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Using the Manager TL Reported Time Summary Pagelet 

 
Step Action 

1. The TL Reported Time Summary Pagelet is available to all employees with a Time & 
Labor Manager related role.  It shows Time & Labor Reported Time totals for the 
current pay period for each direct report employee that has saved and/or submitted time. 
 
It also shows the current Pay Period End date and the respective FLSA Status of the 
employee. 
 

 
 

2. Within the summary, each employee name is a link that will launch a query resulting in 
the detail making up the total hours.   
 
Click on the Employee Name link; 
 

 
3. The resulting new window will display the Reported Time details for the current pay 

period including date, TRC, reported hours, scheduled hours, status, and any related 
chartfield details.   
 

 
 

4. Within the Reported Time Detail query results, the Employee ID field is a link that will 
launch a query displaying a summary of leave related activity. 
 
Click the Employee ID link to view leave summary; 
 

 
 



Job Aid 
 

 

Page 2 Date Created: 10/14/2016 
 

Step Action 
5. The resulting new window will display the results of a query showing leave activity by 

pay period including hours accrued, hours used, balance of hours, and other info.  The 
source of this information is from the payroll interface records reflecting activity from 
AOS payroll.  It displays up to a year of activity for each employee. 
 
 

 
 

6. You have successfully viewed the daily time calendar for an employee. 
 
End of Procedure. 
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