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Payment Request

Payment Request
Procedure

Managers can use the HCM system Payment Request form to issue a payment to an

employee independent of the regular payroll process.

" [} Employee-facing registry «

(7 CWRU Links & ERP/Human Resour...

3 self service 3
(] Manager Seff Service
The menu  — Recruiting (] Case Time Reporting
Click on M 3 Workforce Administration »
Highlight: (3 Benefits

3 Set Up HRMS

Top Menu

Recently (3 Enterprise Components

now appe .
Favorites | = Workdst

»
3
3
at the top (3 Tree Manager 3
3 Reporting Tools 3
3 PeopleTools »
D Confidentiality Agreement
Breadcn D Usage Monitoring
display yt [ Change My Password
path and
1o the cor D My Personalizations
subfolder: D My System Profile
D My Dictionary
(5] My Feeds
Menu Seaicn, wucaea
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

/]

e mu 2F

<« C' | [ verpuappl07.case.edu:8070/psp/hcmgas/EMPLOYEE/HRMS/h/?tab=DEFAULT

CWRU Single Sign-On Google [ Careers

ﬁ Time Entry Report

D Payment Request

D Payment Request History
(5] Time Approval

D Manager Time Entry History
D Salary Distribution

D Time & Labor Adjustments
(5 salary Adjustment

D Salary Distribution Rpt

D Salary Analysis by Dept

D Salary Analysis by Employee
D Salary Analysis by PI

D Summer Salary

el X
[ Other bookmarks

. 'ASE WESTERN RESERVE I
UNIVERSITY
ety Home | Workist | AddtoFavortes |  Signout

Favgyites i Main JMenu
Personalize S€arch Menu-

(Z)Help

m

o A
R 9/21/2012

Action

| 7 Manager Self Service |

1. From the HCM main menu, click the Manager Self Service link.

(7 Case Time Reporting

2. Click the Case Time Reporting link.

| D Payment Request

3. Click the Payment Request link.
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' [ Payment Request

L C [J verpuappl07.case.edu:8070/psp/hcmaas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?FolderPath=PORTAL_ROOT (7| ¥
(] CWRU Links [2 ERP/Human Resour... CWRU Single Sign-On [EJ Google [ Careers [ Other bookmarks

W2 CASE WESTERN RESERVE
A UNIVERSITY .l
e Home | Workist | AddtoFavortes |  Signout

Favorites  Main Menu > Manager Self Service > Case Time Reporting > Payment Request

(7] New Window @ Help
Payment Request

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Limit the number of results to (up te 300). [300

Search by: Group IDbegins wnh'i

Search |Advanced Search

Step | Action

4. The Payment Request search page appears. You can enter the
Group ID number or leave the field blank and click the Search button
to bring up the list of available ID numbers.

Search

© 2012 Information Technology Services | 2



CASE WESTERN RESERVE

UNIVERSITY b e
think beyond the possible Payment Request

' [ Payment Request
<« C | [ verpuappl07.case.edu:2070/psp/hcmqas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?FolderPath=PORTAL_ROOT (57| &

(] CWRU Links [ ERP/Human Resour... CWRU Single Sign-On  [E] Google [ Careers (] Other bookmarks

CASE WESTERN RESERVE

S UNIVERSITY ;o

Home | Workist | AddtoFavortes | Sign out
Favorites  Main Menu > Manager Seff Service > (Case Time Reporting > Payment Request

& New Window ®He\p
Payment Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Limit the number of results to (up to 300). 300

Search by: Group ID begins wwtn’i

Search | Advanced Search

Search Results

Miew All  First [@] 133 [ Last
Group ID

231118 EXEMPT|

231118-NONEX
231118-STUDENT

javascriptsubmitAction_win0(document.wind, ZICRow('); [ ] »

2 e mu 280

Step | Action

5. If you chose to leave the ID field blank, the Search Results screen
appears. Click the desired Group ID number from the list.

Search Results
View All  First [4] 1-30f3 3] Last

Group 1D
231118-EXEMPT
231118-NOMNEX
231118-STUDENT

Note: You can use the arrow keys at the top of the Search Results
block to navigate through multiple pages if needed.

6. Clicking the Advanced Search link will take you to page where you
can save your search criteria if desired.

Advanced Search

© 2012 Information Technology Services | 3
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« C | (1 verpuappl07.case.edu:8070/psp/hcmagas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?FolderPath=PORTAL ROOT (¢ A
3 CWRU Links ERP/Human Resour... CWRU Single Sign-On Google [ Careers

CASE WESTERN RESERVE

A UNIVERSITY g g

[ Other bookmarks
Home | Workist | AddtoFavorites | Sign out
Favavm:es : Mainlvienu > ManagersverfService > Case TimevReportmg > Payment Regquest

(& New Window  (Z) Help
Payment Request

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Limit the number of results to (up to 300): 300

Group ID: [ peging with [ [231118-NONEX

Search Clear :Elaswc Search &P Save Search Criteria

Search Results

View All  First [3] 1212 [ Last
Group ID

231118-EXEMPT

231118-NONEX
231118-5TUDENT

EMmDoe

Step | Action

7. Click the Save Search Criteria link to save the search parameters
you use most often.

E}LE] Save Search Criteria

© 2012 Information Technology Services | 4
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€« C | (1 verpuapp107.case.edu:8070/psp/hcmaas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?FolderPath=PORTAL_ROOT_(T¢| N
[] CWRU Links & ERP/Human Resour.. CWRU Single Sign-On [ Google [ Careers [ Other bookmarks

L CASE WESTERN RESERVE

AN UNIVERSITY o ad

T Home | Workist | AddtoFavorites |  Sign out
Favr;ntesEMalnvl\'lenu > ManagerS'erfSerwce > Case TlmevRepnrt\ng > Payment Request

(E New Window  (Z) Help
Payment Request

Save Search As

Name the search and then click Save.

Name of Search: Non-exempt search

The saved search will contain these values:

Group ID: begins with 231118-NONEX

[5 save | Return to Advanced Search

L s )

Step | Action

8. Type in a name for your search and click the Save button.

5] save |
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€ > C | [ verpuappl07.case.edu:2070/psp/hcmaas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?FolderPath=PORTAL_ROOT (¢ ¥
("1 CWRU Links [l ERP/Hurman Resour... CWRU Single Sign-On Google ['] Careers

CASEWESTERNRES}: 5
BMUNIVERSITY  ror nad

Favorites Main Menu > Manager Self Service > Case Time Reporting » Payment Request

[] Other bookmarks

Home | Workist | AddtoFavorites | Signout

&0 New Window  (Z) Help
Payment Request

GroupID:  231118-EXEMPT Dept 231118 Exempt Staff Total Entries: 1 Amount:
Empl ID Rcd#  Date TRC Amount Speedtype Comment
1020560 @, [ o foerzizotz | oL @y | .00 | [ [+ (=1
Nicole N. Dyme Dept: 231118 Vice President, ITS Job Title: Training Analyst

Seve | [ohRetwrntoSearch | || Previousinlist ] Nextinlist | ] Notify

- - s07AM |
PERDOS® L
9/21/2012

Step | Action

9. The Payment Request page appears. Enter the Empl ID (employee
identification number) or click the Look Up button (magnifying glass)
to search for the number.

Empl ID

1020560 @,
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Y
€« 2> C 0O verpuappl07.case.edu:8070/psp/hcmagas/EMPLOYEE/HRMS/c/CW_TIM E,LABOR‘CW,PAY,REQ.GBL?FoIderPath:PORTAL,ROOT,(31‘3 LS
[ CWRU Links [l ERP/Human Resour... CWRU Single Sign-On Google [7] Careers [ Other bookmarks

¥ CASE WESTERN RESER
ASUNIVERSITY ;o ,ed

Workist | AddtoFavorites |  Sign out
FavontesEMain Menu > Manager Self Service > Case Time Reporting > Payment Request

Search by: |[EmplID peginswith g

| Lookup || Cancel |Advanced Lookup

Search Results

First @ 113013 [] Lasﬁ
Empl ID Empl ID - Red Nbr Empl Record Hame Job Title
0 Bob A. Smith  Specialist 2
Bill B. Smith Chief IT Architect
John Johnson  Executive Aide
Susan Miller  Vice President

Mary Jones Sr Academic Technology Officer
James Thomas Manager Technology Partners
David Jackson  Assistant Vice President

Mark Davis Director

Cindy B. Wilson Training Analyst

Nicole N. Dyme Training Analyst

PERDO S

Step | Action

10. | From the Look Up dialog box, you can define your search by
selecting one of the entries from the Search By drop down list:

-Empl ID

- Empl ID - Rcd Nbr
- Empl Record

- Job Title

- Name.

You can then enter the beginning character(s) of the field you
selected into the search field.

Search by: [EmplID [=] begins with| @,

11. | Click the Look Up button to run the search.

 LookUp

© 2012 Information Technology Services | 7
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[ Payment Request

€« - ‘ [ verpuapp107.case‘eduJSDTO/psp/hcmqas/EMPLOYEEfHRMS/c/CW,TIME,LABOR.CW,PAY,REQ‘GBL?FoIderPath:PORTAL,ROOT,Eﬁ"‘ X
[J CWRU Links ERP/Human Resour.. [T CWRU Single Sign-On [ [J Other bookmarks

¢ CASE WESTERN RESER
ASJUNIVERSITY EST 1826

Addto Favorites |  Sign out
Favorites ~ Main Menu > Manager Self Service > Case Time Reporting > Payment Request

Search by: |EmplID [ beginswith @
LookUp | Ganeel |Ady d Lookup

Search Results

ﬁewﬂm First 4] 1-130f13 [ !ﬂ
Empl ID |Empl ID - Red Hbr Empl Record Name Job Title

1001277|1001277-0 0 Bob A. Smith  Specialist 2

1001405 1001405-0 Bill B. Smith Chief IT Architect

1001861 1001861-0 John Johnson  Executive Aide
1004941/1004941-0 Susan Miller  Vice President

1006281 1006281-0 Mary Jones Sr Academic Technology Officer,
1007761/1007761-0 James Thomas |Manager Technology Partners
1017925/1017925-0 David Jackson  Assistant Vice President
1017925/1017925-0 Mark Davis Director

1018741/1018741-0 Cindy B. Wilson Training Analyst
1020560/1020550-0 Nicole N. Dyme Training Analyst

Step | Action

12. | To select an employee ID number, click on the desired link from the
Empl ID column.

Empl ID
1001277

© 2012 Information Technology Services | 8
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€& = € [} verpuappl07.case.edu:8070/psp/hcmagas/EMPLOYEE/HRMS/c/CW _TIME_LABOR.CW_PAY REQ.GBL?FolderPath=PORTAL ROOT (97| ¥
3 CWRU Links ERP/Human Resour... CWRU Single Sign-On Google [1 Careers

[ Other bookmarks

L CASEWESTERN RESERVH
R UNIVERSITY g ,0d
il W Home | Workist | AddtoFavorites |  Sign out

Favortes - Main Menu > Manager Self Service > Case Time Reporting > Payment Request

0 New Window @ Help

Payment Request

GroupID:  231118-EXEMPT Dept 231118 Exempt Staff Total Entries: 1 Amount:
Empl ID Rcd# Date TRC Amount Speedtype Comment

fozos60 @ [ o pezizo12 poL @, | 000 | I H=
Nicole N. Dyme Dept: 231118 Vice President, ITS Job Title:  Training Analyst

Save | [GhReturnto Search | 1| PreviousinList | |y7] NextinList | ] Notify

! 907 AM
¥ om0 A
VERDO 9/21/2012

Step | Action

13. | You can enter the date manually or click on the calendar icon to
select a date from the calendar pop-up menu.

09/21/2012 |[#]

© 2012 Information Technology Services | 9
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L C' | [ verpuappl07.case.edu:8070/psp/hcmaas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?FolderPath=PORTAL_ROOT_(3%¢| &

[] CWRU Links B ERP/Human Resour.. CWRU Single Sign-On  [E) Google  [7] Careers [] Other bookmarks

EJ:NIVERSIT\RESE .
e Home | Workist | AddtoFavortes | Signout

Favorites Main Menu > Manager Self Service > Case Time Reporting » Payment Request

&0 New Window  (Z) Help

Payment Request
GroupID:  231118-EXEMPT Dept 231118 Exempt Staff Total Entries: 1 Amount:
Empl ID Rcd#  Date TRC Amount Speedtype Comment
1020560 @ [ o [oesizotz [ koL (@ | 000 | [ [+ (=1
Nicole N. Dyme Dept: 231118 Vice President, ITS Job Title: Training Analyst
Seve | (o Return to Search PreviousinList ] NextinList | =] Notify

UEmDe

Step | Action

14. | You can enter the Time Reporting Code (TRC) manually or click the
Look Up button (magnifying glass) to select a TRC code from the list.

© 2012 Information Technology Services | 10
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[ Payment Request - =

-
€« 2> C 0O verpuappl07.case.edu:8070/psp/hcmagas/EMPLOYEE/HRMS/c/CW_TIM E,LABOR‘CW,P.AY,REQ.GBL?chIderPath:PORTAL,ROOT,E317 LS
(] CWRU Links ERP/Hurnan Resour... CWRU Single Sign-On Google [ Careers [ Gther bookmarks

A UNIVERSITY ;o ,0d

Home | Workist | AddtoFavorites |  Sign out
FavontesEMain Menu > Manager Self Service > Case Time Reporting > Payment Request

Search by: Time Reporting Code 2egins with

[ LookUp | Caneel |Advanced Lookup

Search Results

ew 100 First [4 "eofe [5] Last

Time Reporting Code

Step | Action

15. | You can search for a TRC code by entering the beginning letter(s)
into the search field.

Search by: Time Reporting Code Degins Wi1h|

16. | Click the Look Up button to run the search.
~ LookUp

17. | To select a TRC code from the search results, click the link (in blue)
from the Time Reporting Code column.

View 100 First [q] 1-8of6 [5] La.st|

Time Reporting Code
ADL

Note: You can use the arrow keys at the top of the Search Results
block to navigate through multiple pages if needed.

© 2012 Information Technology Services | 11
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' [ Payment Request B W -
€& - C [ verpuappl07.case.edu:8070/psp/hcmqas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?Fo derIath:IORTAL_ROOT_(ﬂ? A
(T3 CWRU Links ERP/Human Resour... CWRU Single Sign-On Google [ Careers (£ Other bookmarks

Favu'rrtas : Malnyenu > Manager E:elfServlce > Case T\mevReportmg » Payment Request

Home | Workist | AddtoFavortes |  Sign out

(0 New Window @ Help

Payment Request
GroupID:  231118-EXEMPT Dept 231118 Exempt Staff Total Entries: 1 Amount: 100.00
Empl ID Rcd#  Date TRC Amount Speedtype Comment
Find First K 1071 O Last
[1020560 @, [ o erizotz @ pou ey | 100.00 [DPR231231 [pdditional Pay [#](=]
Nicole N. Dyme Dept: 231118 Vice President, ITS Job Title: Training Analyst

Save | [GhReturntoSearch | 1| PreviousinList | |J| Nextinlist | (=7 Notify |

. : 909AM |
PEm~siobd

9/21/2012

Step | Action

18. | Enter the amount you wish to pay the employee into the Amount field.

100.00

19. | Enter the your department speedtype code into the Speedtype field.

Speedtype

OFPR231231

20. | Enter your comments into the Comment field.

Comment

lhdditional Pay

© 2012 Information Technology Services | 12
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'DPaymEntRequest A W -

o
(] CWRU Links [ 8 ERP/Human Resour..

CASEW’ESIERN
AS|UNIVERSIT

CWRU Si

Favorites

Payment Request

C' | [ verpuapp107.case.edu:8070/psp/hcmaas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?FolderPath=PORTAL_ ROOT (¢| &

ngle Sign-On  [EJ Google [ Careers

RESERVE
¥ il
Ll Home | Workist | AddtoFavorites |  Sign out

Ma\n'MEnu b3 ManagersverfSErwce » Case Tlme'Repurt\ng > Payment Request

Dept:

Save | [5fReturnto Search | |1 | Previous in List

I - N RN - N

GroupID:  231118-EXEMPT Dept 231118 Exempt Staff Total Entries: 2 Amount: 100.00
Empl ID Rcd#  Date TRC Amount Speedtype Comment
Find First 1 1202 D3 Last
[1020560 @, [ o pezizotz @ pou @ | 100.00 [DPR231231 [sdditional Pay [+ (=]
Nicale N. Dyme Dept: 231118 Vice President, ITS Job Title: Training Analyst
0.00 | I =

Job Title:

4] Nextin List J E Notify

vz

[ Other bookmarks

(B New Window @ Help

[ =it

Step | Action

21.
remove an entry.

| [=]

Click the (+) or ( =) links to the right of the Comment block to add or

© 2012
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L o C  [1 verpuappl07.case.edu:8070/psp/hcmaas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?FolderPath=PORTAL_ROOT (17| &
[ CWRU Links ERP/Human Resour... CWRU Single Sign-On Google [ Careers

CASEWESTERN RESERVE

UNIVERSITY g

[ Other bookmarks

Home | Workist | Addto Favortes | Sign out
Favu'rrtesEMalnyenu > MaﬂagersvelfServlcE > Case T\mevREportmg » Payment Request

(& New Window @ Help

Payment Request
Group ID: 231118-EXEMPT Dept 231118 Exempt Staff Total Entries: 1 Amount:
Empl 1D Rcd#  Date TRC Amount Speedtype Comment
[1020560 @, [ o [poztzo12 5 poL @, | 000 | [ [#1(=]
Micole N. Dyme Dept: 231118 Vice President, ITS Job Title: Training Analyst
Save | ot Returnto Search | Previous in List | 4] NextinList | [Z] Notify |

WA YA P
= i . 9/21/2012

Step | Action

22. | You can click the Notify button to send an email notification to the

employee informing them that you have approved the Payment
Request.

=] Notify

© 2012 Information Technology Services | 14
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’ [ Payment Request

(] CWRU Links B ERP/Human Resour.. CWRU Single Sign-On  [BJ Google [7 Careers
.C WESTERN RESERVE

UNIVERSITY ~ po mdd
Home | Workist | AddtoFavortes | Sign out
Favorites  Main Menu > Managersverf Service > (Case Time Reporting > Payment Request

Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator,
Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

Click OK to send this notification and exit this page. Click Cancel to exit this page without sending a notification.
Click Apply to send this notification and remain on this page.

C | [3 verpuapp107.case.edu:8070/psp/hcmqas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY REQ.GBL?FolderPath=PORTAL ROOT (7| A
[ Other bookmarks

(I New Window (7} Help

tion Details Lookup Recipient

To: nmd123@case.edu Delivery Options
4
[CIRichText
ccC:
-
BCC:
4
Priority:| 1-High |z|
Subject: | <Your additional payment- /ﬁ‘é

Template: | Workflow Notification

il »

Priority. %NofificationPriority

Dinta @ant 2019 N0 21

& L

Message: | have approved your additional payment request for
$100.00.

i

OK Cancel Apply

Step

Action

23.

The Send Notification page appears. Enter the notification details for
the employee into the fields provided. Multiple email addresses

should be separated by a semi-colon.

Note: You can use the spell check icons to the right of the Subject
and Message blocks to spell check your entries.

DUmCaton Leialls

24.

If you do not know the employee's email address, you can use the
Lookup Recipient link to locate the address.

| Lookup Recipient |

25.

Click the OK button to send the email message to the employee.

OK

© 2012
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UNIVERSITY

EST. 1826
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—

[ Payment Request
Cc
] CWRU Links [l ERP/Human Resour...

Search

J,YM <Your additional payment

& https://mail.google.com/mail/u/0/7shva=1#inbox/139e8f6al5

CWRU Single Sign-On  [E] Google [ Careers

Images Mail Drive Calendar

ASE N
RS
Mail ~ - a (1] [ ] R L More ~ 10f50 > 0
<Your additional payment> box x =
Inbox noreply@case.edu 9:13 AM (0 minutes ago) - -
Sent Mail to me (=
Drafts Workflow Notification
Spam
Priority: 1-High
¥ Circles
Inbox Date Sent: 2012-09-21

Sites

7ol A

[] Other bookmarks

Groups Contacts More -

Sent To: nmd123@case edu
ce:

Please click on the link below to access this transaction:

http-/iverpuapp107 case edu-8070/psp/hcmgas/EMPLOYEE/HRMS/

c/CW_TIME_LABOR CW_PAY REQ GBL?Page=CW_PAY REQ&GB_GROUP_ID=231118-
EXEMPT&Action=U

Message Text:

| have approved your additional payment request for $100.00.

L - = U}

Step | Action

26.
link to access the transaction in the HCM system.

Please click on the link below to access this transaction:

The employee will receive your Notification email which includes a

© 2012
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’ [ Payment Request
C' | [} verpuappl07.case.edu:8070/psp/hcmgas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?FolderPath=PORTAL_ROOT_(T7| &
[ Other bookmarks

s
[CJ CWRU Links ERP/Human Resour... CWRU Single Sign-On Google [ Careers
L CASE WESTERN RESERVE
A UNIVERSITY o ud
T —— Home | Workist | AddtoFavorites |  Sign out
(B New Window @Help

Favovntes'Malnvl\'leﬂu > ManagersverfServlce > CaseTlmevREportmg > Payment Request

Payment Request
Dept 231118 Exempt Staff Total Entries: 1 Amount:

Group ID: 231118-EXEMPT

Empl ID Rcd# Date TRC Amount Speedtype Comment
Find First © 4of1 D Last
F =1

1020560 2, [ o foezizor2 [ oL @, | 000 |
JobTitle: Training Analyst

Nicole N. Dyme Dept: 231113 Vice President, ITS

Save | |Gt Return to Search | Previous in List | |J=| Nextin List | |[=7 Notify |

s07aM |
Fmah A
v =R 9/21/2012

e mu 2

Step | Action
27. | Click the Save button to finish your Payment Request.

: Save

Information Technology Services | 17
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' [ Payment Request
&« C' [} verpuappl07.case.edu:8070/psp/hcmgas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?FolderPath=PORTAL_ ROOT_(T7| &
[CJ CWRU Links |8 ERP/Human Resour.. CWRU Single Sign-On Google [ Careers () Other bookmarks

WA C.Ask WESTERN RESERVE

AN UNIVERSITY (o 5d

T Home | Workist | AddtoFavortes |  Signout

Favo'ntes Mam'MEnu > Manager SvelfSerwce > (Case T\mevREportmg > Payment Request

(] New Window @Help

[£] Time Entry Report

Payment Request [E] Payment Request
D Payment Request History
[E] Time Approval
GroupID:  231118-EXEMPT Dept2311 1 Amount: 100.00

D Manager Time Entry History
[£] salary Distribution
Comment

———— | |17 20 5T
Find First K1 4 of 4 O Last

[E] salary Adjustment
1020860 @ [ o (092112012 ) | [ sslary Distribution Rpt \dditional Pay #[=]
Nicole N. Dyme Dept: 231118 | ] Salry Analyss by Dept 10 Analyst

D Salary Analysis by Employee
[E] salary Analysis by P1
(5] Summer Salary

Save | [ghReturn to Search Previous in List | |y=] NextinList = |[Z] Notify

FICH I vEmTDO

Step | Action
28. | You can use the Navigation links at the top of the page to move to
other areas of the HCM system.

Click the Case Time Reporting link and then select Payment
Request History to view a report of all the payments you have

approved to date.

‘ (5] Payment Request History ‘

© 2012 Information Technology Services | 18



CASE WESTERN RESERVE
UNI

VERSITY  gpor826

think beyond the possible Payment Request

Fo

« C | [ verpuappl07.case.edu:8070/psp/hcmaas/EMPLOYEE/HRMS/c/CW_TIME_LABOR.CW_PAY_REQ.GBL?FolderPath=PORTAL_ROOT (57| &
(] CWRU Links 8 ERP/Human Resour... CWRU Single Sign-On  [E] Google [1] Careers [ Other bookmarks

Favovntes Mall‘lvMEﬂu > ManagerS'efServlce » Case TIITIE'REDDH:IHQ > Payment Request History

Payment Request History
EmplID: 1022586 Martha G. Manager
Search Options TRC: Iz‘ From Date: [ ToDate: [ Time Status: E‘
Customize | Find | View 1| B | 3 First 1 42072 1
Empl ID % Hame E"“‘i"" g{ézmng ﬁsaeezﬂgge Account  Time Status ﬁe' m‘"’
1020560 |0 zya’r"‘: Nicole |gap112012 |ADL $100.00 OPR231231 515200  PayReq Additional Pay
1004668 |0 Smith, John A. |00/21/2012 | ADL $100.00 OPR231231 517100  |PayReq Additional Payment

Payment Request History
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Step

Action

29.

You can use the following search options to refine your Payment
Request History report:

- Time Reporting Code (TRC)
- From/To Dates
- Time Status.

After setting the desired search parameters, click the Search button
to run the report again.

30.

Please remember to sign out at the end of your session.

31.

End of Procedure.
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