Logging Your Hours in PeopleSoft
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The University of Vermont n

Current Students

Academics

Registrar’s Office, student account
info/reqistration, course directory, undergrad
degree requirements, academic calendar,
colleges and schools, departments and
programs, UVM Libraries, disability services,
academic support, UVM Bookstore, UVM
faculty, Blackboard (Bb)

Computing

NetiD/e-mail accounts, omputing helpline,
wireless zones on campus, campus computing
labs

Jobs and Careers

Peoplesoft/time reporting, Career Services
internshipA\ work-study, career exploration

Police b, Think-Care-Act, Center for
Studen jand Standards, Residential Life.

ABOUTUVM . ADMISSIONS . - ACADEMICS

STUDENT LIFE RESEARCH ATHLETICS OFFICES OUTREACH

CURRENT H

Fall to-do list:

O Rock my classes.
O Take a hike in beautiful V1

Try something new

(intramural sport? volunte

O Al of the above.

View results

Activities and Fun

Campus Concierge, UVM Bored calendar,
all-campus events calendar, Student
Government Association (SGA), Clubs, Dudley

H. Davis Student Center, Outing Club, Fleming
Museum, Tix Me Off (SGA's feedback tool),

UVM radio WRUV 90.1 FM

Food

Dining Services options and menu, Davis

Center dining, restaurants accepting
CAT$cratch

Student Services

0:00/0:00 @

Residential Life, Office of International

Education (study abroad), Student Financial The Long Trail through the y
Services, Learning Co-op digital collection.
Local Community vevaw flickr.com

CCTA transportation, Flynn Center for

Performing Arts, Seven Days independent
newspaper, Burlington Free Press, ski areas,

There is a link to PeopleSoft on the UVM Current Students page
(uvm.edu/students). It's the first link under the Jobs and Careers heading.
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will lead you here, to the PeopleSoft
PeopleSoft. login.

Financials Login Human Resources Login EPM - FY Budget Preparation Login
UVM Netid: UVM Netid: UVM Netid:
Password: Password: Password:

Submit a Help Desk Ticket (Footprints) Training and
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Using your netID and password just as
you would to log into your Webmail
account, sign in under the Human
Resources login. PeopleSoft.
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UVM Netid: UVM Netid: | netiD UVM Netid:
Password: Password:

Submit a Help Desk Ticket (Footprints) Training and
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Choose “Self-Service” from the list

PeopleSOfto of options on the left side of your

Personalize Content | Layout screen.

Menu =

Search:
®

>

> UVM System

[> UVM Modifications
> UVM Reports

> Self Service

[> Manager Self Service
[> Time and Labor

[> Set Up HRMS

[> Reporting Tools

[> PeopleTools

— My Personalizations




Search:
+ My Favorites
» UVM System
» UVM Modifications
> UVM Reports
ise =
b Time Reporting
D Personal Information

1 Payroll and Compensation
b Benefits
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PeopleSoft.

Home | AddtoFavories | Sinout

%b Self Service

Navigate to your selfservice information and actits.
El | Time Reporting
= . schedules,

mmmmm

5] Payroll and Compensation
i&@ eview your pay and compensation history. Update your direct deposit and other
deducton or contribution normaton.
= View Paycheck

-1 ) Report Time
[ View Time

4ih. Benefits
i , insurance, savir

jings, pension or other
update dependent and beneficiary personal information.
n

Review and

Under the “Time Reporting” heading, select
“Report Time.”
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PeopleSoft.
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® ﬁ Report Time
[> My Favorites.
b UVM System Report your time and request planned overtime and absences.
[> UVM Modifications Timesheet
> UVM Reports. Report your time and task details for a day, week, or time period.
Edse ce
> Time Reporting

> Personal Information
1> Payroll and Compensation
> Benefits

Select "Time Sheet.” If you are working multiple campus jobs,
you'll need to select your tutoring job at the learning co-op out of
a list. Just look for Patience to be listed as your employer and you
should be set. Click on your learning co-op job and then you'll be
taken to the timesheet. If you are working only one campus job,
once you click on “Timesheet” you'll be here.
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Search:
My Favorites Timesheet
> UVM System Rachel Conrad Empl ID: 0112400
> UVM Modifications
> UVM Reports Job Title:  Academic Srvcs Professional EmplRcd Nbr: 5
> Self Service
v 3’;::,“ “mneg € Click for Instructions
ViewBy: (Wesk  T8) Date: (08292071 ) (Braiw) << ProviousWesk Next Week >
[ View Time
1> Personal Information Reported Hours:  0.00 Hours Scheduled Hours:  37.50 Hours
1> Payroll and Compensation
[> Benefits
> Manager Self Service From Monday 08/28/2011 to Sunday 09/04/2011
e and Lavo
PEIDIL Mon Tue Wed (Thu Fri Sat Sun
Z g:z::?go:;m 8/29 8/30 8/31 91 92 U3 9/4 Total | Time Reporting Code Taskgroup
- My Personalizations 1 2 35 ( #)luvmsaL Q[
( F)juwsaL Q. [
( W)luwmsal Q=]
Submit
By pressing the submit button above, | certify that all hours reported as being worked by me are accurate, and |
understand that falsification may result in disciplinary action, up to and ter of employ
® Reported Time Status - click to hide
Date Status Total | Time Reporting Code TRC Type Comments
0.000000

o Reported Hours Summary - click to view

i Balances - click to view
GoTo:  Self Service

Time Reporting

Punch Timesheet

Enter in your hours under the days that you worked. Remember that time needs to be entered
in portions of an hour. So, if you worked for an hour and a half, you would enter 1.5 not 1.3.

Once you've entered in your hours for a given week, you would click on the “Time Reporting
Code” drop-down menu and select either “Work Study Earnings” if you are using work study
money or “Temporary Employee” if you are earning wages.

Under “"Combo Code,” click on the box with the magnifying glass icon to look up your combo
code. If you are working multiple campus jobs, there will be multiple combo codes. Just guess
and check until you find the right one. The system will tell you whenever you pick the wrong
one, so it's pretty easy. If you are only working one campus job, there is only one combo code.
So, just click it and it should work.

Click “Submit”

If you are entering hours for a week other than the current one, you can click “"Previous Week”
to move back in the schedule or you can click on the calendar icon next to the date to jump to a
day in the calendar.



