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1. Introduction to Phoenix Time

Phoenix Time & Labor is an enterprise-wide employee time/timecard collection and
management product based on Oracle 11.i. It is an intuitive, web-enabled, e-business
timecard (timesheet) solution.

TWU Employees can submit timecards (timesheets) and review the approval status using a
standard web browser. This feature will allow employees to enter their own work hours for a
given period.

The Timecard Search window also allows you to check timecard status and details. It allows
users to create a new timecard by copying one from a previous submission. Timecard
approvers have these same capabilities.

Approvers can view summary information for their own or their subordinates' timecards.
Users can then drill down to the following details for each timecard:

Summary of hours by hours type

Summary of hours by day, with daily totals and totals by expenditure type
Summary of hours by project, task, and expenditure type

Detalils for each item, including optional comment and additional information.

An advanced search is also available for refined selection criteria. For example, users can
employ the advanced search for timecards with greater than a certain number of hours.

The approver can reject, approve or skip a timecard or group of timecards.

Approvers may also configure the approval process to be directed to one of the following:
e Manager/Supervisor
e Designated Person

e Immediate overriding approver

This process is tied to the roles and responsibilities designated in the user’s login credentials.
For questions regarding the Phoenix system, roles, responsibilities and security, please
email: phoenixtraining@mail.twu.edu.
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2. Accessing Phoenix

Users will need a Portal account to access the Phoenix system for timecards.
There are two methods used to access the Phoenix system
1. Double Click on the Phoenix icon on the desktop (Figure 1),

2. Using Internet Explorer Navigate to the URL: oracle.twu.edu/prod ( Figure 2)

PHOENIX

Figure 1
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http://www.oracle.twu.edu/prod

3. Logging In to Phoenix

1. Fill in Portal username and password and press Enter on the keyboard, or using the

mouse/pointer Click on the connect button.

) http: //applprod_twu_edu:8000/0A_HTHMLAUS AICKINDEX _htm - Microsoft Internet Explorer

User Mame |

Password | |

Connect |

Please log in with your portal username and password. —

The main menu of Phoenix will appear. Each user’'s screen may look slightly different based on
roles and responsibilities within the system.

2. Click on the Self Service Time link.

3 http://applprod. twu_edu:8000/pls/PROD /OracleMyPage_home?home_url=http: //applprod. twu. edu: 800070 - Microsoft Internet_. [0 [=1 [
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The next screen will display several options within the Self Service Time module of Phoenix.
Click on the Time Entry link.

a http://applprod. twu. edu: 8000/pls/PROD /0racleMyPage. home ?home_url=http: /7applprod.twu.edu:800070 - Microsoft Internet... |5 [=1 B4

E2 4

@ du: 8000/ pls/PROD /OracleMyPage. home ?home_url=httpiz 385 2F 2 2F applprod. o, edufz 3880005 2F04_HTMLE2FUS 22FICINDEX. htm |_ e

Welcome Corin Walker [ ? _,

Wlain Menu

PSelf Service Time Time Entry 4
Timecard Search

Templates
Preference

The Timecard maintenance window of Phoenix will now open.



4. Creating a New Timecard

Click on the Create Timecard link to begin entering time for the month.

If a timecard is already created for the month, Click in the Update field to make additions or
changes to the Timecard for the appropriate period.

Home Logowt Preferences

Time
Time Entry

Timecards: Walker, Corin Ecker (Corin Walker), 579

You can update, delete or view details. Click Create Timecard to create a new timecard. If enabled by your System Administrator,
click Import Timecard to bring in an existing timecard.

& Previous  Mext 2
Status Period Starting Period Ending Recorded Howrs Submission Date Update Delete Details
Mo data exists.

Create Timecard

Time | Home | Logout | Preferences

The Create Timecard link is located
here. Click on the link one time using
the mouse/pointer.




5. Entering and Editing Timecard data

The timecard will appear. Be sure to verify the dates in the box labeled Period are accurate.

To choose a different time period, Click on the down arrow in the drop down box.

3 Time Entry - Microsoft Internet E xplorer

Home Logout Preferences

Time

Preference

Timecard Information: VWalker, Corin Ecker (Corin Walker), 579

Enter your time below for the selected timecard period. Click Save for Later to save without submitting your timecard. Click Review to

re N\ ean, | live for holidays.|
\_Feriod ecember 01, 2003 - Decermber 31, 2003 - Comments

Mon, Dec Tue, Dec Wed, Dec Thu, Dec Fri, De

Hours Type 01 02 03 04 05
[Lunch Hour Taken = ] 1] 1 1] 1]
| Regular Hours Worked [ | | | 8 | 8 | 8 |
|\a’acati0n Hrs Taken | I | | | | | I | |
[Faliday Hrs Taken [ [ [ [ [ i

I H | oI ' f ' i

There will be 2 columns with drop down boxes.

The column on the left side will be labeled Hours Type (Vacation, Sick, etc.)

The column on the right side will only be used in conjunction with Sick Time Taken.

Home Logout Preferences

Time Entry Timecard Search Templates Preference

Timecard Information: Walker, Corin Ecker (Corin Walker), 579

Enter your time below for the selected timecard period. Click Save for Later to save without submitting your timecard. Click Review to

Period |December 01, 2003 - December 31, 2003 - Comments

Mon, Dec Tue, Dec Wed, Dec Thu, Dec Fri, De

Nliours Type 01 02 03 04 05
[ = [ | I I I I
[ I I | I | | [
__AddanotherRow | _ Calculats | o 0 ° 0




Click on the drop down arrow in the box under the column heading Hours Type. Choose the first

type of hours needing to be entered.

Ex: Regular hours, Lunch hours or Sick hours

The days of the month are organized horizontally from left to right across the screen, Enter the

total hours to be recorded under each date for the hours type selected for that line.

Example:
Hours Type Mon, March | Tues, March Wed, March
15 16 17
Lunch hours 1 1
Regular hours 8 6
Sick hours Z- None of the above 8

3 Time Entry - Microzoft Internet Explorer

@ Stdbc=neo_prod&transactionid=DEBC3ABE 191 9CE97 A ction= pdatetTimecard_id=E97&5tart Time=2003/1 2/01 &5topTime=2003/12/31 r o
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Hours can be entered in any order.

9

For each type of hours chosen, an additional row will need to be added.

Example:

9

Regular Hours worked will be one row, Lunch Hours taken will be another row, and

Vacation Hours taken another row.

To add another row, Click on the Add Another Row button below the columns with the drop down

boxes.




* Important Notes

When entering data for each row listed under Hours Type, there is no
pre-defined order to the rows or requirement as to which Hours Type must be
entered first. Regular hours may proceed Lunch hours and vice versa. Once the
data is entered into the rows the order the rows are viewed in (top to bottom)
may not remain listed in the exact order they were first entered. This is a normal

function of Phoenix Timecards.

Example:
Regular Hours are entered in the first row. An additional row is then
added, and Lunch Hours are entered into it. Upon reviewing or saving
the Timecard, the rows previously entered have shifted order and appear

Lunch Hours first and Regular Hours second.

Non-exempt employees must document lunch hours taken on days worked.
Although it will appear to add the lunch hour to the hours worked, the lunch hour
is not a paid hour. Please see the policies section of this document for questions

regarding lunch hours.
If there are University holidays during a particular month, add a row for holiday
hours taken. The system will not document Holidays in the timecard

screen automatically.

The Calculate button can be used to add hours entered at any point. The system

will automatically calculate the timecard when it is saved or reviewed.

10



3 Time Entry - Microsoft Internet Explorer

Jean, i love holidays.

Period IDecember 01, 2003 - December 31, 2003* . Comments

Mon, Dec Tue, Dec Wed, Dec Thu, Dec  Fri, Dec

Hours Type 01 02 03 04 05
|LuncthurTaken | | 1“ 1|| 1|| 1||
[Regular Hours Worked | | 8 | 8 | 8 | 8 |
|\-’acati0n Hrs Taken | | | I | I | | | |
|Ho|iday Hrs Taken | | | I | I | | | |

=

9 g g 9

Regular Hours ¥Worked |
Lunch Hour Taken

Comp Time Banked
“Yacation Hrs Taken

OT Hours Taken

Comp Time Hrs Taken
Holiday Hrs Taken

Holiday Hrs Worked

Sick Lv Pool Hrs Taken

Wl Sick Ly Exception Hrs Taken

When choosing Sick Hours Taken under the Hours Type column, use the column on the right to

choose the reason for taking sick leave. Sick leave is the only Hours Type that requires a reason
code from the right column.

' Time Endry - Miciosolt Indesnet Explorer
e 3 m

Timecard Information: Walker, Corin Ecker {Corin Walker), 579
Erder your time balow for The selected limecard penod, Click Sawe for Later Lo sawve wathout submitting your timecard, Click Revew to r

Period [December 01, 2003 - December 31, 2005° 5] B8] Comments j |
Mon, Dec Tue, bec Wed, Dac Thu, Dec  Fri. De

Hows Type o1 0z 03 [ 5

[Feguiar Hours Warked: B o[ 8l [ G| 8] [ B[

[Cinch Hour Taken HI a3l i | 1 | 7

[Fazation Hre Taken Bl = [ 8| I i I

[Fatiday Hrs Taken H | =] | I | [

[SickHours Taken & ' AN 1L | [ |

I di pﬁm_-! = Fostar Cm ] l 8 | I I I I.

Absence Plus Treatment <
[ s Ancibermow | Birth - Newhom Cate . A * 2
Chronic Canditions Requinng T
Family Mamber Cara
Hospital Cara )
Multiple Treatrmants (Mon-choon
Z - Mane af the abave
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At the end of each row will be a total of hours for that row

At the end of each row will be a delete button to delete that row.

3 Time Entry - Microsoft Internet Explorer

Dec Tue, Dec Wed, Dec Thu, Dec Fri, Dec Sat, Dec  Sun, Dec Mon, Dec Tue, Dec Wed, Dec
23 24 25 26 27 28 29 30 31 Total Delete

11 i ' ' i ' ' § ' |
11 i ' ' i ' ' § ' |
11 i ' ' i ' ' § ' |
[l 8 | g | g | 8 | ' ' 8 | g | 8 o4 JDEEE]
11 i ' ' i ' ' § ' Lo
.y ] ' ' ] ' ' j ' [
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6. Saving, Reviewing, and Submitting Timecard data

Saving:
To save entries made on a timecard that will be completed at a later date and to save entries

made on a timecard before reviewing and/or submitting for approval, Click on the Save For Later

button located just below the timecard data fields.

Home Logout Preferences

Timecard Information: Walker, Corin Ecker (Corin Walker), 579
Enter your time below for the selected timecard period. Click Save for Later to save without submitting your timecard. Click Review to

Feriod |DecemberD1,QDD_3~DecemberS_‘l,.QODS -Comments

Mon, Dec Tue, Dec  Wed. Dec Thu, Dec Fri, Dec
Houwrs Type 01 0z 03 04 05

| H | M | | [ I I 1 [
| H | H | | [ I I 1 [
T 0 o =

Reviewing:
Click on the Review link.

Z} Time Entry - Microsoft Internet Explorer

Period |December 01, 2003 - December 31, 2003* Comments

Mon, Dec Tue, Dec Wed, Dec Thu, Dec  Fri, Dec

Hours Type o1 02 03 04 05
ILunchHourTaken I I 1|| 1|| 1|| 1||
[Regular Hours Worked | | & | 8 | 8| | 8| |
I\/acation Hrs Taken | I | I | I | I | I
[Faliday Hrs Taken I | | [ [ I

[ | | = i I I i
[ H H | [ [ I

Cancel IR

Time | Home | Logout | Preferences
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The Review screen will display the summary information for the Timecard

ORACI_E. Home Logout Preferences

Review Changes: Test2, Test2, 3216

Week Starting  Monday, December 01 2003
Timecard Period (days) 31
Comments

_ ~ Mon, Tue, Wed, Thu, Fri, Sat, Sun, Mon, Tue, Wed, Thu, Fri, Sat, Sun, Mon, Tue, Wed, Thu, Fri, S
Hours  Cost Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec DecD
Type  Center0®1 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 117 18 19 2
Lunch

Haour

Taken 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1
Regular

Hours

Wiyorked g g 8 g 8 g g 8 g 8 g g 8 g 8

Haliday

E% a

Submitting:

To Submit the timecard for approval, follow the review process in the prior step.

From the Review screen, Click on the Submit button below the timecard.

Time Detail

Mon, Tue, Wed. Thu, Fri, Sat, Sun, Mon, Tue, Wed, Thu, Fri, Sat. Sun, Mon, Tue, Wed, Thu, Fri, Sai
Hours Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec De
Type 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20
Lunch
Haour
Taken 1 1 1 1 1 1 | 1 1 1 | 1 1 1 1
Regular
Hours
Wyarked g a g g g =] =] 8 8 8 =] g g g 8
Holiday
Hrs
Taken

Time | Home | Logout | Preferences
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A message at the top of the Timecard will confirm that the Timecard was submitted successfully.
* Error messages may be seen if there are errors in data entry or Hours Type.

Example: 25 hours entered under a single work date.

If an error occurs, correct the data entered and complete the Save, Review, Submit process
again.

DRAC]_E Home Logout Preferences
Bing—

Time

Tir:ﬁe"%_il’l"i‘t_]_’I-E'_S for the given timecard period h-ave-h.eje_ﬁ s_ub_‘miﬁed dautc:gs_sful:_[.y--: _

Hours Entered
Regular Premium

Total Hours Entered a a
Summary

_  Mon, Tue, Wed, Thu, Fri, Sat, Sun, Mon, Tue, Wed, Thu, Fri. Sat, Sun. Mon, Tue, Wed, Thu. Fri, §
Hours Cost Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec Dec D
T_y_pe Center 01 0z 03 04 05 06 07 08 0% 10 1 12 13 14 15 16 17 12 19 2
Lunch
Haour

ﬁ%%ﬁ 1 1 1 1 1 il i il 1 1 1 1 1 1 1
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7. Logging Out

To logout of the system, always be sure to use the Logout option at the top or bottom of the
screen.

a Time Entry - Microsoft Internet Explorer

@ Stdbo=nen_proditransactionid=DEBC3ABB1919CE 97 kA ction=I) pdatetTimecard_id=697&StartTime=2003/12/01 &5topTime=2003/12/31 |— o

Period |December 01, 2003 - December 31, 2003* Comments

Mon, Dec Tue, Dec Wed, Dec Thu, Dec  Fri, Dec

Hours Type 01 02 03 04 05
|LunchHeurTaken | | 1|| 1|| 1|| 1||
| Regular Hours Worked [ | El g | 8 | El
[*acation Hrs Taken [ | i i | i
[Raliday Hrs Taken | | [ [ i i

— | | | o o |
I H W i i i i

cance [IEEREHA

Time | Preferences

It is recommended that all browser windows be closed after
logging out of Phoenix.
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8. Checking Timecard Status

Access Phoenix Timecards following the instructions in section 2 of this document.
From the Main Time Entry Screen a list of timecards will be displayed. The Status Field will show

the current status: Submitted (pending approval), Approved (the timecard process is complete) or
Rejected (requiring new action) for each timecard in the menu.

— F:I nl e R T ER i R T

mnzmmrmmmm&mwﬁsmzu _

TN —— = =

Timecards: Test2, Test2, 3216
You can updale, delele of view detaidls. Click Create Timecard 10 creale a new limecand. I enabled by your System Adminisirator,

orf Temeacard to I:|r|r|g in an existing frmeacard.
<®  Stanting Pariod e cords =] Submission Date mmmhu Details
Approved O1-Diec-2003 I-Dec-2003 | 198 03-Dec-2003 -
Submitted 01-Jan-2004 31 -Jan- 2004 48 05-Dec- 8003 ﬁ ‘El -

| Creste Timecard
Time | Home | Legoul | Breferences

_-d

Rejected timecards require new action to correct an error, inaccuracy, or omission.

Click on the pencil in the Update Field for the rejected timecard, to access the Timecard Edit
screen.

D ) | Sewch oifaicstes bty | - g w0

mHEMWIEMWMWME&MEmFM

oRACLE
Hiné e

Timecards: Test8, Testd, 3222

You can updale. delete or view details. Click Create Timecard 1o creats @ new timecard B enabled by your System Administrator,
chck import Temecard to bring in an existing trmecard.

IPI{I,“ Stanting Period En .
Rejected 01-Dec-2003 31-Dec-2003 | 196 .5 05-Dec-2003
Subrmitted 01-Jan-2004 37 -Jan- 2004 224 05-Dec-2003

( Creste Timecard

Time | Home | Logoud | Breferences

_-d

Timecard information can be entered and edited following the instructions in Section 5 of this
document.

After making the corrections and saving the timecard, review and submit the timecard following
the instructions in Section 6 of this document.
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9. Timecard Policy Information

Timecard policy information may be found in the New Staff Handbook or on the TWU website. If
you need assistance retrieving this information, please contact your department supervisor or

contact or the Payroll department.

10. Where to Get Help

Training Resources are available at the Instructional Support Services Training site

e http://www.portal.twu.edu/iss-training

Or by emailing:

e trainer@mail.twu.edu

The Information Services Help Desk
e 940-898-3971

e helpdesk@mail.twu.edu

Payroll

e payroll@mail.twu.edu

e 940-898-3561

18


http://www.portal.twu.edu/iss-training
mailto:trainer@mail.twu.edu
mailto:helpdesk@mail.twu.edu
mailto:payroll@mail.twu.edu

