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Department of Administration

Reported Time Tile

Pages behind the Reported Time Tile:

Reported Time Some of the Navigation Collection Items were
previously listed under the Time and Labor Menu.

< Time and Labor Reported Time

5 | Timesheet

Report Time

— _ Timesheet Summary
T Approve Reported Time

= Reported Time Audit * Employee Selection
. Employee Selection Criteria { __ GetEmployees |
3 Time Reporter Status proy
Selection Criterion Selection Criterion Value T
_ § Clear Criteria
4 | Unprocessed Reported Time
Time Reporter Group Q
= Exceptions Sawve Criteria
Employee ID Q
T B [ Include Inactive Employees
Empl Record Q
m Last Mame Q
First Name Q
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anséisfw e Payable Time Tile
Pages behind the Payable Time Tile:

Payable Time

The Review Paycheck and Request Pay-Affect

O Adjustment Navigation Collection Items display only
A4
5] for those employees who also have the Payroll Role.

< Time and Labor Payable Time

- Approve Payable Time

Approve Payable Time

= View Payable Time Detail Approve Time for Time Reporters

7] View Payable Time Summary ¥ Employee Selection
T Unprocessed Payable Time Employee Selection Criteria
Selection Criterion Selection Criterion Value
= Review Paycheck
Time Reporter Group Q

71 Request Pay-Affect Adjustment

u Employee ID Q
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i p— Time and Labor Reports Tile

Pages behind the Time and Labor Reports Tile:

Time and Labor Reports

Only Task Reporters will see the Combo Code/Task Profile

link. Only Interface agency employees with the Time and
' Labor HR role will see the TCD Errors report link.

Time & Labor Rpts

< Time and Labor

7 | Paper Time Document
Paper Time Document

7 Payable Hours Exception Enter any information you have and click Search. Leave fields blank for a list of all values.
i~ Payable Status Find an Existing Value | Add a New Value

5 Payable Time Extract + Search Criteria

3 Reported Time Extract Search by: Run Control ID begins with |

7 Combo Code/Task Profile

| Search | Advanced Search
I~ TCD Emors ——

3| Workers Comp Motification
ind an Existing Value Add a New Value
T Taskgroup Exceptions

7 Leave Accrual

i Vacation Leave Overage
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Time Reporter Data & Schedule Tile

Pages behind the Time Reporter Data & Schedule Tile:

Time Reporter Data & Schedule

poy

| Time Reporter Data
7 Time Reporter Status
71 Assign Work Schedule

T Schedule Definitions

< Time and Labor Time Reporter Data & Schedule

Access to Time Reporter Data now takes the user directly to
the Employment Data Page (where the Time Reporter Data
link is located). If the user also has the Agency HR
Administration role, he or she will see all Job Data. The user
can also see the schedule history by accessing the Assign
Work Schedule link.

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘ Keyword Search

w Search Criteria

Empl ID | begins with[] |
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Pages behind the Leave Balances Tile:

Leave Balances

In addition to Leave Balance information, the user
can easily locate the Shared Leave and employee
Leave Plan links here.

< Time and Labor Leave Balances

Byl
EIEIE

7 | Leave Balances

Review Accrual Balances

7 Leave Balances History Enter any information you have and click Search. Leave fields blank for a list of all values.
i Shared Leave Find an Existing Value |
3 Leave Plans w Search Criteria

Empl ID | begins with[v| |

Empl Record

|
Mame | begins with|[~|
Last Name | begins with||
m Second Last Mame | begins with[+]
Alternate Character Name | begins with[v|
Middle Name | begins with[|

| Search ‘ Clear Basic Search M Sawe Search Criteria 6
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Pages behind the Time and Labor Funding Tile:

Time and Labor Funding

=

Only employees with the Task Reporter or Agency
Commitment Accounting Specialist role will see the
Time and Labor Funding Tile.

£ Time and Labor Funding

5 Combo Code/Task Profile Report
Combo Code/Task Profile

i Task Profile Enter any information you have and click Search. Leave fields blank for a list of all values.

T Taskgroup Find an Existing Value Add a New Value
= Search Criteria

Search by: Run Control ID begins with

| Search |Aduanced Search
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Setup Time and Labor Tile

Pages behind the Setup Time and Labor Tile:

Setup Time and Labor

< Time and Labor

1 Schedules ~

Schedule Definitions

This Tile includes links for Department of Administration
staff that are not visible to agencies. Agency users can see
details of all schedules here. Agency staff can also see the
Schedule Definitions link under the Time Reporter Data
and Schedule Tile.

Setup Time and Labor

| Definition | Schedule Shifts Kansas Information

SetID SOKID State of Kansas SETID
Schedule D SM-F

Schedule Details Q| 10f1[v]
Effective Date  11/01/2009 Status  Active
Description & Hours M-F Short Description 8M-F

Definition Type Elapsed Days in Schedule 14
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Time and Labor WorkCenter Tile

Pages behind the Time and Labor WorkCenter Tile:

Time & Labor WorkConter Did you know you can run Time and Labor queries?
Check out the Reported Time by Dept by PPED query. It
- I L l IS easier to generate than the Reported Time Extract. The

Time Reporter Data by Agency query is handy too.
Time and Labor WorkCenter ¥«
% Links = o

Welcome

 Time and Labor WorkCenter
-  Time and Labor WorkCenter Job
aid
Queries
T Qwery Manager

Announcements

#
v ]
1

= Time and Labor
~  Payable Time by EE by Month
bl= Time by EE by PPED

- ﬁhle Time 3 - b: Ouarter Announcements
Fayable Time by EE by Year
Reported Time by Dept by PFED
Reported Time by EE by Month
Reported Time by EE by FPED
Reported Time by EE by Cuarter

7 Reported Time by EE by Year

7 Time Reporter Data by Agency 9

Displays Announcements pertaining to these employee.

. Welcome to the Time and Labor WorkCenter



