. 
  

 
 

Now, fill in the some or all the information within the Employee Selection Criteria section. Once 
that is completed, click Get Employees.  
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Scroll down to update your View Criteria. You will see hyperlinks for Daily, Weekly, and Monthly 
Time Calendar as well as Date, Start Time, End Time, and Display options. Note: You can use 
the hyperlinks as well as the navigation in the menu on the left to go to different time calendar 
views. 
 

 
 

After updating the view criteria, select Refresh View to see the Daily Time Calendar according to 
the format you set.  
 

 

 
 

Repeat the steps above for Weekly and Monthly Time Calendar views. Use the Weekly Time 
Calendar page to view detailed information regarding time reporters' weekly time related data for 
a specific week. The page defaults to the current week period. Use the Monthly Time Calendar 
page to view detailed information regarding time reporters' monthly time related data for a 
specific month. The page defaults to the current month period. 
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Manage Exceptions 
Before timesheets can be approved, they must be free of errors which shows up in the system as 
Exceptions. Follow the steps below to resolve exceptions for an employee’s timesheet.  
 
1. Navigate to Manager Self Service > Team Time Tile > Manage Exceptions  
 

 
 

2. Select Manage Exceptions and choose the employee you would like to manage an 
exception for. Note, if there is a long list of employees, use the filter icon to navigate to the 
Employee Selection page by entering the filter criteria in popup as needed. Click done on 
the Employee Selection page when you have filled in the necessary information.  

 
 

3. Once you have the employee selected, review Exceptions All exceptions with a status of High 
must be resolved for the employee to be properly paid on that day.  
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Notifications and Communications 
1. In relation to time for your direct report employees:  

a. Exceptions have been created. 
b. Specific reminder on pending approvals to be sent out every Wednesday afternoon 

indicating that you have employees pending approvals. 

Approvals 
Process Overview  
Time Approvals are required for all hours entered on the Timesheet. The employee’s supervisor 
(on Job Data) is primarily responsible for performing the approvals.  

Time and Leave Approvals 
To begin, navigate to the Approvals Tile from My Homepage. This will show a list of your 
employees where Time Approvals are required. The view should have All selected.  

 
 
Click on the employee that has a pending approval and then take the following actions below:  
 

a. Review your employee’s time to ensure there are no issues. Be sure click into any 
documents that need to be reviewed for the time off.  

 
b. To approve the requested time(s), select the checkbox next to the Attachment Type field. 

Then select the Approve button in the upper right-hand corner. Add comments as 
needed then click Submit. You can add comments before clicking Approve (or Deny) and 
they will move to the pop-up before you click Submit.  
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c. To deny, select the checkbox for requested time(s) you want to deny then click the Deny 

icon in the upper right of the screen. Add comments to ensure employee knows what is 
in question so they can make the appropriate timesheet updates and resubmit for an 
approved timesheet(s). Note: Any rows denied must be updated on the timesheet to be 
resubmitted for Approval. 

 
d. Selecting Reported Time – You have option to approve in mass or employee by 

employee without drilling into details. In this view, you can select individual employees 
(select checkbox for each employee) or select the checkbox on the top row (no details 
next to it). You can deselect employees you do not want to approve at this point by 
selecting their checkbox that will uncheck their row. Select Approve icon (upper right). 
Add comments as needed in Popup then Submit. To Deny entire Timesheet(s) (not 
recommended), Select the Deny icon, and add comments so employee knows what is in 
question and then can make appropriate timesheet updates and resubmit so you can 
then approve the updated timesheet(s). Note: Any rows denied must be updated on the 
timesheet to be resubmitted for Approval. Best practice to use detail navigation #1  
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Delegating Approvals 
As a manager, you can delegate your pending reported time approvals to other approvers for a 
given period. A time this might be used is if you are out of the office and need your approvals 
managed while you are away. 
 
To begin, navigate to the Delegations Tile from My Homepage. 
 

 
 
To begin delegating approvals:  

1. Click the Create Delegation Request tile. 
 

 
 

2. In Step 1 of the Delegation Request, add the dates in which you need your approvals to be 
delegated then click Next.  
 

 
 

3. In Step 2, add who you would like your approvals to be delegated to then click Next.  
4. Step 3, Choose the Transactions needed for your approvals then click Next.  
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5. Lastly, in Step 4, review your delegation(s) and then click Submit.  
 

 
 
When your delegation has been accepted by the delegate, you will receive an email notification 
that the delegation has been approved.  
 

 
 
You will also receive a notification if the delegation has been denied/rejected.  
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To revoke a delegation, go to the My Delegations tile and click Revoke. The pending approvals will 
then be put back into your queue.  

Receiving Delegated Approvals 
When receiving a delegated approval, you will receive a notification (approval pending is the 
delegation request). You will also notice your Approvals tile showing an increased number of 
pending approvals. To review the delegated approval, either click on the notification or work 
through the approvals tile.  
 

 

 
 
Review the pending approval request and add comments as needed before submitting. If the 
delegation cannot be accepted, click Deny and add a comment as to why.  
 
If the delegator revokes a delegation request to you, you will receive an email notification.  
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Alternate Approvers 

Assistant Principal (School Locations) 
The Assistant Principal at each school will also have access to approve employees in their school 
location who report to the Principal. Repeat steps above when Assistant Principal is approving on 
behalf of the Principal.  

Level 2 Supervisor (Facilities/Nutrition Services/Community Education) 
The Level 2 Supervisor (Supervisor’s supervisor) will also have access to approve all the 
employees reporting to their (L2) Direct Reports in Facilities, Nutrition Services and Community 
Education Departments. They will be shown all their direct reports and those direct reports with 
pending approvals. The procedure to approve will be same as above and L2 supervisors should 
only be approving employees for their direct reports when their direct reports are unavailable to 
approve.  
 
Since there will be several employees, both direct reports and their direct reports with pending 
approvals, there is the ability to be able to select only their direct reports. Select the Filter Icon 
Move the TL Direct Reports Button from No to Yes and select Filter (upper right-hand corner of 
pop-up) and only your Direct Reports needing approval will be displayed. Once you approve them, 
only those employees that you are their level two will need to be approved. 
 

 

Approvals with Transfer/Location Change 
When Approvers are transferred or have a location change, pending approvals waiting for their 
approval will remain in Pending status until they are approved. If the approvers are still approvers, 
even with a direct organization, their pending approvals should still be available.  

Manage Schedules 
As a manager, you can assign and manage your employees’ work schedules. Use the instructions 
below to successfully do so.  

Assign Work Schedule 
1. Navigate to the Manager Self-Service page and select the Team Time tile. Then click 

Assign Work Schedule in the menu on the left.  
2. Search for the employee you want to assign a work schedule to by entering in some of the 

search criteria. 
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3. Click on the employee schedule you would like to update.  
 

 
 

4. Insert a new row and select correct schedule definition. If the schedule you need is not 
available, contact the Payroll Department.  

5. Continue to fill in or update the employee schedule as needed such as Effective Date and 
Assignment Method. The assignment method allows you to select a predefined schedule. 
The Schedule Group should always be SPPS.  

6. When you are done, click Save. 

Manage Work Schedule 
Manage Work Schedules allows you to adjust a time reporter’s schedule.  

1. Navigate to the Manager Self-Service homepage and select the Team Time tile. Then 
click Manage Schedules in the menu on the left.  
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2. Click the arrow next to Instructions to hide or view the instructions that will help you 
navigate through the page.  

3. In the Date and Schedule Selection section, choose how you would like to view the 
information (View By) and timeframe (Date) you would like to view it. The schedule group 
should always be set to SPPS. 
 

 
 

4. Select the employee(s) you would like to update schedule preferences for.  
 

 
 

5. At the bottom of the page, select what you would like to do with the selected employee(s) in 
the Schedule Actions section. 
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6. Once you have completed the action, click OK in the Save Confirmation page.  
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Time and Labor – Employee Self-Service 

Enter Time  
Process Overview 
When it comes to entering time, you may be in one of two categories: an Elapsed Time reporter 
or a Punch Time reporter. Elapsed Time reporters will only need to report the number of hours 
they work each day while Punch Time reporters are hourly workers with a regular schedule of 
work hours.  

Enter/Update Time 
To begin, navigate to Employee Self Service > Time Tile > Enter Time Tile. Enter Time tile 
shows current pay period, reported and scheduled Time and includes a bar above that shows 
reported in green and scheduled not reported in red. 
 
Proceed with the following steps to enter time in the Elapsed format or Punch Time format.  

For Elapsed (Primary Time): 
k. Timesheet will access the Current Week and display the Current Period above on 

the Timesheet – Enter Time page. Also, if this is the first time accessing the 
timesheet for this pay period, the scheduled hours will be prepopulated for each day. 

 
l. To enter time on your timecard, select the appropriate Time Reporting Code on the 

left had side of the timecard.  
m. Then enter the hours for that time code. Note: Time and hours can only be recorded 

in quarter (.25) hour increments and future time can only be recorded for non-work 
hours such as Vacation and Holiday time. 

n. To enter time for a different week, click the appropriate arrow next to Week 1 of 2 
above the time calendar. If you want to navigate to a different pay period, use the 
arrows next to the dates (the example able shows 20 November – 3 December 
2021) 

o. Previous pay period will only be available through Thursday of non-payroll week 
then only available for you to review (not update) beginning Friday of the non-payroll 
week.     

p. Update the hours and select the appropriate time reporting code. Information on the 
right includes: 

iii. User Field 3 (Relationship) 
a. When selecting Bereavement per contract language you get a certain 

number of days based on the relationship.  Please click on the magnify 
glass to indicate the relationship for your Bereavement leave. 

iv. Combination Code 
a. If hours in which you are submitting should be charged to a budget code 

other than your default (regular contracted assignment) please indicate 
the budget code in the Combination code field for those specific hours. 
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q. To add a new row for additional hours, scroll all the way to right and select the + 

button.  
r. When you have completed recording your hours, click the Save for Later button if 

you will still need to access your timesheet later. Only click Submit when you are 
ready for your timecard to go through the approval process.  

s. When you select Submit, you will receive an Acknowledge Reported Time 
certification. “I confirm the information I submitted on my time report is accurate and 
truthful. I acknowledge and understand that submitting incorrect information is 
considered timecard fraud and could result in discipline up to and including 
termination.”  Select Accept and Continue.  

t. When completed, select the ‘Time’ back arrow.  

For Punch Time:  
a. Timesheet will access the Current Week on the Report Time page. The timesheet 

will have scheduled time in and time out hours prepopulated for each day. 

 
b. To enter time on your timecard, ensure the time In and Out hours are correct and 

then select the appropriate Time Reporting Code on the left had side of the 
timecard. Note: Time and hours can only be recorded in quarter (.25) hour 
increments and future time can only be recorded for non-work hours such as 
Vacation and Holiday time. 

c. If you need to report time outside of Regular Pay, scroll to the far-right side of the 
screen and click the + button to account for the additional hours.  
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d. In the added row, enter the appropriate Time Reporting Code and the Quantity of 
hours. Do not enter punch In and Out hours in this row.  

 

 
 

e. When you have completed recording your hours, click the Save for Later button if 
you will still need to access your timesheet later. Only click Submit when you are 
ready for your timecard to go through the approval process.  

 

 
 

f. When you select Submit, you will receive an Acknowledge Reported Time 
certification. “I confirm the information I submitted on my time report is accurate and 
truthful. I acknowledge and understand that submitting incorrect information is 
considered timecard fraud and could result in discipline up to and including 
termination.”  Select Accept and Continue.  

g. When completed, select the ‘Time’ back arrow.  

Mobile Time Entry 
You can perform time reporting and related operations on mobile devices including smartphones, 
tablets, and personal computers. **Elapsed Time Reporters Only** 

Time Summary 
Process Overview  
This section will walk you through viewing your Time Summary.   

View Time Summary 
To access your time summary, navigate to Employee Self Service > Time Tile > Time 
Summary Tile and proceed to the following steps. 
 

1. Click on the Time Summary tile. It will show description and number of hours for each TRC 
reported and the pay period dates. 
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2. The top section will show summary boxes for each day of Reported and Scheduled Hours 
and the bar chart (reported = green; scheduled not reported = red). 

3. When you click on a time box, the bottom section of the page will display the details of the 
day selected at top of page. There is also an Actions tab that can be used to Edit Time.  

4. You have the option of scrolling from pay period to pay period at the top.  
5. The default is the Reported Time tab. There is also the Payable Time tab which can be 

used once Time Administration is run and Payable Time created. 
6. The default view is the Period (same as Biweekly), but you can also select a Weekly or 

Monthly 
7. When completed, select Time back arrow.  

    

Report Time 
Process Overview 
The Report Time tile is used to log time for the current day. In this section, we will walk through 
reporting time for the present day within the system. 

Reporting Time 
First, navigate to Employee Self Service > Time Tile > Report Time Tile. The do the following:  
 
1. Select Report Time Tile. This tile will show Reported and Scheduled Hours for today.  

 
2. Select Time Reporting Code and Quantity of Hours. Quantity must be reported in quarter 

(.25) hour increments. You also have the option of copying hours from your Schedule.  
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3. Review submitted hours on the bottom of the page. When you have more than one Time 
Reporting Code for the day, enter each additional row and Submit. Note: If you have multiple 
jobs, be sure to select the appropriate job from the dropdown at the top of the page and enter 
the time for each specific job.  

 

 
 

4. After you click Submit, Acknowledge Reported Time pop-up will appear. Click Accept and 
Continue. 

Leave/Comp Time 
Process Overview 
We will walk through viewing your leave and compensatory time within PeopleSoft.  

Viewing Leave/Comp Time  
Navigate to Employee Self Service > Time Tile > Leave/Comp Time Tile and select Leave 
/Comp Tile. This tile will show total leave hours balance. You will see your balances for Sick, 
Vacation, and Comp Time. Hours not recorded in quarter (.25) hour increments will be rounded to 
previous .25 hour increment. 
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To navigate through the Leave/Comp page, take the following steps:  
 

1. Click on a tile to see more detail for the specific type of leave time. You will be shown both 
the leave balance and the leave balance details.  

2. When completed, select ‘Time’ back arrow.  
3. Note: Whenever you enter leave time, be sure to remember you cannot submit more time 

than you have. The system will not let you move forward if you do. 
 

Payable Time 
Process Overview 
Here, we will walk through viewing information as it relates to your payable time.  

Viewing Payable Time  
1. Navigation: Employee Self Service > Time Tile > Payable Time Tile 
2. The Payable Time Tile will show Last Time Period, Total Hours, and Estimated Gross. 
3. Last Time Period will be shown with summary of hours by Time Reporting Code (TRC)and 

totals of Hours and Estimated Gross. Default view is Summary 

 
4. Select Details Tab to get additional information.

 
5. Update From and To Dates and refresh to get a different time period. 
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6. When completed, select ‘Time’ back arrow.  
 

Exceptions 
Process Overview 
Exceptions may appear on your timecard if there is an error in your timesheet that needs to be 
fixed. If exceptions are not corrected, you will not have your time processed.  

Viewing Exceptions  
1. Navigation: Employee Self Service > Time Tile > Exceptions

 
2. Review the message for each exception and determine if timesheet accurately reflects 

hours that should have been reported. If Severity is a High Exception, corrections must be 
made to create Payable Time for that day. If Exceptions are Medium or Low, any 
corrections needed should be made to be accurately reflected in Payable Time. 

3. When completed, select ‘Time’ back arrow.  
 

Receiving Delegations 
Both managers and employees can receive delegations for approvals. When receiving a 
delegated approval, you will receive a notification (approval pending is the delegation request). 
You will also notice your Approvals tile showing an increased amount of pending approvals. To 
review the delegated approval, either click on the notification or work through the approvals tile.  

 

 

 
 
Review the pending approval request and add comments as needed before submitting. If the 
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delegation cannot be accepted, click Deny and add a comment as to why.  
 
If the delegator revokes a delegation request to you, you will receive an email notification.  
 

Email Notifications  
In relation to submitting time, you will receive email notification from the system when:  

c. You have not submitted your timesheet for previous week. 
d. Your timesheet has been updated by someone other than yourself. 
e. Your timesheet has been denied and corrections need to made. 
f. A high severity exception has been created and requires corrective action. 
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