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This document is to assist employees in entering and submitting their time for approval.  

 

 

URL for PeopleSoft Time and Labor:  https://hr.gmis.in.gov/psp/hrprd/?cmd=login 

 

Navigation:  Main Menu>Self Service>Time Reporting>Report Time>Timesheet 

 

The system will default to the current pay period each time you log into it. 

 

View By:  Select “Calendar Period” to show both weeks of the pay period on one screen. 

 

Reported Hours:  The total number of hours entered and saved on your timesheet.  

 

Previous Period:  If you click on this link, the system will take you back one pay period at 

a time so that you can view previous timesheets. 

 

Next Period:  If you click on this link, the system will take you forward one pay period at a 

time so that you can view upcoming timesheets. 

 

Date:  The system will default to the beginning date of the pay period.  However, you can 

enter any date and click the green refresh arrows to the right of the date box and the 

system will take you to the date specified. 

 

Scheduled Hours:  These are the numbers of hours a person is scheduled to work for a 

pay period.    

 

 

 
 

Chartfield Values:  Columns on the timesheet are also known as chartfield values.  Some 

agencies use more chartfield values than others and some use the basic chartfield values 

the State requires.  Below is a list of the most common chartfield values and what they are 

used for on the timesheet.  Please note that any time a different chartfield value is used, a 

new row on the timesheet will be required.   

 

Time Reporting Code:  Code used to describe the kind of time you are charging 

(Regular Hours, Sick, Vacation, Personal, etc.) 

FMLA Request:  Lists all “approved” FMLA for an employee (maintained only by 

State Personnel). 

Business Unit PC:  Business Unit number used in conjunction with Projects/Activity 

values. 

Project ID:  Used to select specific Federal/State funding to charge time against. 

Activity ID:  Used in conjunction with Project ID to further breakdown the expenses 

against   Federal or State funding sources. 

User Field 3:  Used to charge time against catastrophes as defined by the State. 

 

 

https://hr.gmis.in.gov/psp/hrprd/?cmd=login
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Entering Time: manually type in the hours worked in the box underneath the date.  Use 

the Tab key to move between the boxes, or just click in each box you want to enter time in. 

If you need to edit time once it has been entered, click in that box and delete the existing 

time. 

 

Time Reporting Code (TRC): Each row of the timesheet needs a code to tell the system 

what type of time you are entering (regular, holiday, sick, etc).  On the right side of the 

screen there is a column called Time Reporting Code (TRC), and a drop down menu 

underneath.  For all regular time worked, select REG from the drop down list.  All time 

entered in the REG row should be regular time worked for the pay period.   

 

 

 
 

Each different type of TRC requires its own row.  If you need more than three rows, click on 

the Plus sign at the far right side of the row; continue clicking the plus sign to add rows as 

needed. 

 

If you have any Compensatory Time Earned (time you physically worked, but do not 

want paid Overtime), you will need to select the appropriate TRC (CERND), and enter the 

number of hours in the appropriate days.  These are physically worked hours in addition to 

the standard hours of 37.5 worked.  They system will automatically calculate the straight 

rate of Compensatory Time earned or any Compensatory Time earned at the premium rate 

of 1.5 when the payroll file is created.  Please ONLY enter the number of physical hours 

worked. 

 

 

Example of Compensatory Time Earned being entered: 
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If you have any paid Overtime, you will need to select the appropriate TRC (OVT), and 

enter the number of hours in the appropriate days.  These are physically worked hours in 

addition to the standard hours of 37.5 worked.  They system will automatically calculate the 

straight rate of overtime to pay or any overtime paid at the premium rate of 1.5 when the 

payroll file is created.  Please ONLY enter the number of physical hours worked. 

 

 

Example of Overtime Earned being entered: 

 
 

If you have any lost time, you will need to select the appropriate TRC, and enter the 

number of lost time hours in the appropriate days.  This will make your total hours equal 

75, but you will NOT receive payment for lost time. If you do not work on a specific day of 

the week, (AWS on a Tuesday) you will NOT enter any time for that day (not even a 0.00).  

Please leave that day blank. 

 

Example of Lost Time being entered and AWS Day: 
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Time Charged Using Comp time Earned Holiday:   

 

Non-working Holiday: 

 

 
 

 

Overtime on Holiday (Comp Time Earned): 

 

 
 

Overtime on Holiday (Paid Overtime): 
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Examples of time charged with additional Chartfields: 
 

Time charged Using Leave Time: 

 

 
 

  

Time Charged Using Business Unit PC/Project ID/Activity ID: You MUST enter the 

chartfield values in the order of Business Unit PC/ Project ID/Activity ID when charging time 

against these chartfields.  If not, the drop down menus will not work correctly.   

 

 
 

Time Charged Using FMLA:  Please note the difference between charging Sick time (being 

sick at home (not FMLA related) and Sick Time charged to FMLA. 
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Time Charged Using User Field 3: 

 

 
 

Saving the Timesheet:  To save the timesheet, click on the “Save for Later” button.  The 

timesheet can be saved at any point of the time entry process.  Once you click on the “Save 

for Later” button, you will receive a message that asks if you want the system to validate 

worked time.  Click yes.  What the system is doing is checking for any errors and will show 

warnings to the employee.  The warnings could be an employee is trying to use Accrued 

Leave Time that he/she doesn’t have, according to PeopleSoft.  Another message reminds 

employees that State Holidays are on certain dates.   

 

In addition, the system will also check to see how many total hours have been entered on 

the timesheet.  If a full time employee has entered less than 75 hours, it will remind the 

employee that less than 75 hours have been entered.  It will also let the employee know if 

more than 75 hours have been entered.  

 

Once the timesheet has been saved, the system will give a total number of hours for each 

row entered on the timesheet.  In addition, the system will delete any unused rows on the 

timesheet and put all the rows in alphabetical order by TRC.   

 

Bottom Section of Timesheet:  Gives the employee a chance to view the status of the 

timesheet, enter comments to the manager and view his/her Leave Balances. 

 

Reported Time Status:  When you click on the arrow to the left of that bar line, a 

menu will expand to show the employee the status of each line of the timesheet.  

Below are the reported time statuses.  

 

Blank—employee hasn’t entered or saved anything on the timesheet.   

Saved—employee has saved the time entered.   

Needs Approval—employee has submitted the timesheet for the manager’s 

approval.  NOTE:  Only submitted time is routed for approval.  Each line of the 

timesheet must be in “needs approval” status in order for the manager to approve 

the time. 
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Approval Monitor—if you click on the blue link, it will show where the employee’s 

timesheet is routed to for approval. 

 

 
 

Comments—If an employee needs to make additional notes or comments to a 

manager, the employee would click on the bubble for that day.  It will take the 

employee to another screen where the employee can type a message and click Save 

or Apply.  Once a comment has been saved, it cannot be edited or deleted! 

However, if an additional comment is needed to amend a previously saved comment, 

you can add another line and make any changes at that time.  Click okay. 
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Reported Time Summary: If you click on the arrow to the left of the status bar, it will 

show you the breakdown of the Reported Time into the two week pay period. 

 

 
 

 

Leave and Compensatory Time Balances:  If you click on the arrow, it will display the 

employee’s Leave and Compensatory Time Balances as of the last check issued by the 

Auditor’s Office.  This is a snap shot at one point in time.  It does not take into consideration 

any accruals; leave adjustments or time used in the current pay period. 

 

 
 

 

Submitting Time:  Once you have finished entering time and are ready to submit the time 

for approval, click on the Submit button.  The system will check for any errors, and will 

inform you of any problems it encounters.  If there are errors, please correct them as 

indicated and then hit Submit again. 

 

You’ll see a confirmation screen after the report was successfully submitted and the dates 

that were submitted.  Click on the OK button to return to the data entry screen.   

 

You have submitted your time for approval.   Please note that once a timesheet has 

been submitted for the first time each pay period, the “Save for Later” button will 

go away.  An employee can continue to enter/ change timesheet and click submit 

as often as needed.   

 

 

Printing A4 Report: You do not need to print your A4 in order to submit time or to have a 

record of it for future reference.  Time entered in PeopleSoft will always be available in 

PeopleSoft for you to go back and review at a later date.  However, if you would like a paper 

copy for yourself, you may follow the steps below.   

 

1. Complete the steps of Entering Time and Saving the Timesheet instructions above  

NOTE:  The timesheet must have at least been saved prior to trying to print 

the timesheet. 

2. Click on the Print A4 button. 
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3. A new window will appear.  On this page, please make sure that all the boxes at the 

top of the page are blank except for the User ID and the number of days.  If they are 

not blank, you will need to either delete the information in each box or click on the 

drop down menu for that particular box and select the top blank blue line in the drop 

down menu.  Once this is done, you can click on the “Refresh” button.  

 

 
  

4. Keep clicking the yellow Refresh button on the right side until the words in the 

status column are Posted.  When the report has been “posted”, the words in the 

description column (SOITL567) will turn blue and you will be able to click on them.   

NOTE: remember to allow pop-ups or turn off any pop-up blockers to ensure you 

see the new window. 

 
 

5. Click on the SOITL567 link; your time sheet will appear in PDF format.  You can save 

this file and/or print it out. 

 

 

 

 

 

 

 


