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1. Employee Reporting Time
1.1. Click on ESS desktop icon or visit ess.nychhc.org to access login screen. Enter NYC Health + Hospitals
username and password.

ieams | PEOPLESOFT HR

User ID

Password
Sign In

If you are having difficulties logging in to People Soft please contact the
Enterprise Service Desk at 877-934-8442 or email

EnterpriseServiceDesk@nychhc.org

1.2. Click on Time

4 Employee Self Service |

Time

«©

Last Pay Date

Personal Details Person Profile

Performance Wellness & Safety Upload Documents

) "
ail ' \
Aan

Current Documents

PeopleSoft Web Time Entry at
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1.3. Click on Enter Time Tile

< Employee Self Service Time

*Selecta Job Behavioral Health Assoc ﬂ

08/30/20 - 08/05/20

Reported 39.00

1.4. Page for Entering Time. Enter military time. Will convert to standard time.

< Time Enter Time A @
4 30 August - 5 September 2020 »
Weekly Period - PS Delivered
Reported 39.00
View Legend Clear || SaveforLater || Submit
Day Summary In Qut Time Reporting Code Time Details Comments
30 Sunday
v = o -
Aug  Reported 0.00 © : +
31 Monday
8:00:01AM | 4:00:00PM v| = D -
Aug  Reported 8.00 @ i ¢ +
01 Tuesday
8:00:00AM 4:00:00PM B = -
Sep Reported 8.00 @ J - “ +
5]
02 Wednesday
8:00:00AM  4:00:00PM v| | > -
Sep  Reported 8.00 © h 5 +
=]
03 Thursday
8:00:00AM 4:00:00PM v = > -
Sep  Reported 8.00 @ ~ b © +
=]
0 4 Friday
. I © | B00:00AM  3:00:00PM v e ® + -
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1.5. Click on View Legend to Get a List of Icons and Their Purpose

4 30 August - 5 September 2020 r
Weekly Period - PS Deliverad

l Reported 39.00

Day Summary In Out Time Reporting Code Time Details Cor

30 Sy

Calendar X I

' September  [v| | 2020
|1 30 August - 5 September 20 $ M T W T F S
Weekly Period - PS Delivered 1 2 3 4 5
Reported 39.00
6 7 8 9 10 11 12

13 14 15 16 17 18 19 E
20 21 22 23 24 25 26 |
Out Time Reporting Code Time Detaill 27 28 29 30

- — 1 Current Date »

i i i)

Web Time Entry
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1.7. Click on “+” icon to add rows to time record. When adding a row, you must account for each minute within
the sequence. Add 1 minute to the second line.

31 Honesy

@ | B0001AM 400:00PM [»] w + -
Aug Reported 8.00

v | - + =

1.8. To add a second TRC code and/or a Reimbursement code, select the Time Details icon

Day Summary In Qut Time Reporting Code Time Details Comments
09 Sunday
8:00:00AM 4:30:00PM v == —
Aug Reported 8.50 © = © +
=]
1 0 Monday
9:00:00AM 5:00:00PM 52. TELECOMMUTING v = —
Aug Reported 9.00 © = © +
S|
5:01:00PM 6:00:00PM 28. COMP TIME EARN v = o) -+ -

1.9. On this page you will add a second TRC code and/or Reimbursement code

Cancel Time Details Done|

remrenent con:

Additional Time Reportingy
Codel

|

Web Time Entry
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1.10. After entering time for intended pay period click on Submit button

1 6 September - 12 September 2020 »
Weekly Period - PS Delivered

Reported 44.00

View Legend  clear """'“"-""’i ﬁ

Day Summary In Out Time Reporting Code Time Details  Comments

06 Sunday

o R0 @ Moom o+ -

07 Hondy _

- - @ |800:00aM 4.00.00PM 00 REGULAR -REG  [v] ) o 4 -

¥
5:00:00PM 9:00:00PM 29 OVERTIME - OVT12 [+ 3 o + -

08 e |

1.11. If total Time reported for that week is greater than scheduled hours; the following message will be

displayed for group 12 employees only. Clicking Ok will advance to the next screen. Clicking cancel will
allow you to make necessary changes.

Warning — Timesheet
‘Your total reported hours for the week may be more than your weekly scheduled hours. Please review your time record to see if there is excess time and make corrections, if needed.

Web Time Entry
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1.12. If total Time reported is less than Scheduled hours following warning will be displayed.
Clicking Ok will advance to the next screen. Clicking cancel will allow you to make necessary changes.

‘Warning — Timesheet
Your total reported hours for the week may be less than your scheduled hours_Please review your time record to see if there is a shortage and make corrections, if needed

1.13. If you click on “Cancel”, Timesheet will not be submitted, if you click on “OK”, the timesheet will be
submitted for approval and the following Attestation message will be displayed, for group 12 employees
only.

Group 12 Attestation Statement
The time shown correctly represents my attendance and activities for the work indicated. | was allowed an uninterrupted meal period on each day reflected in this timesheet. If | am an employee represented by a union, and/or eligible to earn overtime
compensation under the Fair labor Standards Act and/or a collective bargaining agreement, | also certify that | have requested compensation for any time that | worked in excess of my scheduled hours. | also certify and that anytime outside my scheduled
hours, i.e. when | have logged infout earlier/later than my scheduled time, for which I have not requested compensation, was not ime worked and | understand that | will not be compensated for this time. Therefore, | certify that | have requested
compensation for all werk performed outside my regular schedule, including work performed before or after my shift or during a dedicated meal break.

Web Time Entry
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1.14. Click “OK” on Attestation message Dialog box, Timesheet will be successfully submitted for
approval. Please note that Group 11 employees have a different Attestation Statement.

Job Title Sr Director

4 23 August - 29 August 2020 3

‘Weekly Period - PS Delivered
Reported 45.33

View Legend Clear Save for Later -

Day Summary In out Time Reporting Code  Time Details  Comments

Group 11 Attestation Statement

1 have worked my weskly scheduled hours or | have appropriately reported in Employee Self-Servics (ESS) any absences for the week to mest the weekly standard hours. The scheduled standard hours shown comrectly represents my
attendance or | have updated the scheduled hours to refiect my actual hours worked. Therefore, | certify that | have worked and/or reported In ESS all absences for the week to account for my standard scheduled hours for the week

oK
]
Tuesday
%‘E Reported 10.00 (o S 7:00.00PM v = . +l =
ZAM? Rﬁpﬂﬂnda‘: - @| [F0000AM 5:00:00PM - = . +l=
Thursday
ZAMZ Reported .63 ©| [900:00AM | |5:50:00PM - = ol 4l =
£
1.15. A green bar will appear to confirm Timesheet Submission

Timesheet is Submitted for the period 2020-09-27 - 2020-10-03

4 »

Payroll Shared Services

PeopleSoft Web Time Entry at
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Additional Information: Click on Comments icon to review comments from Manager or Proxy. The
comments icon changes once a comment has been added.

Click on Comments icon below, to view comments from Manager regarding your reported time.

Reported & 00 @ |800:00aM 4:00:00PH v| > c + -
Sep

e
'3 Thursday

Reported £.00 @ A00D0AM 4-00-D0PM ~ = c + _
sep

S
'4 Friday
. Resorted 700 © &00.00aM 200.00PH v » d| | =
aep

]

Time Reporting Comments X
Comments related to Time entered for 09/04/2020

2. Manager Modifying Time
2.1. Click ESS desktop icon or visit http://ess.nychhc.org/ to access the login screen. Enter login credentials
(see 1.1)

2.2. Select Manager Self Service, on the drop down menu

¥ Employee Self Service

Ly

Person Profile

Manager Self Service

Employee Self Service

Last Pay Date 06/12/2020

Wellness & Safety

- Y

Payroll Shared Services PeopleSoft Web Time Entry at
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2.3. Select Team Time tile

' Manager Self Service

Manager Dashboard

i

Team Time Open Jobs

Q ‘ &

52 In Progress Documents

Update Team Information

o=
N
R

2.4. Enter Time page will be displayed, Click the Get Employees button

< Manager Self Service Team Time

Enter Time

Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.

ﬁ Get Employees Filter

Payroll Shared Services PeopleSoft Web Time Entry at
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2.5. Selected Employee’s Reported Time for the week will be Displayed

< Manager Self Service Team Time

Enter Time

Select Employee 1 row
=

Name/Title Exceptions Hours to be Approved

Nancy Nunez 1200

2.6. Change: In and Out time or TRC Code or Time Details as needed, enter comment and click Submit button

< Manager Self Service Team Time /ﬁ\ : @
< 6 September - 12 September 2020 > A
Weekly Period - PS Delivered
Reported 36.00 | Unapproved Time 4.00
View Legend Clear Apply Rules Save for Iaur_ |
] Approve Deny Push Back
Day Summary In out Time Reporting Code Time Details Comments  Reported Status
0 6 Sunday
= o New -
Sep Reported 0.00 © +
0 7 Monday
© O s0000PM 9:00.00PM 29 QVERTIME - OVT12 = I Needs Approval +| -
Sep Reported 4.00 =
0 8 Tuesday
8:00:00AM 4:00:00PM = > A d -
sep  Reported 800 © © pprove +
o
0 9 ‘Wednesday
8:00.00AM 4:00:00PM = > A d -
Sep  Reported 8.00 © e pprove +
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2.7. If Time reported is greater than Scheduled hours, the following warning will be displayed for group 12
employees only. Click, OK to advance to the next screen. Click, Cancel to modify time record

‘Waming - Timesheet
“Your total reported hours for the week may be more than your weekly scheduled hours_ Please review your time record to see if there is excess ime and make corrections, if needed.

2.8. If Time reported is less than Scheduled hours following warning will be displayed

‘Warning - Timesheet
Your total reported hours for the week may be less than your scheduled hours. Please review your ime record 1o see if there is a shortage and make commections, if needed.

=S

2.9. Click “OK” to submit changes. Employee will receive an automated email notification that their timesheet
was modified

LXL]

Web Time Entry
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3. Mass Approvals

3.1. Click ESS desktop icon or visit http://ess.nychhc.org/ to access the login screen. Enter login credentials
(see 1.1)
3.2. Click on “Nav Bar”, Select “Navigator”

¥ Employee Self Service

Last Pay Date 06/12/2020

Personal Details

Performance

3 Evaluation Requests

3.3. Select “Manager Self Service”

¥ Employee Self Service

Person Profile

NavBar: Navigator

= ! . . St Self Service N
. N
: « -k .
= Recent Places
D

[

Manager Self Service >

Last Pay Date 06/12/2020 Payroll for North America N

Benefits Performance Wellness & Safety Upload Documents My Favorites

Set Up HCM N

E Enterprise Components >
Navigator

HHC Custom N

My Team Reporting Tools N

PeopleTools N

Payroll Shared Services PeopleSoft Web Time Entry at
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3.4. Select Time Management

ee Self Service

Careers Payroll Personal Details Person Profile NavBar: Navigator

— . . . . 4= Manager Self Service -
" -

| = | & | &5
Recent Places Company Property 4

Last Pay Date 06/12/2020 Time Management >
Benefits Performance Wellness & Safety load Documents o

n CRomits Job and Persenal Information >
= . A ‘Compensation and Stock >

+ ﬂ Navigator
Performance Management >

3 Evaluation Requests

Custom MSS Reports >

My Team
Wellness & Safety >

Team Time Manager Dashboard
Talent Summary
Time

Review Transactions

D, )

3.5. Select “Approve Time and Exceptions”

Self Service

Personal Details Person Profile

NavBar: Navigator

: . . - <= Time Management Y
.
e ) & _
Lt Approve Time and Exceptions >
Last Pay Date 06/12/2020 Report Time
_

Performance

3 Evaluation Requests

My Favorites

Navigator

Team Time

Time

Payroll Shared Services PeopleSoft Web Time Entry at
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3.6. Select “Reported Time”

Personal Details Person Profile NavBar: Navigator

i\ g <= | Approve Time and Exce...

Reported Time

Last Pay Date 06/12/2020

Performance Wellness & Safety Upload Doeuments

A

3 Evaluation Requests

My Favorites

Navigator

3.7. Select Date in the Date Field at the bottom and Click on “Get Employees” Button

< Employee Self Service Reported Time

Approve Reported Time
Timesheet Summary

{Employee Selection

Employee Selection Criteria GetEmployees
Setection Crterion —_—

Selection Criterion Value
Clear Criteria

Time Reporter Group ‘save Criteria
Employee ID
Empl Record
Last Name
First Name
Business Unit
Job Code

Job Description

Department

Pl R R R R ]

Reports To Position Number 00019125

Location Code

]

Workgroup

]

Change View

wByWesk V] [include Absence [ Show Schedule Information

Date 09/07/2020 EHe, Previous Week Next Week

Employ lding Approval From 09/06/2020 - 09/12/2020

Personalize | Find | G0 10f1
Time Summary | Demographics

Empl Hourstobe  Reported  Scheduled
Select  Last Name First Name Employee ID Reaapy dob Title ==

Absence to be:
Approved  Hours. Ercepton MO approved o Denied Hours

[0 LastName 0 0000000  0.000000  0.000000 0.000000 0.000000

Approval (%

Select All Deselect All Approve Deny

Payroll Shared Services

PeopleSoft Web Time Entry at
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3.8. Click on Select All button then click the Approve button to Mass Approve

Change View
“View Byl Week v] Dinclude Absence Show Schedule Information
Date | 09/27/2020 E Previous Week Next Week
Employees For MUHAMMAD MAXWELL, Time Needing Approval From 09/27/2020 - 10/03/2020 Personalize | Find | (2 1-30f3
Time Summary Demographics | [F=H
Select  LastName First Name Employee ID Empl 151 Title Hourstobe = Reported  Scheduled Exception Absence to Appruysrotiu;sl' Denied Hours
Record Approved Hours Hours be Approved Submitted
=] ELI ERNESTQ 100081960 0 gl‘g"BLa" Technolgst 3- 40.00 40.00 0.00 0.00 0.00
ank
J  FORD FRANK 100043246 gl‘g"BLa” Jlechucio=tay 40,00 40,00 0.00 0.00 0.00
ank
O  GOMEZ GEORGE 100065980 gl‘g"BLa" Technolgst 2- 40.00 40.00 0.00 0.00 000
ank
Approval 2
e [ —
Report Time
Manager Self Service
Time Management
3.9. Click Yes to confirm Mass Approval submission. Once Approved the status cannot be reverted back
2nce Show Schedule Information
Message
yal From 0§ ize | Find | £
Are you sure you want to approve the time selected? (13504,2500)
ours
Empl | Once Approved the status cannot be reverted back. Nilos D
e fitted
Select Yes to confirm and complete the status change, No to return to the page without updating the status.
0 No 0.00
Clin Lab Technolgst 2-
0 g 40.00 40.00 0.00 0.00
Bld Bank
~ Clin Lab Technolgst 2- nAn nAn P P

Payroll Shared Services
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3.10. Click on “ OK” button
Timesheet
Approve Confirmation
“ Selected transactions were successfully approved.
3.11. Employee will receive an automated email notification that their time record was approved

LA A]

Payroll Shared Services PeopleSoft Web Time Entry at
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4. Manager - Approving Time

4.1. Click ESS desktop icon or visit http://ess.nychhc.org/ to access the login screen. Enter login credentials
(see 1.1)

4.2. Select Manager Self Service from the drop down menu

¥ Employee Self Service

F

Person Profile

Manager Self Service

Employee Self Service

Last Pay Date 06/12/2020

Performance

Wellness & Safety

- Y

4.3. Click Approvals on the tile

5= [ Homepage [ Approvals

v Manager Self Service |

Manager Dashboard

T

Team Time Open Jobs

Q

Update Team Information

52 In Progress Documents

&
~
s

Payroll Shared Services PeopleSoft Web Time Entry at
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4.4. Select the Employee. On this page the quantity of time for approval is shown at a glance.

< Manager Self Service Pending Approvals a @
ViewBy | Type
[::: Y] D |
Al 1 row
© Reported Time 1 Reported Time Quantity for Approval 16.00 Hours Routed
09/04/2020

Nancy Nunez 08/28/2020 - 09/26/2020

4.5. Select Check box for applicable time being approved

»
®

Reported Time

< Pending Approvals

Nancy Nunez
oo

Behavioral Health Assoc
[=] 1 tine(s) are pending your approval

Summary

Time Period 09/28/2020 - 09/29/2020
Quantity for Approval 16.00 Hours Quantity Reported 16.00 Hours
Quantity Submitted/ Approved 0.00 Hours

Quantity Denied 0.00 Hours

View Legend
~ Reported Time Details

| Pending
[ 1 row
[m]

Select Report Date Time Reporting Code Quantity for Approval Reported for Date / Scheduled for Date

O 09/29/2020 8.00 Hours 8.00 Hours / 0.00 Hours >

PeopleSoft Web Time Entry at
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4.6. Click on Approve button

< Pending Approvals Reported Time

Nancy Nunez
Behavioral Health Assoc

[=] 1 line(s) are pending your approval
Summary
Time Period 09/28/2020 - 09/29/2020

Quantity for Approval 16.00 Hours Quantity Reported 16.00 Hours

Quantity Submitted/ Approved 0.00 Hours

Quantity Denied 0.00 Hours

View Legend
~ Reported Time Details

‘ Pending | Al

1 row
O
Select Report Date Time Reporting Code Quantity for Approval Reported for Date / Scheduled for Date
O 09/29/2020 8.00 Hours 8.00 Hours / 0.00 Hours >
Approver Comments

4.7. Type in optional Approver Comments and click on Submit button

Cancel | Approve Submit

You are about to approve this request. I

Approver Comments

Web Time Entry
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5. Manage Delegation: Assign Edit/Approve Role

5.1. Click ESS desktop icon or visit http://ess.nychhc.org/ to access the login screen. Enter login credentials
(see 1.1)

5.2. Navigate to Navigator > Self Service > Manage Delegations

¥ Employee Self Service (

Persenal Details Persen Profile

(-0 >

Recent Places

Last Pay Date 06/12/2020

My Favorites

3 Evaluation Requests

My Team

&

¥ Employee Self Service

»
O)

Personal Details Pers NavBar: Navigator
b L] Self Service 3
u
HECR RGeS Manager Self Service 5
Last Pay Date 06/12/2020 Payroll for North America >
UPIo  y Favorites

Set Up HCM S
E Enterprise Components 3

Navigator
HHC Custom 5

3 Evaluation Requests

My Team Reporting Tools »
PeopleTools >

Team Time

Payroll Shared Services PeopleSoft Web Time Entry at
646-694-7777 | payrollinquiries@nychhc.org NYC Health + Hospitals Learning Academy
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A @
Pers nayBar: Navigator
N <2 | Self Service N
ﬁ Recent Places Payslips Prior to July 2019 >
Last Pay Date 006/12/2020 Personal Information >
Wellness & Safety Uplo -
R Payroll and Compensation 5
b A = ’
Navigator
Learning and Development >
3 Evaluation Requests e
' Performance Management b
My Team
Recruiting 3
Team Time Wellness & Safety >

Manage Delegation

«©

Time

5.3. Click "Create Delegation Request" link.

< Employee Self Service Manage Delegation

Manage Delegation

Muhammad Maxwell

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate
and/or approve transactions for you and/or your employees. In addition, others may have delegated
responsibility for their transactions to you.

#€91eam More about Delegation

Select Create Delegation Regquest to choose transactions to delegate and proxies to act on your behalf,

Create Delegation Request

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by
others, and fo accept or reject pending delegation requests.

Review My Delegated Authorities

Payroll Shared Services PeopleSoft Web Time Entry at
646-694-7777 | payrollinquiries@nychhc.org NYC Health + Hospitals Learning Academy
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5.4. Enter a "From Date" that will start delegation period (today or later). Enter a "To Date" that will end
delegation period (is the same day or later than From Date). Click Next.

< Employee Self Service Create Delegation Request

Create Delegation Request
Enter Dates

Muhammad Maxwell

Ast Dir. Nursing

Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that

is the same as or later than your From Dafe. For open-ended delegation requests, leave the To Date
blank.

Delegation Dates
From Date [9/07/2020 |5

To Date [#]

Next  Cancel

5.5. Select the transaction(s) that you want to delegate to a proxy. For Edit Delegation only select Manage
Report Time Fluid and Manage Reported Time. Click Next Button

Create Delegation Request
Select Transactions

Muhammad Maxwell

Asi Dir. Hursing

Sedesc] the transachions thal you wanl bo delegabe 1o a proxy. You cn Select one of mdany Iransacions

Delegate Transactions

Tranaaction

] Approve Repored Time Fluid
] Manage Approve Reporied Time
Manage Repori Time Fluid

W Manage Reporied Time

Seldect Adl Daselesct Al

Previous

Payroll Shared Services PeopleSoft Web Time Entry at
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5.6. For Approval Delegation only select Approve Reported Time and Manage Approve Reported Time.
Click Next Button

Create Delegation Request

Select Transactions

Muhammad Maxwell

Ast Dir. Nursing

Select the transactions that you want fo delegate to a proxy. You can select one or many fransactions.

Delegate Transactions

Transaction

] Approve Reported Time Fluid
] Manags Approve Reporied Time
[[] Manage Report Time Fluid
[[] Manage Reporiad Time

Select All Deselect All

Previous Mext Cancel

Payroll Shared Services
646-694-7777 | payrollinquiries@nychhc.org
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5.7. For Multiple Transactions, select Approve Reported Time Fluid, Manage Approve Reported Time,
Manager Report Time Fluid, Manage Reported Time. Click Next Button

Create Delegation Request

Select Transactions

Muhammad Maxwell

Select the transactions that you want to delegate to a proxy. You can select one or many transactions.

Delegate Transactions

Transaction

Approve Reported Time Fluid
Manage Approve Reported Time
Manage Report Time Fluid

Manage Reported Time

Select All Deselect All

Previous Next Cancel

Web Time Entry

Payroll Shared Services PeopleSoft Web Time Entry at
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5.8. From the list populated, choose the person you would like to request to be your delegate (also called a
Proxy) Note: You can also select the Search by Name hyperlink to search for proxies outside your
hierarchy. Once you select the delegate using "Push Button" then Click the Next Button

< Employee Self Service Create Delegation Request

Create Delegation Request

Select Proxy by Hierarchy
Muhammad Maxwell

Ast Dir. Nursing

This page displays persons within your hierarchy that you can select as proxies. Select the radio button
next to the name to select that person as a proxy. You can also select the Search by Name hyperlink to
search for proxies outside your hierarchy.

Choose Delegate

Name Empl ID %?;g?;::;;al Job Title Department Supervisor Name
Barbara Burns 000065397 Employee Nurses Aide BH EMERGENCY SVCS Frank Ford
Andy Allen 100036600 Employee Peyehiatic SoctalHeallh  cpep apuLT Nancy Nunez
O . __ Ophelia Oaks 100001262 Employee Peychiatic SocialHeallh gy, EmERGENCY SvCS George Gomez
Cathy Cochran 000013378  Employee Dir of Nursing Lv 1 NURSING Muhammad Maxwell

O Georoe Gomez 000012876  Employee Staff Nurse CPEP ADULT Frnectn Fli
Create Delegation Request
Select Proxy by Name

Muhammad Maxwell

Ast Dir. Nursing
Search for a proxy using their name. You can also select the Search By Hierarchy hyperlink to search for
YOUr proxy.
Search by HigTarcmny

rLast Mame | gne Q

First Name Q
Search Clear
Choose Delegate
Name Empl ID gﬁ?ﬁgz:;:l?;al Job Title Department Supervisor Name
¢ Lorraine Lane
Previous Next | Cancel
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Psychiatric Social Health

100036600 Employee Tech

Barbara Burns

Psychiatric Social Health

Frank Ford 100001262 Employee Tech
Andy Allen 000013378 Employee Dir of Nursing Lv 1
Ophelia Oaks 000012876 Employes Staff Murse

Assistant Coordinating
Cathy Cochran 000061919 Employes Manager

Daphne DaSilva

100097503 Contingent Worker  Agency Staff Nurse

Staff Nurse

Ernesto Eli 000061247 Employee

Nancy Nunez 100036573 Contingent Worker  Agency Staff Nurse

George Gomez 100097494 Contingent Worker  Agency Nurse Aide

Saul Stevenson 000055207 Employes Staff Nurse
Tyler Thomas 100042201 Employee Staff Nurse
Lorraine Lane 100077518 Employee Ast Dir. Nursing

Nick Nickels 100041561 Employee Behavioral Health Assoc

Clerical Associate - L Il

Hannah Hooks 000010216 Employee

Previous Next

Cancel

EHEFGIUED Muhammad Maxwell
BH EMERGENCY SVCS Andy Allen

NURSING Ophelia Oaks

CPEP ADULT Cathy Cochran
NURSING Frank Ford

HARO1 4S LABOR &
DELIVERY Nancy Nunez

BH EMERGENCY SVCS George Gomez

IP MEDICINE ICU Muhammad Maxwell

NURSING Frank Ford

HARO1 10F ADULT BH Nancy Nunez

BH EMERGENCY SVCS Cathy Cochran

NURSING Tyler Thomas

BHEMERGENCY SVCS  Muhammad Maxwell

NURSING Andy Allen v

5.9. Once you are on the "Delegation Detail" page, click Submit Button.

Create Delegation Request

Delegation Detail

Muhammad Maxwell

Ast Dir. Nursing

proxy Lorraine Lane
From Date 090772020

To Date 09/30/2020

Transactions

Manage Approve Reported Time

Manage Reported Time

Previous Cancel

Payroll Shared Services
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5.10. Click OK Button.

Create Delegation Request

Muhammad Maxwell

Ast Dir. Nursing

You have successfully submitted a delegation request. Refer to the My Proxies page to view the status of
the request.

OK

6. Revoke Delegation Role

6.1. Click ESS desktop icon or visit http://ess.nychhc.org/ to access the login screen. Enter login credentials
(see 1.1)

6.2. Navigate to Navigator > Manager Self Service > Manage Delegations

¥ Employee Self Service

Personal Details

Last Pay Date 06/12/2020

Recent Places

My Favorites

3 Evaluation Requests

Payroll Shared Services PeopleSoft Web Time Entry at
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¥ Employee Self Service a @)
Personal Details Pers NavBar: Navigator
'ﬁ Self Service
HECR RGeS Manager Self Service 5
Last Pay Date 06/12/2020 Payroll for North America >
Wellness & Safety Uple My Favorites
Set Up HCM S
: A E Enterprise Components 3
Navigator
HHC Custom 3
3 Evaluation Requests
My Team Reporting Tools »
PeopleTools 3
Team Time
¥ Employee Self Service a @ O
Personal Details Pers NavBar: Navigator
§. 47 | self Service N
P T Payslips Prior to July 2019 >
Last Pay Date 06/12/2020 Personal Information >
Wellness & Safety Uplo .
= LRI Payroll and Compensation b
- A B >
Navigator
Learning and Development >
3 Evaluation Requests
' Performance Management >
My Team
Recruiting by
Team Time Wellness & Safety by
Manage Delegation
Time

Payroll Shared Services PeopleSoft Web Time Entry at
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6.3. Click "Review My Proxies" link

< Employee Self Service Manage Delegation

Manage Delegation

Muhammad Maxwell

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate

and/or approve transactions for you and/or your employees. In addition, others may have delegated
responsibility for their fransactions to you.

i€h1Leam More about Delegation
Select Create Delegation Request to choose transactions to delegate and proxies to act on your behalf.

Create Delegation Request

Select Review My Froxies to review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by
others, and e accept or reject pending delegation requests.

Review My Delegated Authorities

6.4. Select the transaction(s) that you want to revoke and click on the Revoke button

My Proxies

Muhammad Maxwell

Ast Dir. Nursing
This page allows you to view your proxies and the request status for each delegation request. Select a

pariicular status and select Refresh to show the matching requests. Select the informatfion icon to view
request details. To revoke requests, select the request, then select Revoke.

Show Requests by Status Refresh

Choose Delegate

- o Request Delegation -
Transaction Name Job Title From Date To Date Status Status Details

o Approve Reported Time Sr Aso Dir (Hosp)

et Hannah Hooks Ly 091282021 0973012028 Accepted Inactive i
{4 onage Aoprove Reported - Hannah Hooks S % 27 (M0P) gor0812021  0sr302028 Accepted  Inacive (i}

Select All Deselect All e

Return to Manage Delegation

Web Time Entry
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6.5. Click on Yes-Continue button

Revoke Delegation Request

Muhammad Maxwell

Ast Dir. Nursing

Are you sure you want to revoke the delegation requests that you have selected ?

Yes - Continue 3| Mo - Cancel

7. Accept Delegation

7.1. Click ESS desktop icon or visit http://ess.nychhc.org/ to access the login screen. Enter login credentials
(see 1.1)

7.2. Navigate to Navigator > Self Service > Manage Delegations

Self Service

Personal Details NavBar

Last Pay Date 06/12/2020

Recent Places

Wellness & Safety My Favorites

Navigator

3 Evaluation Requests X R

-«

My Team

Team Time

Time

Payroll Shared Services PeopleSoft Web Time Entry at
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¥ Employee Self Service

Personal Details Pers NavBar: Navigator

'ﬁ - —
BELEnTIacs Manager Self Service >
Last Pay Date 06/12/2020 Payroll for North America >
Wellness & Safety Uple My Favorites
SetUp HCM >
: ‘ Enterprise Components >
Navigator
HHC Custom 5
3 Evaluation Requests
My Team Reporting Tools 3
PeopleTools >
Team Time
Tima
¥ Employee Self Service a @ O
Personal Details Pers NavBar: Navigator
§. 47 | self Service N
P T Payslips Prior to July 2019 >
Last Pay Date 06/12/2020 Personal Information >
Wellness & Safety Uplo .
= LRI Payroll and Compensation b
L A B >
Navigator
Learning and Development >
3 Evaluation Requests
' Performance Management >
My Team
Recruiting by
Team Time Wellness & Safety by
Manage Delegation
Time
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7.3. Click "Review My Delegated Authorities" link.

Manage Delegation

< Employee Self Service

Manage Delegation

Muhammad Maxwell

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate
and/or approve transactions for you and/or your employees. In addition, others may have delegated
responsibility for their fransactions to you.

Select Create Delegation Request to choose transactions to delegate and proxies to act on your behalf.

Create Delegation Request

Select Review My Froxies to review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by
others, and to accept or reject pending delegation requests.

Review My Delegated Authorities

7.4. Select the transaction(s) that you want to accept transactions from manager. Click on Accept Button

My Delegated Authorities

Hannah Hooks
Sr Aso Dir (Hosp) Lv 4

This page allows you to view your delegated authorities. Select a particular status and select Refresh to
show the matching requests. Select the information icon for request details.

Show Requests by Status | Submittad ~ Reifrezh

Choose Delegate

Transaction Name Job Title FromDate  To Date Request Status Eg:“‘?:ﬁ"" Details
Muhammad
{ﬂ Muliiple Transactions Maxwell Ast Dir. Nursing  09/28/2021  09/30/2028 Submitted Inactive o
Select All Deselect All Accept | Reject

Return to Manage Delegation

Web Time Entry
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7.5. Click "OK" Button

Accept Delegation Request

Hannah Hooks
Sr Aso Dir (Hosp) Lv 4

You have successfully accepted a delegation request. Refer to the My Delegated Authorities page to view
accepted delegation requesis.

I Ok

8. Delegate Reviewing and Approving Time

8.1. Click ESS desktop icon or visit http://ess.nychhc.org/ to access the login screen. Enter login credentials
(see 1.1)

8.2. Select Manager Self Service drop down (see 3.2)
8.3. Click Approvals Tile (see 3.3)
8.4. Select the Employee who’s time you are managing as a delegate/proxy. These Employees can be

identified by & under Quantity for Approval

< Manager Self Service Pending Approvals /ﬁ\ : @
ViewBy | Type
@ A 4
Reported Time 4 rows
© Reported Time 4 l Reported Time Quantity for Approval 24.00 Hours Routed
Nancy Nunez 08/10/2020 - 08/14/2020 09/04/2020 >
‘ ¥ Delegated by Muhammad Maxwell
Reported Time Quantity for Approval 8.00 Hours Routed
Nancy Nunez 09/04/2020 - 09/04/2020 09/04/2020 >

‘& Delegated by Muhammad Maxwell
Reported Time Quantity for Approval 40.00 Hours Routed

Nancy Nunez 09/21/2020 - 09/25/2020 09/04/2020 >
‘2 Delegated by Muhammad Maxwell

Reported Time Quantity for Approval 16.00 Hours Routed

NanCy Nunez 09/28/2020 - 09/29/2020 09/04/2020 >

‘2 Delegated by Muhammad Maxwell

Payroll Shared Services PeopleSoft Web Time Entry at
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8.5. Select Check box/es for approving time then Click on Approve button

¢ Pending Approvals Reported Time ® 0@
ANDY ALLEN

PCP (Commncare/Mngd Care) | Apprwo‘ Deny

[=] 5 iines) are pending your approval

‘& Delegated by Muhammad Maxwell
Summary

Time Perlod 09/14/2020 - 09/18/2020
Quantity for Approval 40,00 Hours Quantity Reported 40.00 Hours
Quantity Submitted/ Approved 0.00 Hours

Quantity Denied 0.00 Hours

View Legend
~ Reported Time Qetails
Pending /
Srows
Select Report Date Time Reporting Code Quantity for Approval Reported for Date / Scheduled for Date
08/14/2020 SCK-03. SICK LEAVE 8.00 Hours £.00 Hours / 0.00 Hours >
09/15/2020 8.00 Hours 8.00 Hours / 0.00 Hours 2
8.6. Type in Approver Comments and click on Submit button (see 4.8)
Pending Approvals
You have approved the request.
8.7. Employee will receive a system generated email that their time record was approved
*e e

Payroll Shared Services
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9. Delegate — Reviewing and Modifying Time
9.1. Click ESS desktop icon or visit http://ess.nychhc.org/ to access the login screen. Enter login credentials

(see 1.1)
9.2. Select Manager Self Service drop down (see 3.2)
9.3. Click Team Time Tile (see 3.3)
9.4. Select Process As [Manager Name] then click Get Employees

< Manager Self Service Team Time

Enter Time

MUHAMMAD MAXWELL acting as | Proxy for NANCY NUNEZ  +|

Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.

Get Employees [ Filter ]

9.5. Select Employee

Team Time

< Manager Self Service

Enter Time

MUHAMMAD MAXWELL acting as | Proxy for NANCY NUNEZ =~ ~

Select Employee

&

Name/Title Exceptions Hours to be Approved

PCP (Commncare/Mngd Care)

ANDY ALLEN
40.0

9.6. Modify Employee’s time. Write a comment regarding change and click, Save for Later or Submit

< Manager Self Service Team Time A
Enter Time
ANDY ALLEN©® Previous Next &

PCP (Commncare/Mngd Care)
Retumn to Select Employee
] 27 September - 3 October 2020 »

Weekly Period - PS Delivered
Reported 40.00 | Unapproved Time 40.00

Clear Apply Rules Save for Later

View Legend

Day Summary In Out Time Reporting Code Time Details Comments Reported Status

2 7 Sunday
Sep Reported 0.00 © [:] M sl o] New | -
2 8 Monday -
sep Reported 8.00 ® ] 9:00:00AM 5:00:00PM ~ = o Needs Approval + _
2 9 Tuesday -
[©) 9:00:00AM 5:00:00PM v = O Needs Approval - -

Sep Reported 8.00

Payroll Shared Services PeopleSoft Web Time Entry at
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10.Manager/Delegate Running Timesheet Detail Report

10.1. Click ESS desktop icon or visit hitp://ess.nychhc.org/ to access the login screen. Enter login
credentials (see 1.1)

10.2. Navigate to Navigator > Manager Self Service > Custom MSS Report > Timesheet Detail Report

¥ Employee Self Service

Personal Details Person Profile

o o

Last Pay Date 06/12/2020

NavBar

E

Recent Places

Upload Documents My Favorites

3 Evaluation Requests

¥ Employee Self Service

Personal Details Pers navBar: Navigator

L] Self Service S
L]
= 0

Recent Places Manager Self Service

Last Pay Date 06/12/2020

Payroll for North America 5
Benefits Performance Wellness & Safety Uple My Favorites
Set Up HCM >
< B )
* ﬁ Enterprise Components b
Navigator
HHC Custom >
3 Evaluation Requests
My Team Reporting Tools >
PeopleTools >

Team Time

Payroll Shared Services PeopleSoft Web Time Entry at
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¥ Employee Self Service A (@

Personal Details Pers NayBar: Navigator

- 4=  Manager Self Service ~
ﬁ c P ~
Recent Places ompany Property >
Last Pay Date 06/12/2020 Time Management 5

Uplo i
CRTEiE Job and Personal Information >

@ E Compensation and Stock >

Navigator

Performance Management >

3 Evaluation Requests

' Custom MSS Reports »
My Team

Wellness & Safety 3

Team Time Manager Dashboard
Talant

¥ Employee Self Service

Personal Details

Last Pay Date 06/12/2020

Pers NavBar: Navigator

4= Custom M$$ Reports .

Recont Places Timesheet Detail Report |I

Late Documents Report

Uplo
My Eavontes Person Profile

Manager Compliance Scorecard

Navigator

3 Evaluation Requests

My Team

Team Time
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10.3. Enter: Start Date, End Date and then Click on '‘Generate' button
< Employee Self Service Timesheet Detail Report /ﬁ\ 5 @
New Window | Personalize Page | [}
*Start Date: £
*End Date: [&]
Personalize | Find | 2| [ First (4 10f1 ' Last
Empl ID E::ncp;m Mame
1 Qo |a [+ =]
Generate
7] Notify
10.4. Prompt to save file will appear. Open or save the excel file

If the browser indicates your download has been blocked, permit the download by clicking on its Information Bar and selecting "Download File "

Please close this window after download has completed ...

Do you want to open or save LL@NE@ MgrTLRpt 09 07_2020_20_05_57.xis from hsesdevap02.nychhc.org? Open Save v Cancel | x
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646-694-7777 | payrollinquiries@nychhc.org NYC Health + Hospitals Learning Academy




NYC PeopleSoft Web Time Entry: Super Users

HEALTH+ . ..
HOSPITALS Navigation

10.5. Excel file will open
M e ) & - ISLAIKE)_MgrTLRpt_09_08_2020_16_27_8 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
T30 v I
A B C D E F G H I J K
Timesheet Detail Report
1 (81612020 - 822/2020)
. Additional
Time . )
i Punch i Time Reimbursement
Employee Name EmployeeID Date Punch Begin Punch End Reporting . Status
Total Reporting code
Code
2 Code
3
4 AVA ALLEN 000033906 &/17/2020 7:00 AM 3:00 PM 8 JRY AP
5 8/18/2020 7:00 AM 3:00 PM 8 AP
6 8/19/2020 7:00 AM 3:00 PM 8 NOMEL SHD AC2 AP
7 8/20/2020 7:00 AM 3:00 PM 8 ANL AP
8 8/21/2020 7:00 AM 3:00 PM 8 AP
9
10 FERNANDO ELI 000080866 8/17/2020 11:00 PM 8:00 AM 9 SV
11 8/18/2020 11:00 PM 8:00 AM 9 SV
12
13 ROBERTOAKS 000838572 8/17/2020 8:00 AM 4:00 PM 8 NA
14 8/18/2020 8:00 AM 4:00 PM 8 NA
15 8/19/2020 8:00 AM 4:00 PM 8 NA
16 8/20/2020 8:00 AM 4:00 PM 8 NA
17 8/21/2020 8:00 AM 4:00 PM 8 NA
18
19 DENISE NUNEZ 100041550 8/16/2020 11:00 PM 7:00 AM 8 NA
20 8/17/2020 11:00 PM 7:00 AM 8 NA
21 8/18/2020 11:00 PM 7:00 AM 8 NA
22
23
24 JANINE FORD 100067965 8/17/2020 9:00 AM 5:00 PM 8 AP
25 8/18/2020 9:00 AM 5:00 PM 8 AP
26 8/19/2020 9:00 AM 5:00 PM 8 AP
27 8/20/2020 9:00 AM 5:00 PM 8 AP
28 8/21/2020 9:00 AM 5:00 PM 8 AP
29
30|
31
Recovered_Sheetl

READY
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