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The Self Service Timesheet & Payable Time Summary functionality allows employees to
view their reported time information and the resulting payable time for the current and one
previous time period. Step-by-step navigation instructions are outlined below.

1. Access the District's home page at The School District of Palm Beacnunty
www.PalmBeachSchools.org
Click on the “Employees” box.

lzk Mgmt & Safety & Certification i
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On the right side of the page is the nsurance Application Forms -
SELF SERVICE link. Click to access ~ “°rker come Qut-of-Field Ceoplesen
the PeopleSoft Login page. | | | | CORE K12
H ; ployee Relations Employee Relations
(If you receive a message about enabling ‘merican with (cont.) eAgenda
cookies, please clear your cache and Jisabilities Act (ADA)  » Self-Reporting Edline
return to Step #1. ‘qual E|'|'|!:I|:'_T-|'nent # Employees Assiztance
If you receive an error message about ~ ‘PPertunity (EEG) Flan EDW
security, please click Sign Out and return HR. Call Center
to Step #1.) HRE Time Task
_ . Calend
* First time users, click on Forgot t Employee News =
Password link to retrieve your login iCbservation
information. IT Service Desk
. . . idget Update Learning Village
* Please click on Forgot Password link if ate from Superintendent E. Wayne Gent regarding
you have forgotten your password, or do Password Reset
not know your login information. Vear Pink To Support "Stand Up To Self Service

The District's PeopleSoft Login page appears.
PEOPLESOFT ENTERPRISE

3. Enter your User ID and Password, and
then click on the Sign In button.

User ID: ||

Passwrord:
Sign n
Main Menu
¥
The PeopleSoft HCM Main Menu for Employee , Search Menu:
Self Service appears. The number of menu items @
will vary based on your level of security access.
&
4. Click or hover over the Time Reporting v
link. 1 PB Interfaces 4
1 Seff Service
(3 Manager Seff Senice Time Reorting ’
[ Reqruitng 2 Personal Information }
(1 Payrol and Compensation }

(3 Workforce Administration

4/2/2012 1


http://www.PalmBeachSchools.org�

Self Service Timesheet & Payable Time Summary PeopleSoft HCM

Self Service Timesheet & Payable Time Summary

The Time Reporting Menu appears. From this
menu, you may view your reported time
(punch time collected via the Time Collection
device (TCD) and absences) and you may
view your payable time.

5. Click or hover over the Report Time J T
link.
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6. To view your reported time click on I ancat J \n' ot I
Toview your repor (1 Fayoland Compensitn -
Timesheet
Last Name, Firet Hame EmplID: 1000000
The current week’s timesheet will display. If  jmyepam EmpiRecard: 0

you are a ‘punch time’ reporter you can view g
‘in” and ‘out’ punch time you have reported

by date. You may also view absences that “igwBy | Calendar Period Reported Hours: £111 Previous Period N Period

may have been reported on your behalf. “Date: nazs02 i % Schedued Hours: 3000
Day Date Status In Qut In Qut Time Reporting Code Quantity Date
Sat (324 Mew 324

For questions and answers on the

information contained on this page, " *© ' =

please click on the ‘Frequently Won (325 |Submited AN - ANNUAL LEAVE 800325

Asked Questions’ hyperlink in the Te 327 Susmited AN - AINUAL LEAVE 800/327

upper rlght corner of the page. Wed |3/28 Submitied ANN - ANNUAL LEAVE 8.00/3/28

Thu 329 Submitted TES01AM i

Submitied 4:27.39PM 329

Fri 330 Submitted THETIAN 4:20:18PM 330

Employees who are not ‘punch time’ Timesheet

reporters may also view absence data Ll Pt Employee D: 100000 Fenuenty A Qe

entered on their behalf on the ‘elapsed’
timesheet page. I TCHESE HEARING IIPARED EmplRecare 0

jm| .
At\g Zrcilgsnsl?ﬁéoelllcz)ivgsségF':ﬁr:g:rr\égosggeélx Voupy. | CaendarPerd Reported Hours: 00 Preious Peiog Nt Period
“Date: st § % Scheduled Hours: 750
g The current week’s timesheet will display.
Dezendorf,Megan is not a registered time reporter until 03/30/2012.
For questions and answers on the
g information contained on this page, St Sm Mo Tie  Wed  Thu Fri St Sm Mon  Tue  Ved
please click on the ‘Frequently K 7 S S/ M 330 il I [ 4 44
Asked Questions’ hyperlink in the
upper right corner of the page.
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Employees may view resulting payable
time after all exceptions (errors) have
been cleared by your timekeeper and
time administration processing has
completed.

g 7. Using navigation, return to the
Self Service menu. Click on
Self Service>Time Reporting.

g 8. Click on the View Time link.

The View Time menu appears.

9. Click on the Payable Time

Summary link.

The Payable Time Summary page will
display.

Payable Time Summary

La=zt Mame, Firzt Name

Job Title: Payrall

Start Date: 03/20/2012  |[H
End Date:

Rera o
ANN 28.00

REG 350 3.50
SCK G.50 6.50

(3 Time Reparting
3 Personal Information

1 Report Time

(3 Payrol and Compensation < View Time [e]

=] Tme and Labor Launch P

[ Benefits | User Preferences
_— Manthly Schedule
(3 Stock Activity J ﬂ . ' T
. nmpensatony [ime
(3 Leaming and Development b P R
. =] Exceptions
] Performance Management ¢ EI J oavabl Time §
s gydDle [me summary
11 Recruiting Activities 4 :
Payable Time Summary Frequently Asked Questior
Last Name, First Name Employee ID: 1000000
Job Title:  Payroll Empl Record: o]
Start Date: 032712012 B Previous Week  Next Week
End Date:
= Total Tue Wed Thu Fri sat Sun Mon
L Quantity 3027 3i28 3i29 3130 3031 41 a2 S
AN 16.00 8.00 8.00
REG 24.00 8.00 8.00 8.00
Freguently Asked Questions
Employee |D: 1000000
Empl Record: 0
Previous Week MNext Week
Wed Thu Fri Sat Sun Mon c
3121 3122 3123 3124 3125 srz6 U
10.00 10.00 8.00

If you have any questions regarding your access to PeopleSoft or navigation, please
contact the IT Service Desk at (561) 242-4100 (Px44100).

If you have questions regarding your reported time, please see your worksite Payroll

Contact.
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