SHARP 9.1 Overview of Time Reporting and Approval Using Employee Self Service

Step 1: Log in to Employee Self Service at http://www.da.ks.gov/ps/subject/ssc/ (bookmark this page for easy access!)

Hint: Use the Forgot Password link when signing in if you forget your password!

Welcome to the State of Kansas Employee Self Service Center

Employee Self Self °
Service Sign in Service Orientation

Sign In to Employee Self Frequently Asked Questions (FAQs)
sewe * New! W-2 Reissue Request Instructions (pdf)
» New! Forgot your password instructions (pdf)
Helpdesk « New! Job Aid-Reguest Trng Enrollment for SMART Instructor Led Training

Step 2: Select Update My Time Sheet link to record time for the current pay period — both exempt and non-exempt
employees must record and submit their time each pay period!

Ei Request a dupbcats W.-2,

E Report Time for My Employees

L Enter reported fime and task defails for a day, week, or
time perod. This is only avaiable for time and labor
MANAGETS.

E Approve Reported Time

= Approve reported time and task details for a day, week,
or time period. This is only available for time and labor
managers

= W-2/W.2c Consent
i Grant or withdraw consent to receive electrenic W-2 and
W-2¢ forms.

— View W-2/W-2c Forms
View electronic W-2 and W-2c forms.
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Step 3: Click minus sign ‘-‘ to minimize left hand menu and Click the right facing arrow for each Section (i.e. Reported

Time Status, Reported Time Summary, Leave and Compensatory Time Balances) to expand/view any section
information.

@I New Window (Z)Help [ http

Timesheet

Ella Bella EmplId: K0000216930 EmplRed: 0

Job Title:  Senior Administrative Asst Depariment. 3000070100
*View By: ‘ Calendar Period V| Reported Hours: 0.0000 Previous Period Next Period
*Date: 11252011 B Scheduled Hours: 80.0000

Populate Time From: Schedule Information

From Friday 11/25/2011 to Thursday 12/08/2011

Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total H
1125 1426 1127 1128 M29 1130 12/4 122 1273 124 12/5 12/6 f27|  tam| CTT

[ | 8.0000 [ 8.0000 | 80000 | 8.0000 | 80000 \ | 8.0000 [ 20000 | 8.0000/ 80000 8.0000

D All times listed on this report reflect actual times charged (including time worked and leave taken) and are true and correct to
the best of my knowledge. Note: Salaried employees may record actual hours worked or accept the default hours.
Save for Later | Submit |

&Remrtsd Time Status
b weported Time Summary

» Leave and Compensatory Time Balances

Step 4: The employee’s standard work schedule (if established by the agency in SHARP) will default into the timesheet.
NOTE: The work schedule will be blank if the agency does not establish a set work schedule for the employee —in that
case, the employee would enter both the hours and Time Reporting Code. If it is the end of the reporting period and no
changes are required to the hours defaulted, Click ‘On’ the acknowledgment statement checkbox and Click ‘Submit’ to
send time to supervisor/manager for approval. On-Line edits will review data when time is submitted.

ORACLE
Home | | signout

(=13

Timesheet =
Ella Bella Emplld: K0000216930 EmpIRcd: 0
Job Title:  Senior Administrative Asst Department: 3000070100

*View By: | Calendar Period v Hours: 80.0000 Previous Period Next Period
*Date: 112512012 ) % Scheduled Hours: 80.0000
Populate Time From: Schedule Information
From Sunday 11/25/2012 to Saturday 12/08/2012
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat -
125 1126 127 1128 1128 1130 121 1212 1203 1214 1255 1216 7| o | o Fime: Repor tng Code
[ ["8.0000] [ 8.0000 | 8.0000 [ 8.0000] [ 8.0000 [ 2.0000 | 2.0000/[ 8.0000/ [ 8.0000] | 8.0000 80.0000 | REG - Regular 3

[ All times listed on this report reflect actual times charged (including time worked and leave taken) and are true and correct to
the best of my knowledge. Note: Salaried employees may record actual hours worked or accept the default hours.
Save for Later Submit

¥ Reported Time Summai

~ Leave and Compensatory Time Balances

| Plan Recorded Balance |
Sick

92.500| )
|Vacation 88,500 -
|Discretionary Day Is Available |

| Compensatory Time

G :
a i | >

NOTE: Use the scroll bar at the bottom of the page to scroll to the right and bottom to see the rest of the timesheet
when you need to make changes to the default schedule!
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Recording Changes to the Default Schedule:
To report hours different from what is defaulted (i.e. vacation leave, etc.), scroll to the right and click on the ‘+’ button

to add a new row (or ‘-‘ button to delete a row). Select the appropriate Time Reporting Code, from the drop down box,
then add/modify the hours on the appropriate day. Supervisors can record time for absent employees if necessary.

on Tue Wed Thu Fri Sat

13 12/4 1215 126 1217 128 Total Hours Time Reporting Code Taskgroup Source

30/ [ 8.0000] [ 8.0000/ [ 8.0000 80.0000 | REG - Regular Eamings v | |300NONTASK @, Online (=] | [=]
[ 3 VAC - Leave-Vacation v | [300NONTASK@ @ =)

and leave taken) and ar@ue and correct to @

‘ked or accept the default hours.

NOTE: The Taskgroup field designates funding and will default based on agency established values. The Taskgroup field
will not need to be modified by employees unless they are reporting time for integration to the Project Costing module.

Recording Time Througout the Pay Period: Employees have the option to record time throughout the pay period (daily,

weekly, etc.) through 6PM Sunday following the last day of the pay period. We expect employees to record time at work
prior to their shift ending. Do not enter time outside of your normal work hours. NOTE: Employee Self Service is down
from 8AM—-Noon on Sundays and from 6-7PM nightly. When time is entered simply click on the ‘Save for Later’ button
to save the time recorded. The system will give employees the option to have the online edits run each time the ‘Save
for Later’ button is submitted - just click Yes. If any errors occur (i.e. not enough leave to cover the time reported) make
the necessary corrections and Save again.

*View By: Calendar Period v Reported Hours: 80.0000 Previous Period Next Period
*Date: 1112512012 [ Scheduled Hours: 80.0000
Populate Time From: Schedule Information
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri S e e Reortiae C o
11125 11126 127 11128 11129 11730 121 1212 1203 1214 12/5 126 127 1218 P 9
8.0000 | 8.0000 ( 8.0000 | &.0000 | 8.0000 8.0000 | &.0000 | 8.0000 £.0000 72.0000 | REG - Regular Eamnings
8.0000 8.0000 | VAC - Leave-Vacation
[CJAll times listed on this report reflect actual times charged (including time worked and leave taken) and are true and correct to
the best of my knowledge. Note: Salaried employees may record actual hours worked or accept the default hours.
Save for Later

NOTE: Non-exempt employees must be instructed to record their time during regular work hours.

Submitted Time Process: When an employee submits time at the end of the pay period, the employee receives a

Timesheet ‘Submit Confirmation’ screen. A workflow notification e-mail is sent to the employee’s supervisor to notify
him/her that time has been submitted that requires approval. Upon approval by the supervisor, an e-mail notification is
sent to the employee that the reported time was approved for payment.

LEIHE‘.-‘J Window EJHEIIJ JITT‘[IJ
Timesheet
Submit Confirmation

4

The Submit was successful.

OK |Time for the Time Period of 2012-11-25 to 2012-12-08 is submitted
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E-mail the supervisor
receives letting the
Supervisor know
there is time waiting
to be approved for
the employee

E-mail employee
receives for
notification that
reported time has
been approved for
payment

Department of Administration (2/21/12 Rev)

From: no-replyTL@da.ks.gov [mailto:no-replyTL@gda.ks.gov]

Sent: Tuesday, September 84, 2812 11:38 AN

To: (removed)

Subject: Reported time is awaiting for your approval.

This message is to notify you that there is currently reported time waiting for your approval.

Names:
Donald Duck

Date Range: @8/19/2012 - 89/01/2012|
To access the Timesheet page, click on the following link https://qas.sharp.ks.gov/ESS/

NOTE: This is a system-generated email. Do not reply to this email.

----- Original Message-----

From: no-replyTl@da.ks.gov [mailto:no-replyTl@da.ks.gov]
Sent: Tuesday, August 21, 28612 2:28 PM

To: TL [PE]

Subject: Reported time was approved for payment.

This message is to notify you that your reported time was approved for the date range:
88/85/2812 - B8/18/2812

To access the Timesheet page, click on the following link https://oas.sharp.ks.gov/ESS/

MOTE: This is a system-generated email. Do not reply to this email.
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Manager/Supervisor Approval of Reported Time through Employee Self Service

Step 1: Select ‘Approve Reported Time’ from ESS menu and Click on ‘Get Employees’ to see a list of employees who have
submitted time that is ready for review/approval.

— DTS U I T SUYL

Statement " Approve Reported Time
- Update My Profile
- i -
e rosua iamail  Timesheet Summary
~ View Leave Balances ~ Employee Selection Criteria
e Employee SelectonCrteria @
~ Tolal Compensation e &
Statement Description Value
— Update W-4 Federal Tax Data
~ RequestW-2 Reissue Time Reporter Group A1829 Q
— Update My Time Sheet 7
1 Empl ID Q@
Empl Record @
LastName Q@
First Name Q@
Business Unit [ @
Department \ @
Clear Selection Criteria Save Selection Criteria Get Employees

)

Step 2: Click on the Employee’s Name to review and approve the time for each individual employee.

View By: Week > [¥] sShow Schedule Information

Date: [12/21/2012 0 D Previous Week  Next Week

Ehploqees For Sherlock H Holmes, Time Needing Approval From 12/16/2012 - 12/22/2012 0

2elect |Name Job Hours to be Repo Approved/Submitted DaniadiBotirs

rted :
Description Approved Hours SECRpAOn Hours Empioyee |D
Technology
0B Care C Careson Support Tech 40.0000 40.0000 0.0000 0.0000 KO00019
| Crystal C Waterson Accountant 40.0000 40.0000 0.0000 0.0000 JO00113

Select Al DeselectAll

Approve Deny

NOTE: Supervisors can also review each of the submitted timesheets and then click ‘Select All’ and ‘Approve’ on the
timesheet summary page to approve all of the timesheets available for approval by that supervisor. If this procedure is

done, timesheets need to be approved for each week of the pay period. We discourage approving timesheets without
first reviewing them individually.
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Step 3: Review individual timesheet and expand the Reported Time Status Section.

Timesheet
Care C Careson Empl Id:  K000019 EmplRcd: 0
Job Title:  Technology Support Tech Department: 740000.
“View By: Calendar Period - Reported Hours: 80.0000 Previous Period Next Period
“Date: 2002012 6 % Scheduled Hours: 80.0000 Nést Emplovee
12m|  12M0| 13M7 1302 133 124 12n8 1246, 1247 1aMe 1318 4a0| 1221 1araa 799! Hours Time Reporting Code
| | I — — — I — — 15000 DON- Leave-Donor
[ 'l 8.0000 | 8.0000 [ 8.0000 '! 55000 | 80000 [ '\ '| [ [ '[ 'l 'i | 385000 REG- Regular Earnings
| | I [ [ | [ [ [ 80000/ 8.0000 | 8.0000 | 8.0000| 8.0000/| | 400000 VAC-LeaveVacaton
| Saveforlater Submit \
w Reported Time Status
Ject Date Reported Status Approval Monitor Total TRC  Description Comments
] 12110/2012  Needs Approval Approval Monitor 8.0000 REG VReguIar Eamnings O
.12.'1 172012 . Needs Approval .@vaa\ Monitor . 8 OBDOIREG -Regular Eamnings o
.124'12.'2012 Needs Approval .ﬂggmv& Monitor S.OUOU.REG -Regular Eamnings O
. 12/13/2012  Needs Approval .gggmva\ Monitor 1.5000 . DON  Leave-Donor O
.12"1 312012 Needs Approval .ﬂgp_rova\ Monitor 6.5000 . REG -Regular Earnings O
12/14/2012  Needs Approval Approval Monitor 8.0000 REG  Regular Eamings O
. 12/17/2012 . Needs Approval .ggpmva\ Monitor 8.0000 .‘J'AC -LEGVE-VGCB[IOn (@)
12/18/2012  Needs Approval lﬂggrova\ Monitor 8.0000 VAC  Leave-Vacation (@]
. 12/19/2012  Needs Approval .ﬂgp_mva\ Monitor 8.0000 .VAC Leave-Vacation (@'
. 12/20/2012 [ Needs Approval .ﬁggmva\ Monitor . 8.0000 .VAC -Leave—Vacatban O
12/21/2012  Needs Approval Approval Monitor 8.0000 VAC VLeave-Vacation O

Select Al Deselect All

| Approve Il Deny |
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Step 4: Click ‘Select All’. Notice the checkmark displays in the “Select” column for all rows.

Timesheet
Care C Careson Emplid: K000019 EmplRed: 0
Jb Tile:  Technology Support Tech Department: 740000
1. Instructions
“View By: Calendar Period - Reported Hours: 80.0000 Previous Period Next Period
*Date: |121"09!2012 j % Scheduled Hours: 80.0000 Next Emplovee
128 1240 1241 4242 1243 1244 1248 1346 1247 1248 12148 1230 1221 {aise TOtal Hours Time Reporting Code
| | | [ 15000 | | | | | \ 15000 DON - Leave-Donor
I ["8.0000 | 8.0000 [ 8.0000 | 6.5000 8.0000 I [ [ [ [ [ [ | 385000 REG - Reguiar Eamings
| | | | \ | | [ 80000 | 80000 [ 80000 [ 80000 8.0000 40.0000 VAC - Leave-Vacation
| Saeforlater Submit
Select Date Reported Status Approval Monitor Total TRC  Description Comments
I [¥] 1210/2012  Needs Approval Approval Monitor 8.0000 REG  Regular Eamings (@)
. M 12112012 Needs Approval Approval Monitor 8.0000 REG  Regular Eamings O
. " 121212012 Needs Approval .&grwal Monitor . 80000 REG Regular Eamings O
. 12/1312012  Needs Approval Approval Monitor 15000 DON  Leave-Donor (@
. & 1211312012 Needs Approval Approval Monitor 6.5000 REG  Regular Eamings O
l [¥] 1214/2012  Needs Approval Approval Monitor 8.0000 REG  Regular Eamings o
I 121712012 Needs Approval Approval Monitor 8.0000 VAC  Leave-Vacation O
. M 12182012 Needs Approval Approval Monitor 8.0000 VAC  Leave-Vacation O
¥l 1219/2012  Needs Approval Approval Monitor 8.0000 VAC  Leave-Vacation (@]
' [¥] 122012012 Needs Approval .Aggrmtal Montor | 80000 VAG  Leave-Vacation o
. [¥] 12/21/2012  Needs Approval .Agpmval Monitor . 8.0000 VAC  Leave-Vacation o

Select Al Deselect All
| @ Approve Deny

Step 5: Click ‘Approve’ under Reported Time Status to Approve. NOTE: If errors are identified, contact the employee to

make the necessary updates and resubmit time for approval. If the employee no longer has access to the timesheet,

contact your Human Resources Office for assistance, or if you change something on your employee’s timesheet, please

contact Human Resources and ask that a paper time document be printed so the employee can sign and date the

document to indicate their agreement with the change.

Earl Empl Id: K00DOO EmplRed: 0 &
Job Title:  Public Senvice Executive Ill Department 1731000500

i Instructions

“View By: Calendar Period ,v_-l Reported Hours: 80.0000 Previous Period Mext Period

“Date: [11rs2012 | Scheduled Hours: 00000 Ned Emplovee

From Sunday 11/25/2012 to Saturday 12/08/2012

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri 152:; Total Hours Time Reporting Code

1025 426 1027 1128 129 11130 121 122 123 1214 125 126 127
(I I — — - S— E— S— — S— — T— 15000 [ON - LeaveDonor
i[ | e.0000 [ 80000 [ 20000 | 65000/ 80000 [ [ [ [ [ [ [ 38,5000 | REG - Regular Eamings
i " —
Il [ [ [ [ [ [ [ [ 8.0000 [ 80000/ 80000 80000 | 80000 | 40.0000 | VAC - Leave-Vacation
| saeforLater | Submit

F Reported Time Status

SelectAll Deselect All

| Approve | I:-)é;_g_' —

 Leave and Compensatory Time Balances

Return to Select Employee

|A
[
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Step 6: The following message displays ‘Are you sure you want to approve the time selected? (13504,2500) Once
Approved the status cannot be reverted back. Select Yes to confirm and complete the status change. No to return to the
page without updating the status.’ Click Yes.

Message

Are you sure you want to approve the time selected? (13504,2500)
Once Approved the status cannot be reverted back.

Select Yes to confirm and complete the status change, No to return to the page without updating the status.

Yes | No

Q.

Step 7: The following message displays: ‘Timesheet Approve Confirmation - The Approve was successful.” Click ‘OK’

Timesheet

Approve Confirmation

AN

The Approve was successful.

OK

W)

Step 8: Click the ‘Next Employee’ hyperlink to select the next employee’s timesheet to review. If you prefer, you can
also click on ‘Return to Select Employee’ to display a list of all employees who need their timesheets approved.

Timesheet

Care C Careson Emplid:  K0000191 EmplRed: 0

Job Title:  Technology Support Tech Depatment: 740000

“View By: Calendar Period hal Reported Hours: 80.0000 Previous Period Next Period
“Date: [12r002012 ) Scheduled Hours: 80.0000 Ne lovee

From Sunday 12/09/2012 to Saturday 12/22/2012

$28 1290 13n3 4292 1243 1294 1248 12M8 1297  12M8 1249 1220 1zt 12188 Total Hours Time Reporting Code
[ [ 15000 [ [ [ [ [ [ 1.5000 DON - Leave-Donor
[ 8.0000 | 8.0000 | 8.0000/ [ 6.5000|| 8.0000] [ [ [ [ [ 38,6000 REG - Regular Eamings
[ [ [ [ [ 80000 | 80000 | 8.0000 | 80000 | 80000 40.0000 VAC - Leave-Vacation
Save for Later Submit

v Reported Time Status

Date Reported Status Approval Monitor Total TRE  Description Comments

12/10/2012  Approved Approval Monitor 80000 REG  Regular Eamings (@]

1211172012 Approved Approval Monitor 80000 REG  Regular Eamings &)

121122012 Approved Approval Monitor 8.0000 REG | Regular Eamings Q

12/13/2012 Approved Approval Monitor 1.5000 DOM  Leave-Donor O

1211372012 Approved Approval Monitor 6.5000 REG  Regular Eamings o

12/14/2012 Approved Approval Monitor 8.0000 REG | Regular Eamings O

121712012 Approved Approval Monitor 8.0000 VAC  Leave-Vacation O

12/18/2012 Approved Approval Monitor 80000 VAC | Leave-Vacation O

12/19/2012 Approved Approval Monitor 80000 VAC | Leave-Vacation O

122002012 Approved Approval Monitor 80000 VAC | Leave-Vacation O

12/21/2012  Approved Approval Monitor 8.0000 VAC  Leave-Vacation O

» Reported Time Summal

» Leave and Compensatory Time Balances

Return to Select Employee

v

End of Walk Through
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