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Human Resources Self Service (HRSS) 
Time Entry 

 
The Time Entry feature helps you automate the collection, validation, approval, and processing 
of labor, expense, and human resources related information all in one place.  Workers and 
Supervisors in the field and in the office can enter time, assign it to job/cost distribution or 
department, select appropriate labor cost type and submit it for approval.  Employees can check 
approval status updates while management can approve time entry on the fly through the same 
user-friendly interface. 
 
This document provides configuration instructions for HRSS Time Entry. 

 
eCMS -Workflow: 
 
Before using HRSS, workflows need to be setup in the CM Workflow option in eCMS: 
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eCMS -Enable Workflow: 
 
 
Once the CM Workflow window is open, select the Enable Workflow option and activate the 
CHAH Type by checking the box in the Activate column.  Activating a Type with a blank Sub Type 
will also activate all Sub Types under that Type. 

 
 
 
 
 
 
Next, click on the ellipsis, (4 dots) as shown below to get additional fields: 
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eCMS -Enable Workflow: 
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eCMS –Setup Workflow Rules: 
 
Once the workflow is activated, workflow rules can be setup by selecting the Workflow Rules 
option and clicking the Add button 
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eCMS –Setup Workflow Rules: 
 
Fill in the Outlined Fields 
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eCMS –Workflow Rules: 
Definitions: 
 
Rule: This field is the Workflow Type that was activated in Enable Workflows (above) 
 
Stage: Represents approval levels.  For example, if there is only 1 approver, this value should be 
1.    If there are 2 approvers and the first approver has to see it before the second, a 2nd rule 
should be created with a Stage 2.   If both approvers see it at the same time, then only 1 stage is 
required. 
 
User: This field MUST be entered as follows – “#WF_TS:1” to indicate that the approver is the 
person indicated in the Supervisor 1 field in the Payroll Master.  #WF_TS:2 is the approver from 
the Supervisor 2 field. 
 
Approval Limit Amount: This must be 999,999 for the final approver.  If there are two approvers 
(2 stages), put a 1 in stage 1 and all 9’s in stage 2.   
 
Send Mail: check this to allow the approver to receive an email from the system. 
 
Note: 
In eCMS, make sure the employee has a Supervisor 1 and/or Supervisor 2 employee number 
designated in their Employee Master File if there will be 2 stages and/or 2 approvers.  Otherwise 
only one of these is required (Depending on how the approval workflow is setup).  Note that this 
program is looking at the Employee Master and NOT the Personnel Data File in HR.  So, if these 
fields are being managed in HR, make sure the HR default to update the Employee Master is set 
to “Y”. 
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eCMS – Example of 2 Approvers 
 
 
Bottom right corner of the Employee Master: 
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eCMS – User Setup 
 
An eCMS User will need to be setup for each workflow approver.  The e-mail address designated 
in the User’s profile will be the one used by the Time Approval workflow.   
Admin>Security>User/Group Setup – User Profile screen: 
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HRSS Setup Procedures: 
 
To control Job Security on the Time Entry screen, go to the Admin tab and select the Job Security 
tab (below).  Once a company is selected, the Job list becomes active.  Any restrictions are for all 
users or user specific (as opposed to Employee class, for example).  Any settings/restrictions will 
be detailed in the table at the bottom of the screen. Click  SAVE  to save your settings before you 
leave the screen. 
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Time Entry can be unveiled to individuals or to specific groups of users by selecting the 
appropriate options on the Preferences Tab 
 

 
 
The Hierachical order for providing access to various sections within HRSS including Time Etry is 
as follows: 
 

1. Company/User 
2. Company/Union/Class 
3. Company/Union 
4. Company/Class 
5. User 
6. Company 
7. All Blank (All Company – All Users) 
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HRSS- Using Time Entry: 
 
After logging in to HRSS, navigate to Time Entry by clicking the Time Entry Tab: 

 
The HRSS Time Entry screen will display as illustrated below. Two sections appear:  The Time 
Entry section for entering time and the Submitted Timesheets section to review status of 
previously submitted time. 
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HRSS- Customizing your Entry Screen: 
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HRSS- Customizing your Entry Screen:  
 
Setting Field Defaults – Right Click on a value in a field and click on “Set As Default” to have the 
Time Entry screen save the value selected as the default value for adding time in the future.   
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HRSS-Entering Time: 
 
For Entering time, make sure the Week Ending date is correct.  Five buttons are available that 
perform the following functions: 
 

• Add Row – Use this button to add additional lines for Jobs/Cost Distributions. 
 

• Edit Row –Enter time for a given row and press the enter key.  This locks down the row 
and calculates the total hours for the row.  Use Edit Row to unlock the row and make 
any desired changes.  Or Double Click on a row and it will go into Edit mode. 
 

• Delete Row – Delete a row to remove the time prior to submitting it. 
 

• Submit – Once all time has been entered, click the Submit button to start the workflow 
and send the time to the first approver.  The time will then move to the lower section, 
Submitted Timesheets with a “Submitted” status. 
 

• Copy Previous – This will copy the previous week ending date’s information and display 
it in the Time Entry section.   

 

HRSS-Keying Time: 
 
Time can be entered by day for job costed time to a job number and cost distribution or to a 
department for time that is not Job Costed. 
 
When entering time, start typing the first few digits of the value and the screen will display all 
values that start with those characters. 
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HRSS-Keying Time: 
 
Click on the down arrow to search within the prompt window 

 
 
 
 
 
 
Suggestion – Edit the prompt list for the cost distribution to only show Labor cost types.  Make 
that the default view. 
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HRSS-Submitting Time: 
 

 
 
After clicking “yes” on the confirmation screen above, the window below appears to allow the 
employee to report a work related injury.  If no injury is to be reported simply click the “Submit-
No Injury” button. 
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Once Submitted the Approver(s) will get an email with the following detail: 
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HRSS-Reviewing & Approving Time Using Email: 
 
Time is reviewed by opening the PDF attachment in the Email. 
  
To approve, simply click REPLY to the email notification and type “Approve” and SEND.  This will 
approve the time in the workflow and, if this is the final approval, post it to the Timecard Import 
File (PRTIND).  The time will now show as Approved on the Employee’s Time Entry screen in 
HRSS. 
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HRSS-Reviewing & Approving Time Using the CM 
Approvals Queue: 
 
Another way to approve timecards is to log into eCMS and navigate to CM Workflow. 
 

 
 
Click My Approvals Queue to see the time cards needing approval. 
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Once the Approve button is clicked a window appears to enter notes.  These notes do not flow 
to PRTIND but stay with the record in Web2.  Click OK to continue. 
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