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Exception Processing

Human Resources

Exceptions are categorized as “High” or “Low” Exceptions — All Exceptions should be taken care of
before payroll is processed. The specific exceptions related to approved time removal are considered a

“Low” exception.

These Exceptions appear on the individual’s timesheet as below under the “Exceptions” tab.

Reported Time Status || Summary || Leave / Compensatory Time 'anahlenme
Exceptions (7 Personalize | Find | (0 | [ 130
Allow Date Exception ID Exception Source Status Exception Severity Explanation Comment
O 077262021 NEXDELO1 NAU TA Pre-Process  Unresolved Low [ Qhout el ppooned i
VHR time was deleted ]

. ) 5 hours of appraved =

(m} 07/29/2021 ' NEXDELO01 NAU TA Pre-Process  Unresolved Low \VHR time was delatad /,L_‘

07 ! , . 1.5 hours of approved 5

a 07/30/2021 NEXDELO1 NAU TA Pre-Process  Unresolved Low LSH time was deleted AL_‘

To “Allow” the exception please follow the steps below.

1. Open the employee’s timesheet and select the exception’s tab as pictured above.

2. Note thatitis a “Low” exception and the explanation indicates “Approved time was deleted”.

Timesheet

Intermediate
Actions ¥
Select Another Timesheet

“View By [Week

v]

“Date 07/26/12021 |5 @

From Monday 07/26/2021 to Sunday 08/01/2021 (3

Reported Hours 23.00

Employee ID 1068592
Empl Record 0
Earliest Change Date 08/09/2021

Previous Week  Next Week

Print Timesheet

M T Wed Thi Fi Sat Si . -
T;a ?.’Iﬁ ?!‘;B 7‘,2; 7‘,35" 7;1 ;‘1‘ Total Time Reporting Code Overtime as Cash
10.00 200 750 850 28.00 [01 Regular ~ (m} =
Submit
Reported Time Status || Summary || Leave / Compensatory Time || Exceptions | Payable Time
Exceptions (7 Personalize | Find | (| & 13
Allow  Date Exception ID Exception Source Status. Exception Severity  Explanation Comment
10 hours of approved |
. %
O 07262021 NEXDELO1 NAU TA Pre-Process  Unresclved Low Il e !\ A2
J . 5 hours of approved £l
(m] 07/29/2021 NEXDEL01 NAU TA Pre-Process  Unresolved Low VHR time was delated /,H_._‘
0/ . | N 1.5 hours of approved £l
O 07/30/2021  NEXDEL01 NAU TA Pre-Process  Unresolved Low LSH time was delated ‘ /,H_._‘
Select All Deselect Al




3. Select the exceptions to “Allow” and hit update exception.

Reported Time Status
Exceptions (2

Allow Date

07/26/2021

07/29/12021

07/30/2021

Select All

Update Excepti

Summary Leave / Compensatory Time

Exception ID Exception Source

NEXDEL01 NAU TA Pre-Process

NEXDELO1 NAU TA Pre-Process

NEXDEL01 NAU TA Pre-Process
Deselect All

Exceptions

Status.

Unreselved

Unresolved

Unreselved

Payable Time

Exception Severity

Low

Low

Low

Explanation

10 hours of approved
VHR time was deleted

5 hours of appraved
VHR time was deleted

1.5 hours of approved
LSH time was deleted

Personalize | Find | (| [

13¢

A7

P

4.

The exception status will change to “Allowed” which is your acknowledgement that your
employee has removed time you had already approved.

Reported Time Status
Exceptions (¢

Date

07/26/2021 NEXDELO1

07/29/2021 NEXDELO1

07/30/2021 NEXDEL01

Summary Leave / Compensatory Time Exceptions || Payable Time
D Source et Severity
NAU TA Pre-Process [ Allowed Low
NAU TA Pre-Process [ Allowed Low
NAU TA Pre-Process | Allowed Low

Explanation Comment

Personalize | Find | (2| [ 1-30f3

10 hours of approved
VHR time was deleted

A2

5 hours of approved
VHR time was deleted

A2

1.5 hours of approved |

A2

LSH time was deleted




