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NAVIGATION

Users of PeopleSoft HR gain access to this system by requesting a PeopleSoft account. To
apply for an account, complete the PeopleSoft Account Application available on the Web on
the HR Forms page.

PeopleSoft 9.0 is a web-based application and users log on by opening Internet Explorer
and typing the following URL: http://eserve.hr.tufts.edu into the browser window’s
address box. Internet Explorer is the preferred web browser for use with PeopleSoft.

Save this page as a “favorite” for easy access to PeopleSoft.

The eServe home page precedes the PeopleSoft login page. HR will post messages to the
user community here. From this page you can log into PeopleSoft, the HR Home Page, the
Tufts Home Page, or the HR Service Center’s page. There are also “quick links” to web
information about the ePAF and Time Entry.

Click on the picture or “PeopleSoft login” to go to the login page:
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User ID: || (Defaults to Upper Case)
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http://eserve.hr.tufts.edu/

After completing your application for access to PeopleSoft, you will receive a user ID and
temporary password. Type your User ID (will default to UPPERCASE) in the box. Type in
your PeopleSoft Password. Like User ID, password is case sensitive.

Now, click on the “Sign In” button and the PeopleSoft system will validate your User ID
and password. If either the ID or password is invalid, the system will display an error
message just below the “Sign In” button. You will need to reenter the ID and password or
contact the security administrator for assistance.

You will be required to change your temporary password to your own personal password.
Password requirements are explained on page 5.

PeopleSoft Home:

Once you have successfully signed on, the system will display the home page for your
PeopleSoft access. The main column pictured below, known as Home, contains a list of all
the areas that you can link to in the application. This list will be different for different users.

From “Home”, click on one of the menu group choices. Time Entry has been selected in the
example below:

b Time Off Tracking
B Tirne Erry

¥ Rirporng Taols

© PeopieTools
Ch

e My Pagpeed

Searche Mo Mot » Tuft Time Ekr »

) Time Entry




PASSWORD SECURITY

Background:
PeopleSoft 9.0 provides the ability to implement enhanced password controls.

A user may change his/her password at any time. However, once the following screen
appears, the password must be changed.
Empioyee Seif Service

You need to create a new password,

Liick hevs tn change wur pgerwrd

Passwaeds to access Employee SeF Service enpire every 160 days. Help on seiidup & oew passwwoed i wnibie af £5ermn @l

Click hereto change your password.

=EmMNNoED= J

& 13 @ vmret

o] A FFEEO | Drept-thane .| Blacmacndia.. | FPeopeson tge [ sneeec e e (@ ESDSEIITE  4zPM

The page for changing a password can be reached from the General Profile screen (see the
path below to reach this screen) as well as from the password expiry screen shown above.

General Profile Information
[ Jane Do )

To change your Password, click on the link below
iChangs password —]
. I _ e Change password
You last changed your Password on: 12/08/2008 Fassward will expire on: 06/06/2009
To set up or change your Question, click on the link below

Change or set up fargotten passward help

You last changed your Question on: 07#14/2004 8:43:53AM

Return to Main Menu

From the Profile Screen click on Change Password. Passwords can be changed from the
panel below. Enter the requested information and click on OK to complete the transaction.

Change password

*Current Password: Password Rule Set

| = Minimum password length is 8 characters and passwords can he up to 30
characters.

*New Password: = Passwords must contain at least 1 special character such as | @ #.

= Passwards must cantain at least 2 numeric digits.
| = Passwords are case sensitive and you should use both [ower and upper
case characters to further pratect vaur 1D,
= Passwords are prohibited from matching the UserlD.
I = Account lockout ocours after 3 unsuccessiul login attermpts.

= Passwards expire in 90 days. vou will hawve 7 days' notice of an impending
expiration.

*Confirm Password:

Fill in the abowve 3 password fields,

then click the OK hutton to save your new password.
-ar -

Click the Cancel button to return ta the previous

page without Saving.

| oK || Cancel |

The new password will take effect immediately.
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Rules for Constructing a Password:

A number of rules governing password construction and use have been implemented with
PeopleSoft 9.0. They are as follows:

e Passwords must be between 8 and 30 characters long.

e Passwords must include at least 1 special character such as !@#$%$% &*.

e Passwords must include at least 2 digits.

e Passwords are case sensitive. Using a mix of upper and lower case characters is
recommended.

e Passwords may not match your PeopleSoft User ID.

e Passwords may not be reused.

e Passwords expire in 90 days.

e Accounts are locked after three unsuccessful login attempts. If you become locked
out of your account, contact the Voice Communications Call Center by telephone at
74357 or email at Teldesk@tufts.edu. A Call Center member will coordinate the
password reset.

Password Support:

Occasionally a user will forget his/her password or see a message that the password and
User ID are invalid. The Voice Communications Call Center provides password support for
these situations.

Contact the Call Center by telephone at 74357 or by email at Teldesk@tufts.edu. A Call
Center staff member will coordinate the password reset.
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OVERVIEW

The time entry application was designed to meet the specific needs of the Tufts community.
It allows for on-line entry of hours and allows for override of pay rate and Dept ID for non-
exempt employees. This application is connected to PeopleSoft the Human
Resources/Payroll system. The system is designed to eliminate redundancies, increase
speed, maintain a high level of security and reduce the opportunities for errors.

ON LINE-TIME ENTRY

Log into PeopleSoft and select:

Time Entry
Time Entry
Use

Time Entry

Edit "Time Ertry" Folder

Tuftz Time Entry

Use Process Report

Tuftz Time Entry - Use Tuftz Time Entry - Process Tuftz Time Entry Report

= Time it Adjustments = Time Keep Generate Time Slips

=] Time Ertry =] Time Keep Exception Repart

=] Time: Ertry Security = Time Keep Earnings and Hours
7 hdore...

ﬁ Inguire
Tuftz Time Entry - Incuire

= Roster of Active Employess

TEST

Search: Newwindow | Help | 5

®
[ My Favarites Time Entry
[ Self Service Enter any information you have and click Search. Leave fields hlank for a list of all values
[ ePAF
= Tufts Time Entry { Find an Existing Value
I Time Off Tracking
= Time Entry
- Use Time KeepiCheck Dist:| begins with v | la
i : [= v
e Bt Secr Pay Period End Date: | | | “3]
[ Process
> Report
I Inguire
> Reporting Tools
- PeopleTools
— Chande My Password

Search ‘ Clear ‘Baalc Search |5l Save Search Criteria

The following screen will open:

TEST

Search: New Window | Help | J5

®
[ ity Favorites Time Entry
[> Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
[ ePAF
[ Tufts Time Entry { Findan Existing Value |
> Time Off Tracking
< Time Entry
= Use Time KeepiCheck Disl:l heging with ” |Q
- N
ey Pay Period End Date: | | ‘ |
[> Process
- Report
> Inquire
> Reporting Toals
- PeopleToaols
— Channe My Password

Search | Clear |Eaa|n Search [E Save Search Criteria




If you have access to only one timekeep location you can hit enter and the program
will default to that timekeep number.

If you have access to multiple timekeeps, you will need to enter your timekeep
number.

Enter the pay period end date; this will always be a Saturday. There are three ways
to input the date. You can: type in the date, i.e. 010100; you can click on the down
arrow and bring up a calendar; or click on OK and bring up a list of all weeks of time
entry, the most recent is on the top, click on the week you want to open

2 Time Entry - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help a'

eBack 4 J @ @ ;h pSearch ‘?‘:\?Favarites @ r::{- :_\5, i - J @ ﬁ ‘3

Address |@ https: ffhemstest, Uit tufts, edu: 10202{psp/hrtest3)EMPLOYEE [HRIMS/c/TFTH_TIME_ENTRY . TFTH_TIME _EMTRY.USA?PORTALPARAM_PTCNAY=TFTH_ V| Qo Links > @ Snaglt E’I

Coosle Gl v G § QD E D~ % Eookmarks— @ 58 blocked “g’ Check » % - r‘_ B Sendtow @ Sektings=
TEST
Home Add to Favorites Sign out
Search: Mew Window | Hel | &,
[> bty Favorites Time Entry
[ Belf Service Enter any information you have and click Search. Leave fields blank for a list of all values,

[ ePAF

= Tufts Time Entry { Find an Existing Value

[ Time Off Tracking

= Tifme Entry
= Use Time KeepiCheck Dis1:| begins with v (042 |Q
— Time Entry i . =
e e Seeur Pay Period End Date: |- - ‘ | ||§_1J
[» Process
I Report Search ‘ Claar | Basic Search (B Save Search Criteria
[+ Inquire
I Reporting Tools
I PeopleTools Search Results
— Change by Passwaord 1-26 of 26
Time KeepiCheck Dist Pay Period End Date
042 09/27/2008
042 06092007 n
042 12232006
042 121 BI2006

After selecting the week you want, you will see 2 tabs, one is named Time Entry the
other is Roster of Employees. The Roster of Employees tab will list all the non-
exempt employees in the time keep that was selected.

'a__Time Entry - Microsoft Internet Explorer

eBack - \_) @ @ Lh pSearch \E:‘\?Favarites @ E’l:év ; v - J @ ﬂ .‘ﬁ

Address @ htkps: ffhemstest, it bufts, edu: 10202/psp/hrtest 3/ EMPLOVEE JHRMS/c/ TFTH_TIME_EMTRY, TFTH_TIME_ENTRY,USA?PORTALPARAM_PTCNAY=TFTH_ ‘ Qo Links 6 Snaglt EI

Google [Cl» vigoi O E o« @+ 1% oookmarksw Sssblocked T check v - ¥ o Sendtov () settings =
TEST
Acd to Favorites
Search: Mew Window | Help | Custamize Page |
I My Favarites [ Time Entry ' Roster of Employees \I
[> Self Semvice .
b ePAF PayPeriod 1172009 Timekeep: 888  Happy Days Status: Data Entry
[~ Tufis Time Entry End:
[ Time Off Tracking These employees are currently in this timekeep:
= Time Entry
= Lge mize | Fin | First [4] 1.4 ot 4 [ Last
— Time Entry EmpliD - Pay Group OKto Pay
—Ti ; .
DPWZ:SE”I Securi 1 1050005 ArCOl_a Chaci ] NTS
[> Report 21050008 (';,Unnl ndg:']a'];,osba.nme NTE
[ Inguire onzer nzi
b Repmﬂng Tools 3 1050007 Malph Rala’ph NTS
[: FeopleTools 4 1050008 ! NTE

— Change by Password




ENTERING DATA

The top row of the Time Entry page has the Pay Period End Date, Timekeep number and
the Status. The second row contains the ID number of the individual, Empl Rcd #, Name,
and Pay Begin date. The next row has the department name and Pay Group. For student
employees, the final row has the Regular Salary, Work Study Award and amount Used.

Google Gl v GG @D g L= I % Bookmarksw @55 blocked A?Check v Y - '._, @SEI‘Id tow @Settingsv
TEST

Search: Mew Window | Help | Custarmize Pace | B #

b Wy Favorites { Time Entry ' Roster af Employees |

[> Self Service

[ BPAF Pay Period End: 01/17/2009 Timekeep: 233 Happy Days Status: Diata Eniry

= Tufts Time Entry

[+ Tirne Off Tracking Find | View All Fw‘EtEﬂ of 4 o
= Time Entry ID 1050005 EmplRcdE 0 Name : PayBegin  01/11/20049
< Use ' Arcola, Chaci hed
Dept:  Happy Days - Fun Times Paygroup:  Mon-Tufts Hourly Students
- e Eniry Security
[> Process Regular Salary: 15.00 Work Study Award: Usedl:
[ Report P o e
b s : First 4 4 of 1 [H Last
[- Reporting Tools ‘Earnings "Hours Over Ride Rate  OverRide Dept  Acct ProjiGrant
[> PeopleToals Code

— Change My Password

[212 @ nonTutts Hourly Student Reg O O =

Totak  1po0 [JOKtoPay

Wiew Pre-Plan Lahbor Distribution |

| certify that this report correctly reflects all time worked for the period noted and that the salary distributions

3 Cinr A r R b af Hlan AEFars asomasdn el ki alavsnn W aens am ratad i e s e ddo @ i
@ Done é ' Inkernet
The next section is where you do the inputting.
Google Gl ¥ G052 @D ﬁ - % Bookmarks— E]SS blocked “.?Check v oy - "_ BSend tow @Sett\ngsv

TEST

Search: MewWindow | Help | Custarize Page | (&, 4
b Wy Favorites | Time Entry " Roster of Employees
[> Self Service .
I> sPAF Pay Period End: 01/17/2009 Timekeep: gag  Happy Days Status: Data Entry
== Tufts Time Entry )
> Tirme Off Tracking Find | View All
2 T"’SE ENiT ID 1050005  EmplRcd# 0 Name PayBegin  01/11/2008
- Use
Dept:  Happy Days - Fun Times Paygroup:  Mon-Tufts Hourly Students
— Tirne Entry Security
[ Pracess Regular Salary: 15.00 Work Study Award: Used:
[> Report of 1 e
[ Inguire . First 1] 1 of 1 [ L
[> Reporting Tools ‘Earnings ‘Howrs Over Ride Rate  OverRide Dept  Acct Proj/Grant
[ PeopleTools Code
— +
Ehange Wy Password Q ManTufts Hourly Student Reg O O HE

Be sure to click off
Verify hours Ok to Pay

Total 10,00 [1DKtoPay

View Pre-Plan Labor Distribution |

I certify that this report correctly reflects all time worked for the period noted and that the salary distributions

......... b s i mbn s stie of $lin affnrs nues o ol il dine aliascnn 5 aes cn satnd S 4l mesenn s ddod

|2

L]

@ Done é o Internet



The pre-planned distribution, earnings code, wages and hours are all defaulted. All
hourly students are defaulted to 10 hours per week. Staff will be defaulted to the
hours they are hired for each week, i.e. 21, 17.5, 35.

To change the earnings code simply use the magnifying glass Q) and all the earnings
codes appropriate for the pay group will appear. Click on the one you want. Note:
you can only use earnings codes appropriate to the person you are trying to pay, i.e.
you cannot pay a student vacation time or a temp sick time.

To change the hours, place your cursor over the hours, highlight the hours and type
in the new hours, Note: the total hours on the bottom of the page will change as you
input hours.

If you want to override either the pay rate or the dept id, click on the appropriate box
and type in the override. This will only change for the hours attached to that row.
Also, this will only override the one-week, if this is a permanent change you need to
process a PAF for staff, or ePAF for students.

Sometimes you need to have more than one earnings code on an individual, for
example, if someone took one day of vacation, two sick days and the rest regular pay;

or if the employee should receive overtime pay.

To add another row you need to click on the plus sign

To get the list of the appropriate earnings code click on the magnifying glass 4 and
a search box (see below) for the appropriate Pay Group will appear.

) Time Entry - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

QBack M > | \ﬂ \ELI _;_\J /..-\: Search ‘:;?E’Favorites 6:4 - \._,'. iw - #Ef ﬁ ‘:fi

Address éj https:fhrmstest, ui. bufts, edu: 10202/pspihrtest 3/ EMPLOYEE /HRMS o/ TFTH_TIME _ENTRY  TFTH_TIME_ENTRY USA?PORTALPARA

Google [Cl+ vicoos @ B~ @~ 1% Bockmarksy EhSsblocked 7 Check »
TEST %
(Menu B
Search:
®
b My Favarites Look Up Earnings Code
[> Self Service
g?iﬁ; Time Entry Earnings Program ID: MNTS
[> Time Off Tracking Earnings Code: hegins with
= Time Entry
= lse
— Tirne Entry LDDKU% ClEr | Eance] |4EE'QS‘C Looky Search Results
— Tirme Entry Security 1-27 of 27
Earnings Code Description Payment Type
m3 MonTufts Houtly Student Reg  Bath
106 Student Overime 1.5 Both
Cth on LOOkU_p and a 107 Student Overtime 2.0 Both
263 Jury Duty Add to Reqg Students Bath
hst WIH appear. 306 Performance Bonus Amts Qnly
—_—l 320 Student Supplemental Amts Only
437 Wet Student Overnight shift UnitiCrr
428 Wet Student Weekend overnight LInitiCwr
440 Wieekend Differential Student Bath
B39 FICA Adjustmt of Taxahle Earns Amts Only
812 Unpaid - repay overpayrnent  Both
813 Wisa expired unpaid Both
ABD Abandoned Property Both
10 ADJ Adjusts Both
BAJ Benefits - arrears adjustrments Armts Only




You can insert up to twenty rows of earnings codes, although for most of us two to three
rows are enough.

If you added a row in error, you can delete the row, similar to adding a row, by using
the minus but{[ -]

The only other thing you need to do is click on OK TO PAY.

The key to time entry is the ok to pay button on the bottom of the page. If you don't
click on OK TO PAY, the employee will not get paid!

Once you have completed the first person, it is time to move on to the next. Use the
scroll buttons, left and right arrows, E IB] and move on to the next employee.

| Time Entry {__Roster of Employees |

Pay Period End: 0111772009 Timekeep: gas  Happy Days Status: Data Entry
Find | iew I First 41 or g B Last

Id 1050005 EmplRcd# 0 Name PayBegn  03/11/2009

Dept:  Happy Days - Fun Times Paygroup: Mon-Tufts Hourly Students /

Regular Salary: 1600 Work Study Award: Used:

Eing [ viewal  First 1 o4 0 Last
‘Hours Over Ride Rate  OverRide Dept  Acct Proj/Grant

‘Earnings
Code

¥
013 | MoanTufts Hourly Student Reg 1000/ O O F[E

Clicking View All will bring up a list of all non-exempt individuals in the time keep.

If an employee did not work and you are not paying them, you need to leave the row in;

the system will not allow you to delete it. Do not click on OK TO PAY and they will not
get paid.

REMEMBER: The key to time entry is the ok to pay button on the bottom of the page.
If you don't click on OK TO PAY, the employee will not get paid!

SAVING YOUR WORK

You can save your time entry at any stage during the data entry. Click on the save button
8= at the bottom of the page.

If the time keep is still in the Data Entry status you can go in and out as many times as you
like. Save your changes each time you go in and out of the Time Entry System.
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Time Off Adjustments

From time to time you may need to adjust the earnings code you submitted for employees
in prior weeks. You can make these changes through the Time Off Adjustment panel. To
make these changes you will need the following information: Employee Id number,
incorrect Earning code, correct earnings code, number of hours to change, and the week the
hours were originally entered.

Log into PeopleSoft and select:

e Time Entry

e Time Entry

e Use

e Time Off Adjustments

[ED

Main Menu = Tufts Time Ertry =

Time Entry Edlit "Time Entry" Folder

Tuftz Time Entry

Use Process Report
Tuftz Time Entry - Use Tuftz Time Entry - Process Tuftz Time Entry Report
=] Time O Adjustmerts =] Time Keep Generate Time Slips

Time Eritry
Time Ertry Security

Time Keep Exception Repart
Time Keep Earnings and Hours
7 hdore...

Inquire
Tufts Time Entry - Inguire

= Roster of Active Employess

Tew Vindow | HelD | ne |

Time Off Adjustments
Enter any information wou have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value
Time KeepiCheck Dist:| begins with + | |Q
Pay Period End Date: | = w | | ||§J

Search Clear | Basic Search Save Search Criteria

Enter your time keep number and the current Pay Period End Date. The following panel
will open up.
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{ Time Off Adjustments

Mew Window | Help | Custornize Page | 15

Pay Period End: 03/26/2009

Timekeep:

043  Medford Mon-Student Temps

Status: Data Entry

Time Off Adjustments

First [ 1 of 1 ] Last

Employee Data % Reason [optional)

‘Hours to *Adiustment Date
EmpliD Name Earnings Code to Subtract Earnings Code to Add Adiust Pay Period
Adust Ending}
1 Q Q Q Q =l
B save | L\ Return ta Search | | +[E| Mext in List |

e Enter the Empl Id for the person you need to correct

e Enter the earnings code you entered incorrectly and want to reverse

e Enter the earnings code you should have entered and want the hours charged to
e Enter the hours to correct

e Enter the week that these hours were incorrectly reported to payroll.

=
Mew Yindow | Help | Customize Page | 15,
{ Time Off Adjustments
Pay Period End: 09/26/2009 Timekeep: 043  Medford Mon-Student Temps Status: Data Entry

First [«] 1 of 1 [ Last

Time Off Adjustments Custornize | Find | % 4| | i
Employee Data % Resson (optional)
‘Hours to Adjustment Date
EmpliD HName Earnings Code to Subtract Earnings Code to Add Adiust Pay Period
Adjust Endingh

11012693 | Smith, Jane 002 |2, Regular Mon-Exempt 202 |, wacation Add to Regular 14.00( 0150152008 |3 =]

Bl save | JSuReturnto Search | +[E] Mext in List

This example will switch 14 hours that was originally entered as regular pay and should
have been entered as vacation time. Vacation time will appear on in Time Off Tracking and
subtract from the employees balance.
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ROSTER

e As mentioned earlier, there is a tab called Roster of Employees that lists the non-
exempt employees in the time keep you are viewing,.

¢ Once you have begun time entry and saved your work it will give you an overview
of those employees marked off ok to pay.

e Individuals are listed alphabetically regardless of the Pay Group.

A Time Entry - Microsoft Internet Explorer l._jlﬂjm|
iy

File Edit Wew Favorites Tools  Help

Qe - © %] [F Q0 Pwach Soracies € (- @ - [ ) ENE B

acldiess | ] httpst/fhimstest.ult tufts.edu: 10202/pspihrtesto{EMPLOVEEIHRMS/c/TF TH_TIME_ENTRY. TFTH_TIME_ENTRY USATPORTALPARAM_PTCNAV=TFTH_ v | [ G0 Lnks ™ (& snagkt [

Google |[Gl+ v|GoE @ B> @ - Y Bookmarksw Bissblocked | P Check » % Avtolink v 5] AutoFil (e Sendtow () Settings
TEST
[CET
Search: IMew window | Help | Customize Page | &
My Favorites Time Entry i Roster of Employees \
||i: Self Service .
I BPAF PayPeriod 1/17/2000 Timekeep: 838  Happy Days Status: Data Entry
= Tufts Time Entry End:
[ Time Off Tracking These employees are currently in this timekeep:
<= Time Entry
- Use Custornize | Find | 4 | Las]
EmpllD  Name ) Pay Group  OK'to Pay
e S il 11050005 Arcola, Chaci NTS
[ Process - -
> Report 2108000 Cunningham,Joannie NTS C——
- Ingquire 1
i G Mo 1100007 Fonzerella, Fonzi TS
[ PeopleTools 41050008 Ma'ph:Rd ph HTS
- Change My Pagsword

You can also view all the employees in a time keep, including exempt employees, through
the inquire panel in Time Entry. Below is the path that will bring you to the Roster of
Active Employees.

e Time Entry

e Time Entry

e Inquire

e Roster of Active Employees

(=L o el T =" v =] =g = A

TEST

(CE ]
Search:
@

Home Add to Favorites

[ My Favorites

I Self Senice Tuft's Time Entry
[ ePAF Use ﬁ Process ﬁ Report
Tufts Time Entry Tutts Time Entry - Use Tuttz Time Entry - Process Tuitz Time Entry Report
[> Time Off Tracking = Time Entry. = Subrmit Time Entry. [ElTime Keep Generate Time Slips
=l Time Entry Security ElTime Keep Exception Report
[ Use [=Time Keep Earnings and Hours
I» Process EEI¥TD Hours by Time Keep
[ Repart R
b Inquire Inguire

I Reporting Tools Tutts Time Entry - Incuire
[> PeopleTools ElRoster of Active BES

— Chanie iy Password
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A Roster of Active Employees - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools Help

Q- Q ¥ A ) search Sz Favores (2) B"; & - ) 3

Address ‘@ hittps:/{hrmstest. it bufts. edu: 10202/psp/hrtest9{EMPLOYEE/HRMS/c/TFTH_TIME_ENTRY.TFTH_TE_ACT_ROSTER.GEL?PORTALPARAM_PTCNAV=TF v| Go

i

Links ™ & snaalt [

Search:

®
> My Favarites
[> Self Service
[ ePAF
> Tufts Time Entry

> Reporting Tools
> PeapleTools
— Change My Password

Roster of Active Employees
Enter any information you have and click Search. Leave fields hlank for a list of all values.

an B ng Value

Google (G- v o) D B @~ Oy bookmarkse Ehsoblocked %P Check v oy sl « o Aokl (e Sendbow () settings =
TEST

Mew Window | Help |

> Time Off Tracking

= Time Entry
b Use Search by: TimeKeepiCheck Disthegnswith| 4
I Process -
> Report
= Inquire Search | advanced Search

Enter the Time Keep
you have accessto

Roster of Active Employees rosoft Internet Explorer

Filz Edt  ‘Wiew Favorites

Tools  Help

@Ba[k v L) B @ \/_b pSEar[h \;“\?Favnrites @ Bv ,j; [ ~ I_J @ﬂ .‘ﬁ

Address F@ hittps: | jhrmstest. it bufts. edu: 10202 fpspjhrtest3/EMPLOYEEHRMS/c/ TFTH_TIME_ENTRY. TFTH_TE_ACT_ROSTER. GBL?PORTALPARAM_PTCHAY=TF v| Go | Lin

Coogle [Gi=

TEST

Search:

®

[» Self Service

[ ePAF

= Tufts Tirme Entry

[+ Time Off Tracking

II> Wy Favarites

Time KeepiCheck Dist: 388

[ Employee Roster

v G5 @ E - @ v | ¢ Bookmarksw @58 blacked “:}Check ~ % Autolink - ‘D Autafl BSend tow ]

e Window | Help |

Happy Days

= Time Entry
ngoecess EmplD  EmplRcdZ Mame Pav Groun Department
1> Report 1050008 0 Arcola, Chaci NTS Lat0000j
< Inquire 1830008 0 cynningham, Howard SFE A00DO01
1050005 0 . ! : ADOODD1T
1050007 0 Cunn! ngham,Joannle SFN 0000
I» Reporting Tools 1050002 0 Cunningham, Marion SFE AD00001
[ PeopleTools i i 1
- GChange by Password jos0004 0 Cunningham, Ru_:hel NTS ADDOO0Y
1050001 o Fonzerdla, Fonzi NTS A000001
1050003 0 Malph,Ralph HST 4000001

e This is a list of all employees in this time keep, exempt and non-exempt.
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SUBMITTING YOUR TIME ENTRY

Once you have completed all your time entry and verified your entry, you need to submit it

to the HR Service Center.

e Go back to the breadcrumbs and select Time Entry
e Process
o o
¢ Submit Time Entry
TEST
Search: Main Menu = Tufts Time Entry =
)] ﬁ Time Entry
[> My Favorites —
I Self Service Tutt's Titne Entry
[> BPAF Use ﬁ Process ﬁ Report
= Tufts Tirne Entry Tufts Time Ertry - Use: Tutts Time Ertry - Process Tutts Time Eritry Report
b Tirne Of Tracking =) Time Ertry =lSubmit Time: Ertry =Time Keep Gererate Time Slips
[ Titne Entry =l Time Entry Security =l Time Keep Excention Report
I> Reporting Tools ElTime Keep Earnings and Hours
[ PeopleToals EI¥TD Hours by Time Keep
— Change My Password ,
ﬁ Inguire
Tufts Time Entry - Inguire
ElRoster of Sctive Employess
e Enter the Time Keep you want to submit and click on Search
TEst .
Search:
|:|D My Favorites Submit Time Entry
[ Self Servica Enter any information you hawe and click Search. Leave fields blank for a list of all values.
[ ePAF
= Tufts Time Entry  Find an Existing Value
[> Tirme Of Tracking
= Time Entry
[ Use Time Keep/Check Dist:‘ begins with + || ‘Q
< Process .
Pay Period End Date: | = v
— Submit Time Entry i ‘ | | ‘Eﬂ
[ Repart
& Inguire Search | Clear ‘ Basic Search [E Save Search Criteria
[» Reporting Tools
I PeopleTools
— Chanoe by Passwaord

A list of those employees not marked okay to pay will appear. Scan this list to verify
that you have marked off people appropriately.

TEST
Search:
[> Wty Faworites Submit Time Entry
[+ Self Service

Hew Window | Help | Customize Page | 5,

[ ePAF
= Tuts Tirme Entry
> Time Off Tracking
= Time Entry
[-Use
< Process

— Submit Time Entry

[ Repart

> Inguire

- Reporting Tools

> PeopleTools

— Chance iy Password

Pay PeriodEnd: 01/17/2009  Timekeep: 883

Happy Days Status:  Data Entry

Status will change to
Submitted once the Time
Entry is submitted. This

Submit Time Entry

All Employees are marked as OK to Pay - Submit Time Entry

B save ‘ SReturnto Sear:h| [=] hetity ‘

Cancel Time Subrmission

puts it in a ready state for
the payroll system. Once
it is put into the Payroll
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system, the status will
say Loaded.




If this is okay Click on Submit Time Entry, the following dialog box will appear to
tell you your time has been submitted to the HR Service Center.

& Time Keep has been Submitted
Wigvs the contents af this menu level

If there are people you should be paying you need to Cancel Time Submission go
back to USE and correct the employee(s). Then save and submit again.

If you need to make changes to your time entry after you have submitted it, call
the HR Service Center, 7-3075 and we can run a process to “unsubmit”.

During the payroll process the HR Service Center will load the time entry into the
payroll system. You will see the status change again to Loaded.

On-line Time Entry is due into the HR Service Center by 3:00 p.m. on Tuesday.
Departments will be notified of any changes in the deadlines due to holidays, the
Monday holidays do not affect the deadlines.

The department is responsible for maintaining the timesheets for three years.

No time reports are sent to the HR Service Center.

There are timesheets available out on the web on the forms page,

http:/ / www.tufts.edu/hr/forms/timesheet.doc
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PRINTING REPORTS

Printing in PeopleSoft

To use this method, you will need to have Adobe Acrobat Reader installed on your

computer.

Step 1

After you have logged into PeopleSoft HRMS 8.0, navigate to Time Entry and click on the

link called Report.

— |

TEST

Search:

[+ My Favorites
[> Self Service
[ ePAF

[» Time Off Tracking
[ Time Entry

[» Reporting Tools

[ PeapleToals

— Chanoe Wy Password

hdain Menu = Tutts Time Ertry =

ﬁ Time Entry

Tuft's Time Entry

Use
Tufts Time Entry - Use

=] Time Eritry
ElTime Ertry Security

ﬁ Inquire
Tufts Time Entry - Inguire

FERoster of Active Employees

ﬁ Process
Tufts Time Entry - Process

= Submit Time Ertry

Home

Addd to Favorites

ﬁ Report
Tufts Time Entry Report

Keep Generate Time Slips

CTi ck on Report

Step 2

You will be presented with a list of reports available to you (you might not have all the
reports in this sample). Choose the report you want to print simply by clicking on the report

name.

For example: Time Keep Generate Time Slips

TEST

Search:

[ hiy Favorites
[> Self Service
[ ePAF

[ Time Off Tracking
[ Time Entry

[» Reporting Tools

[ PeapleToals

— Chanoe Wy Password

ain Menu = Tufts Time Ertry = Time Ertry =

ﬁ Report

Tufts Time Entry Report

Eﬁ" Time Keep Generate Time Slips
Time Keep Generate Time gs

Eﬁ" ¥TD Hours by Time Keep
YTD Hours by Time Keep

Time Keep Exception Report
Time Keep Exception Report

00se your Report

Home

Eﬁ“ Time Keep Earnings and Hours
Time Keep Earnings and Hours
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Step 3

At this point, a page will appear asking for a Run Control ID. The first time you run a
report, you will need to create a Run Control ID, at that time, you will select Add a New
Value to create the new Run Control ID. Many users will use their initials or name as their
Run Control ID. You can use the same Run Control ID for all your reports.

If you already have a Run Control ID, you can use the search button to find it.

TEST e

Search:
[ My Favorites Time Keep Generate Time Slips
[ Self Service Enter any infarmation you have and click Search. Leave flelds blank for a list of all values

1> ePAF
= Tutts Time Entry / Find an Existing Value {_Add a New Value |
[> Time Off Tracking

== Tirme Entry
[ Use Run Control ID:‘ begins with |H |

[> Process
~ Report

[Jcase Sensitive

Search Clear | pasic searct B Save Search Critera

Find an Existing Value | Add a New Yalue

— Tirne Keep Bxception
Report
— Tirne Keep Eamings
and Hours
— ¥TO Hours by Time
Keep
[= Inguire
[> Reporting Tools
[- PeopleTools
— Chanoe My Passward

Enter your Run Control ID

Step 4

After you enter your Run Control ID (and hit Enter). The page for your specific report will
appear. To generate time slips you will need to enter the Pay Run ID. To find the
appropriate Pay Run ID, you can use the magnifying glass to find the right week. You will
also have to enter your Timekeep number. Click Run to continue

TEST
Search: Mew ilndow | Help | Custormize Page | 15
- My Favarites Create Time Slips
[» Belf Service
> BPAF Run ControlID: REPORT Report Manager  Process Monitor I
 Tufis Time Entry
[ Time Off Tracking :
> Trme Click Run
[ Use o
[ Process ‘Pay Run ID:
7 Rey

Time Keep ist: I:lQ

n
Report \
I}

Enter Pay Run

> PeopleTools Enter Time Keep

— Change My Password

& save | =] wotity El el Undate/Display
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Step 5

The Process Scheduler Request page will appear. Do the following;:
1. Make sure that the Server Name is PSNT

2. Make sure the box under Select is checked

3. Make sure Type is Web and Format is PDF

4. Click OK when done

TEST

1. Server Name is PSNT

Search: Mew iwindaw | Help | Customize Page | B

®

[+ My Favorites

Process Scheduler Request

[> Self Service
[ BPAF User ID: JEROWMNZ1 Run Control I REFORT
= Tufts Time Entry
[> Time Off Tracking Server Name: PSNT ~| RunDate: 0142742008 EN
= Time Entry "
[ Use Recurrence: Run Time: 12:24:56FM Resetto Current DateTime |

LAICCESS Time Zone: I:IQ

- Report "
Process List
Select Description Process Name Process Type ‘Type ‘Format Distribution
- Time Keep Exception Generate Time Slips ZTESLIP 5QR Report Weh v Distribution

Report
- Time Keep Earmings .
and Hours 4. Click “OK” when done
= %TD Hours by Time
Keep =

> Inguire 3. T eis ”Web”
yp
[» Reporting Tools Ok Cancel Format iS //PDFU

[ PeapleToals
— Chanoe Wy Password

Step 6

When you click OK, this page will appear. Click on Report Manager to continue.

TEST

Search: Mew tindow | Heln | Customize Page | /&

b My F avarites [ Create Time Slips

[ Self Service

[ ePAF Run Control ID:  Julian Repart
= Tufts Tirme Entry

[ Time Off Tracking
< Time Entry

[ Use
[ Process “pay Run I w1 T2008 |

Wigekly 01011 - 01171

Time Keep/Check Dist: Q, Happy Days

Process Monitor 2N |

Process Instance:339567

4. Click on “Report Manager”

— Time Keep Exception
Beport
= Time Keep Earninds

and Hours
— ¥TD Hours by Tirne
Keen
[ Inguire
[> Reporting Tools
[> PeopleTools
— Channge by Password

B save | ELReturn to Search ‘ L E| | +[F] Mext in List | [=] matity | [Ex Aeid




Step 7

If the status does not say Posted, click on the Refresh button every few minutes until it does.
Once the status says Posted, click on the View link and a new browser window, called the
Report/Log View, will open.

TEST
Click on the Adminator Tab
Search:
b Wy Favaries JList " Exflorer | Administration® Archives
[> Self Senice
[ BPAF
~ Tufts Time Entry User ID: | Type: “ Last: Refrash
[> Time Off Tracking Status: i fm-l v‘- " . | | to: | |
= Time Entry
E gr?cess Customize | Fin
< Repaort Select Beport Pres Description Request Date Time Format Status Details
1] Instance
. ) ’ 01427/2009 Acrobat )
3109 339897 TE- Generate Time Slips o Frocessing
— Time Keep Exception 12:58:53PM {".pdh
Report R ] : 01427/2009 Acrobat ;
 Time Keen Earnings 3108 339896 TE- Generate Time Slips 1256 4EPM *peh Frocessing
and Hours y . 0172752009 Acrobat n
—YTD Hours by Time 3103 3398891 TE- Generate Time Slips 12:30-24PM *peh Posted Details
keep
> Inguire
[ Repatting Tools Selecl!—\ll IEDBSBIBCIAII " ”
[: PeopleTools 1
— Change by Password %Clickthe delete buttan ta delete the selected reportis) When Status Says POSted Clle
Vi 17
Go backto Time Keep Generate Time Slips on Detalls

B save

List | Explorer | Administration | Atchives

Step 8
Click on the link that ends in .PDF to open the report in Adobe Acrobat reader. The report

should then appear (see step 9) and you now should be able to print your report using your
browser's default printer.

Tufts CEEEEE—

View Log/Trace

Report ID: a3 Process Instance: 340200 Message Log
Name: ZTESOWER Process Type: SCR Report
Run Status: Success

TE - 8rvc Cntr Ower Reg Hrs

Distribution Node:  hitpsreports Expir ation Date: I:I
File List

Name File Size {bytes) Datetime Created
SOR FTESOVER 34020000y 1,839 0211 0/2009 9:21:18.000000AM EST

1,336 021052009 9:21:18.000000AM EST
021052009 9:21:12.000000AM EST

ZTESOVER 340200.PDF
ZTESOVER 340200.0ut
Distribute To

Distribution ID Type
User KHALDS

Click on the link ending with
“ PDF/I
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Step 9

Just click the Printer icon to print your report. It should print to your default printer, or
select any other printer you have access to.

g A himate gl ioos Wt s edu 1 OO0 s ervbet s fparepeor . og ad 5200 zbeglip. 14E902 PDF - Miciosell Infenset Explores M= E

Fe Ed ¥ew Fovoimr Jook Meb | Coogle- ol R I

Agcess [8] hitpr /remstest Iocs bty ech 10000 servistnfpeponsd 7| G0 | eBack -~ =5 - ) (5] A | G Sesch i Favodies L

S[OQ B4 v M e s DON BE #a 50
= :
m—l%;‘" Click on the
printer icon to
- print the reports
% W (R e A Ll srerera LI L'n
(&l Bone (5 @ Tausted sikes p

There are several reports you can print:

e Time Keep Generate Time Slips: Enables you to print time slips each week. Time slips
allow department to manually track the daily hours of each employee; the time entry
system stores the weekly record. Each department is responsible for maintaining their
own time slips for three years. This is a legal record.

e Time Keep Exception Report: Lists all employees who were paid for overtime, sick
time, or any time other than regular hours. It also lists employees who did not work in a
given pay period.

e Time Keep Earnings and Hours: lists all employees who were paid in a given pay
period, including their hours and wages. It also includes any overrides of dept id or
salary. Only employees not being paid are excluded from this report

Search: Main Menu > Tufts Time Ertry > Time Entry =~
® ﬁ Report
> My Faworites
[ Self Serice Tufts Time Entry Report
[ ePAF E Time Keep Generate Time Slips E Time Keep Exception Report E Time Keep Earnings and Hours
= Tufts Time Entry Time Keep Generate Tme Slips Time: Keep Exception Report Time: Keep Ezrnings and Hours
> Time Off Tracking
= Time Entry
[-Use = YTD Hours by Time Keep
[ Process Y TD Hours by Time Keep

— Time Keep Generats
Time Slips

— Time Keep Exceplion
Report

— Time KKeep Eamings

and Hours
— ¥TD Hours by Time
Keep
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The following screen shots outline the specific information you will need to input for each

report:

TIME KEEP GENERATE TIME SLIPS

Home Add to Favorites

(aon = -
Chose the Time Fill in the appropriate Pay
Keep number bate Time Slips Run Id. Use the
magnifying glass to pick

ou want to run Control ID:  Julian Report Manager  Pro
y

time slips for / the appropriate week.
aQ

“Pay Run ID: W01172009

Weekly 01111 - 01717709

Q Happy Days

[* Process
=~ Repoart

Time Keep/Check Dist:

— Time Keep Exception
Report

TIME KEEP EXCEPTION REPORT

Add to Favarites

Mew Window | Help | Gustarnize Fage |

{ Time Keep Exception Report

b ePAR ) Run Control ID:  Julian Repart Manager  Process Manitor RN |
Chose the Time REPORTS / Chose the Pay
‘Pay Period L o wreirennd |3 .
Keep Number Period End Date
¢ Q Happy Days

= Time Keep Exception
Repart

— Time Keep Earnings
and Haurs

— ¥TD Hours by Time
Keep

L Inguire

TIME KEEP EARNINGS AND HOURS REPORT

— o = e me

TEST

Home Aol o Fan

Mew Window | Help | Cus

Search:

| o = __
| Time Keep Earnings Hours Rpt Ple the Pay

[+ My Favorites
[+ Self Service
[ ePAF Run Control ID:
= Tufts Time Entry

[ Time Off Tracking

Pick the ‘PayPeriod End Date: (01712008 5
sort order [ ‘ Chose the
jime Keep/Check Dist: ass | i
T . \ Happy Days T]_me KeeD
Err Report Sort Order: Q Sort by Emplovee Name
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EXITING THE PROGRAM

You exit the PeopleSoft program the same way you would any web-based application.

e Click on Sign Out

DONE ALREADY!

We are confident that after a little practice you will love the time entry system. If will save
you time and allows for more flexibility. If you have any questions please call the HR
Service Center 7-3075.
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ePAF For
Student Employees



OVERVIEW

The student ePAF was designed to meet the specific needs of the Tufts community. It allows
for on-line entry of everything from hire to termination of student employees. The
application is a component of the PeopleSoft HR/Payroll system and is accessed through
your PeopleSoft Id and password. The system is designed to maintain a high level of
security and for ease of use and efficiency therefore reducing errors.

GETTING INTO ePAF

e (lick on ePAF
e ePAF
o ePAF

TEST

Search:

® | [ ePAF for Students

[+ by Favarites
[> Self Service

Home Al to Fay

ePAF for Students

ﬁ Actions ﬁ Process ﬁ Inguire
[+ ePAF for Students ePAF for Students Actions ePAF for Students Process ePAF for Students Inguire
I» ePAF far Temporary [ElCreate Studert Job ElePAF Update = Studert ePAF
Employees = fccount Distribution Chanae = Studert Job Detsil
[> Tufts Tirne Entry ElPay Rate Change =l Student Job Summary
[ Reporting Tools [Elok Title: Chance
[> PeopleTools = Termination

— Chanaoe by Password

Under the ePAF menu is a list of the actions that you can select

e Create Student Job

e Account Distribution Change
e Address Change

e Pay Rate Change

e Termination

TEST

huttiChannel Cons

Main Menu = ePAF = ePAF for Students =

ﬁ Actions

ePAF for Students Actions

E" Create Student Jobh E Account Distribution Change E Address Change
Create Student Job - ePAF Account Distribution Change Address Change

= Pay Rate Change = Job Title Change = Termination
E Pay Rate Change E Jaob Title Change E Termination

E" Student ePAF Approval
Student ePAF Approval
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EFFECTIVE DATES

Transactions can be entered retroactively for up to 30 days prior to the date you are entering
the information. This means you can “hire” a student in your department who started last
week, using the correct hire date. The exception to this would be if a student has already
been hired by another department; you cannot hire the student in your department prior to
the original hire date. You are able to process all transactions retroactively, however,
remember that a retroactive pay increase will not automatically pay a student all the money
owed to them. Additionally, retroactive Labor Distributions will not reallocate funds.

To complete retroactive transactions, notify the HR Service Center by email (HR-
ServiceCenter@tufts.edu) with the specific information for the retroactive request.

CREATE STUDENT JOB
(Either new hire or additional job)

Click on
e Create Student Job
e Student Data

There are three statuses: Employee, Student, or Non-Tufts Student. Employee is a student
who is already in the PeopleSoft system. Student is a Tufts student in SIS(Student
Information System) but not yet hired into PeopleSoft. Non-Tufts Student is a student from
another institution, high school or college. If you get results that are not what you expect
please call the HR Service Center, 7-3075.

Enter the student’s Tufts Student Id number, begins with 991..... and the home department
number, select employee type (hourly or salaried (semi-monthly)), then Add Add

Wiorklist | MutiChannel Console | Addto Favortes | Sicn o

=3

Mew Window | Help | 15

Create Student Job

{ Add a New Value

Enter Student ID, {leave blank for Non-Tufts student):

Tufts Home Department: Q,

Employee Type: Hourly v

Add
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For a Tufts student or a non-Tufts student who is already in the system the page will open
with almost all of the information completed.

If the student selected is in either HRS or SIS, a page will appear. Since this student is
already in the system, any future jobs are additional jobs. The system will know this. You
only need to enter your department information.

[ EPAF Approval | ePAF Job | ePAF Address |

Student (New Hire) SSN=: |:|Em|1IID: ey Action DateTime: 11/2452008 12:38:08PM
Last Name: Wiehber First Name: |Pottsie Initial: Mame Help
1 ‘Effactjve Date: |01/19/2008 [ Birth Date: 07/0311988 |3 Graduation Date (Expected): [5]
Gender: Male * | Ethnic: White *| School Attending: | Engineering b
Hourly Pay Rate: 12.00 l

Job Code / Title: |9000 |2 Tufts Hourly Student Jaob

‘Department: AD0DOO1 2 Happy Days - Fun Times 3

TimeKeep: aaa Q. Happy Days/ / 4
Campus: (& Mexdford () Boston ) Grafton

Visa:

Account Distribution Find | view sl First [ 4 or 1 D] Last

F[=]

'DeptiD: |A000235 |CL Happy Days e | 100.00

)
You only need to fill out:

1. Effective Date (within the last 30 days)
2. Pay Rate

3. Timekeep

4. Campus

5. Deptld (Account distribution) with %

If the student already exists in the PeopleSoft

system, this job is an additional job. Remember, only
one job per payroll per home department.
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Click to Change Permanent

Verify the address from the address data Address. This is only allowed if

the Country is USA. For tax
[ ePAF Approval | ePAF Joh | ePAF Address ', and ldentlflcatlon reasons, you
Student (New Hire) Action DateTime: 11/24/2008 12:38:08PM must contact the HR Service
SSN#:  016-92-3545  EmpliD:_sTew Center to Change a foreign
Country: United States DChanuePermaneml address'
Address 1:
Address 2: City:
Address 3: State: Zip:

Click on save

1v: USA  United States [Jchangglgcal Address
to save .

work. 2 city _
3 State: Zip: Click to Change local

address. All local addresses
may be changed.

B Save | SLReturn to Search | +[E Previous in List | +[E] hext in List | [=] ratify |

ePAF Approval | ePAF Job | ePAF Address

Save the page and you are done. Be sure to save your work. Click on the SAVE button at

the bottom of the page ﬁ Sepun |

The system will flash PROCESSING in the upper right hand corner for a few moments, then
it will say SAVED for a couple of seconds. Your data is saved. The student has been added
to your department. If you want to add another student job click on add

If the student has not had a direct deposit in the last 30 days the following message will
appear:

icrosoft Internet Explorer : x|

& Direct Deposit Form Requested, (22000,27)

A Direct Deposit Form is Requested For this skudent, This student has not been paid for 30 days, please verify with
the student that their banking information has not changed

Please Forward any changes to the HR Service Center.,

Please check with the student to verify banking information has not changed. If there has
been a change, have the student fill out new direct deposit information.

29



For a Non-Tufts student you will need to fill out all the information.

Last Name Gender TimeKeep

First Name Ethnic Campus

Effective Date Email Address if they have one Dept Id (Account Distribution)
Birth Date Pay Rate

Save your data!

[/ Student Data '\ Address Data ',

Non-Tufts Student SSN#:  000-00-0020 Action DateTime: 01/25/2008 11:50:12AM
Last Name: First Name: Initial: Mame Help
‘Effective Date: B Birth Date: E Email ID:
Gender: *| Ethnic: b
Hourly Pay Rate:
Job Code | Title: Mon-Tufts Hourly Student
‘Department: Human Resources
TimeKeep: &}
Campus: O Medford O Boston O Grafton

The Service Center will enter Citizenship Data for new hires

nccount Distribution Find | view sl First 4] 1 of 4 [ Last

‘DeptiD: Q Mg =l

[ StudentData | Address Data '\

Mon-Tufts Student Action DateTime: 01/28/2009 11:50:1 2AM

SSN#  000-00-0020

Country: Q
Address 1:
Address 2: City:
Address 3: State: (ST

Country: USA  United States

Address 1:

Address 2: City:

Address 3: State: (ST
/ = cave | [ motify

Student Data | Address Data

WARNING: If SIS or PeopleSoft cannot find a match on the social security
number the system defaults to hire a NON-TUFTS STUDENT. There are different
tax implications for non-Tufts students and students enrolled at the university. If

you know that the student you are hiring is a Tufts University student, DO NOT
hire them as a NON-TUFTS STUDENT. Have them check with their Registrar’s
Office to be sure that the correct Social Security# is in SIS.




For a semi monthly student you have the option of filling in the stop date or leaving it blank
when you hire the student. Remember that semi monthly students are paid automatically
you do not submit hours for them. Completing a stop date terminates or ends the job; no
further information is needed by the HR Service Center. If you choose not to enter a stop
date, it is your responsibility to process a termination ePAF in a timely fashion.

[ ePAF Approval | ePAF Job Y ePAF Address |

Non-Tufts Student SSNi: EEIIIDHD: W Action DateTime: 1072152008 2:44:15PM
Last Name: |M3|Dh | First Name: |Ralph Initial: |:| Mame Help
*Effective Date: 011012009 |5 girth Date: 0912411988 | o

Gender: Ethmic | Am.Indian  v| [RALPHMALPH@AOL COM |

Salaried Pay Rate: 500.00 Stop Date: |05/3142008 Eﬂ

Job Code (Title; 9210 |Q Mon-Tufts Contract Students

‘Department: Adoooat Q. Happy Days - Fun Tirmes
TimeKeep: Q. Happy Days

Campus: & Medford ) Boston O Grafton

Account Distribution First [4] 1of 1 [ Last
*DeptiD: |A000300 |Q d i 10000 [
Happy days

Account Distribution Total:  100.00

B save | S\ Returnto Search | 4] Previous in List | +[E] Mext in List | [=] matify |

ePAF Approval | ePAF Job | ePAF Address

The following warning will appear:

".\ Stop Date Entered. This Employee will not be paid beyond 2009-05-31. (Z2000,38)
L

Entering a Stop Date for a semi-monthly employes, will Stop this assignment on that date, Mo further action is

required,
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ACCOUNT DISTRIBUTION CHANGE

Open the ePAF menu options then select Account Distribution Change. Enter the social
security number and home department number, verify hourly or salaried and click ok.

This page will open.

J(AccountDistribution Change ‘\_

SSNy:  001-88-9898  EmplD:; 1012594 Action DateTime: 03%/23/2002 5:36:38FPM

:  Springst B i - 0971451983

Employee Name: Springsteen Bruce Birth Date: v Hourly Student
Gender: ale
Job EffDt: 05:0172002

*Effective Date: ] ic:

/| Ed) Ethnic: Pay Rate: $8.50
D(ega'ﬁrﬂ: CA00001  Human Resources Medford Campus

s Mimekeep: 519 Human Resources

Current Account Distribution

a4: 100.00 E=

DeptlD: ©520200  Humman Resources Med Grant:

New Account Distribution

“DeptiD: | Q =]

istribution Total: \
Click to insert

Eria)) an additional
Tow

ﬁ Sawve

Fill in the effective date, within the last 30 days, and the new DeptID and percent. If it is
retroactive you will need to contact the HR Service Center to reallocate funds.

To split your labor amone several dept ids, fill in the first row and then insert another row.

Use the plus sign button | + to insert a row.

Save the page and you are done.
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ADDRESS CHANGE

Open the ePAF menu options then select Address Change. Enter the
and home department number, verify hourly or salaried and click ok.

This page will open.

social security number

[ Address Change

Employee Action DateTime:  09/24/2002 5:34:56P0  “Effective Date: I Eil

Employee Name: Springsteen Bruce SSN#:  001-88-9393  Empip; 1012594

ﬁ Save

Country: [USA Q] United States
Address 1: |5 Bornin the USA Road
Address 2: | City: |Asbury Fark
Address 3 | state:[NJ (@] zip:[12547
Country: USA  United States
Address 1:| \
Address 2: | city: |
Address 3:| State:l Q) Zip:l

Ekadd)

Enter the Effective Date and Type in new address.
o Es=ve] Save the page and you are done.

To complete another address change click on Add  [Ekadd]

You will only be able to change the Permanent Address if it is in

the USA.

Foreign addresses are linked to identification and

taxation regulations. If you need to change a Foreign Permanent
Address, please contact the HR Service Center, 7-3075.
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PAY RATE CHANGE

Open the ePAF menu options then select Pay Rate Change. Enter the social security
number and home department number, verify hourly or salaried and click ok.

This page will open.

{ PayRate Change
§SNy:  001-88-9890 Emphp: 1012594 Action DateTime: 0962472002 5:51:20PM
Employee Name: Springsteen Bruce Birth Date: 09114/1933

Gender:  Male

*Effective Date: ; E Ethnic:

> "
Effective Date
Hour Ci nt Pay Rate: X
b Student of Job Record: Qsrod/2002 urre ay Rate: $8.50 <
Hew Pay Rate: I
Department: 500001  Human Resources Medford Campus
TimeKeep: 519 Hurman Resources
‘ Visa:
Account Distribution y First (4 101 1 [#] Last
Deptip: C520300  Human Resources Med Grant: e 100.00 JJ
(&) Save) Grmm—

Fill in the effective date, and the new pay rate. Save the page and you are done.

TERMINATION

Open the ePAF menu options then select Termination. Enter the social security number and
home department number, verify hourly or salaried and click ok.

This page will open.

{ Termination 3

SSNy: 001-38-8893 Empup: 1012594 Action DateTime: 092442002 5:55:34PM

Employee Name: Springsteen Bruce Birth Date: 09/14/19283

EffectveDate [ Genter:  Male
of Termination: X Ethnic:
\ Effective Date
Hourly Student of Job Record: 05:01/2002 Pay Rate: §8.50
Department: C500001  Hurman Resources hedfard Campus

TimeKeep: 519 Human Resources

|
Fill in the last day of work. This can be done for any day in the future. Save the page.
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STUDENT ePAF APPROVAL

To check the status of your ePAFs

_ Tufts
e Go to Inquire o

Iain Meru > ePAF for Studerts =

° Student ePAF ﬁ] Inquire Ecit "Incuire” Folder
ePAF for Studerts Inguire
ke =k ke
St hom 55 e St o S5 Ermoreen

Student ePAF
e Enter the Social Security# Find an Existing Value
e You will get a listing of all transactions
for your dept Matiohal ID: |

. . Tufts Home Department | =N

e Chose the appropriate transaction e Tiome meparEn =

Approval Status:

|
Date Added: | =Y
Biasic Search

Check on job data or

/

address data

J.f Appraval Data Job Data | Address Data |

Employee {Addl Job)

Action DateTime: 0972372002 4:20:07PM

Approval Status: Fosted

Action Date:

SN 001-88-98598 EmpliD: 1012594 The type Of
:  Springsteen,B .
Fmployee Name: BRELGEEERSHEe transaction you
— .
PAF Action: Additional Job «— are proceSSIHg
Entered By:

=] QL Return to Search | (45 NextinList ] (12 I

Gives you the status:
Pending, Approved
or Posted

Approval Data | Job Data | Address Data

Once the HR Service Center has all the necessary paperwork for a new hire (I-9, Direct
Deposit form, W-4) we will approve the hire, the status will be pending until supporting
documents are received by the HR Service Center. All other processes are automatically

approved.
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INQUIRE STUDENT DATA FROM PEOPLESOFT

There are two ways to view data that exists in PeopleSoft: Student Job Detail and Student
Job Summary.

Enter either the Social Security# or the EmplID

Student Job Detail:

Student Job Detail

Find an Existing Value

EmpllD: |1D12594
Empl Red Nbr:|2

Marne: |

Last Marne: |

Mational ID: I

[ Case Sensitive

Click on a job, if it is not
the one you are looking

Search Results for you can use NEXT
1.3 of 3 IN LIST or RETURN TO
EmpliD Empl Rcd Hbr Hame Last Name Mational ID SE ARCH
1012594 0 Springsteen,Bruce SPRIMGSTEEM 001889898
1012594 1 Springsteen,Bruce SPRINGSTEERN 001889898
1012594 2 Springsteen,Bruce SPRIMGSTEEM 001883898

/Job Detail " PrePlan Distribution " Address |

Springsteen, Bruce ID: 1012594 Empl Rcd#: 1]
Joh Data }

Employee Status: Active ‘ ,Tl |T|
Effective Date: 050152002 Current |
= e Reason vl eme acindt_ 1 Click on either View All or use
Job Tite: Non-Tufts Hourly Student the arrows to see additional
Pay Group: NTS  Mon-Tufts Hourly Students rows of ]Ob data
Employee Type:  Hourly Rate: 3.50
Department: C500001 Human Resources
Location: Medford

B save Cl Return o Search) +ENextin List)
Job Detail | PrePlan Distribution | Address
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The Job Detail page will tell you:

Employee Status Job Title

Pay Group Current/History /Future
Action/Reason Rate

Department Location

The PrePlan page will tell you the Account Distribution .

Effective Date
Employee Type
Action Date

Job Detail FrePlan Distribution \{ Address ‘.

B save L Return to Search) +EHextin List) 1E I

Job Detail | PrePlan Distribution | Address

Springsteen, Bruce ID: 1012594 Empl Rcd#: 1]

viewall  First [ 1012 D Last
Effective Date:  01/01/2002  Current =]

Account Distribution |
DeptlD Account Project/Grant Percent
+
Ca20300 a011 10000 EI
Human Resources Med Student-Academic Year
Total: 100.00

The address page shows the Permanent and Local Address

| Job Detail " PrePlan Distribution ™ Address

Employee Name: Springsteen Bruce EmpliD; 1012594

Effective Date: 0950172002 Current

Countryz USA  United States
Address 1: 9 Bornin the USA Road

Address 3: State: MJ

Address 2: Cityz Ashury Park

Zip: 12547

Countryz USA  United States

Address 1:
Address 2: City:
Address 3: State:

B save L Return to Search) +E Hextin List) 1E I

Job Detail | PrePlan Distribution | Address

Zip:
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The Student Job Summary page shows the same information in a condensed format

J.f Job Sumrmary "y PrePlan Distribution " Address
Springsteen,Bruce ID: 1012584 Empl Rcd#: 0

Job Summary Data Wiewy Al First (4 1500 7 I3 Last
Current JJ
Eff Date: 05/01/2002  Active Action: Rehire Title: Mon-Tufts Hourly Student
Dept: C500001 Human Resources Loc: hedford Rate: 8.50  Hourly
History JJ
Eff Date: 01/01/2002  Terminated Action: Termination Title: Mon-Tufts Hourly Student
Dept: C500001 Human Resources Loc: hedford Rate: 8.50  Hourly
History JJ
Eff Date: 01/01/2002  Active Action: Rehire Title: Mon-Tufts Hourly Student
Dept: C500001 Human Resources Loc: hedford Rate: 8.50  Hourly
History JJ
Eff Date: 040772000 Terminated Action: Termination Title: Mon-Tufts Hourly Student
Dept: C500001 Human Resources Loc: hedford Rate: T.25  Hourly
History JJ
Eff Date: 10/07/18599  Active Action: Rehire Title: Mon-Tufts Hourly Student
Dept: C500001 Human Resources Loc: hedford Rate: T.25  Hourly

ESave QReturnto Search) ¢§NextinList)

Job Summary | EreFPlan Distribution | Address

Check out both methods of Job Inquiry, you should find one that suits your needs.

We have strived to create this system to meet the needs of the Tufts
community with a wuser-friendly process. If you have any

suggestions please pass them along to the HR Service Center at
75508 or through email to HR-ServiceCenter@tufts.edu.

Copyright 2009, Trustees of Tufts College
All rights reserved.
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	NAVIGATION
	PeopleSoft Home:
	Rules for Constructing a Password:
	ON LINE-TIME ENTRY
	After selecting the week you want, you will see 2 tabs, one is named Time Entry the other is Roster of Employees.  The Roster of Employees tab will list all the non-exempt employees in the time keep that was selected.
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	Transactions can be entered retroactively for up to 30 days prior to the date you are entering the information.  This means you can “hire” a student in your department who started last week, using the correct hire date.  The exception to this would be...
	To complete retroactive transactions, notify the HR Service Center by email (HR-ServiceCenter@tufts.edu)  with the specific information for the retroactive request.
	For a semi monthly student you have the option of filling in the stop date or leaving it blank when you hire the student.  Remember that semi monthly students are paid automatically you do not submit hours for them. Completing a stop date terminates o...

	There are two ways to view data that exists in PeopleSoft: Student Job Detail and Student Job Summary.
	The Job Detail page will tell you:


