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Help with Self-Service
If you need Self-Service help for questions with:

e A forgotten password or log-in problems
Unable to see certain screens in the system
If the system itself is not working
Leave Codes
Leave Balances
Time Reporting problems

Contact: HR HELPDESK

Phone: (867) 920-3409 — from Yellowknife
Phone: 866-475-8162 — Toll Free from Regions
E-mail: HRHelpdesk@gov.nt.ca

The Help Desk is open Monday to Friday from 8:30am to 12:00 noon and 1:00pm to
5:00pm.

If you reach the voicemail, please leave a message and you will receive
acknowledgement of your question within 24 hours.
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INTRODUCTION

As a Time Approver, you are responsible for approving your employees’ hours and
leave. You can approve time up to the end of the fiscal year (March 31). If you need to
go back and correct time, you can only go back two pay periods. For approval of time
before this, a request must be sent to the HR Helpdesk and the leave will be entered or
corrected by Data Management.

It is suggested that you go into the Self Service system every Friday to approve time
and leave for your employees. There are calendars available on the HR website with
the cut-off dates listed: http://www.hr.gov.nt.ca/intranet/peoplesoft/calendars/ and the
cut off days are also posted on the HR Intranet/Internet Self Service sites at
http://www.hr.gov.nt.ca/intranet/peoplesoft/ or http://www.hr.gov.nt.ca/hrsystems/

The system does not process any time or leave until you have approved the entry.

If you are an Approver for Positive Time employees, it is imperative to approve their
time by the cut-off deadline, or those employees will not get paid.

If you cannot complete your approvals on that date, you should advise your secondary
or tertiary approver to complete them for you. See Page 10 for instructions on
Forwarding Approval.

If you are an Approver for Exception Time employees, you will only have to approve
time that is an expection to their regular working schedule. Although employees should
advise you about entries they have made in prior pay periods, it's a good idea to check
back and make sure the time and leave is what you expect.

Instructions on various other Approvers issues such as running reports will be available
on the HR Intranet at http://www.hr.gov.nt.ca/intranet/approvers/default.htm

If you are unable to access the Intranet, all Self-Service sign-in and information is also
available on the HR Website at http://www.hr.gov.nt.ca/hrsystems/
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Approving Time in the Timesheet

As a Time Approver, you are responsible for approving your employees’ time. All time
and leave is entered on the Timesheet. This includes all types of leave (such as sick,
special, annual, mandatory), any additional time (such as overtime or responsibility
allowance) or in the case of Positive Time employees who have no set schedule, you
must approve all time entries including regular time. To approve Timesheet entries:

1. Log onto the system. If this is your first time logging on to the system, see the
Instruction manual for “Logging On and Personal Information.”

ORACLE
PEOPLESOFT ENTERPRISE

Select a Language:

User ID: |bugs bunny

English Espafiol
Password: Dansk Deutsch
Francais Francais du Canada
Sign In Italiano Magyar
Mederlands Marsk
Polski Portugués
Suomi Svenska
To settrace flags, click here Cedting BEiE
E=E0 PwCCkui
g e 3
e lnbe Lyl

2. Click on Manager, Self Service.

ORACLE S—
Home | \Workiist | Performance Trace | _Add fo Favorites | Sign out

Search:

% ;}Manager Self Service

Navigate to self service information and activitiez for people reporting to you
% Job and Personal Information Compensation and Stock
Manage job and personal information for your Manage salaries for your workforce, either

It My Favorites i

ell Service

= Manager Self Senice
T Trmetdanagem

To==| Time Management
== Manage schedules, view and approve

[» Job and Personal

reported and payable time, absence and

employees.

by individual or by group. Review the

Information
[ Compensation and Stock
[> Performance Management
[» Recruiting
[ Workdorce Administration
[ Benefits
[ Time and Labor
[» Payroll for North America
[> Workforce Development

compensation history and total compensation
picture for your direct reports, as wellas
review their stock option history and vesting

=l View Employee Personal Info
= Reguest Reporting Change
ElView Reporting Change Status

overtime requests, exceptions, and more.
[C1Manage Schedule

7 More... status of shares.
2 More... = Wiew Compensation Histo

EJ/\; Performance Management

Plan, evaluate and manage performance and
development for your workforce.
[ Performance Documents

[» Organizational Development
[> Warkforce Monitoring

[ Worklist

[» PeopleTools

— Change My Password

3. Choose Approve Time and Exceptions.

4. Click on Reported Time.

Main Menu > Manager Self Service = Time Management >

ﬁ Approve Time and Exceptions

Approve reported or pgvable time, overtime and absence requests, and manage €

Reported Time
Approve reported time and task details for a day, week, or time period.
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Time and Leave Approver

5. This will bring up the Timesheet Summary page, which allows you to verify your

group’s or an individual employee’s time and leave entries.

Approve Reported Time

Timesheet Summary

5
Description
Group ID

EmpllD
Empl Red Mbr

Last Mame

There were no employees found with Reparted Time to appro

Value

|120?84 Q
I &

Drate: |DB:131200?E1’J 4 Retresh |

Get Employees | your Emp|0y663’
Time Sheets

upon your selection criteri

Step 6 — to find

Since you only
can view one
week at a time,
click here to view
“other timeframes
See Step 9

2]

Al Time Before
Emplovees Fi[sE

I MHarme

¥ gelect Al Claar Al

Approve Selected

‘me Needing Approval From

Customize | Find

Annual, Sick
and Special

0.0000

Hours to be
Approved
0.0000

Ceny Selected

First (B 4 of 4

Employee ID

El Last

Empl Rcd
Nbr.

0

To approve any leave, you must enter the individual Employee or Group ID
number(s). Click the magnifying glass icon next to the ‘Value’ box to see a list of

your groups or employees.

Click “Get Employees”.

If you are approving time for one employee only, enter their employee ID# and click
“Get Employees”. The “Last Name” search engine is not functional at this time.

Note: You will only be shown employees who need to have their time approved. If the
employee has not submitted any time for approval, they will not appear in this page. To
see a list of all your employees, click on Report Time (see page 8).

9.

IMPORTANT: The system is defaulted to the “Week” option. This will only show you
the current week’s entries. To view previous or future weeks, chose the “All Time
Before” or “All Time After” options. You can also choose the “Day “ option to view by
a specific day. If it is Cut-off week, you must ensure you check the previous

week for any entries.
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Report Time

Timesheet Summary

= Get Employaes |

Description Walue

Group 1D 192ARC Q Employees reporting to

EmpliD Q Donald Duck under this

Empl Red Mbr Q specific group ID who need

LastNarme Q, to have time approved will
appear here.

View By:  Week w | Date:  JOEI00T [ | S Bt

z= Provions Wk [ v =

Employees For Donald Duck — Totals From 18062007 - 24062007

Customize | Find First 1) 9.8 a1 9 L35
: . " Al Emgl
eported Hows to be Scheduled . Approved Submitted Dended et EmgHoyes
i Hours  Apguoved  Howrs Exception Hows Hmms ::E:cf:ﬂ 11} E%:' Deparhnent
Mickey Mouse p.oo 0.00 37.50 0.oo n.on 000 12345 0141144
Mirnie Mouse 0.00 0.00 37.50 0.00 .00 000 65432 0141144
~

10.To approve or deny time, click on the employee’s name. This will bring up the
employee’s time sheet.

Mickey Mouse ErmpiD) 119135

Job Tie:  Informalion Sysherns Anaksls EmpiRod Mar 0

View By: | TIme Perind % Date:  |[p0AE2007 & % Reiresh A Previoys Time Pernd  Hee Time Peeiged «=
€ Absence Request - click bo enber régue st lor Anaual Sick or Special Leave
Reporied Hoas: 13 50Hours  Scheduled Homs:

75.00Hours == Prewo s Emaloves

e Emloves ==
Fapoatad tima s of after 26052007 Is for afumrs parkai,

From Saturdmy 09062007 to Friday 06223007

Sum  Mon  Tue Wed Thu ki Sat

Sm Mo Tue Wed  Thu  Fri
6 116 126 136 14% 155 168 176 1B 108 HE 25 226 Telal Time Reperiing Code Taskgroun
4.00 4.00 OT1 - Cogrtamé @ 1.5 w RTS
2.00 2.00 OT2- Cogrtimed @ 20 | RTS
T.50 7.50 REG- Regular 91U w* |RTS
Submit
Li ) Tirne Status - click 10 hide
25t Date Status Totad Ting Raporting Coids Commants
12MEZ007  Meeds Approval 4.00 oTl L
ZMEZ007  MNeeds Approval 200 072
/ 1262007 Meeds Approval 750 REQ

LAI Csalecl Al

Approve Belaciad Diany Selactad
Step 12 /
p LN FUrs Sumnenan - ek vie

B Abgence Balances - chik1o view

GoTo  MAnaer Sel Gendce
Tirne Managernent
Ratisn by Salel Endlives

11.0nce you have reviewed your employee’s time, you can choose to approve or deny
the employee’s requests individually or all at once.
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12.To select the requests you wish to approve or deny, click the ‘select’ box next to the
request. Click “Approve Selected” to approve all the selected requests. Click “Deny
Selected” to deny time or leave. You can also chose “Select All” to highlight all
requests for approval or denial.

13. REMEMBER, you should approve/deny all time and leave every Friday to ensure
requests are accurate. All time and leave must be approved before the cutoff date
for it to be included in the next pay.
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Viewing Employees in Report Time

1. When you chose “Approve Time and Exceptions”, you will only see employees who
have submitted time and leave for approval. In order to see all your employees in
one place, chose Manager Self Service > Report Time > Timesheet.

g Manager Self Service

Mavigate to zelf zervice information and activities for people reporting to yau.
Approve Time and Report Time

Exceptions Repe setzgjuest ahzences,
Approve reported or payable time,

overtime and abzence requests,

and manage exceptions.

EReported Time

2. Select the correct Group ID or enter the Employee’s ID number. Click “Get
Employees.” This will show the employees who have you listed as a primary,
secondary or tertiary approver in the Approval Ladders.

[ My Favotites

& Self Sendce Request Employee Absence

< Manager Self Serice Select Emplovee
= Time Management .
> Approve Time and Mickey Mouse
Exceptions Select an employee to initiate an absence request by clicking on the employee name, clicking on Search C“Ck to see the
- Report Time far an ermployee, or clicking on the charticon to find an indirect repont
— Timesheet
— Transaction Effective Date: 072372007 |5 o absence requests of
s the employees who
[ Wiew Time
&> Recrulting Direct Reports For  Mickev Mouise Find  First (4] 412 o 42 ] Last pioy
[ Workiorce Administration e i B N renort to Donald D“Ck
b Benefits Name EmpliD Job Title Department
> Time and Labar ‘Donald Duck 100000 HR - HR 5t
[> Payroll for Morth America ,Prince Charming 200000 Adeninistra HR - Corp

[> Global Payroll & Ahsence

iMinnie Mouse 300000 HR - Carn at

3. If you cannot see specific employees there may be a problem with either the
Approval Ladders. Contact the HR Helpdesk to address this problem.

4. If you see employees who do not report directly to you, they may appear because of
their connection with your position or department. You should not be able to click on
these employees’ names to access their requests. If you see employees who are not

on your approval ladders and you can access their timesheets, contact the Helpdesk
to have them removed.
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Viewing an Employee’s Leave Credits

Time approvers can see the balances for sick, annual, special and compensatory time
of any employee they are responsible for approving time for.

1. Manager Self Service > Time Management > Report Time > Time Sheet
2. Select by Group ID or Employee ID to approve time.

3. Once at the employee’s record that you want to approve time for, scroll down to
the bottom of the page and select the “Balances — Click to View” link.

Mickey Mouse ErmpiD) 119135
Job Tie:  Informalion Sysherns Anaksls EmpiRed Mar - 0
D Cickoior instruction

View By: | Time Perod % Date:  |[PO0e2007 & F Ratest <« Pregioys Time Perind s Time Perod ==

€ Absence Request - click bo enber régue st lor Anaual Sick or Special Leave

Reported Hears: 13 50Hours Scheduled Boms: 75 00 Hours =% Prewnys Emalmyes

e Emloves ==

Rt Hima on of after 26052007 Is for aiturs parkd,
From Saiurday D90E2007 1o Friday 06222007

[ Twnenbwnn Y Creries | [T .

St Sum  Mon  Tue Wed Thu ki Sat Sum Mon Tue ‘Wed Thu mn

A6 106 116 126 136 4% 155 168 176 18RS 1086 HE  ME 225 Telsl Tima Reporting Cods

Taskgroun
4.00 4.00 OT1- Cvertirng @ 1.5 » RT.S
.00 2.00 OT2- Cvertine @ 20 » RT.S
T.50 7.50 REG - Regular 91 w RTS
Submit

@ Boported Time Status - click bo hids

Salert Dita Status Totad Ting Raporting Coids Colmmnes
[0 12MEz007  Meeds Approval 4.00 OT1

(& 12MEZ007  Meeds Approval 200 072

[0  12M&Z007  Meeds Approval 750 REQ

SglecLal DEsslecLAl Approve Selaciad Dany Sedaciad

D Repoited Hours Sumenan - dick view
@r'u: Balanies - chik I@
Go To Manager Self Senice
Torvie M 50 3018 e
Rl by Selecl Emaloves

4. This will bring up the balances for the employee you are approving time for.

3 Reparted Hours Sumrmary - click to view

¥ palances - clickto hide

End balance as

Plan Type of 010912007

Sick 507375
Annual Leave 510.000
Special Leave 200500
Comp Time - LIEUTIME 38400

GoTo:  Self Senice

Time Reporting
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Away from the Office: Forwarding Approvals

When you are out of the office and unable to approve your time and leave, you must
assign another manager to do it for you. If you are exiting your position for an extended
period of time or permanently, there is also a process you must go through to
accommodate your future vacant approver position.

Approving Timesheet Entries

To ensure time and leave entries in Timesheet are approved during your absence,
notify the employee who is your secondary or tertiary approver on the Approval Ladders
that were set up by Client Services.

The secondary or tertiary approver will need to go into your Employee Groups to
approve time and leave for your employees.

Vacant Approver Positions/ Extended Leave

If your position will be vacant for an extended period of time, arrangements must be
made to have your employees’ time and leave approved. Contact Client Services if you
need to request a change to the Approval Ladders.
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Self Service Cheat Sheet
Time Approver

HR Helpdesk
Ph: 920-3409

Ph: 1-866-475-8162
HRHelpdesk@qov.nt.ca

Approvers are expected to go into the system every Friday to approve time/leave
for Exception Time Employees, and on a daily basis for Positive Time Employees.

Ensure that the Employee Name,
ID and Title are correct

Note: time needing approval may be in a
EmpliD: 123456 different time period. Switch time periods by
clicking on these links.

Harry Potter

Joh Title: Wizard Extraordinaire Ermpl Red Mar 0

The Overrides
Tab allows € Click for Instructions /

you to charge | yjew py: |Time Period ¥|  Date: |nam Br2007 [31] 2 Refresh | == Previous Time Period hext Time Period ==

hours worked

toa
combination qted Hours:  11.50Hours  Scheduled Hours:  75.00 Hours
code
From Satur Sy 06/16/2007 to Friday 06/29/2007
}( Timeshesat Y Cwverrides \II
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
6M7 6M8 6M9 620 621 622 623 624 625 626 627 628 629 Total Time Reporting Code Taskgroup
| | | f4.00 | [ | | | [ | [ [ [ 4.00 [OT1A- Overtime @ 1.5 ~ljcTs G
Click the L s ] ] | | | | | | 7.50 [REGH - Regular 8E zlfers a
boxes to Submit |
select REMEMBER: The number of hours must
individual ® Eepored Time Status - click to hide add up to the employee’s scheduled
re‘iueSts Select Date Status Total Time Reporting Code Comments hours. Any ov.e mme. I.s addedon a
or “Select o separate row in addition to the regular
All’ to | 0BM 92007 Meeds Approval 400 OT1A time.
select all - 0BM 92007 Meeds Approval 7.50 REGH
requests
q Select All Deselect All Approve Selected Deny Selected

Li ] Eeparted Hours Surmmary - click to wiew

Click here to view the
employee’s comments
regarding their request

i ] Balances - click to view

Click “Approve Selected” to approve , or “Deny

GoTo:  Self Sewice _
Selected” to deny the time for the selected requests

Click to view the
Time Reporting employee’s leave
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