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Time & Attendance Job Aid

Running the Timesheet Report — Self Service

About the Timesheet Report

The Timesheet Report in Cardinal provides a record of time and absences, including the submitted
and approved status, last user, and charge code distributions. The report can be run for a single
employee type (salaried or hourly) and can be run for a single pay period or a range of pay periods.

Cost Center, and specific Time Reporting Codes.

Various criteria can be selected for retrieval, including Reports To, Empl ID, Department, Project,
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2 Click the TA Reports link from the Main Menu page or navigate use the following path:

Main Menu > myCardinal HCM > HCM Report Execution > TA Reports
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myCardinal HCH
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Leave Donation Re
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Favartes § Main Menu > myCardinal HCM > HCM Report Execution > TA Reports

Timesheet Exception Report
Timezheet Schedule Exception and Overtime Review

Employee Leave
Employee Leave Report

Hourty Employee Tracki
Hourly Employee Tracking Report

Summiary of Prod. Hours Report
Summary of Productive Hours Report

Potential Leave Forfeiture
Potential Vacation Leave Forfeture Report

3 Click the Timesheet Report link.

Timesheet Report

Faw:uvr'rteséMainvMenu » rmyCardinal HCM >  HCM Report Execution > TA Reports > Timesheet Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300) |300

Search by: Run Control ID begins with |
[Icase Sensitive

Search  |Advanced Search

Find an Existing Value | Add a New Value

4 Click the Add a New Value tab.
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FEI‘..'IIE'rtES Mainlﬂenu ¥ rrr',rCarl:IiEaIHCM » HCM RepanE:-cecutiun ¥ TARg'pnrtS » Timesheet Report

Timesheet Report

Eind an Existing Yalue

Run Control I TSRPTA

Add

Find an Existing Value | Add a Mew Value

5 Create a Run Control ID and click the Add button.

NOTE: The system will not allow you to delete a Run Control ID once it is created. You can use
the same Run Control ID whenever you want to run the Timesheet Report. Simply change any
parameters you need to change before running the report again.

6 Once you enter and save a Run Control ID. For future use, select the Find an Existing Value
tab, click the Search button and select the Run Control ID.
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Fa\rc;r'rtes Mainvru'lenu » rmyCardinal HCM : HCM Report Execution : TA Reports » Timesheet Report

Timesheet Report

Timesheet Report

Run Control ID:  TSRPTH Report Manager Process r-.-mnitnr

*SetlD IWO% *Business Unit IWO%
@ Salaried Reports To Position Mumber|:|
) Hourly OR

Select Pay Period End Date or From/To Date OR

Pay Period End Date 02/09/2015 @ Department 10015 @,
OR Node Only

OR

From Pay Period End Date

||
roject
[ ]

To Pay Period End Date

OR
Cost Center |:|
Show All Statuses
Department CF l:l
Action Required Only ?

Time Reporting Code (Optional) Customize | Find | View Al B | % First K1 10r1 D | ast
Time Reporting Code
1| @, [=]
[5) save | |1 notity | [4 Add | Update/Display

7 In the SetlID field, enter or select 50100.
8 Inthe Business Unit field, enter or select 50100.
9 Inthe Employee Type section, select either Salaried or Hourly

10 Inthe Select Pay Period End Date or From/To Date section, enter only one or the other. In this
example, it is Pay Period End Date.
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Running the Timesheet Report — Self Service

In the Show All Statuses section, click the Action Required Only box if you only want to return
transactions that require action. For example:

Time in a Saved status need to be Submitted

Payable Time in Needs Approval status.

Absence requests in Saved status need to be re-forecasted and submitted
Absence that are in Needs Approval status.

If the box is not checked, you will see all time for the selected pay period range.

Timesheet Submission Status Values:
e AJ - Adjusted

e SB — Submitted

e SV -Saved

e DL — Deleted

Timesheet Approved Status Values:
e AP — Approved

e DN - Denied

e NA — Needs Approval

e PD - Paid

e RP - Rejected by payroll

e TP — Taken by payroll

In the Employees to Process section, enter one of the following criteria:

e Reports To Position Number

e EmplID

e Department (select Node Only checkbox to return only employees in the selected
department; otherwise, report also returns employees in departments that rollup to selected
department.)

e Project

e Cost Center and Department CF

In the Time Reporting Code (Optional) section, select a specific TRC to further filter results.
Click on the plus (+) sign to add additional rows until all TRCs you want are selected. If no
specific TRC is selected, the report returns all TRCs.

Click the Save button.

Remember: The system will not allow you to delete a Run Control ID once it is created. You
can use the same Run Control ID whenever you want to run the Timesheet Report. Simply
change any parameters you need to change before running the report again.

Click the Run button.
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Favaorites Main Menu > myCardigaIHCM > HCM ReporEExecution b TARgports > Timesheet Report

Process Scheduler Request

UserID: ROSAPARKS Run Control ID: TSRPT1

SeverMame: | "] Runbate: [0331205

Recurrence: <] RunTime:  [11715:404u  Resetto Current DatefTime

Time Zone: @,

Select Description Process Name Process Type *Type *Format Distribution

VTARDDZ26 WTARDDZ6 SQOR Report Web | CsV |v Distribution

oKk | cancel

16 Change the Format to CSV to output the file in a format that can be opened with Excel.

17 Click the OK button. This will return you to the Main Run Control page.

Favorites Main Menu > myCardinal HCM > HCM Report Execution > TA Reports » Timesheet Report

Timesheet Report

Timesheet Report

Run Control ID:  TSRPT1 Report Manager | Process Monitor ......... R un ¢

Process Instance: 571364

*getip (50100 @, *Business Unit (50100 @,
Employee Type Employees to Process

18 Click the Process Monitor link. This allows you to view the run progress of the report.
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Favorites | Main Menu > myCardinal HCM » HCM Report Execution > TA Reports > Timesheet Report
- H b - - b4

View Process Request For

User ID; | ROSAPARKS @, Type: + Last \ 5 Hours v

Server: > HName: 2, Instance: | to |

Run ~» Distribution v Save On Refresh

Status: Status:
Process List Customize | Find | View AIl| B | % Fist K1 4 o4 I Last

Process . Distribution ;

Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details
[l 571364 SOR Report VTAROOZ6| ROSA.PARKS 0313112015 1118:37AM EDT Success Posted Details

Go backto Timesheet Report

(5 save | [=] oty |

19 Click the Refresh button (you can do this several times) to refresh the status of the report.

20 When the Run Status = Success and the Distribution Status = Posted, click the Details link.
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Process Detail

Instance: A7T1364 Type:
Hame: VTARDOZ6
Run Status:  Success

Began Process At
Ended Process At

03/312015 11:19:02AM EDT
03/312015 11:19:30AM EDT

. OK  Cancel

Favorites Main Menu > myCardinal HCM > HCM Report Execution > TA Reports > Timesheet Report

Process

SOR Report
Description: YVTARDOZE
Distribution Status: Posted

 — T 25

Run Control ID: TSRPT1 Hold Request
Location: Server Queue Request
Server: PSUMXA Cancel Request

(©) Delete Request
Recurrence: Restart Request
Request Created On: 03/31/2015 11:18:43AM EDT Parameters Transfer
Run Anytime After:  03/31/2015 11:18:27AM EDT Message Log

Batch Timings
View LogTrace

21 Click the View Log/Trace link.
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Favorites | Main Menu > myCardinal HCM > HCM Report Execution > TA Reports > Timesheet Report

View Log/Trace

Report ID: 283475 Process Instance: 571364

Hame: VTARDODZ6 Process Type:

Run Status: Success

WTARDOZ26

Distribution Node: hrsit Expiration Date:

Hame

SOR VTAROOMG
viarQ026 571364 cov
viar0026 571364 out

n71264 log

Distribution ID Type

User

File Size [bytes)

Datetime Created

1,835
1,608
0

*Distribution 1D
ROSAPARKS

03/31/2015 11:19:30.950924AM EDT
03/31/2015 11:19:30.950924AM EDT
03/31/2015 11:19:30.950924AM EDT

22 Click the vtar0026_XXXXXX.csv link to view the report generated. The XXXXXX denotes the
process instance generated at run time.

Commanwealth of Wirginia
TIMESHE Run Date: 0312012018
Fiepart 01 Fun Time: 10:26 00
Pagefo. of

SetID: 50100 4OOT Setil)
Bruzinezs Unit. 501004 Diept of Transpartation
PayPeriod From Diate: 13-FEB-2015
FayPeriod To Date: 03-FEE-20G
Diepartment: 10015 Fiscal
Salaried

All statuzes

TRC :

PayPeric Daily Date Retro Fl Departm Descript Reports Reports Reports Emplid - Employe Workgre Work Se TRC

Descript Hours  Last Use Timeshe Timeshe Excep  Account Fund

Program Departr CostCe Tagk.  FIPS Asset  Agency| Agency | PC Busi Project | Activity| Telecom Equipment

SFeb15 26-Jan-15 10016 Fiscal 64321 1234567 SMITHF 3876543 JOWES) VOOTRI 5-0AY AGS  Reqular §JONESISE MR 533399 MO0 643001 10018 fHH20010 TELE

3Feb1f 27-Jan- 10016 Fiscal 64321 1234567 SMITHF 3876543 JOKES) VOOTHI 5-0AY RGE  Reqular 3 JONESISE WA 533339 OH00 643001 10015 fHH20010

SFeb15 2-Jan-15 10016 Fiscal 64321 1234567 SMITHF 3876543 JOWES) VOOTRI 5-0AY AGS  Reqular 4 JONES, 5Y 533399 MO0 643001 10018 fHH20010

3Febeld 23-Jan-f 10016 Fiscal 54321 1234567 SMITHF 3876543 JOWES) VOOTRI 5-0AY RGS  Reqular 4 JONESISE AP 533339 OH00 633001 10015 fHH20010

SFeb1B 20-Jan-§ 10016 Fiseal 54321 123456 SMITHF 9976543 JONES) VOOTNIB-0AY RGS  Regular 4 JONESISE AP 539999 OHO0  E99001 10008 fH20010

3Febel  2Febf 10016 Fiscal 54321 1234567 SMITHF 3876543 JOWES) VOOTRI 5-0AY RGS  Reqular B JONESISE AP 533339 OH00 633001 10015 fHH200N0 TELE

SFebB 2Feb5 10016 Fiseal 54321 1224567: SMITHF 9676543 JONES) VDOTRIB-DAY SOP  VSOPS 2JOMESISE MR Foti2zn 000 0050 1005 Fnronacn

SFebls  3Feb5 10016 Fiscal 54321 1234567 SMITHF 9876543 JOWES) VOOTRI 5-0AY AGS  Regular §UONESISE WA 533999 OM00 693001 10015 fHM200N0

SFebB 4Feb5 10016 Fiseal 54321 123456 SMITHF 9976543 JONES) VOOTNIB-0AY RGS  Regular 4 JONESISE MR 539999 OHO0  E99001 10008 fH20010

SFebt  EFeb5 10016 Fiscal 54321 1234567 SMITHF 9876543 JOWES) VOOTRI 5-0AY AGS  Regular §UONESISE PO 533999 OM00 693001 10015 fHM200N0

$Feb1 EFeb-f 10016 Fiseal 4321 123456T: SMITHF 9576543 JONES) VOOTMIG-0AY RGS  Regular §UONESISE FD 539999 OM00  £99001 10008 TH200N0

SFebls  SFeb5 10016 Fiscal 54321 1234567 SMITHF 9876543 JOWES) VOOTRI 5-0AY AGS  Regular B JONESISE AP 533999 DMO0 695001 10015 fHM200N0

$Feb1 SFeb- 10015 Fiseal  G4321  1234567: SMITHF 9576543 JONES) VDOTRIG-DAY S0P VSOPS ZJONESISE FD Totizzn 0400 0050 1005 Pronacn

SFeb15 26-Jan-15 10016 Fiscal 64321 1234567 SMITHF 3876543 JOKES) VOOTRI 5-0AY AGS  Regular 4 JORESISE PO 533999 MO0 645001 100M5  fHM200N0 TELE

AFphtf Hflan f 10017 Fieeal Fd35]  {724Red SPITHE 9376R43 IORIFE] VOATRN B OAY WA Napating 4 IONFSISR El RO 04 (TR R TN T

23 The report can be opened as an Excel file and you can manipulate the data as necessary.
Note: The image above shows only a portion of the report.
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