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Section 2: HR Reports in PeopleSoft

Time Management Reports
HR Reports
Employees Report & Workforce Job Summary
ACA Reports
Sick & Vacation Reports
Over 500 Hours Report
Payroll Report (if in a reporting role with Comp




Common Y Time Roles

Time Manager Time Viewer Time Reports -

Controller
Summ ary: Y-Time Access for View-only access to Y-Time  Y-Time report access for
) department managers Controllers
Actions: Can both view and correct Can view time clock Can run Y-Time reports for
’ time clock punches for punches for employees their assighed departments
employees within the within the nodes they are
nodes they are given given access to

access to.

_




Time Management Reports

...............

e Time Sheet Manager

Exceptions

« Exceptions (assuming
time punch)

» Weekly Time Calendar

Click on icon above for link


https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/ROLE_MANAGER.TL_MSS_EE_SRCH_PRD.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/ROLE_MANAGER.TL_MNG_EX_PNL_GRP1.GBL?NAVSTACK=Clear
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/ROLE_MANAGER.TL_WV_WEEKLY_CAL.GBL?NAVSTACK=Clear

Time Management

e Time Sheet Manager A—
e Time Approvals &
« Employee Hours by Department
e Y-Time Correction Summary
« Time Management

== Time Management

Click on icon above for link

-


https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/ROLE_MANAGER.TL_MSS_EE_SRCH_PRD.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/YFORMS.Y_WORK_APPROVAL.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=HC_TIME_MANAGEMENT&secondary=False&pt_fname=HC_TIME_MANAGEMENT
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_DPTHOURS_RUNCTL.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_TLCORRP4_RUNCTL.GBL

Reports Available to Reporting Roles

e Employees Report
« Workforce Job Summary

o ACA Departmental Hours Report
e ACA College Hours Report

e ACA Report by Employee

e Over 500 Hours Report

 Sick & Vacation Reports

e Payroll Report (if With Comp)




Erpicyses Report

Employees Report i) BYU

Click on icon above for link

Employees Report



https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_EMPLOYEE_RPT.GBL?

Workforce Job Summary Report =

Click on icon above for link
[Workforce Job Summary ]

» Shows a history of all ePAF/eFORM actions for one employee.
From the time of hire, it may include salary increases, job
changes, title changes, supervisor changes, and terminations.

e Salary or pay rates will be visible if you have a role authorizing to
view salary information.

» A very wide report; you may have to scroll to view all



https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/ADMINISTER_WORKFORCE_(GBL).WF_JOB_SUMMARY.GBL

Workforce Job Summary =

f A Click on icon above for link

Workforce Job Summary: Additional Reports R — E———

Workforce Job Summary EYU Personal Data | ] BYU Emglcyment Data

o

e Under Workforce Job Summary, you have tabbed
access to two other useful reports on individuals e S tereey | R | " Srermetovs

cur
PersonaliJob Event Daa

Natronad ID Net 1D

Birthdate Age

Cender Cogmal Here Date

Marita! States Current Bire'Contract Date
Reoghon BYU FIT Service

Ethne Geonp Last Chack Date

Highest Educ Lawved Termination Date

Coumry Rearsment Date

Hirmg/Payroll Dats

13 Status 3 Dtrect Degost

£3 Statan fimanon Fed Exeerghions
§5C Copy onFike
Ecslestasncyl Exp Date


https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/ADMINISTER_WORKFORCE_(GBL).WF_JOB_SUMMARY.GBL

ACA (Affordable Care Act) Reports

e ACA Report by Employee

e ACA Departmental Hours
Report

e ACA College Hours Report

Click on icon above for link


https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_ACA_DEPT_RPT.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_ACA_COLL_RPT.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_EE_ACADEPRP.GBL?

ACA (Affordable Care Act) Reports: examples

BYLU uman ResourcesPayro
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Click on icon above for link


https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_ACA_DEPT_RPT.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_ACA_COLL_RPT.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_EE_ACADEPRP.GBL?

ACA (Affordable Care Act) Reports: examples

A Dept Howrs Report

Bih Baporime

ACA Dept Hours Report Bt you rarw ar P h

ACA Department Hours Report
Dept ID

Employee Job History Fst A 120t2

Namo Empl ID: Period Start Cate Last Date Paid Last Pakd Hours:

Empl Class | Status Departmeont Decoription Acocant Code Supervizor Namo St Date Stop Date

ADA Colkega Houra Repzrt

Total Howrs: 20151 Avg Hrs/Week: 1049

Name.  TraynDeyna Sree Empl D 83004208 [

Degactmet De scription Ac

Avg Hrs/Week . 12.68

Click on icon above for link


https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_ACA_DEPT_RPT.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_ACA_COLL_RPT.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_EE_ACADEPRP.GBL?

ACA College Hours Reporl

CollsgeDivison
Employee Job History

Dept:

Cmpl Class

24 Time
Total Hours:
Dept:

Empl Claas Stotus

Dept:

Empi Class Status

i el Achive

Total Hours: 19802

Name:

Uepartment Usscriphon

Avg HrsWuek: 2552

Name:

Avg HisWeek: 18,95

Name:

Department Description

Avg Hrs'Wesk: 9.00

Sort by Dept

Empl 1D:

Account Code
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Account Code

Empl 1D:
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Penod Start Date:

Supervisor Name
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Supervisar Name

Panod Start Data;

Supervisor Name

ot by Avg Wiy Hours

Find
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Start Dote
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|
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Click on icon above for link


https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_ACA_DEPT_RPT.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_ACA_COLL_RPT.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_EE_ACADEPRP.GBL?

Sick and Vacation Reports

o Staff Sick/Vacation Summary

e Admin Sick/Vac Department
View

« Employee Hours by —
Department

 College/Division Sick Vacation
Estimates

Click on icon above for link


https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_ADM_SIC_VAC.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_STF_SIC_VAC.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_COLDIVDP_RUNCTL.GBL
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_DPTHOURS_RUNCTL.GBL

Over 500 Hours Report

(for 72 time employee management)

e Purpose: Ensure % time employees
do no exceed the 910 hours limit in
a year

e Over 500 Hours by Department

e For supervisor Part-Time Non-
Student Employees Working more
than 500 Hours

Click on text above for links


https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_500HOUR_RPT_DEPT.GBL?
https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_500HOUR_REPORT.GBL?

y __

Click on icon above for link


https://hrms.byu.edu/psp/ps/EMPLOYEE/HRMS/c/Y_DEPT_SELF_SERVICE.Y_PAYROLL_REPORT.GBL

Notifications

-related role
Y > : )
/%/// ey can assign someone



Q&A

B e

Staff

Administrative

Staff
Administrative

person | thought needed to

& HR brover role, when submitting an
* he Approver step. For example,
eForm will go straight to the hiring



