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TECHNOLOGY & INFORMATION SYSTEMS SERVICES DIVISION
USER SUPPORT SERVICES: EMPLOYEE BUSINESS TRAINING

Timekeeper Overview

There are three standard roles when working in the HCM System: Employee Self Service (ESS),
Timekeeper (TK), and Manager Self Service (MSS).

The Timekeeper role provides the ability for another person to enter an employee’s time and
absences. This means that the Timekeeper can complete the same functions as an employee
when it pertains to reporting time and requesting absences.

Although the most efficient method when it comes to Time and Absence is to have the
employee submit and account for their own information, circumstances may arise in which the
Timekeeper may have to step in on behalf of the employee. Examples would include making
changes to incorrect timesheet entries, submitting an Absence Request when the employee is
unable to, and entering a Time Reporting Code (or TRC) that is necessary but not accessible by
the employee. Timekeepers also have the ability to look up important personal information,
such as addresses and contact details, for employees at their site.

Employees who have only Timekeeper Portal access do not have the ability to approve
Reported Time or Absence Requests.

There will be an Add-On Form available at support.ccsd.net in order to request elevated access
for eligible users if necessary. (A more detailed explanation of the Standard Roles in the HCM
system is available on the CCSD Employee Business Training website.)

IMPORTANT!
PeopleSoft is a web-based program that can change. These updates might
change the look of some of the images and/or directions in this document.

-1
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Navigating in the Timekeeper Portal

Accessing the HCM system

The HCM system provides an Employee Self Service (ESS) portal for all CCSD
employees as well as the Timekeeper Portal for timekeepers. The system can be
accessed via the HCM icon on the desktop or by going to hcm.ccsd.net.

CCSDY

The HCM system is compatible with Mozilla Firefox, Google Chrome, and most mobile
browsers. All employees use their Active Directory (AD) credentials to access the system.

BROWSERS Active Directory (AD) Credentials

User ID

Password

An important thing to remember when using the HCM system is that, when navigating
throughout the system, end users should always use the navigation buttons provided within the
system, not within the browser.

Use ESS Navigation Controls

Help

Sign Out

TIMEKEEPER ESSENTIALS
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The Banner

The Banner provides constant access to navigational and application features.

A home page/dashboard is a PeopleSoft page that combines related information and displays
tiles. PeopleSoft HCM supports multiple home pages/dashboards for managers, timekeepers,
and employees that provide users with quick access to role-based transactions. Employees
with Timekeeper access will automatically be brought to the Employee Self Service (ESS)
homepage after logging in. When multiple home pages/dashboards are present, use the drop-
down on the banner to select a home page/dashboard.

Use the Timekeeper Portal home page to access a variety of timekeeper transactions.

COSDM cltComysiboainns 7 TiMekeeper Portal

Timesheet Entry View Employee Personal info Request Absence

© & [

Home Button

Click the Home button from any screen to return to the dashboard.

Notifications Button

Clicking the flag icon will display any notifications, such as information regarding absence/time

approval.

TIMEKEEPER ESSENTIALS
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Actions List

The Actions List (3 vertical dots) displays a list of actions the employee can perform. E
Help and Sign Out are standard actions in the list; however, other options may appear

when visiting a transaction page. The Help option links to the CCSD Employee Business Training
website (training.ccsd.net) where additional information and videos can be accessed. The

Sign Out button should always be used instead of closing the entire browser window to ensure
the session is properly exited each time.

CCSD Q Clark Connty Sehool Disteier v Timekeeper Portal

Timesheet Entry View Employee Personal info

© LOR

Tiles

Tiles provide access to transactional pages in the Timekeeper Portal. Below are the tiles on the
Timekeeper Portal home page/dashboard.

Timesheet Entry

The Timesheet Entry tile provides access to the following function:
Entering Reported Time on behalf of an employee ®

The View Employee Personal Info tile provides access to the following information:
Home and Mailing Addresses
Email Addresses

Q\ Phone Numbers

Emergency Contacts

View Employee Personal Info

Birthdays
Request Absence
The Request Absence tile provides access to the following function: Ii'
Entering Absence Requests on behalf of an employee

TIMEKEEPER ESSENTIALS
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Timesheet Entry

The Timesheet Entry tile can be used to select an employee at the location in order to enter
time on behalf of the employee. Select the Timesheet Entry tile from the Timekeeper Portal to
display the page.

COSDM CitConmnysiboainas 7 TiMekeeper Portal

N
Timesheet Entry View Employee Personal info Request Absence

© & [

After selecting the Timesheet Entry tile, the search page will be displayed (see next page).
1. Search for employees by criteria such as Last Name, First Name, Employee ID or Location

Code.

Note: Select the magnifying glass icon next to any of the selection criteria to search and
select an appropriate value for that field.

2. After entering the desired criteria, click the Get Employees button to search. The search
results will display beneath the search area at the bottom of the page.

TIMEKEEPER ESSENTIALS
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£ Manager Self Service Timesheet

Report Time
Timesheet Summary

* Employee Selection

Employee Selection Criteria Get Employees

Selection Criterion Selection Criterion Value
Clear Criteria
[ "
Time Reporter Group Q
Sawve Criteria
Employee (D Q
Empl Record Q
Last Name Q
First Mame Q
Business Unit Q
Job Code Q
Job Desaription Q ' @
Department Q
Supervisor 1D Q
Reports To Position Mumber Q
Location Code || Q
Company Q
Morth American Pay Group Q
Global Payroll Pay Group Q| o

The Change View area at the bottom of the page allows viewing by week or by day, changing
the date searched, showing or hiding the employee’s schedule information, and looking at
previous and future weeks.

Change View
*Wiew By | Week e Show Schedule Information
Date |12/30/2019 H “ Previous Week Next Week

3. Click the employee’s last name to open the timesheet record for that employee.

Employees For Hill, Christine, Totals From 12/08/2019 - 12/14/2019

HF Q 1-1 of 1
| Time Summary H Demographics | I
Empl Reperted  Hours to be Scheduled Reported Hz
LastNames First Name™ Employee 1D P, JobTitle e | — Exception Aboones  Approved or Denied Hours

Submitted

Last Name ] : ’ o 0.000000 0.000000 0.000000 0.000000 0.000000

TIMEKEEPER ESSENTIALS
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4. The Select Another Timesheet area can be used to change the view of the Timesheet, and
allows a different date or week in which to view the Timesheet to be selected.

5. The Timesheet shown will display any time that may have been reported by or for the
employee in the timeframe given.

In this example, a certified teacher worked one hour of Extra Instruction per day in a given
work week. Any Absence Requests (in this case a District Business absence) that may have
been submitted within this timeframe will also be seen, but they will appear as a non-
modifiable row.

6. A Timekeeper, MSS Level 1 Reviewer, or MSS Level 2 Approver has the ability to modify,
add, or remove time that is reported. Be sure to scroll to the right side of the page to
modify any of the information entered previously or enter any additional information that is
required for the transaction (such as a different location code or combination code — see

< Manager Self Service Timesheet ® ™
Timesheet
Emplayee 1D
Smith,Jane
Tt Empl Record 0
ENGLISH
Earliest Change Date  09(16/2019
Select Another Timesheet
*View By | Week v Frevious Week MNext Week
“Date [1z082018 3| ¥ Frevious Employee  Mext Employee
Scheduled Hours  35.50 Reported Hours  4.00
From Sunday 12/08/2019 to Saturday 12/14/2019 (&
Sun Mon Tue Wed Thu Fri Sat Business
12/8 12/8 1210 12i11 12112 12113 12114 Rotatjisne Hepostang f oy Unit Localion fiEiey

1.00 1.00 1.00 1.00 400 | EIHLY - Extra Instruction - Hourly |~ @ Q
7.18 7.18 ZDSBD - District Business fo'e!
Save for Later Submit @
Reported Time Status Summary Absence Exceptions Payable Time

Reported Time Status

HF Q 15015
Date Reported Status Total TRC Description Scrlfr: Add Comments
12/09/2019 | Saved 100 EIHLY Extra Instruction - Hourly 7.18 o
12/10/2018 | Saved 1.00 EIHLY Exira Instruction - Hourly 7.18 o
12/11/2019 | Approval In Process 7.18 ZDSBD District Business 7.18
12/12/2018 | Saved 1.00 EIHLY Exira Instruction - Hourly 7.18
12122018 | Saved 100 EIHLY Extra Instruction - Hourly 718 s}

7. Select the Time Reporting Code (TRC) from the drop-down box. The selection will vary
based upon the type of employee that is being processed. If different TRCs are reported for
the same time period, enter the time on the next row. If more than three rows need to be

entered, click the + sign to add rows to the grid.

Total Time Reporting Code 3:;'"“5 Location i ivity Code Dk ID (SAP} Combination Code CharfFields
4.00 || EIHLY - Extra Instruction - Hourly | ccsD1 Q Q Q Q Q | ChartFields + -
718 ZDSBD - District Business CcCcsm ChartFields

TIMEKEEPER ESSENTIALS
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Time Reporting Codes (TRC) for Support
Professionals:

Time Reporting Codes (TRC) for Certified
(Licensed):

CBP - Call Back Pay

CLUBH - Clubs - High School

CLUBM - Clubs - Middle Schoaol

COAHF - Coaching/High School/Fall
COAHS - Coaching/High School/Spring
COAHW - Coaching/High School/\Winter
COAMW - Coaching/Middle Schoal/Winter
C5M - Campus Security Monitor

CTA - Comp Time Adjustment

CTC - Comp Time Conversion

CTD - Comp Time Adjustment - Decr
CTE - Comp Time Earned

CTT - Comp Time Taken

EVENT - Event - Banking/Tickets
MASUP - Non-Assigned Time - Support
REG - Regular Hours

ADDMS - Extra Minutes

ADDON - Add-On Day

ADULT - Adult Education

CLUBH - Clubs - High Schoaol

CLUBM - Clubs - Middle Schoal

COAHF - Coaching/High School/Fall
COAHS - Coaching/High School/Spring
COAHW - Coaching/High School/Winter
COAMW - Coaching/Middle School/Winter
CRDIF - Credit Deficient

C5M - Campus Security Monitor

EIFLT - Extra Instruction - Flat Rate
EIHLY - Extra Instruction - Hourly

ELMS - Training

EXDAY - Extended Day

MMNTR - Mentor Pay

FREFB - Preparation Time Buyout

Time Reporting Codes (TRC) for School Police
Officers:

Time Reporting Codes (TRC) for Unified/
Admin:

00 CTE - Comp Time Earned

00 CTT - Comp Time Taken

10 REG - Regular Hours

20 CTA - Comp Time Adjustment

NOTE: Timekeepers, MSS Level 1
Reviewers, and MSS Level 2
Approvers have access to more
TRC codes than employees.

ADEXD - Admin Extra Time (Days)
ADEXH - Admin Extra Time (Hours)
ADMST - Admin Stipend (20-6)

ADNSH - Admin Outside Schedule (15-15)
ADSUD - Admin Substitute (Days)

ADSUH - Admin Substitute (Hours)

CTAE - Comp Time Earned - Admin
CTAT - Comp Time Taken - Admin Only
ESYA - ESY Admin

NAADM - Mon-Assign Day (School Budget)
FPRIMNA - Principal Admin Day (15-6-7)
RESFA - Responsibility Pay - Admin
XMINS - Extra Mon-Instructional Hours

TIMEKEEPER ESSENTIALS
Revision 12/31/2019
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8. If necessary, in the Location field enter or select the Location Code for the site that will be
funding the reported time if the time is to be paid by an alternate funding source. The
Combination Code is used to enter the appropriate budget coding to ensure that the time is
paid by the correct funding source. In the live HCM System, available combination codes
will be pre-loaded. The magnifying glass icon in the field can be used to search for and
select the appropriate combination code. Including the correct Location and Combination
Code not only ensures that the Reported Time is paid by the correct funding source, but
that the appropriate Budget Approver receives the Reported Time for Final Payroll
Authorization in the approval process.

Example: A full time support professional worked two (2) hours of overtime at another
school or work location on Monday. The first row shows the regular hours (8.00). The
second row shows the overtime hours worked at the other location. (Overtime still uses
“REG” as the TRC.) To the far right, the additional fields Location and Combination Code
have the additional information required in order to indicate an alternate funding source
for the overtime hours.

9. Once the additional information has been entered, scroll back to the left side of the page to
process the transaction.

10. Comments can be added using the speech bubble icon located in the Reported Time Status
area once the time has been saved.

Remember: Comments are viewable by the employee and any users with access
to the Absence Request. Comments cannot be modified or deleted once entered.

11. If the transactions are not ready to submit, click the Save For Later button. The transaction
will be saved so it can be submitted at a later time.

< Manager Self Service Timesheet
Timesheet
Employes ID

Empl Record 0

Earliest Change Date  07/21/2019

Date | 120082019 [

Reportad Hours  10.00

From Sunday 12/08/2019 to Saturday 12/14/2019 @

Business Position
Total Time Reporting Code. s Location Sl

Sun Mon Tue Wed

sat
ok Tl o A e o i AthieticsiActivity Code  Document ID (SAP} Combination Code ChartFields

8.00 8.00 | REG - Regular Hours v ccsor Q q Q Q Q Q| chan

200 200 | REG - Regular Hours v ccsp1 @ jo2s1  Q Q Q Q 12345678 Q| ChanFisles

@ Save for Later Submit
Reported Time Status Summary Absence = ons Payable Time

Reported Time Status
5 Q 11 0f1

Select  Date Reported Status Total | TRC Description Add Comments
O 12/08/2018 | Meeds Approval 10.00 REG Regular Hours o @

Approval

Select All Deselect All Approve Deny Push Back

ot Employes

TIMEKEEPER ESSENTIALS
Revision 12/31/2019 11
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12. Once the transaction has been completed, click the Submit button. Elna

Other information is viewable using the tabs and links at the bottom of the page; however,
it is not recommended to add, edit, or update items/events from these tabs. Adding,
editing or updating items/events should be done under the Team Time/Absence tile.

For additional examples of using other Time Reporting Codes, please visit the
CCSD Employee Business Training website (training.ccsd.net) > Resources > HCM.

TIMEKEEPER ESSENTIALS
Revision 12/31/2019 12
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View Employee Personal Info

The View Employee Personal Info tile provides access to view information for employees at the
school or work location including: home and mailing addresses, email addresses, phone
numbers, emergency contacts, and birthdays. Select the View Employee Personal Info tile
from the Timekeeper Portal to display the page.

COSD® cotcommy shoniie” TiMekeeper Portal

Timesheet Entry i i Request Absence

A

O

Click the Select button next to an employee’s name to see their basic job and personal
information (such as their employee ID, position, or job code).

€ Manager Seif Service View Employee Personal Information
View Employee Personal Information
Employee Selection Criteria
Select the employes whose job and personal infeimation pou wanl b review. You will be able 1 process only Tode employees Tual repod 1o you as of the dale entéded on s pace.
As Ol Date 12172009 5 Retresh
Find Eme
Hill, Christine's employees
m 1:250 of 250
Locabion
Salect Hama Emgd ID Job Emgd States  HR Status Puosition Job Code  Job Tk Descrigtion
Select Garcia, Jackie 0 Aok Actin W02} OFFICE SPECH HCa Loceson
Select Hamandaz, Syhis o Acte e UTOS1  SHEASTPRMC L
Select James, Ronald o Actve Active C2880  HISTORY e LHCRE
Sedect Peterson, Sandra o hctve Active UTON4  SHEPRING (12008) Lo
Sedect Rispeds, Chiistopher a Aty artrey uT1E SHE DEAN I1-H2IJ Location
Sebact Smith, Jane o frm Active CHM ENGLISH e

TIMEKEEPER ESSENTIALS
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Information showing the employee’s home and mailing addresses, email addresses, phone
numbers, emergency contacts, or birthday can be viewed.

Employee Information
Garcia, Jackie

OFFICE SPEC I

Personal Information

EmpllD 99999999 First Start Date  09M3/ xxxx
Position OFFICE SPEC I HiHHEHH Department  HCM Location 1 9999
Job Code OFFICE SPECII NO123 Location HCM Location 1 ja]aaTa]
Company Clark County School District  CCS RegularTemporary Regular
Business Unit  Clark County School Districc  CCS5DA1 FulllPart Time  Full-Time 10 Manths

Additional Information

Home and Mailing Addresses Birthday
Email Addresses

Phone Mumbers

Emergency Contacts

Samples:
Employee Information Employee Information
Home and Mailing Addresses Email Addresses

Actions =
Home Address Email Addresses
Country United States Email Type e Preferred
Address 9595 MAIN ST
LAS VEGAS, MV 89143 Business oooox@ny.cesd.net
Other wocook@aol.com
Mailing Address Employee Information
Country Phone Numbers
Address Garcia,Jackie

) Phone Numbers
Employee Information

Birthd ay Phone Type Telephone Extension Preferred
Garcia.Jackie Mabile 702/123-4567
Actions

Birthday Movember 00 Home TO2/EEE-1212

TIMEKEEPER ESSENTIALS
Revision 12/31/2019 14
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Request Absence

The Request Absence tile is used to request an absence on behalf of an employee. Select the
Request Absence tile from the Timekeeper Portal to display the Request Absence page. Please
note that an Absence Request cannot be submitted for multiple employees at the same time.

CCSD Q Clark County School Districr

Timesheet Entry

O

* Timekeeper Portal

View Employee Personal info

1. Find the employee who needs an absence request submitted by using the Search Options
tool at the top of the page, or by scrolling through the list.

£ Timekeeper Portal
= Search Options
Search your Employees
As Of
Garcia, Jadiie

Acting | orrcE SPEC 1T |
As

Select Employees

O Mame / Title / ID - Record

Rogers, Christopher
|:| SHS DEAM
H#ith -0

Garcia, Jackie

D OFFICE SFEC Il
HiH -0
Smith, Jane
D EMNGLISH
#HH -0

Request Absence

Enter Mame, Title or Email

12/21/2019

Search

Status

Active

Active

Addive

3k
313 rows
Job Code / Position / Location
L]
7181
HiH

HCM Location 2

ND1232

HiH
HCM Location 2

C2130

Hitt
HCM Location 2

TIMEKEEPER ESSENTIALS
Revision 12/31/2019
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2. Select the checkbox to the left of the employee’s name who needs an absence request
submitted, and click the Continue button. The Request Absence screen will be displayed
and is similar to the Request Absence option that is available in ESS.

Select Employees

] Name | Title / ID - Record

Garcia, Jackie
OFFICE SPEC I
HiHHE -

3. From the drop-down box, select the
absence name being submitted.
Absence names vary by employee group.

Note: Some Absence Names require a
Reason. The drop-down box will appear
when required so a selection can be

made.

Status

Active

Job Code |/ Position / Location

HL LOCdunor 1

MO123

Hith
HCM Location 1

Request Absence

Garcia, Jackie
OFFICE SPEC I

Return to Select Employee

*Absence Name | Select Absence Name
Authorized Absence
Catastrophic Leave
District Business
Jury Duty
Military Leave
Mo Pay/Mo PERS
Personal Leave
School Business
Sick -Bereavement
Sick -Dr Appointment
Sick -Flax Day
Sick -Immediate Family Iiness
Sick -Personal Iiness
Sick -Worker's Comp
Sick Transfer from Job to Job
Snow Day
Subpoena as Witness
Vacation

Vacation Payout

250 rows

4. Enter the Start Date (first day of the leave) of the absence. The Start Date can be today’s

date or a day in the future.

5. Enter the End Date of the absence. (If the absence is one day, the Start Date and the End

Date will be the same date.)

6. If the absence is for a partial day, click the > symbol on the right side of the Partial Days
selection bar. A new window will appear. Select the appropriate option from the drop-

down list, and click the Done button.

TIMEKEEPER ESSENTIALS
Revision 12/31/2019
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7. The Duration will display based upon the length of the absence using the start and the end
dates and the position type. (e.g. Certified/Unified in days, Support Professionals/School
Police in hours, etc.)

8. Click the Check Eligibility button. During this step the system will check to be sure that the
employee has the available leave balance to request the time off. A message will appear
stating that the eligibility check was successfully completed, or it will state that errors exist
that need to be corrected. Request Absence

Garcia, Jackie
OFFICE SPEC 11

Note: Some Absence Names
do not require the Check

*Absence Name | Sick-Personal lllness w Submit

*Start Date | 12/16/2019

Eligibility step. @
End Date 3|
@ Duration |8 + Hours

Partial Days None @ Y
Check Eligibility
9. Enter FMLA Information if appropriate.

10. Enter any comments in the Comments field. The Comment field can be used to enter a
justification for the submission of the Absence Request if desired. Once a comment has
been entered, it cannot be deleted or modified.

11. In the Workflow section, select an option (Employee or Manager) in the Request As drop-
down box. Use the “Manager” option to indicate the request is being initiated by the
manager. Use the “Employee” option if and when the employee has asked the manager to
enter the Absence Request on their behalf.

Additional Information

@ FMLA Q
Comments
Allow Request By Employee and Manager

Request As | Employes v @

As Of 05/25/20419 220.40 Hours™

Workflow

Balance Information

View Balances

View Reguests

Disclaimer The current balance does not reflect absences that have not been processed

TIMEKEEPER ESSENTIALS
Revision 12/31/2019 17
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12. Click the Submit button. As with submitting time on an employee’s behalf, submitting an
Absence Request for an employee will automatically route the Absence Request to the next

level of the approval workflow. | Submit ]

If the Submit button is clicked before the Check Eligibility button, a warning message will
appear stating, “You must forecast [check eligibility] this absence before submitting.”

Appendix A - Additional Resources

Please visit the CCSD Employee Business Training website (training.ccsd.net) > Resources > HCM
for additional resources such as:

e Timekeeper and MSS Roles Defined

e Timekeeper and MSS Roles Matrix

e Payroll - Minutes Conversion to Decimal Matrix
e Timesheet Entry Scenarios

e Substitute Timesheet Information

TIMEKEEPER ESSENTIALS
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