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	Version Number
	Change Description

	 1.0
	Original Documentation

	
	

	
	


Overview

Trigger(s):
Employee wants to view their time statement, possibly to ensure overtime was processed or correct absences were charged.

	Business Process Description Overview

	Employee wants to view their time statement for a specific period of time.


	Input
	Comments

	Employee wants to view his/her time statement.
	

	Steps
	Details

	1. Employee signs into ESS.
	Using Internet Explorer, employee accesses Employee Self Service.

	2. Employee selects “Time Management” and “Display Time Statement”.
	

	3. Employee can then choose the month or period of time to view.
	


	Output
	Comments

	Time statement is available for employee to view.
	

	Steps
	Details

	1. N/A
	


Procedure Steps

1.1 Access transaction by:

	Via Menus
	ESS ( Employee Self Service ( Employee Self Service User ( Time Management (Display Time Statement

	Via Transaction Code
	N/A
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1.2 On screen “Report Options” select the period of time to view and then click the Display report icon 
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Current Month
	Displays the time statement for the current month.
	O
	Select the radio button to see the current month’s time statement.
	Defaults to Current month 

	Current and last month
	Displays the time statement for two months.
	O
	Select the radio button to see the current and last month time statement.
	

	Period from 
	Displays the time statement for the period of time specified.
	O
	Select the radio button and enter the from and to dates.
	


R = Required, O = Optional, D = Display, N = Not Required

1.3 On screen “Time Statement List” view the selected time statement.  No data can be entered on this view.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Printed On
	Date on which report was printed.
	D
	
	

	Employee
	Employee number and name.
	D
	
	

	Administrator
	Time Administrator (timekeeper).
	D
	
	

	Personnel Area
	Agency.
	D
	
	

	Personnel Sub-Area
	Combination of union, bargaining unit and FLSA indicator or other code.  
	D
	
	

	Employee Group
	Temporary or Permanent.
	D
	
	

	Employee Subgroup
	Full-Time or Part-Time status and number of hours associated. 
	D
	
	

	Cost Center
	Financial cost center for the employee.
	D
	
	

	Position
	Position that the employee holds.
	D
	
	

	WS Rule
	Work schedule rule that applies to the employee.
	D
	
	

	Evaluation Period
	Period for which the report was run.
	D
	
	

	Day
	Day of the month.
	D
	
	

	Text
	Either the text day or a description of the absence/attendance type.
	D
	
	

	Start
	Start time for specific day or event.
	D
	
	If no special absence or attendance is entered for a negative time reporting employee, these hours will be from the work schedule.

	End
	End time for specific day or event.
	D
	
	If no special absence or attendance is entered for a negative time reporting employee, these hours will be from the work schedule.

	Rec. Hrs.
	Number of recorded hours for a specific event. 
	D
	
	

	Plnd Hrs.
	Planned hours for the day. 
	D
	
	

	Time Type
	Description of data that is being reported.
	D
	
	

	Number
	Amount for the Time Type data.
	D
	
	

	From
	From validity period for quota.
	D
	
	

	To 
	To validity period for quota.
	D
	
	

	Quota
	Type of quota.
	D
	
	

	Number
	Amount of quota. 
	D
	
	


R = Required, O = Optional, D = Display, N = Not Required

Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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