  Reported Time Report

CMS PeopleSoft Human Resources – Print Your Reported Time Report

Steps to Print Your Reported Time Report
Each campus department has defined their business process for verifying time.
Department leads and timekeepers MAY use this hard copy report to verify hours worked, pay rate (applicable to hourly employees) and status of time entered (saved, needs approval or approved).
Generating Your Reported Time Report 
1. Use your web browser to sign into PeopleSoft Human Resources.  PeopleSoft is accessed through the campus portal at the following address: https://my.csusm.edu.  Sign in to the campus portal and Select HR Administration > PeopleSoft HR Access.
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System Maintenance schedule

MyCSUSM will be unavilable during the following periods for
scheduled maintenance:
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2. Once logged into PeopleSoft, follow this navigation:   CSUSM Custom >   Reported Time Report. 
3. Click the [image: image3.png]


 button, and then select a Run Control ID from the Search Results. (If you have no Run Control ID, click the Add a New Value tab, type in any name for your Run Control ID—no spaces allowed—and click Add 
Please note that the Run Control ID will remain in the system and is available to re-use.
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4. For department timekeepers, you will select the Department, Pay Period Begin Date and Pay Period End Date for which you want   to generate the   Reported Time Report for. To run reports for multiple departments, you will need to run the report separately for each department.
5. Click [image: image5.png]Run



 to generate the Reported Time Report. The report will be generated in PDF (Adobe Acrobat) format, for the parameters that have been selected; you must now retrieve and print the   Reported Time Report.
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6. For MPP/Time Approvers, you will select the Group ID, Pay Period Begin Date and Pay Period End Date for which you want to generate the   Reported Time Report for. To run reports for multiple Group ID’s, you will need to run the report separately for each Group ID.
7. Click [image: image7.png]Run



 to generate the Reported Time Report. The report will be generated in PDF (Adobe Acrobat) format, for the parameters that you have selected.
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8. Once you click [image: image10.png]Run



it will take you to the Process Scheduler Request page (screenshot below), click the [image: image11.png]


 button to initiate the Reported Time Report request.
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Retrieving your Reported Time Report 

9. Click the [image: image13.png]Eeport Manager



 link to go to the Report Manager and obtain the PDF output file.
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10. Select the [image: image15.png]


tab.

11. Click [image: image16.png]


 until the Status of the report status is listed as “Posted”. (This may require clicking Refresh several times.)
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12. Click on the [image: image18.png]Details



 link, which will take you to the Report Detail page. 
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ReportID: 65138 Process nstance: 72053 Message Log
Name: SMOTLO12 Process Type: SQR Report
Run Status:  Success

Reported Time Report
Distribution Details

Distribution Node:  HSIPRD Expiration Date:  [07/06/2008 [
File List
Name File Size (bytes) | Date
SHOTLO012 OTH.paf 5347 05122/2008 8:42:41.00000044 PDT
SHOTLO12 STU.pdt 3300 05122/2008 8:42:41.00000044 PDT
MessageLog 1548 05122/2008 8:42:41.0000004M PDT

Trace File 1656 05/22/2008 842-41 000000AM PDT




13. Click on the report name to open the   Reported Time Report.  For Student Employees click on   [image: image20.png]SMOTLO12 STU.pdf



 .  For Salaried/Hourly Employees click on  [image: image21.png]SMOTL012 OTH.pdf
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14. Below is a sample screenshot of the   Reported Time Report:
[image: image23.png]Report ID: SMOTLO012 California State University, San Marcos

Page 1 of 1 TL Reported Time Report - Student Employees
Group ID:
Department: 1064, HRRM Human Res & Equal Opport

Pay Period: 04/01/08 - 04/30/08

Report Date: 05/22/08
Report Time: 08:42:31

Emplovee Name Empl D Rect JobCd HowR RotDate  RptHows __ RptStamus
Gates, Antonio 000013 1 1871 800 04100008 500 Approved
1871 800 041608 500 Approved
1871 800 042308 600 Approved

Total: 1600

NOTE: Student Employees listed befow did not report any time 1 TotalPay: S 12800

ivers, Philip 0000133 0

Brady, Tom 00001XKX 0

Lead Workers: Authority to review time entered for accuracy prior to review/approval by the appropriate administrator (MPP).

MPPs: Authority to review and officially approve all time submitted.  Authority to make adjustments/corrections to submitted time.

Lead Worker - Print Name Lead Worker - Signanure

MPP - Print Name, MPP - Signature

My signature authorizes approval of the reported time. To the best of my knowledge, the authorized time is accurate and complete.
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15. Once the report is open, you may print it.

16. To exit, close the Adobe Acrobat window by clicking the [image: image25.bmp] in the upper right hand corner to close the window.
17. Sign out of PeopleSoft. 
If you have any questions, please contact Diana Wilstermann at ext. 4428 or Paul Albares at ext.4413
Reminder: When the report is generated by Group ID, the report will need be run twice; once for the Group ID associated with the Student Employees and once for the Group ID associated with the salaried/hourly employees.





When the “Status” is set to “Posted”, click the � link to open up the PDF report(s).





NOTE: If you are running your report by Group ID, you will only receive results for the Group ID you are requesting. 





NOTE: Employees with no time reported will appear at the bottom the report
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