[image: image1.wmf]
Self Service Banner

Handbook
on

 Time Sheet and Leave Report Approval

[image: image2.emf]



OCCIDENTAL COLLEGE
Human Resources

2009

Employee Information Channel
The Employee Information channel is found in the myOxy portal (https://my.oxy.edu/) under the Employee Services Tab and it contains links to employee related information including time sheets and leave reports, benefits and deductions, pay information, tax forms, jobs summary and leave balances. Time approvers will use the time sheet and leave report links to review and approve time for Oxy employees and student workers.
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Be wary of any program or web page that asks you for your
Oxynet login and password. Secure Oxy web pages that ask you
for your login and password will generally have URLs that begin
with "https” and the domain name is always "oxy.edu”. In
addition, your browser should visually indicate that you are
accessing a secure page.

For security reasons, please always remember to Logout and
Exit your web browsers when you are done using myOxy!

Welcome to myOxy!

myOxy is Occidental's web portal. A portal is a personalized access point to a collection of web-based services and information. It differs from a simp
collection of links because it uses a combination of security, personalization and customization designed to meet your specific needs.

What's Inside?

4 Email: Access Oxy Webmail and OxyCONNECT email services through myOxy.

Oxypedi

single sign on to Oxypedia through myOxy; share information with the campus community.

[I] cateway Apps: Access various Oxy web applications that are applicable to you with single sign on through myOxy.

and much more.

Many other features are planned for delivery throughout the year and we encourage you to suggest the ways in which myOxy can be even
more useful for you. The feedback icon inside is a vehicle for you to let us know what you think.

®
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Ratirement, health, flexible spending, miscellansous, bensficiary, open
enrollment, Banefit Statement.

Diract deposit allocation, sarnings and daductions history, or pay stubs.

W4 information, W2 Form or T4 Form,





Time Sheet Approval for Direct Reports

Time sheets are for all hourly employees. Time Sheets should be submitted for the pay period with enough time that they are approved by noon of the Monday following the pay period end

Click on either the Time Sheet  or Leave Report Link
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On the Time Reporting Selection screen: the Access my Time Sheet button will take the individual to their own time sheet; the Access my Leave Report button will take the individual to their own leave report; the Approve or Acknowledge Time button will take the individual to the time approval screens for the employees who report directly to them; the Act as Superuser button will allow a user with superuser rights to see employees who do not report to them directly (these individuals are typically back-up time approvers for other areas within their departments)

Click the Approve or Acknowledge Time button and click the Select button. 
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On the Approver Selection screen: the Time Sheet section will contain all hourly employees; the Leave Report section will contain all salaried employees; the Sort Order section allows the user to sort the employee records either first by status and then by name or simply by name
Click the My Choice button under Time Sheet and select the pay period from the drop-down menu
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Time Sheet

Department and Description My Choice Pay Period

9, 7430, Human Resources & [BW, Aug 23, 2009 to Sep 0S5, 2000 v
Leave Report

Department and Description My Choice Leave Period

9, 7430, Human Resources SM, Aug 01, 2009 to Aug 15, 2009 v,

Sort Order

My Choice
Sort employees’ records by Status then by Name: &
Sort employees’ records by Name: o

Select:






On the Department Summary screen: the employees will be sorted based on the selection made on the Approver Selection screen (in the example below the employees are sorted first by status and then by name); the Select New Department button will take the user back to the Approver Selection screen; the Select All, Approve or FYI button will approve the time for those employees where the Approve or FYI checkboxes are selected; the Reset button will remove any changes that have been made; the Save button will save any changes that have been made.

Under the Pending section, click on the Employee Name to review the time for that employee
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@ Select the employee's name to access additional details.

CoA: 9, Ocddental College
Department: 7430, Human Resources

Pay Period: Aug 23, 2009 to Sep 05, 2009
Act as Proxy: Not Applicable

Pay Period Time Entry Status: Open until Sep 15, 2009, 11:59 P.M.

Select New Department Select All, Approve or FYI | Reset | save |
Pending
n Name and Position Required Action  Total Hours  Total Units  Queue Status  Approve or FYI  Return for Gorrection other Information
AO0784826  Krystal M. Bruner Approve 80.00 00 r r Change Time Record
$B0012 - 00
Not Started
b Name and Position Other Information
AD0S30974 Gisselle Amelia Cornejo
$B0100 - 00
£00486040 Kathleen Louise Garcia
SB0014 - 00
£00487442 Marivel Santos
$B0012 - 00

Pay Event Transactions

Action required by all approver: o
Time or Leave Transactions Approved or FYT: o
Time or Leave Transactions Awaiting Approval or FYI: 1
Total: 1
Total Hours: 80.00
Total Units: 00

Select New Department Select All, Approve or FYI | Reset | save |






On the Employee Details screen: the Previous Menu button will take the user back to the Department Summary screen; the Approve button will approve the employee time and electronically forward it to payroll for processing; the Return for Correction button will return the time sheet back to the employee for corrections; the Change Record button will allow the time approver to make changes to the time that was submitted; the Delete button will delete the time transactions; the Add Comment button allows the time approver to add a comment to the time sheet; the Routing Queue links shows the routing of the time sheet; the Account Distribution link shows the FOAPAL information where the employee time will be charged

Review the hours as well as the time in and out information for the employee for accuracy. 
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Employee ID and Name: 400784826 Krystal M. Bruner Department and Description: 9 7430 Human Resources
: 5BO012-00 Human Resources Coordinatar Transaction Status: Pending
Previous Menu Approve Return for Correction Change Record | Delete | Add Comment

Routing Queue | Account Distribution

Time Sheet

Earnings Shift Special Total Total Sunday, Monday, Tuesday, Wednesday, Thursday , Friday, Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday,
Rate Hours Units Aug23, Aug24, Aug25 Aug26,  Aug27, Aug28, Aug29, Aug30, Aug3l, Sep0l, Sep 02, Sep 03,  Sep 04, Sep0s,

2009 2009 2009 2009 2009 2009 2009 2009 2009 2009 2009 2009 2009 2009

Regular 1 a0 8 8 8 8 8 8 8 8 8 8

Pay

Total Hours: a0 8 8 8 8 8 8 8 8 8 8

Total Uni o

Time In and out

Earnings Sunday, Monday, Tuesday, Wednesday, Thursday, Friday,  Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, saturday ,
Aug23,  Aug24,  Aug25  Aug 26, Aug27,  Aug28, Aug2d,  Aug3o,  Aug31,  SepO0l,  SepO02, Sep 03, Sep 05,
2009 2009 2009 2009 2009 2009 2009 2009 2009 2009 2009 2009 2009
Regular 08:00 AM  08:00 AM  D8:00 AM  08:00 AM  08:00 AM 08:00 A 08:00 AM  08:00 AM  08:00 AM  08:00 AM
Pay 12:00PM  12:00PM 1200 PM  12:00PM  12:00 PM 12:00PM  12:00PM  12:00PM 1200 PM  12:00 PM
0L:0DPM  OLOOPM  0OLODPM  OLOOPM 0100 PM 0LODPM  OLOOPM  OLOOPM  OLODPM  OLODPM
05:00PM  05:00PM  05:00PM  0S:00PM  05:00 PM 05:00PM  05:00PM  D0S:00PM  0S:00PM  05:00 PM

Routing Queue

Name. Action and Date
Krystal M. Bruner Originated Aug 11, 2008 02:17 pm
Krystal M. Bruner Submitted Aug 11, 2009 02:18 pm

Richard Ledwin pending






If the time sheet needs to be corrected, the time sheet can either be returned to the employee for correction or the time approver can make the necessary corrections. 

To return the time sheet to the employee for correction, click the Return for Correction button (this will automatically return the time sheet to the employee for correction). Once this is done, communicate with the employee about the correction so that the employee can make the correction and resubmit for approval.

To make the correction for the employee, click the Change Record button. This button will open the Time Reporting screen where edits can be made to the time sheet. Once the time has been corrected, click the Previous Menu button to return to the Employee Details screen 

To approve the time sheet, click the Approve button. This will automatically submit the time information to payroll for processing and the Routing Queue will be updated with the date and time of the approval.

Click the Previous Menu button to return to the Department Summary screen

Leave Report Approval for Direct Reports

Leave Reports are for all salaried employees. Leave Reports should be submitted for both pay periods of the month, within one week of the month end. If no vacation or sick leave time was taken for that month, both pay periods should be submitted for approval even though they will have zero hours. Please note usage of sick leave and vacation are reported in full day (8 hour) increments only.

Click on either the Time Sheet  or Leave Report Link
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On the Time Reporting Selection screen: the Access my Time Sheet button will take the individual to their own time sheet; the Access my Leave Report button will take the individual to their own leave report; the Approve or Acknowledge Time button will take the individual to the time approval screens for the employees who report directly to them; the Act as Superuser button will allow a user with superuser rights to see employees who do not report to them directly (these individuals are typically back-up time approvers for other areas within their departments)
Click the Approve or Acknowledge Time button and click the Select button. 
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On the Approver Selection screen: the Time Sheet section will contain all hourly employees; the Leave Report section will contain all salaried employees; the Sort Order section allows the user to sort the employee records either first by status and then by name or simply by name.
Click the My Choice button under Leave Report and select the pay period from the drop-down menu

[image: image12.png]Approver Selection

Time Sheet

Department and Description My Choice Pay Period

9, 7430, Human Resources BW, Aug 09, 2009 to Aug 22, 2009 7

Leave Report

Department and Description My Choice Leave Period

9, 7430, Human Resources & SM, Sep 01, 2009 to Sep 15, 2009 ~
Sort Order

My Choice
Sort employees' records by Status then by Name: &

Sort employees' records by Name: c

Select:




On the Department Summary screen: the employees will be sorted based on the selection made on the Approver Selection screen (in the example below the employees are sorted first by status and then by name); the Select New Department button will take the user back to the Approver Selection screen; the Select All, Approve or FYI button will approve the time for those employees where the Approve or FYI checkboxes are selected; the Reset button will remove any changes that have been made; the Save button will save any changes that have been made
Under the Pending section, click on the Employee Name to review the time for that employee
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@@ Select the employee's name to access additional details.

COA: 9, Ocddental College
Department: 7430, Human Resources
Leave Period: Sep 01, 2009 to Sep 15, 2009
Act as Proxy: Not Applicable

Leave Period Leave Entry Status: Open until Oct 16, 2009, 11:59 P.M

Select New Department Select All, Approve or FYI | Reset | save |
pending
D Name and Position  Required Action  Total Days Total Hours Total Units Queue Status  Approve or FYI  Return for Correction  Other Information
700784826  Krystal M. Bruner Approve 00 32.00 00 r r Change Leave Record
AD00S4 - 00 Leave Balarce
Not Started
i Name and Position Other Information
A00519729 Richard Ledwin
AD0O16 - 00
200486885 Eli Grospe Pangilinan
AD0160 - 00
A00487323 Karen L. Saloe
£00199 - 00

Pay Event Transactions

Action required by all approvers: o
Time or Leave Transactions Approved or FY! o
Time or Leave Transactions Awaiting Approval or FYI: 1
Total: 1
Total Days: 00
Total Hours: 32.00
Total Units: 00

> @ Rt





On the Employee Details screen: the Previous Menu button will take the user back to the Department Summary screen; the Approve button will approve the employee time and electronically forward it to payroll for processing; the Return for Correction button will return the leave report back to the employee for corrections; the Change Record button will allow the time approver to make changes to the time that was submitted; the Delete button will delete the time transactions; the Add Comment button allows the time approver to add a comment to the leave report; the Leave Balances link shows the leave balances for the employee; the Routing Queue link shows the routing of the leave report

Review the hour information for the employee for accuracy. Please note usage of sick leave and vacation are reported in full day (8 hour) increments only.
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Employee ID and Name:

Title:

Previous Menu

Approve

ADD784826 Krystal M. Bruner
ADDOS4-00 Asst Dir of Human Resources

Return for Correction

Department and Description:
Transaction Status:
Add Comment.

Change Record | Delete |

Leave Report

Earnings Total

vacation a2
Pay

Total a2
Hours:

Total

Units:

Tuesday, Wednesday, Thursday , Fri
Hours Units Sep 01,

Leave Balances as of Aug 11, 2009

Type of Leave
sick Leave
vacation

Routing Queue
Name

Krystal M. Bruner
Krystal M. Bruner
Richard Ledwin

Previous Menu

Sep 02, Sep 03,
2009 2009 2009
8 8 8
8 8 8
o
Hours or Days Banked
Hours o
Hours o
Approve Return for Correction

Sep 04,
2009

| Leave Balances | Routing Queue

Sep 05,
2009
8

Sep 06,
2009

Sep 07,
2009

Sep 08,
2009

Sep 09,
2009

Sep 10,
2009

Date Available Available Beginning Balance
Jan 11, 2008 216
Jan 10, 2005 128

Action and Date

Originated Aug 10, 2008 05:04 pm
Submitted Aug 11, 2009 02:46 pm
pending

Change Record | Delete | Add Comment

ay, Saturday, Sunday, Monday, Tuesday, Wednesday, Thursday, Friday,
sep 11,

2009

Earned
56
70

9 7430 Human Resources

pending

Taken
56
112

Saturday , Sunday, Monday, Tuesday,
sep 12,
2009

Sep 13,
2009

Sep 14,
2009

Sep 15,
2009

Available Balance
216
86




If the leave report needs to be corrected, the leave report can either be returned to the employee for correction or the time approver can make the necessary corrections. 

To return the leave report to the employee for correction, click the Return for Correction button (this will automatically return the leave report to the employee for correction). Once this is done, communicate with the employee about the correction so that the employee can make the correction and resubmit for approval.

To make the correction for the employee, click the Change Record button. This button will open the Time Reporting screen where edits can be made to the leave report. Once the time has been corrected, click the Previous Menu button to return to the Employee Details screen 

To approve the leave report, click the Approve button. This will automatically submit the time information to payroll for processing and the Routing Queue will be updated with the date and time of the approval.

Click the Previous Menu button to return to the Department Summary screen

To Act As A Superuser
Superusers are users who have been given special rights to see employees who do not report to them directly (these individuals are typically back-up time approvers for other areas within their departments). After the Approver Selection screen, all steps for time approval are the same.
Click on either the Time Sheet  or Leave Report Link
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Click the Approve or Acknowledge Time button and then click the Act as Superuser check box. Then click the Select button. 
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To Select Time Sheets (Hourly Employees)
On the Approver Selection screen:

Use the drop-down menu to select the Type of Records: Time Sheets 

Use the drop-down menu to select the Pay ID: BW, Bi-weekly Hourly
Use the drop-down menu to select the Pay Number
Use the drop-down menu to select the Department
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To Select Leave Reports (Salaried Employees)

On the Approver Selection screen:

Use the drop-down menu to select the Type of Records: Leave Report 

Use the drop-down menu to select the Pay ID: SM, Semi-Monthly

Use the drop-down menu to select the Pay Number

Use the drop-down menu to select the Department
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