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How to approve a timesheet:

This job aid outlines how a manager can approve a timesheet. A manager has the ability to search for direct and indirect employees in the Time and Absence

Workcenter to include approving, reporting, and viewing activities.

Navigation: Employee Self Service > Manager Self Service > Time and Absence Workcenter

Processing Steps Screenshots

UNIVERSITY OF
SOUTH CAROLINA

Step 1: On the Employee Self
Service landing page, click the
Choose Other Homepages drop
down arrow and select Manager
Self Service from the list.

Time and Absence

Benefit Details

Step 2: Click the Time and

] SOUTH CAROLINA
Absence Workcenter tile.

+* Employee Self Service

Payroll Talent Profile

My Homepage

Manager Self Service
| &«
Employee Self Service

Last Pay Date 04/30/2021

USC Profile
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Time and Absence Workcenter
provides a central area to access
the most used time and absence
related activities. It enables
managers to access various
pages and keep multiple
windows open while doing their
daily work.

The activities provided within the
Time and Absence Workcenter
include Approving, Reporting,
viewing time and absence related
transactions, queries, and
reports.

Step 3: Click the Approve Time
and Absence drop-down arrow.

¢ Manager Self Service
Scope
¥ My Scope

w« My Work

Exceptions

Approvals

w Links

Approve Time and Absence

Manage Time and Absence

~ Queries

Time and Labor

Absence Manageent

+ Reports/Processes

co

Pending Approvals
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Step 4: Click Approve Reported

< Manager Self Service

Timesheet Summary

. . . Scope el - lew o
Tlme from the OptlonS I|St- * Wy Scope Approve Reported Time
Timesheet Summary
. . « My Work
Step 5: To view a list of the - Emplayee Selection
Exceptions.
. . e e Get Empl
timesheets that require your J— Employee Selection Criteria Saperes
approval, click the View By drop- ||~ seleston Greron seleston Grerion Valoe Clea Crtria
. Tirne Reporter Group Q
down arrow and select All Time Aoprove Time and Absence Save Crteria
n Q
Before. T TE [ i
Approve Multipie Absence Requests Empl Record o
The All Time Before option will ey Lastieme -
pull timesheets prior to the date | |- aueris Festtame @
entered in the date field. e e . @
Absence Manageent Supervisor ID a
= Reports/Processes Reports To Posifion Number Q
Change View
“View By Include Absence B Show Schedule Information
Date RlLTime Afe: Srevious Wesk Next Wesk
'
3y
Week
Employees For Shawn Arent, Time Needing Approval From 06/06/2021 - 06/12/2021
"5 Q
Time Summary Demographics >
Select Last Name Firet Name Employee ID s ”‘;12,;‘;‘;"; e bl Exception ""::;f:vf e Apgl::%:é}:; Denied Hov
ast Nam 0 0000000 0.000000 0.000000 0.000000 ooc
»
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Step 6: Click in the Date field and

enter a date if current date is not < Mareges oK Service Timesheet Summary
. Scope (X - ] Save Criteria a
applicable. i S— a
+ My Work Empl Record Q
Step 7: If you change the date, . - a
rrE
click the Refresh button to return | |,,..oms ' I a
timesheets submitted prior to ke — 3
the date enterEd' Approve Time and Absence Supesvisor ID a
Approve Reporied Time Report: Position Numbe: Q
A list of the employees that Approve Muldpis Absence Reuasis
submitted timesheets requiring e
. - Queries Change View
your approval is returned at the 2 N - - P —
bottom of the page. Time and Laor
Absence Manageent

« Reports/Processes u
Employees For Shawn Arent, Time Needing Approval Before 06/11/2021

Note: On this page you can click

. HF Q
each Employee line to select and
. Time Summary Demographics >
click the Approve button to - L
. . Select Last Name First Name Employee ID B Hours to be Approved

approve multiple timesheets.

L. L [ ] X72003583 o &7.50
This is not recommended as it is
. XT08T1978 0 24,00
important for a manager to

. . . HG3925146 o 20.00
review, and possibly edit, the
employee’s timesheet. Approval ®

Select All Deselect All Approve Deny Push Back

Step 8: To look at each individual
timesheet, click the employee
Last Name link.

Approve Timesheets 4 June 2021
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Step 9: Begin by reviewing the
employee’s timesheet and edit if | Rl -t Timesheet
necessary. oy e o Chamme e st ’
Step 10: To approve the T Se‘ecmmmemm::e;, Catendar Pariod v Previous Pariod  Next Pari
timesheet, click to select each iwm;‘ Date |0802021 “
day for that timesheet and then o Senecledions 3180 Reportzafiours 330
CIiCk the Approve bUtton' Approve Time and Absence X From Sunday 06/06/2021 to Saturday 06/12/2021 &
Approve Reported Time ot d P e Wil A = Total Time Reporting Code Comp Time
Approvers can take one of the Apreve Mt Absence Requesis 200 200 [ CMPTT - Compansatory Trma Taken al A
following three actions by = - 5 250 = = 750 O - al| 4
clicking the associated button: ™ Queries
R Save for Later Submit

° Approve: The re ported time is Absence Marageent A Reported Time Status Summary Leave / Compensatory Time Absence Excepfions Payable Time

approved. ~ ReporisProcesses i Reported Time Status
e Deny: The reported time has moa

been denied. Enter an wiex (Do |Repored daks Yo | TH Desorgton e Aed Commerts

appropriate comment B | osomzer | Neessaopous 7.50| REGHR Reguiar Hours 750 o

notifying the employee of the 08082021 | Needs Approva 200| cwerT Compensatory Tine Taken 750 ®

reason for denial. 08082021 | Nesds Approva 450 ReciR Regular Hours 750
e Push Back (needs rework): oBOB2021  Nesds Aeprova 750 REGHR Reguir Hours 750 o

The request is neither 08102021 | Nesds Asprova 750/ REGHR Regular Hours 750 )

approved nor denied. You O I P P N P S o =

need additional information,

or the request requires Approval

correction. Enter an bt i e e

appropriate comment to ™

notify employee of the reason

and specify any additional

information needed.
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If a request needs to be denied
or pushed back it will need to be |[** ce

< Manager Self Service

Timesheet

v My Scope Earfiest Change Dat
selected separately to take the
w My Work
appropriate action. o hd i
Approvals
. w Links
Step 11: Click the Yes button to
Approve Time and Absence From Sunday 06/06/2021 to Saturday 06/12/2021
confirm you would like to e n o e e s o T — e The
approve the time selected. e e e o [ e T 2| A
S e wt A 750 2250 750 740 78 2450 | REGHR - Reguar Hours v a 4
~ Queries
Save for Later
Time and Labor
A M et Reported Time Status | | Sus
~ Reports/Processes m Select Yes to confirm an 9 the sta
Reported Time Status
» Q
Select Total TRC Description Scied Add Comments
a 750 REGHR Regulsr Hours
a 300 CMPTT Compensatory Time Tasen 7.50
] 450 REGHR Regular Hous 7.
] 780 REGHR Reguls: Hours 780
a 7.80 REGHR Regulsr Hours. 7.80
a 750 REGHR Regular Hous 750

Step 12: Click OK to approve
confirmation the selected

< Manager Self Service Approve Confirmation
: Scope co Saving Page
transactions were successfully " by Sccpe o :

Approve Confirmation

v

approved. <Ny Work
Selected fransactions were successfully approved.
Exceptions

Approvals

w Links

Approve Time and Absence

Approve Reported Time

Approve Multipie Absence Requests
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Notice the hours entered each
day for the week of June 6 are
now approved.

Step 13: To review and approve
all the submitted timesheets for
a specific employee use the
Previous Period and Next Period
links to ensure all timesheets are
approved within the period you
selected on the Time Summary

page.

The Date will indicate the week
you are viewing.

Step 14: To review and approve
submitted timesheets for all
employees, click the Next
Employee link.

< Manager Self Service

Scope

ce

¥ My Scope

~ My Work

Exceptions

Approvals

« Links

Approve Time and Absence
Approve Reported Time
Approve Multiple Absence Requests

Manage Time and Absence

v Queries

Time and Labor

Absence Manageent

~ Reports/Processes

Timesheet

Select Another Timesheet

“View By } Calendar Pericd

*Date  06/08/2021

Scheduled Hours  37.50

From Sunday 06/06/2021 to Saturday 06/12/2021 (2

Sun Mon Tue
66 687 68

Save for Later Submit

Reported Time Status Summary

Reported Time Status

Reported Hours 37

Wed
(-]

Leave / Compensatory Time

5 Q

Date Reported Status Total TRC

06/07/2021 Aporoved 7.50 REGHR
06/08/2021 Approved 2.00 CMPTT
068/08/2021 Approved 450 REGHR
06/00/2021 Approved 7.50 REGHR
06/10/2021 Approved 7.50 REGHR
0671172021 7.50 REGHR

Empl Record 0

Timesheet
Employee ID  X72003503
DeptiD 115300
Earfiest Change Date  05/17/2021
37.50
Thu Fri Sat
6110 611 6112
750 750
Absence Exceptions Payable Time
. Sched
Description Hrs
Regular Hours 7.50
Compensatory Tim Taken 7.50
Regular Hours 7.50
Regular Hours 7.50
Regular Hours 7.50
Regular Hours 7.50

a
A Q
Total Time Reporting Code Comp Time
300 | CMPTT- Compensatory Time Taken W Q o
2450 | REGHR - Regular Hours v Q o
Add Comments
-

Approve Timesheets
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Step 15: Review the employee’s
timesheet and edit if necessary.

¢ Manager Self Service

Timesheet

Scope (ol - ]
v My Scope Timesheet
Notice this employee has B Employee D x70gTiOTE  Empl Record 0
ted t b Th v 2y Wo Ressarch fssociale DeptiD 115200
requested two absences. The —
Annual Leave Taken is awaiting =t Select Another Timesheet
approval and the S|Ck Ieave has B “ViewBy | Calendsr Period v Previous Period  Next Pariod
‘Date 0e0Bz021 G ¢ Previous E Nest Emplaye
been approved. Both absence e T e AR e
. Scheduled Hours  30.00 Reported Hours 3600
requests will need to be Approva Reported Time
H Approve Multipie A Requasts
approved using the Approve Approve Mulipie fosence Reques From Sunday QS06.2021 o Satucday 5422021 G
. . Manage Time and Absence > Sun Mon Tue Wed Thu Fri Sat - -
MUItIpIe Absence RequeStS link [ &7 & & 610 g1 2 Total  Time Reporting Code Comp Time
. ~Q
under Approve Time and e 600 5.00 500 5.00 2400 | REGHR - Regular Hours
Time and Labor
Absence_ s 8.00 B.00 ANLLY - Annual Leave Taken
Absence Manageent ’
8.00 B8.00 SICK- Sick Leave
'~ Reports/Processes m
Save for Later Submit
Reported Time Status Summary Absence Excepfions Payable Time
Reported Time Status
5 Q
Select Date Reported Status Total TRC Description 5‘:':;: Add Comments
08072021 Needs Approval 6.00 REGHR Regular Hours 6.00
06082021  Needs Approva 8.00 REGHR Regular Hours 5.00
a 06/082021 eeds A 6.00 REGHR Regular Hours 6.00
08/10/2021 eads Appror 8.00 REGHR Regular Hours. 6.00
08/11/2021 | Neads Appro 8.00 ANLLY Annusl Leave Taken 8.00
081172021 Approved 8.00 SICK Sick Leave 8.00
Approval
Select Al Deselect All Approve Deny Push Back
Approve Timesheets 8 June 2021
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Step 16: To approve the g T e Timesheet
timesheet, click to select each B CB o msshost
day for that timesheet and then : Employes i X7ATIETE  EmplRecord 0
click the Approve button. o

Approvals v Select Another Timesheet
Approvers can take one of the Lok Viewy | Calencar Pacs >
following three actions by ST oo jovovns &)
clicking the associated button: Approve Reported Time E— B

Approve Multiple Absence Requests -
From Sunday 06/06/2021 to Saturday 06/12/2021 (2

Manage Time and Absence ~ Sun Mon Tue Wed Thu Fri sat

° Approve: The absence req uest 66 &7 6 3 610 611 M2 [Eal s Estaiol oo (o

is approved. 7 Queries pres om0 o = P e = al| A
° Deny: The absence request Time and Labor hd 8.00 8.00 ANLLY - Annual Leave Taken Ll

Absence Manageent .
has been denied. Enter an u a0 800 SICK- Sick Leave 1
. + Reports/Processes
appropriate comment
. . Save for Later Submit
notifying the employee of the
| Reported Time Status Summary Absence Excepfions Payable Time

reason for denial.
e  Push Back (needs rework):

Reported Time Status

m Q
The request is neither -
d denied You Select Date Reported Status Total TRC Description Hes Add Comments
approved nor .
pp eye . . 06/07/2021 Needs Approval 600 REGHR Regular Hours 8.00
need additional information,
. ] 08/08/2021 Needs Approval 8.00 REGHR Regular Hours 8.00 J
or the request requires
. a 06/09/2021 Needs Approval 800 REGHR Regular Hours 800
correction. Enter an
approprlate Comment tO 06/10:2021 Needs Approva 8.00 REGHR Regular Hours 8.00
notify em p|0yee of the reason 08/11/2021 Needs Approval 800 ANLLV Annual Leave Taken 800
and Specify any additional 08r11/2021 Approved 8.00 SICK Sick Leave 68.00
information needed. _— |
pprova

Select All Deselect All Deny Push Back

Approve Timesheets 9 June 2021
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If a request needs to be denied
or pushed back it will need to be
selected separately to take the
appropriate action.

Step 17: Click the Yes button to
confirm you would like to
approve the time selected.

Step 18: Click OK to approve
confirmation the selected
transactions were successfully
approved.

< Manager Self Service

Seope

co

* My Scope

« My Work

Excepfions

Approvals

« Links

Approve Time and Absence
Approve Reported Time
Approve Multip'e Absence Reguests

Manage Time and Absence

+ Queries

Time ane Labor

Absence Manageent

~ Reports/Processes

Timesheet

scheduled Hours  SU.UU Heported Hours  J0.UJ
From Sunday 06/06/2021 to Saturday 06/12/2021 &
Sun Mon Tue Wed Thu Fri Sat
6/8 87 82 513 610 811 612
8.00 8.00 8.00 8.00
8.00
8.00

Save for Later Submit

Reported Time Status Summary fbsence Exesptors Bayssle Time

Reported Time Status

B Q
Are you zure you want to approve the ime selected? (13504.2500)
Select Date

Onice Approved the status cannot be reveried back

Select Yes to confirm and complete the status change, No to return 1o the page without updating the status

a oaVo7I2021

Yes || Mo
06/08/2021 SR

Total Time Reporting Code

2400 | REGHR - Regular Hours

6.00 ANLLV - Annual Leave Taken

8.00 SICK - Sick Leave

Sched
Hrs Add Comments
800 gl
6.00 J

Comp Time

« Manager Self Service

Scope

co

* My Scope

« My Work

Exceptions

Approvals
w Links

Approve Time and Absence

Approve Reported Time

Approve Confirmation

Saving Page

Approve Confirmation

v

Selected fransactions were sucoessfully approved.
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Notice the hours entered each < Mamager 3o Service Timesheet > i
Scope co . .
day fOr the Week Of _J une 6 are . ;)’Smn! r Employee ID  X70871878 Empl Record 0
A DeptID 115300
now approved. v Eartinst Change Date 051022021
~ My Work
Exceptions —
Step 19: Continue to use the Approvals o
Previous Period and Next Period | |- i oot Houe 3208 Reported Houre 3200
links to ensure all timesheets are | | apeove 7ime ana apsence
H H H A ove Reported Time From Sunday 06/06/2021 to Saturday 06/12/2021 2
approved within the period you S -~ . — o ~ - - :
. Approve Multiple Absance Requests &6 &7 7] &m €10 811 812 Total | Time Reporting Cade Comp Time
selected on the Time Summary
f f I Manage Time and Absence 8.00 8.00 6.00 .00 2400 REGHR - Regular Hours. - Q o
page or SpeCI Ic emp Oyee ~ Queries 8.00 6.00 ANLLY - Annual Leave Taken -
. Time and Labor 6.00 8.00 SICK - Sick Leave b
Use the Previous Employee and Asoncs Manageent
Next Employee to complete the e e ) = S
approva|5 fOf‘ a“ submitted Reported Time Status Summary Absence Exceptions Payable Time
timesheets requiring your Reported Time Status i
approval. m Q actt
Date Reported Status Total TRC Description gened Add Comments
YOU Successfu”y |ea rned hOW to 060772021 | Approved 600 REGHR Regular Hours 6.00
approve a timesheet. 08/08/2021 Approved 8.00 REGHR Regular Hours 6.00 o
06/0a72021 Approved 6.00 REGHR Regular Hours 600 J
08/10/2021 Approved 600 REGHR Regular Hours 6.00 8
08/11/2021 Approval 6.00 ANLLY Annual Leave Taken 6.00
06/11/2021 Aporoved 6.00 SICK Sick Leave 600
»
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