Using ITAMS as a Supervisor or
I TAMS Approver

Login to ITAMS as usual, at:

’3 iTAMS Online [Sign on] - Microsoft Internet Explorer
H File Edt View Favoites Tools Help | Links @]Cu || Address|| <= Back ~ = - »in

https://ITAMS.CSD.SC.EDU I B

e L. Time and Attendance Your Way
Enter your User Identification Number

(Same as your VIP User ID)

Enter your password (current VIP

password)

Click on “Log On” button or click

Enter on your keyboard. The Home il
window will appear. e —

|&] Done [ |4 Intemet
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Home Window

N ITAMS 2.7.3 - Microsofl Intesnst Exploaes
Edi Wisw Favoitss Toos  Heb Liks ¢ | aaess | = Back - [
[Tars 2.7.3

|| Fie

Home | Time Entry | Leave Summary | Hanager Approval | People Search | Help | Log owt

iTAMS
Name l.'lr'l;l Em p-l'l'r-re .'Ic-l:l ' Assignment Fay List EE Status Assignment Status
CARGLINA BES € 001 EXEMPT Achva AtvE

Home
Weboomes m USC iTaRS
# Tou have O timeshests waiting to be approved by a manager

# There are 1 teneshests saiting te be approved by you
& oip by O rafacmd bmsahssts

Coler Scheme: |

The Home box will indicate whether or not there are time sheets
waiting to be approved by you



Menu Bar

ITAMS 2.7.3
Home | Time Entry | Leave Summary | Help | Log out

In addition to the user functions (above) used by all employees, the Menu Bar
for Managers and ITAMS Approvers contains two additional user functions:

« Manager Approval — Lists the time sheets sent to you for approval

» People Search — Allows you to retrieve OR create time sheets for
employees whose time you are authorized to

approve, and also allows you to retrieve leave information
of employees whose time you are authorized to
approve.

ITAMS 2.7.3

Home | Time Entry | Leave Summary | Manager Approval | People Search | Help | Log out




Manager Approval

To approve time sheets that were sent to you, click the Manager Approval function

on the Menu Bar.

iy

NV ITAMS 2.7.3

Home | Time Entry | Leave Summary | Manager Approval | People Search | Help | Log out

» The list of time sheets
waiting for approval
will display.

» Click on the Employee
ID # to view the time
sheet

3 ITAMS 2.7.3 - Microsoft Internet Explorer

J File Edit “iew Favoites Tools  Help HLinks @Eu ”|JAddress“ 2 Back + = - *

) ITAMS 2.7.3
|TAMS Home | Time Entry | Leave Summary | Manager Approval | People Search | Help | Log out
Name Org Employee Job Code Assignment Pay List EE Status Assignment Status
PRETTY FEATHERS Usc 000000005905 00AH4000054E ool EXEMPT  Active Active

Manager Approval
Employee PIN Employee Name Report Period Ending Comments (Rejections ONLY) Select
USC 0000DDD06911 CAROLINA BEST 06/15/2003 I r

000013281 GARMNET BLACK 07/05/2003 I r
00000140315 IMA GAMECOCK  07/19/2003 I r

Reject Approve

] ITAMS 2.7.3 [ @ Trusted sites
ser] | @ || A = ) &) 0 B 6 6] = & o] D ] Efe) o] & B # REd P 3ry




Time Sheet Waiting for Approval

The employee time sheet is displayed. The time sheet status is “Time Sheet Waiting for

Approval.

If a time sheet note
Is present (indicated
in yellow) Double
click inside the time
sheet cell to retrieve
the note. (Netscape
users, click on the
“sticky” note at the
far right of the time
sheet)

/) Time Sheet Note - Microsoft Internet Explorer

Comment For: 6/2/2003

note ;I

||

Reasaon: ;I

Save | Delete I Close I

4} Time Sheet - Microzoft Internet E xplorer

Job Code Report Period Ending Time Code

|00AD2500006E - 06/30/2003 = |[June 15, 2003 =] A/ annual Leave Taken -] AddTimeCde | save|
=l
MName Org Employee Job Code Assignment Pay List EE Status Assignme
CARCOLINA BEST Usc oooooo0os911 00ADZE00006E ool EXEMPT Active Active
Status: |Time Sheet Waiting for Approval;l

Comments: I

¥Yiew Printable Report Delete Selected Rows

Sun 0 Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri
1 3 4 5 4] 7 g 9 10 11 1z 1

I AfL - Annual Leave Taken \ I I I I I I I I I I I

¥Yiew Printable Report Delete Selected Rows

E
4 | »

s | @ || a2 2] & o) 3 O 6l =) & o] o ] ] €] o] &) B # B [ Red 2 3z

The manager/approve can make changes
to the time sheet note as necessary.




Time Sheet ApprovaI/ReJectlon

/3 Time Sheet - Microsoft Internet Explorer
To approve or reject from
| 00AD2600005E - 06/30/2003 ]| June 15, 2003 ;”ML Annual Leave Taken =] AddTimecde | save| |nS|de the tlme Sheet CI'Ck v
Name Org Employee Job Code Assignment Pay List EE Status .i\ssignmed on the drop down arrow =
CAROLINA BEST UsSC 000000006911 00ADZE00006E 001 EXEMPT  Active Activg beside the t|me Sheet StatUS
Status: |Time Sheet Waiting for Approval;l @ bOX.
Fomments: | | _I An option list appears. Click
. ) Time Sheet waiting for Approval = - -
View Printable Report Delete Selected Rows e the appropriate a_ctlon
Ti heet & d
Sun Mon Tue  Wed  Thu T:mz:h::t Rgﬁggt\;?j Fi (Approved Or ReJeCted) and
oz 4 ST oo e Save the time sheet.
62070-RO0ST Comments can be entered in
O annualteaveTaken [ 5 [ [ [ [ [ [ [ [ | 'N the space provided. Once the
230 time sheet is processed by
view Printable Report Delete Selected Rows the managerlapprover, the

employee name will be
removed from the Manager

d . — o Approval Window.
s g @ || o) 2w Q) 6 9 O] O =] B o ] o €] 5| Qf [ #] B < Rt @ sz

Note: Managers and ITAMS approvers have the ability to make changes to the employee time
sheet before approving the time sheet. However, if changes are necessary, it is recommended for
the manager/approver to record the reason in the comment section, and then reject the time sheet.
The employee would then make the changes to the rejected time sheet and re-submit for approval.



People Search

Managers/Supervisors and ITAMS approvers will use the People Search function to
retrieve the time sheet or leave summary information of an employee whose time they
are authorized to approve. This feature is helpful in situations where the employee is
either absent, or does not have access to the Internet. Users will choose to search by

Employee Last Name or by ITAMS Employee Number.

2} ITAMS 2 7.3 - Microsoft Internet Explorer

| Fle Edt View Favortes Tools Help | Licks @]Cu || Address| | ¢Back + = - >
. ITAMS 2.7.3
|TAMS Home | Time Entry | Leave Summary | Manager Approval | People Search | Help | Log out
People Search
Search |University of South Carolina =] far | In |Employee Mame =] | Search
Perform the following function ITiI‘ne Sheet ;I

¥ active Positions Only
r Systemn-wide Search

|&] 1mams 273 [ [ @ Trusted sites
Asa]| 14 € || ] & &4 B 2] 6 2 21| B B @] 2] 2] 2 Qifen [ RGBS sespm




People Search: Employee Last Name

To search by Employee Last Name:
«*Enter the employee last name.

ITAME 2.7 4
'The term “Employee Name u1d ITAMS Home | Time Entry | Leave Summary | Manager Approval | People Search | Log out

display in the far right window.

* USIng the Perform the fO“OWIng Search |University of South Carolinaj for i In |Emp|ogree Hame j Search
function box, select to access either | g e tioigfuctin [ime st 2]

the time sheet or leave summary. ™ active Pasitons Only
*The default is set to search for an /T syt s
active position. However, we Query type: "Last Name Search’

Searched for: "Spur, Big"

recommend that you search for
both active and inactive (or

. . Org. & Emp. No Name Job Code Assignment  Pay List Effective Date  Expiry date  Status
terminated) employees, by leaving | | usc ooz seur, pios osvzsooonze ot EVEMPT  07/16/2003 Infnte Active
BOTH check boxes empty. Leaving
both boxes empty is helpful in the

event an employee’s position is

terminating, and you may be

unaware of the situation. When all

criteria is selected, click “Search”

at the top right of the time sheet.
*User Note: There are several ways to search by employee name. To search for Big Spur, select
to enter last name, first name [Spur, Big]; last name only [Spur]; or the first few letters of the last
name [Spu].



People Search: By Employee ID

To search by ITAMS Employee

ID:

.Enter the employee I D# (12 |TAMS Home | Time Entry | Leave Summary | Manager Approval | People SearcLTTTigzjlﬁ:

d ig itS) . People Search
earc niversity of South arolina;l ar n |Emploves umber;l earch

¢ “Employee Number” ShOUId be :erforhmlt:e follo:irng fjnc:io: ITiI‘ne Sheet]c IDDDD?DIDDZSSD : IE & N@

the criteria appearing in the far ™ acive /'/'

- - /Vl' System-Wide Se
right window.
. Query type 'E"mployee Numh?r Search”

« Using the Perform the /‘d{/

fOI IOWi ng fu nCtion y SeIECt to 7 Org. & Emp. No Name Job Code Assignment Pay List Effective Date Expiry date Status
USC 0000000025830 SPUR, BIG B 00AD2500011E ool EXEMPT 07/16/2003 Infinite Active

access either the-time sheet or

leave sumdry. Q7

*The default is set to search for an

active position. To search for an
inactive or terminated position, leave
both check boxes EMPTY.

« When all criteria is selected,
click “Search”. The result list
will appear on the page. Click on
the employee name to retrieve the
timesheet or leave summary



PeopleSearch: Employee Retrieval

<]

icrosoft PowerPoint - [ApprovalTips. pptl

o — S el — .
If, in the PeopleSearch selection criteria MU i e o s S oy e s
you specified to display the time sheet e

the employee timesheet will display TS TR Soen oW e v oofnogrogn

(right) Note: The time sheet for the current
h ) ) Doamoamsustveave [ [ [ [ [ [ [ T [ [ [ [ T
period will display.

Delete Selected Rows | Send for Approval | Yiew Printable Report

J | o
(s 1A @ || G 8] @ @] =) @ ai syl el @] @] &) B 2ilET =] REE 2 2ared

/3 Leave Summary - Microzoft Internet Explorer

Name Org Employee Job Code Assignment Pay List EE Status Assignment Status If, in the PeoplesearCh Selection Criteria

BIG SPUR UZC 000000002830 00ADZ500011E 001 EXEMPT Botive

you specified to display leave summary,

Leave Summary Plan Year m g g ] g ’
Perform the following function
. Ty D Taken ¥YTD Balance
Leave Mame Carried Fwd Accrue —d . o .
I the summary information will displa
AfL Annual Leave (Hours) 5.000 75.000 52.500 397.500 u y p y
S/L Sick Leave (Hours) 1,195,920 37.520 0.000 1,233.440 (Ieft) The user must CIle On the Ieave

name to see the detail leave information
(dates the leave hours were taken).

User Note: If the time sheet or leave summary doesn t appear on-screen, look for it on the
minimize toolbar at the bottom of your Windows screen, and click to retrieve.

Ased] | 1 @ || A 2] @] @] = B 0] ] @1 &1 2] & E] & 'L RE




PeopleSearch: Creating an
Employee Timesheet

After retrieving the employee
timesheet via the PeopleSearch
option, the user can add or change
hours on the timesheet. First, select
the appropriate Report Period.
Select the necessary time codes
from the time code drop down box.
Click AddTimeCde to add the time
code to the time sheet.

BIG SPUR uscC Qoo0o000za30 [1} PT Active Active

3 ITAMS 2.7.3 - Microsol plo _1&x]
| Fie Edt View Favo Help ||Links &]cu || addiess|| = Back » = - > /IEEN
ZJ Time Sheet - Microsoft Internet Explorer _af>

Job Code Report Period Ending Tirne Code
|ooapzsooo1ik 7] [auly 15, 2003 =1 [a Annual Leay = AddTimeCde Save
T TN T il /
o]
Name g Employee Job i List EE Status Assignmeni

t Paid Military Duty

n BEREAVEMENT Family Bereaverment

Status: Mew Time * | BOME-MARROW Bone Marrow Donation
BLOOD-DONOR Blood Donation 52

Comments:

MDelete Selected Rows | Send for Approval | ¥iew Printable Report

Tue Wed Thu Fri Sat  Sun  Mon  Tue Wed Thu Fri Sat  Sun b
1 2 3 4 3 =) 7 g8 9 10 11 1z 13

62070-ROOST

T L gmnualteave [ T 1

Delete Selected Rows | Send for Approval | Yiew Printable Report

i 1 | _>|_‘
Aser | 14 @ || 3 098] @1 @2 B 0] yd o) A B e @ e1flen [RWE B 2160




Time Sheet Revisions

To enter hours on the employee timesheet, place the cursor inside a cell and type in the
hours using quarter hour increments. (For example: 7 for 7 hours; 7.25 for 7 hours and
15 minutes; 7.50 for 7 hours and 30 minutes; or 7. 75 for 7 hours & 45 minutes). Use
the arrow bars located at the bottom of the screen to move from the left to the right of

the time sheet

Status:
Comments:

Delete Selected Rows | Send for Approwal | ¥Yiew Printable Report

1 Tue wed Thu Fri
3 = &

<+ =1

62070-THE ROOST

= ase Annusticave W — N— N — — _— — —

Taken

Delete Selected Rows | Send for Approval | ¥iew Printable Report

Save |

When you are finished entering time, click on the Save button
s

2.50

.50

Time will be totaled for the day, the time code and the pay period.



Time Sheet Note

To make an important note on the timesheet, double click inside the time sheet cell, or
click on the yellow sticky note at the top right of the time entry section of the timesheet.

=

2.50

| Comment For 6/ 1052005
=
B ITAMS 2.7.3 - Mic
| Fle Edt View Took  Help | Links ] || Address | Back -
. ITAMS 2.7.3
iTAMS Home | Time Entry | Leave Summary | Manager Approval | People Search | Help | Log out
-.-I
1 b Code Repart Period Ending__ Tims Cods
1 [n0aDzs00006E - 06/30/2003 = [Iune 15, 2003 =l annual Leave Taken =] __addTimeCds | Save
Remn: I 3 CAROLINA BES usc o ool EREMPT Active Active
< Save | DOelete | Close I

The Time Sheet Note box will appear. Enter
the note in the comment section. Click Save s e e
to save the comment and return to your

timesheet. The time sheet cell will turn M iiisinill
yellow (right) to indicate the note. Employees — B e DOWAL S Z 4 ===les

[
and Approvers have the ability to create, edit o] |1& | o] | @e e | a0 [ ol | SnlfE o] RS mar
or delete time sheet notes.




Time Sheet Approval

Status:
Comments: Tirmeshest Approved
Comp. Banked: r

Holiday Comp. Banked: [

Delete Selected Rows | Send for Approval | ¥iew Printable Report

Sun Mon Tue  Wwed Thu Fri Sat
20 21 22 23 2 25 Z6

62070-RODST e
™ -WORKED - Hours Worked | | | | | | | 0.00
" A/L - Annual Leave Taken | I | | | | 2,50

2.50 2.50

When all hours have been entered for the employee, you can now approve the
timesheet. Click on the Time sheet Status drop down box to display the options
available. Select the appropriate option, and click “Save”. The time sheet is now

approved.



Printing the Time Sheet

To print a copy of the time sheet, click

on “View Printable Report”

The view will appear on screen

R ITAMS 2.7_3 - Microsoft Internet Explo

M5 273 -

J Fie Edt View Favoites Tools Help

10soft Internet Explorer

_[O]x]
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iTAMS

ITAMS 2.7.3

Home | Time Entry | Leave Summary | Manager Approval | People Search | Help | Log out

Job Code

Report Period Ending

Time Code

[onaD2E00006E - 06/30/2003 <]

Name
CAROLINA BEST

org

Employee
noo 06911

Status:
Comments:

¥iew Printable Report

[3une 15, 2003

Job Code

| I |

EE Status A
Active

[a/L annual Leave Taken

Pay List
EXEMPT

Assignment
E oo1

Thu  Fri Tue

6 7 10

'ed Thu Fr
1

11 12
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Zh Time Repor icrosoft Internet Explorer =1 E3 P ——
iTA || Fie Edit “iew Favortes Tools Help ch | Help | Log out
IO prlnt, use the CAROLINA BEST (000000006911) - Center: 62070 =
Time Report for 6/1/03 to 6/15/03
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Annual
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Taken

Click on File, Select
Print from the list that
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Close
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Prior Period Adjustments

Supervisors and ITAMS approvers have the ability to make prior period adjustments
to correct employee hours that were previously approved and extracted to the
mainframe. This action is referred to as a prior period adjustment. Please note that the
employee cannot make this type of adjustment to the timesheet.

To open a timesheet that has already been extracted, click on “Unlock Timesheet” at the top right of
the timesheet. The timesheet will open, allowing adjustments to be made. Remove/adjust the hours
as appropriate. If multiple time codes are changed, save the timesheet before moving to the next time
code line on the timesheet. The time sheet adjustment will be processed when the next time extract

runs.
Status: Timesheet Extracted
Comments: /

Comp. Banked: r )
Unlock Timesheet &

Holiday Comp. Banked: [

Delete Selected Rows | Send for Approval | ¥iew Printable Report

Sun Mon Tue  Wed Thu Fri Sat
20 21 27 23 24 25 Z6

62070-RO0OST =
™ -WORKED - Hours Worked | | | | | | | 0.00
[T AfL - Annual Leave Taken I |2-5 I I I I I 2.50

2.50 2.50




Manager “Drill-Down”

In the ITAMS hierarchy, Managers/Supervisors have the ability to review the time
sheets and leave balances of employees within their “approval chain*.

For example:

Employee A is the manager for Employee B. Employee B

is the manager for Employee C. This means Employee A

can access the time sheet and leave balance of Employee C.

To “Drill-down’:

| Fie Edi View Favailes Tooks Help || Links @]cu > | Addiess || & Back - = - >

« Enter the Employee Last Name (or ITAMS L0 L0 ) s Gy |t ) B bl 0 g
ITAMS Employee #)

Search | University of South Caralina x| for [gamecack In [Employee Name =] [ Search |
* Use the “Perform the following et s [rime Sheet =1 M
function” drop down box to select to P Systam-wide Search

view the Time Sheet or Leave Summary | e e ‘westname searen

Searched for: "gamecock”

i CIICk On the SyStem-Wlde SearCh bOX Org. & Emp. No Name Job Code Assignment Pay List
to checkmark the box. (Leave the Active )
Employee Only box empty)

* Click “Search”

» When the result list appears, click on
[@]mams 273 [ @ Trusted sites

the appropriate employee name to s 1 @ || 3] 2] @ @] =] B 5] 5] @ a) Bl & Bl = @] 2 QL o
retrieve the information.

*Note: For this feature to work, the supervisor information for managers and employees within
your “approval chain” must be current (and not blank) within the University Payroll system.



What Else Should | Know?

*Once the time sheet i1s marked as “Approved” it will be ready for extraction to the
University Payroll System. Refer to the current payroll schedule for actual processing dates.
Please note that time sheets approved in advance will NOT process until it is time for those
time sheets to be extracted, in accordance with the payroll schedule.

*As a Manager/Supervisor or ITAMS approver, once the time sheets that were sent to your
Manager Approval box are processed, the message on your Home window, inside the Home
box, will change to “You have no time sheets waiting for approval.”

*If time sheets for non-exempt employees reporting to you are either not created or not
approved by the deadlines contained in the payroll schedule, e-mail notifications will be sent
to the employee, and then the employee, supervisor and ITAMS Timekeeper, stating the time
sheet was either not submitted or not approved. Action on the part of the employee or
manager/approver will be required in order for those timesheets to be processed.

*Employees can create and send late time sheets for approval in ITAMS. Adjustments to
previously extracted employee timesheets can be made by a Manager/supervisor or ITAMS
Approver. However, late timesheets or adjustments to previously extracted time sheets
should not be made if older than 90 days. Notify the payroll office at 777-4227 if it is
necessary to process time that is greater than 90 days old. For additional information about
ITAMS in general, visit the payroll web site at: http://busfinance.admin.sc.edu/payroll/, or
contact the payroll office at 777-4227.



