
Reporting Time 
 
Each employee’s job is categorized by 
Employee Class.  You will see your Employee 
Class at the top of your timesheet.  The screens 
you see will be customized on the basis of your 
job classification.   
 
Time Reporting Codes (TRC) are in categories 
that determine how they affect earnings, leave 
usage, and credit for time worked.  
 
The chart below shows each employee class and 
the type of time that can be reported, along with 
the appropriate Time Reporting Code (TRC). 
 
The matrix indicates which TRC codes can be 
used by each employee class to report time.  
 

 
**For a complete list of TRC codes, please visit 

our website. 
 

What To Do If… 
 
You need to change an approved transaction: 
Provided the transaction has not been processed 
by Payroll, you may go back to the approval 
page, click the details icon, and correct the 
transaction.  You must click Save on the bottom 
left side of the screen to save any adjustment 
made. If the transaction has been processed, 
please contact the Payroll Department.  
 
Employee has not entered time: 
Contact the employee directly and request they 
report their time for the current period. 
 
Employee is away on leave or out sick: 
A supervisor may enter time for employees.  
 
A transaction has been processed in error: 
You may contact payroll with the original entry 
details and the corrected information.  Payroll 
may be reached at x4290.   
 
Need Additional Help: 
Please contact the Help Desk at x4357.  
 
 

For more information on the ERP 
Project and the PeopleSoft implementation, 
please visit our website at: 
 www.case.edu/projects/erp  
 
 
 
 

 
 

Time Approval in the   
PeopleSoft System 

       
  
Overview 
Case will be using the PeopleSoft System for 
time entry.  This will allow employees to enter 
their time through a web browser; supervisors will 
be able to view and approve time online.   
 
How to Access the System: 
You will be using a URL to access the 
PeopleSoft System.  Once you receive the e-mail 
with the URL, you may want to save it as a 
favorite in your web browser. 
 
When the sign-on page appears, enter your Case 
Network ID and password.  This is the same 
information you use to check your e-mail.  After 
you sign in, your PeopleSoft home page appears.  
 
From the left-hand navigation menu select 
Manager Self Service.  Next, select Case Time 
Reporting. Then select Time Approval.  
 
Groups are a way to organize employees for 
security and are generally defined by 
department, employee type, or specific 
supervisor ID.  



 
 

 
 
 
 
 

 

 
 
 
 
 
 
 
 

Steps to Approving Time 
1. From the left-hand navigation menu select Manager Self Service.   
2. Select Case Time Reporting. 
3. Select Time Approval. 

If you can access more than one group, you will enter the Group ID. 

 
4. Enter the Group ID for the set of employees you want to review.  This will 

show the summary page for all employees you have access for.  You may 
also click the yellow search button to see all the groups you have access 
to.   

5. To see an employee’s time in more detail, click the details icon  
located on the right hand side of the screen. This will show the employee’s 
time sheet.  

 
Review detailed time transactions.  You may approve, dispute, or approve and 
dispute an entry.  At the bottom of the page there is an “Approve All” button 
which will allow you to approve all the entries listed. 
 

 If you need to make a request for a flat dollar amount, use the 
payment request screen.  
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