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Signing in to PeopleSoft 
 
 
URL:    https://corehr.ok.gov/mrhri/signon.html  
 
 
 
 

 
 
Passwords must be at least eight (8) characters long and contain at least one (1) number; letters are 
case-sensitive. 
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Manager Self Service 
Objectives 

1. Access Employee Timesheet 

 Open Timesheet 
 TRC (Time Reporting Code) Access 

2. Approve Reported Time 

 Approve/Deny for Employee 
 Approve/Deny for All Employees 

3. View Payable Time  

4. View Compensatory Time Balances 

 

Overview 
Manager Self-Service is a web-based application that provides timekeepers with access to 
manage their employees’ time.  Manager Self-Service provides timekeepers the ability to report, 
review, and manage time-related data in the timesheet. 

 

Manager Self-Service provides an excellent opportunity for you to ensure your employees’ 
Timesheet data is accurate and kept up to date.  The data entered can affect the accuracy of their 
pay checks.  

 

The following table describes the components used in Manager Self Service. 

 

Name Page Description 

Timesheet Report and/or view your time details for a day, week, or time 

period. 

Approve Reported Time View and approve reported time for an employee or a group of 

employees 

Payable Time Summary View a summary of payable time for an employee 

Compensatory Time  View comp balances for an employee 
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Open Employee Timesheet 
To open an employee timesheet click the employee’s hyperlinked name in the ‘Employees for…’ 

grid. 
 

 
 
Once you have opened an employee’s timesheet you can: 

 Review the timesheet 

 Report time 

 Change reported time 

 Review Balances 

 Move to the previous/next employee timesheet by clicking on the Previous Employee or Next 

Employee hyperlinks 

 Move between weeks by clicking on Previous Week or Next Week 
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Overview of Timesheet 
Timesheet contains the following features: 

 Time reporting fields 

 Reported Time Status 

 Reported Hours Summary 

 Balances 
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Time Reporting Fields 

You can use these fields to report hours and Time Reporting Codes (TRC’s). Each TRC has its 

own row and can contain several days of data. 
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Reported Time Status 

This section details the: 

 Status of reported time 

 Date of the reported time 

 Number of hours 

 Time Reporting Code (TRC) 

 Indicates if a comment exists for reported time 
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Reported Hours Summary 

This section provides a summation of reported hours. The ‘View By’ determines if the summation 

of reported hours is by day or week. 
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Balances 

The Balances section details Leave and Comp Plan balances for each of the leave and comp 

plans in which the employee is enrolled. 

 

 

 

NOTE:  Sick and Vacation (Annual) balances reflect balances as of the start of the pay period 

less any Leave time taken during the current pay period.  Comp Plan* balances reflect the 

balance as of the start of the pay period and may not include recent comp time entries and/or 

prior period adjustments. 

* Comp Plans include: 

  Holiday Leave 

  Enforced Leave 

  Administrative Leave accrued during hazardous weather 

  Compensatory time for Exempt employees 

  Shared Leave 

  Military Leave 

  Organizational Leave  
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Manage Employee Timesheet 
Report Time 

When you report employee time, you can enter hours for a day, week, or time period for the 

current pay period or a future pay period. 

All hours worked and leave taken must be reported. 

NOTE: Every day must have an entry.  For day off, report “0” hours using Time Reporting Code 

“REGHR”. 

Step 1 – Select the period for which you would like to report time. 

A. Click the View By drop-down list and select Day, Time Period, or Week. 
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Step 2 – Select the start date for the current or future pay period. 

A. Click the Calendar icon to the right of the Date field. 

B. A pop-up Calendar appears. 

C. Click the applicable date. 

 

 

 

D. Click  to refresh the Timesheet to display the selected dates. 
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Step 3 – Enter hours on Feb 20. 
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Step 4 – Select the Time Reporting Code (TRC) 

A. Click the Time Reporting Code drop-down arrow and select the Time Reporting Code 

(TRC) from the drop-down list displayed. 

 

 

 

B. Select REGHR – Regular 

 

Step 5 – Click   to submit the time you reported. 

A. On the Submit Confirmation page, click  . 
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NOTE: The submitted time has a Status of ‘Needs Approval’ and the Reported Hours Summary section 

reflects the submitted hours. 
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Step 2 – Enter 8 hours each day on Tuesday through Fri on the newly added row. 

Step 3 – Select TRC ‘ANLVP’ – Annual Leave Taken 

 

Step 4 – Click   to submit the time you reported. 

A. On the Submit Confirmation page, click  . 
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Change Reported Time 

You can change reported time for current or future dates within the current month.  The central Personnel 

unit will make changes/corrections to previous time periods upon receipt of an amended timesheet. 

Step 1 – Select the applicable period and date. 

A. View By – select week 

B. Date – Select the applicable week 

Step 2 – Change the reported hours: 

A. Delete the original hours and enter the new amount 

-or- 

B. Highlight the original hours and enter the new amount. 

 

 

Step 3 – Click  to confirm the change. 

A. On the Submit Confirmation page, click  

Step 4 – If applicable, enter a Comment.  (For use by Central Personnel staff only; see page 28) 
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Step 4 -- Click  to confirm deletion. 

A. On the Submit Confirmation page, click  

 

Reported Time Status 

Reported Time Status reflects the current status of all submitted timesheet entries.  Submitted time can 

have the following status: 

 Needs Approval – submitted time requiring Approval so that it can be paid 

 Approved – submitted time has been Approved and can be paid 

 Denied – submitted time was Denied and will not be paid. 

The screenshot below displays all three statuses of Needs Approval, Approved and Denied reported time. 
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Step 2 – A warning page displays providing you with the opportunity to change your mind and 

cancel the comments. Click  to confirm and save your comment. 

 

 
  

The Following Section is 
For Central Personnel Use Only 
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Notice the Comment field is not editable. The following data is detailed: 

 Sequence number. 

 Operator ID – indicates the person that entered the comment. 

 Date Time Created – indicates the date and time the comment was entered and saved. 

 Source – comment was entered via the employee’s Timesheet 

 Comment 
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Reported Hours Summary 

This section provides a summation of reported hours. Depending on the ‘view’ selected when accessing 

your timesheet, the summation of reported hours can be by day or week.  The ‘View By’ determines the 

display and summarization of hours in the Reported Hours Summary section. 

 

View By = Week 

In the picture below the Reported Hours Summary provides a summary of reported hours by day and a 

total of Reported hours for the week. 

 

 

View By = Time Period 

In the picture below the Reported Hours Summary provides a summary of reported hours by 

week and a total of hours for the Time Period.  
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View By = Day 

In the picture below the Reported Hours Summary provides a summary of reported hours by day. 
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Approve Reported Time 
 

On the established monthly deadline for timesheet data entry, the central Personnel unit will approve all 

reported time.  

 

 

Navigation: Manager Self Service > Time Management > Approve Time and Exceptions > Reported 

Time 
 

Approve Reported Time provides the same employee selection criteria as the timesheet. 
 

 
 

The Following Section is 
For Central Personnel Use Only 
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All of your employees with reported time requiring Approval are displayed. You can Approve or Deny 

reported time. To review the time requiring approval you can click the employee’s hyperlinked name; this 

will open the employee’s timesheet. Once you have reviewed the time, you can click the ‘Return to Select 

Employee’ hyperlink to return to the Approve Reported Time page. 
 

 
 

You can approve reported time for one, several, or all employees. 
 
  

The Following Section is 
For Central Personnel Use Only 
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You can use the following steps to approve reported time for one or several employees: 

 

Step 1 – Check the Select box next to the employee(s) requiring approval 

 

Step 2 – Click  to approve reported time for the selected employees 

                

 

 
 

Step 3 – A warning page displays providing you with the opportunity to change your entry. Click 

 to process your entry. 

  

The Following Section is 
For Central Personnel Use Only 
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View Payable Time 
You can view an employee’s Payable Time after Time Administration has processed their time. The Time 

Administration process converts all reported time into payable time, which can then be transferred to 

Payroll and/or Project Costing.   

NOTE:  The Time Administration process will automatically run 3 times each day, at 10:00 a.m., 2:00 p.m. 

and 5:30 p.m. 

Navigation: Manager Self Service > Time Management > View Time > Payable Time Summary 

Step 1 – Enter the Employee Selection Criteria 

Step 2 – Click   

Step 3 – Click employee’s hyperlinked name 

 

 

 

 Step 4 – Start Date – enter the first day of the week you would like to view 

Step 5 – End Date – auto-populates based upon Start Date 
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All time is displayed with one row per TRC. The total number of hours is displayed under each applicable 

day for each TRC. The total number of hours per TRC for the week is displayed under Total Quantity. 
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Holiday Time Reporting 
 
On a holiday, the normal business process is to report holiday taken to use hours from Holiday Comp 
balance, if available, and holiday accrual hours to bank the holiday hours for that day. 
 
Before reporting holiday hours, first you need to check to see if there are holiday balances available. 
 
Holiday Time Reporting Code (TRC) 
 
HOLCP – Holiday Taken (from oldest available Holiday/comp balance) 
HOACC – Holiday Accrual 
HOLPP – Holiday Pay (to pay holiday hours when there is no balance to be used; same as 8HE/8HU) 
 
 
Refer to the Holiday Comp Plan graphic on the last page of this manual. 
 
 
 

Holiday Off - With No Holiday Balance 
 
Below is an example of a timesheet with holiday off and no holiday balance available: 
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Holiday Off - with Holiday balance of at least 8 hours 
 
Below is an example of a timesheet with holiday off and a holiday balance available of at least 8 hours to 
be taken for the entire day: 
 
The employee is using 8 hours of Holiday comp time - HOLCP 
The employee is accruing 8 hours of Holiday to be banked for use later – HOACC 
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Holiday Off – Holiday Falls on Employee’s Regular Day Off 
 
Below is an example of a timesheet for an employee whose regular days off are Sunday and Monday. 
 
The employee is accruing 8 hours of Holiday to be banked for use later – HOACC; and 0.00 REGHR is 
used to indicate day off on February 20. 
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Holiday Off - with Holiday Balance Less Than 8 Hours 
 
Below is an example of a timesheet with holiday off and a holiday balance of less than 8 hours.  This 
example shows an employee with 4 hours holiday balance to be used.   
 
The employee is using 4 hours holiday taken from balance. 
The employee is accruing 4 hours holiday. 
The employee is being paid 4 hours of holiday. 
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Holiday Work – Hours Work At Least 8 Hours 
In the example below, the employee works 8.25 hours each on two holidays.   
 
The employee works 8.25 on a holiday – REGWB 
The employee is accruing a total of 16 hours of holiday comp time – HOACC 
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Holiday Work – Hours Work Less Than 8 Hours, Balance Available  
 
In the example below, the employee works 4 hours on a holiday.  The employee has available holiday 
comp time of 4 hours to be used. 
 
The employee takes 4 hours holiday comp time – HOLCP 
The employee works 4 hours on a holiday – REGHR 
The employee is accruing 8 hours of holiday comp time – HOACC 
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Holiday Work – Hours work less than 8 hours with partial balance 
 
In the example below, the employee works 2 hours on a holiday.  The employee has 2 hours available 
holiday comp time to be used. 
 
The employee works 2 hours on a holiday – REGHR 
The employee takes 2 hours holiday comp time – HOLCP 
The employee is paid 4 hours of regular holiday pay – HOLPP 
The employee is accruing 4 hours of holiday comp time – HOACC 
 

 

 
Note:  Holiday Work – Hours accrued in one week for use later in 
month 
 
Holiday hours worked (or earned on a regular day off) are not available for immediate 
use.  The system only grants these hours after the leave accrual process has been run.  
Therefore, the hours accrued in one month are available for use on the first day of the 
following month. 
 
This also applies to: 
 

 Exempt employees who accrue Compensatory time. 
 

 Employees who accrue Administrative leave due to hazardous weather. 
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Leave Without Pay Reporting 
 
When reporting Leave Without Pay, the number of leave without pay hours should be reduced if the 
employee worked additional hours for the week.  The total number of work hours + leave without pay 
hours + leave taken hours should not be more than 40 hours when leave without pay hours are present in 
the week. 
 

Leave Without Pay – With No Extra Hours Worked 
 
Below is an example of a timesheet of an employee who has 8 hours of Leave Without Pay for the week.  
The employee is receiving 8 hours of Leave Without Pay on Monday and works 8 hours a day for the 
remainder of the week. 
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Leave Without Pay – Worked Extra Hours 
 
Below is an example of a timesheet of an employee who was absent Without Pay on Monday.  The 
employee then works 10 hours on Tuesday, 8 hours from Wednesday through Friday.   
 
On the timesheet, the 8 hours of Leave Without Pay is reduced by 2 hours because the employee has an 
additional 2 hours worked on Tuesday.  Notice that the total reported hours for the week is 40 hours.   
 
 
Note:  Leave without pay should be reduced by the number of extra hours worked for the week 
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Running Queries 
Several queries exist that you can use to extract Time and Labor data.   

  
Running a query: 
Navigation:  Reporting Tools > Query Viewer 
 

 
 

Step 1 – Type in the first few words of the query name such as “GO_TL” in the Query Name field 

and click  to pull up a list of Time and Labor queries available. 
 

NOTE: You can enter the full name of query and click . 
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Step 2 – Click the HTML or Excel hyperlink to run a query. 
 
In this example, select query:  GO_TL_COMP_DAY_BAL by clicking on the HTML hyperlink. 
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Step 3 – Some queries prompt for values.  For this example, enter the employee ID, and the 

Comp Plan and click . The query returned the results below: 
 
 

 
 
At this point, you can print the page, or download query to Excel by clicking the Excel Spreadsheet link. 
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Add Queries to Favorites 
You can add frequently generated queries to your Favorites list. 
 
Step 1 – To add a query, click the Favorite hyperlink next to the query. 
 

 
 

Now, the query is in your Favorites list whenever you access Query Viewer. 
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Schedule a Query to Run 
Large queries may take a long time to run; you can schedule these queries to run to avoid system 
time-out. 
 
Navigation:  Reporting Tools > Query > Schedule Query 

 

 
 

Step 1 – Click  to select a Run Control ID or go to “Add a New Value” Tab to add a 
new Run Control ID. 

 

 
 

Step 2 – In Query Name field, type in the query name to be scheduled to run.  In this example, 
the query prompts for the agency value. 
 

Step 3 – After all fields are filled, click  . 
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Step 4 – Type in the Run Date and Run Time for the query to process, click   
 

 
 

Step 5 – To access a scheduled query that has run, click Process Monitor link. 
 Process Monitor can also be accessed by the following: 
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Navigation:  People Tools > Process Scheduler > Process Monitor 

 

 
 

Notice the Process Name is PSQUERY. 
 
Step 6 – Click Details link when the Run Status indicates “Success” and Distribution Status 
indicates “Posted”. 
 

 
 

Step 7 – Click View Log/Trace link. 
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Step 8 – Click the link with the *.xls extension to open the query results.  You can open the 
query or save it in Excel format. 



   

DOC T & L Manager Self Service Manual  Page 58 of 63 
Created: 04/23/2012 

CORE Oklahoma
 

Appendix A -Time Reporting Codes – Facility 
Timekeepers 
 
Below is a list of Time Reporting Codes for timesheet entry by Facility Timekeepers: 

TRC Description 

ADLCH Administrative Leave / Cooling Off 
ADMAC Administrative Leave Accrual 
ADMPD Administrative Leave due to Hazardous Weather (No available balance) 
ADMPP Administrative Weather Hours Used (From oldest available balance) 
ADMUS Administrative Leave – Office Closed due to Unsafe Working Conditions 
ADMWK Administrative Leave worked/accrued during hazardous weather (include REGHR)
ANLVP Annual Leave  
AWOLP Unauthorized Absence / Leave w/o Pay 
CTPT2 Compensatory Time used (Exempt employees only) 
ENFLP Enforced Leave  
FLCH2 FMLA, Compensatory Time (Exempt employees only) 
FLWPO FMLA, Leave Without Pay 
FMALP FMLA, Annual Leave 
FMHLP FMLA, Holiday 
FMLSP FMLA, Sick Leave 
FMSHP FMLA, Shared / Donated Leave 
FMWCC FMLA, Worker’s Comp Leave Without Pay 
FURHR Furlough 
HOACC Holiday Accrued 
HOLCP Holiday Comp Time Hours Used (from available balance) 
HOLPP Holiday Hours Accrued and Used on same day (no available balance) 
HREG Hourly Regular Pay (TEMPORARY employees only) 
JURYE Jury and Court Service 
LWPHM Military Leave Without Pay 
LWPHS Leave without Pay (authorized) 
LWPSP Suspension Without Pay 
MFALP Military Family Leave, Annual 
MFLSP Military Family Leave, Sick 
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MFHLP Military Family Leave, Holiday 
MFSHP Military Family Leave, Donated 
MFLWP Military Family Leave, Without Pay 
MFCT2 Military Family Leave, Compensatory Time (Exempt employees only) 
MILVP Military Leave With Pay 
ORGLP Organizational Leave 
REGHR Hours Worked (refer to OP-110120, II.B.1.) 
REGWB Worked & Attended Shift Briefing 
REGWC Worked CERT Training 
REGWL Worked & Conducted Shift Briefing 
SCKPP Sick Leave 
SHLVP Shared / Donated Leave  
SUSPH Suspension With Pay 
WCANP Workers Comp, Annual Leave Supplement 
WCSHP Workers Comp, Shared Leave Supplement 
WCSKP Workers Comp, Sick Leave Supplement 
WCWOH Workers Comp, Leave Without Pay 
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Appendix B - Time Reporting Codes – Central 
Personnel Staff 
 
Below is a list of additional Time Reporting Codes which may be used by Central Personnel/Payroll Staff: 

TRC Description 

ADJ Earnings Adjustments 
ADLAD Admin Leave Cooling Off Adjustment 
ADMAD Admin Leave Adjustment 
ANNAD Annual Leave Adjustment Code 
ANNLS Annual Leave Lost/Paid 
ANREC Annual Leave Received 
CTE2 Comp Time Earned 
CTEA2 Comp Time Earn Adjustment 
CTEH2 Comp Time - 1.5 
CTPD2 Comp Time Payout 
CTTA2 Comp Time Taken Adjustment 
ENCNV Enforced for Conversion 
ENFAD Enforced Leave Adjustment 
ENFRE Enforced Leave Reset 
GIVAN Annual Leave Given 
GIVSK Sick Hours Given 
HLEPY Holiday Extra Pay 
HOTAD Holiday Taken Adjustment 
INDIN Individual Incentive 
LONGO Longevity (RIF, Retire) 
LONGS Longevity Payout - Severance 
LONGV Longevity 
LWPHW Authorized LWOP Hours Paid Tracking 
NATLP National Disaster Leave Hours Paid 
NONDP Non-DP Incentive 
ORGRE Organizational Leave Reset 
OTPAY Overtime @ 1.5x 
OTPLG Overtime Amount Only 
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OTSTR Overtime @ 1.0x (Straight) 
RADJ Retro Pay Adjustment 
SEVRN Severance Pay 
SHLAD Shared Leave Adjustment 
SHLGV Shared Leave Given Back 
SHLNA Shared Leave Non-Term Adjust 
SHLNR Shared Leave Non-Term Reduce 
SHLNT Shared Leave Non-Terminal 
SHLTA Shared Leave - Term ILL Adjust 
SHLTR Shared Leave - Terminally Ill 
SHREC Shared Leave Received 
SICAD Sick Hours Adjustment 
SICRC Sick Leave Received 
TERM Annual Leave Payout 
VRBO VOBO/RIF RBA  Amounts 
WCADP Workers Comp - Admin Leave Hours Paid 
WCCT2 Workers Comp Compensatory Time Paid 
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Appendix C - Conversion of DOC Time/Leave Codes to PeopleSoft 
Time Reporting Codes 
 
 

DOC Code DOC Description PeopleSoft TRC 

A Annual leave ANLVP 

AA Administrative Leave/office closed due to unsafe conditions ADMUS 

AC Administrative Leave/Cooling off period ADLCH 

AE Administrative/Weather Earned (worked during reduction in service) ADMWK 

AE/AU Administrative/Weather Earned and Used on same date (no balance) ADMPD 

AU Administrative/Weather Used (from existing balance) ADMPP 

C Compensatory used (Exempt employees only) CTPT2 

DL Donated Leave used SHLVP 

DO Day Off 0 - REGHR 

E Enforced leave ENFLP 

FA Family leave, annual FMALP 

FC Family leave, compensatory (Exempt employees only) FLCH2 

FD Family leave, donated leave FMSHP 

FH Family leave, holiday FMHLP 

FO Family leave, without pay FLWPO 

FS Family leave, sick FMLSP 

HE Holiday Earned (include hours worked or day off on holiday) HOACC 

HU Holiday Used (from existing balance) HOLCP 

HE/HU Holiday Earned and Used on Same Date (no balance to use) HOLPP 

J Court & Jury Service JURYE 

M Military leave MILVP 

MO Military leave without pay LWPHM 

MA Military Family leave, annual MFALP 

MC Military Family leave, compensatory (Exempt employees only) MFCT2 

MD Military Family leave, donated leave MFSHP 

MH Military Family leave, holiday MFHLP 

MS Military Family leave, sick MFLSP 

MX Military Family leave, without pay MFLWP 

O Leave without pay (approved) LWPHS 

P Professional/Organizational ORGLP 

PS Suspension with pay SUSPH 

S Sick leave SCKPP 

T Termination date (NOT USED IN PEOPLESOFT) ------- 

TA Workers' Comp., annual leave supplement WCANP 

TD Workers' Comp., donated leave WCSHP 
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TF Workers' Comp., LWOP/FMLA FMWCC 

TS Workers' Comp., sick leave supplement WCSKP 

TT Workers' Comp., LWOP WCWOH 

UA Unauthorized Absence AWOLP 

W Hours worked (see OP-110120, II.B.1.) REGHR 

WB Worked & attended briefing REGWB 

WC Worked CERT Training REGWC 

WL Worked & conducted briefing REGWL  

WT Hours worked (TEMPORARY employees only) HREG 

XO Suspension without pay LWPSP 

ZO Furlough FURHR 
 


