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PeopleSoft Time and Labor 
PeopleSoft Time and Labor will be replacing the current Web ATO, Administrator Time Off Report.  
Hardcopy timesheets with manager signature will no longer be required.  Approvals will be tracked 
within PeopleSoft.  PeopleSoft Time and Labor will interface directly with Payroll and eliminate the 
external manual interface process of the legacy timecard system into PeopleSoft payroll.    
 
New in PeopleSoft: 

 Managers will be approving negative hours-  
- Example - Unpaid Time Off will display as -8 hours 
- Example - Changes to previously processed time will also appear as negative, example -8 

vacation +8 sick when a user changes the timesheet from vacation to sick after it has 
been processed. 

 Managers will approve No Time Off, employees will enter 1 hour using TRC code 000 

Terms 
Time and Labor Workcenter – the workcenter is a central place where all pages are located and 

accessible by tabs and links and will not require the user to navigate using the traditional PeopleSoft 

menus.    

Welcome – the Welcome tab displays announcements and alerts 

Manage Time – the Manage Time tab provides links to the pages to approve and deny time and links to 

view time sheets for the group(s) of approval 

Exceptions - Rules have been built into the Time & Labor system.  Some rules will show error status 

upon entry and some rules will show exception status after Time Administration has run.  Exceptions 

resulting from the Time Administration process will require management approval or actions to request 

the reporter to resubmit their time.   

Notifications – PeopleSoft will send out notification upon approval, denial, pushback, or changed by 

another user (payroll administrator or manager) 

Comments – Comments are not required by the system but can be entered by the manager.  Comments 

are strongly recommended for denied and pushed back transactions since the automated notifications 

to the employee do not provide an explanation for the denial or pushback.   

Approve Payable Time – This page is used to approve payable time.  All payable time requiring approval 

will display on the page based on the Start Date and End Date search criteria.  Details by date and TRC 

code by employee are available by clicking on the employee name.  If the employee didn’t enter time 

there will be nothing to approve for the employee.   

Deny – will permanently save the record as denied status in the reporting tables, the item is still 

available for modification by the employee 

Pushback – will not save the record as pushback status in the reporting tables, the item is still available 

for modification by the employee.  Pushback is the recommended action if timesheet needs to be 

corrected and resubmitted by the employee. 
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Payable Time Detail – This page displays all employees that report to the manager.  Details by date and 

TRC code by employee are available by clicking on the employee name.   

Timesheet – This page displays all employees that report to the manager.  The manager can view the 

timesheet by clicking on the employee name.  Managers are advised not to change employee 

timesheets, however timesheets can be updated by managers.  An override reason should be entered if 

a timesheet update is performed by the manager.  Timesheet updates by managers will be tracked on 

an override report by the payroll department.  In general, only the employee or payroll administration 

should change the timesheet.   

Leave and Compensatory Time – This page displays vacation and sick balances for all employees that 

report to the manager.  Details are available by clicking on the employee name to see accruals and time 

taken.  Note: in accordance with the general provisions of federal and state laws, Chapman University 

does not permit compensatory time.   

Employee Selection – The default views show all employees that report to the manager.  You can refine 

your search using the employee selection filters.   

Filtering Options – The default views show all employees that report to the manager.  You can filter by 

various criteria such as Start Date > 1/1/2015. 

Personalize – You can personalize the display to reorder the fields or show only the fields that you would 

like to see.   

Calendar – The calendar tab displays exceptions by TRC code for a calendar month for all employees that 

report to the manager.   

Time Reporting Code/TRC code – 3 digit numeric codes for tracking absence exception time.   The list of 
TRC codes (absence type) will vary based on the employees administrative classification 
 000-No Time Off This Month 

010-Holiday (populated by the Time Administration process automatically, no user entry) 
015-Jury Duty 
020 Bereavement 
045-University Closure (Senior Staff approved closure power outage, etc) 
069-Unpaid Absence 
100-Vacation 
118-Vacation in lieu of Sick Pay 
120-Sick 
125-Sick Family 

 

Payable Time – Reported time that is submitted will convert to Payable Time after the Time 

Administration job runs.  This is a background process that will run nightly and on demand as needed by 

the payroll administrator.  Payable Time is moved to the manager’s queue for review, approval, 

pushback or denial. 

Time Administration – A background job that converts Reported Submitted time into Payable Time and 

Exceptions.   
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Accessing Time & Labor 
Link for My Chapman Self Service Portal 
https://my.chapman.edu 
Managers with direct reports will have a link to Manager Self Service and My Self Service.   The Manager 

Self Service link will take you to the manager approval & overview pages.  The My Self Service link will 

take you to My Time to enter time.   

 

 Enter your user ID and password 

 

 Click on Time and Labor Work Center 



5 | P a g e  
 

Welcome Tab 

Announcements and Alerts 
The Time and Labor Work Center will display and start on the Welcome Tab.  Announcements & Alerts 

are posted on the Welcome Tab.  Announcements will be posted on the Welcome Tab by the Human 

Resources and Payroll Departments.  Alerts may be configured as needed to alert managers of time off 

scenarios requiring attention.   
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Manage Time Tab 
The Manage Time Tab will provide links to the following pages.  All of the pages default to show 

employees reporting to the manager.  Each page has the option to further filter the employee selection.  

The pages also allow you to change the dates to view a specific period.  

Exceptions – List of exceptions, allow or contact employee to request change 
Approve Payable Time – Summary & detail of time, approve, deny or pushback time 
Payable Time Detail – detailed information by employee 
Timesheet - timesheet entered by employee 
Leave & Compensatory Time – detailed vacation & sick time by employee 
 

Manage Time – Exceptions (Manager Action Required) 
The Manage Time tab will take you to the Exceptions page.  This page gives you an overview of all 

current exceptions that require action by the manager or employee.   

If the Allow box is greyed out, the employee must go back and fix the timesheet.  The manager should 

contact the employee to fix the timesheet.  The employee will also have an exception icon on their 

timesheet.  If the Allow box is open, the manager can Allow the exception or contact the employee to 

correct, if necessary.   

 

 

 

To allow the exception 

 Check the Allow box 

 Click Save 
 
To deny the exception 

 Email the user outside the system and ask them to change the exception.  For example, ask the 
employee to change the TRC code from sick to vacation.  The next time the Time Administration 
process runs, the exception will drop off the manager list after the employee has made the 
change.   
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Manage Time – Approve Payable Time (Action Required) 
This page is used to approve, pushback or deny time.  New in PeopleSoft, managers will be approving 
negative hours.  TRC 069 Unpaid Time Off will display as -8 hours.  Changes to previously processed time 
will also appear as negatives, example -8 vacation +8 sick when a user changes the timesheet from 
vacation to sick after it has been processed.  Also new in PeopleSoft, managers will approve No Time 
Off, employees will enter 1 hour using TRC code 000. 
 

Approve/Deny/Push Back in Summary 
Managers can approve by viewing the summary or detail.  First update the period, then scroll to the 

right to view the breakdown of the Total Payable Hours reported by the employee by category such as 

Sick, Jury etc.   

 

 Enter the Start Date and End Date 

 Click on the green arrows to refresh the page 

 

 Click the Select box next to the employee name 

 Click the Approve 

 You can also click Deny or Pushback – note that comments are highly recommended for Deny 

and Pushback.  Comments are available for input on the detail page only.  See subsequent 

sections for more information on Deny and Pushback.   
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 Click Yes to approve 

 

 

 Click Yes to confirm 
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Approve in Detail 
To approve by detail, click on the employee name and details by TRC code and date will display by 

employee.    

 

 
The Approve Payable Time detail page by employee shows the date the time was entered and the TRC 
code.   
You can select all or some to approve, deny or pushback.   
A list of the TRC codes with descriptions is available by clicking on the ? icon 
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Approve in Detail - Approve 

 

 Click on the items to approve 

 Click the approve button 
 

 

 Click Yes to approve 

 Note that if a change is necessary, contact payroll or the employee can resubmit the time as 

long as the period is open.   

 

 

 Click Yes to confirm   
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Approve in Detail – Deny 
Deny – will permanently save the record as denied status in the reporting tables, the item is still 

available for modification by the employee.  The deny process will send a notification email to 

the employee that time was denied.  Comments are not required but should be entered for 

denied or pushback transactions in order to communicate any changes to the employee.  These 

comments should be entered in the comment bubble.  See Comments section.   

 

 Click on the select box for the line to deny 

 Click the deny button 

 

 Click Yes to deny 

 

 

 Click Yes to confirm 
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Approve in Detail - Pushback 
Pushback – will not save the record as pushback status in the reporting tables, the item is still available 

for modification by the employee.  Pushback is the recommended action if timesheet needs to be 

corrected and resubmitted by the employee. The pushback process will send a notification email to the 

employee that time was pushed back.  Comments are not required but should be entered for denied or 

pushback transactions in order to communicate any changes required by the employee. 

 

 Click on the select box for the line to pushback 

 Click the push back button 

 

 Click Yes to pushback 

 

 Click Yes to confirm 
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Approve in Detail - Entering Comments 
Comments can be entered on the Approve Details page.   

 

 Click on the Add Comments icon 

 

 Enter the comment 

 OK – save and return to the previous page 

 Apply – save the comment 

 Add Comments - add additional comments box 
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Approve in Detail - Viewing Comments 
When the employee enters comments the comments icon is filled with dots to indicate comments exist.  

Click on the icon to view the comments.   

 

 

Manage Time – Payable Time Detail 
The Detail Payable Time page shows detail time entered by employee by TRC code and date.   

  

 

  

 Update the date and click the green arrows to refresh the page 

 Click on the various tabs to view the detailed data  

Note: Some of the elements such as Task and Cost are not configured for Chapman Time and Labor   
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Manage Time – Timesheets 
Managers have access to the employee timesheet.  Managers can change the timesheet for employees.  

It is not recommended for managers to change the employee timesheet.  Managers should push back or 

deny the transaction.  If the manager is required to make a change an Override Reason should be 

selected.   

 

 Update the time period 

 Click the green arrows to refresh the page 

 Click on the employee to update 

 

 Make the change 

 Select an Override Reason code 

 Submit the change 

After the Time Administration process has run, the updated time will be available for the manager to 

approve. 
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Manage Time – Leave and Compensatory Time 
This page displays summary balances by employee.  You can also click on the employee detail and view 
detailed lines for each item.   
Note: In accordance with the general provisions of federal and state laws, Chapman University does not 
permit compensatory time.   
 

 

The detail page shows accruals and time taken 
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Calendar Tab 
The calendar tab summarizes and displays time by dates selected.  Views can be changed from daily, 

monthly or calendar period.  Calendars can be viewed for Reported hours or Payable hours.  This page 

can be used to monitor if employees have submitted time for the month.  A Legend is available at the 

bottom of the screen explain by color the exception.   

 

 

 Select Daily or Weekly or Monthly Calendar (default) 

 Update the Time Period 

 Click Payable Hours 

 Click Show Symbols  

 Click the Refresh View 

 


