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How to approve a timesheet:
This job aid outlines how a TL/ABS Approver can approve a timesheet. A TL/ABS approver has the ability to search for employees in their designated department(s) in
the Time and Absence Workcenter to include approving, reporting, and viewing activities.

Navigation: Employee Self Service > My Workplace > Time and Absence Workcenter

Processing Steps Screenshots

Step 1: On the Employee Self

Service landing page, click the Payeoll Personal Detalsf 1 Vo cice Beneit Detals
Choose Other Homepages drop p— Employao Soff Sonco ‘ &8
down arrow and select My m USC Central HR Administrator [ = A
Workplace from the list. oy D 0413012051
USC Profile Time and Absence
@ «©©
_

* My Workplace

step 2: CIICk the Time and - COVID-19 Campus Leave Warketr | ePAF Homepage
Absence Workcenter tile. . .

Benefits Enrollment Homepage

—_—
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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.

Scope
* My Scope
« My Work

Exceptions

Approvals

w Links

Approve Time and Absence

Manage Time and Absence

 Queries

Time and Labor

Absence Manageent

+ Reports/Processes

co

=
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Step 4: Click Approve Reported
Time from the options list.

Step 5: To view a list of the
timesheets that require your
approval, click the View By drop-
down arrow and select All Time
Before.

The All Time Before option will
pull timesheets prior to the date
entered in the date field.

Scope cCo
v My Scope Approve Reported Time
Timesheet Summary
w My Work
¥ Employee Selection
Exceptions
Employee Selection Criteria Get Employees
Approvals
Selection Criterion Selection Criterion Value
Clear Criteria
« Links
Time Reporter Group
Approve Time and Absence Save Criteria

Employee ID

| Approve Reported Time

Approve Multiple Absence Requests Beng! fimcond
Manage Time and Absence Last Name
¥ Queries First Name
Time and Labor Department
Absence Manageent Supervisor D
w Reports/Processes m Reports To Position Number

Change View

*View By
J 3
Date
" [AiTime Before
iy
Week

Employees For Shawn Arent, Time Needing Approval From 06/06/2021 - 06/12/2021

m Q
Time Summary Demographics | Ib
Select Last Name First Name

Hours to be Reported Scheduled
Approved Hours Hours

Schedule Information

Neek Next Week

Absence to be

Exception et

0.000000 0.000000 0.000000

Hours
Approved or
Submitted

0.000000

Denied Hou
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Step 6: Click in the Date field and
enter a date if current date is not
applicable.

Step 7: If you change the date,
click the Refresh button to return
timesheets submitted prior to
the date entered.

A list of the employees that
submitted timesheets requiring
your approval is returned at the
bottom of the page.

Note: On this page you can click
each Employee line to select and
click the Approve button to
approve multiple timesheets.
This is not recommended as it is
important for a manager to
review, and possibly edit, the
employee’s timesheet.

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

co

* My Scope

= My Work

Exceptions

Approvals

w Links

Approve Time and Absence
Approve Reported Time
Approve Multiple Absence Requests

Manage Time and Absence

+ Queries

Time and Labor

Absence Manageent

~ Reports/Processes

Employee ID
Empl Record
Last Name
First Name
Department
Supesvisor ID

Reports To Position Number

Change View

wiew By | Al Time Befors v Include Absence

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

B Show Schedule

" Q
Time Summary ‘ Demograph I
Select Last Name FirstName Employee ID
: X720038503
XTO0871678
KB3935148
Approval ()
Select All Deselect All Approve

Save Criteria
Information
Ri’:ﬂ Hours to be Approved [\?
0 7.50
0 2400
0 30.00
Push Back
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Step 9: Begin by reviewing the P SN e et o
employee’s timesheet and edit if o utoct Another Timeshoct
necessary. — Vewsy [CoeiarPuicd v Prevous Pas
R *Date | 08/08/2021 e (it Next Employee
Step 10: To approve the o e .
timesheet, click to select each Aoprove Time and Absence From Sareiey $UOECUH! to Eetmerieg OGN
day for that timesheet and then Approve Reported Time o Yo e "6 éfo i Gi2 Total Time Reporting Code Comp Tie
click the Approve button. Approve Mutipe Absence Requests 200 200 | CMETT - Compensatory Time Tsken v
Manage Time and Absence o o o o o 34.50| [ REGHR - Regular Hours -
Approvers can take one of the A — —
following three actions by Time and Labor
C“Cking the associated bUtton: Absence Manageent Reported Time Status Summary Leave / Compensatory Time Absence Exceptions Payable Time
= Reports/Processes Reported Time Status
e Approve: The reported time is — N
approve Cl Select Date Reported Status Total TRC Description 5“':‘: Add Comments
e Deny: The reported time has OHTIEIE1 | Nesdn Approval i Rl ours e -
been denied. Enter an Lres) |f=hees S|E ST =
appropriate comment 06082021 | Neads Approva 450/ REGHR Ragular Hours 760
notifying the employee of the B | osowar  Needsipprou 750 REGHR Regular Hours 780 '
reason for denial. 08/10:2021 | Needs Approval 7.60| REGHR Regular Hours 0 )
e  Push Back (needs rework): B | os12021  vesds acprova 750 REGHR Ragular Hours 750
The request is neither
approved nor denied . You [ oproval
need additional information, e . = -
or the request requires
correction. Enter an
appropriate comment to
notify employee of the reason
and specify any additional
information needed.
Approve a Timesheet 5 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 11: Click the Yes button to
confirm you would like to
approve the time selected.

you

Once Approved e status cannct be revaried back.

I ()

Step 12: Click OK to approve ’j“:w co | o
confirmation the selected Approve Coafirmation
. |~ My Work
transactlé)ns were successfully ) v s s
approved. E“""‘"‘_‘ .
w Links
Approve Time and Absence "
Approve Reported Time
Approve Multiple Absence Regquests

Approve a Timesheet 6 June 2021
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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 of the submitted timesheets
for a specific employee use the
Previous Period and Next Period
links to ensure all timesheets are
approved within the time 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.

ce

Scope
* My Scope
~ My Work
Exceptions
Approvals
w Links
Approve Time and Absence
Approve Reported Time
Approve Multiple Absence Requests
Manage Time and Absence
¥ Queries
Time and Labor

Absence Manageent

« Reports/Processes u

Timesheet

Select Another Timesheet

“View By | Calendar Period i

*Date  06/05/2021

Scheduled Hours 37 50 Reported Hours  37.50

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

Employee ID  X72003503
DeptiD 115300

Earliest Change Date  05(17/2021

Empl Record 0

Sun Mon Tue Wed Thu Fri Sat
6ig L:1rg &8 69 610 & &M2
3.00
7.50 4.50 7.50 750 7.50
Save for Later Submit
Reported Time Status Summary Leave / Compensatory Time Absence Exceptions Payable Time
Reported Time Status
® Q

Date Reported Status Total TRC Description =iy

P - Hrs
08/07/2021 Approved 7.80 REGHR Regular Hours 7.50
06/08/2021 Approved 3.00 CMPTT Compensatory Time Taken 7.50
08/08/2021 Approved 450 REGHR Regular Hours 7.50
06/00/2021 7.50 REGHR Regular Hours. 7.50
06/1072021 7.50 REGHR Ragular Hours 7.80
08/11/2021 7.50 REGHR Regular Hours 7.50

Total Time Reporting Code

300 | CMPTT - Compensatory Time Taken W

3450 | REGHR - Regular Hours

Add Comments

v

Comp Time

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

Notice this employee has
requested two absences. The
Annual Leave Taken is awaiting
approval and the sick leave has

Scope [k -] MNew
= My Scope Timesheet
Employee ID  X70871978 Empl Record Q
» My Work Resaarch Associate DeptID 115300
Exceptions Earliest Change Date 05/02/2021
Approvals Select Another Timesheet
w Links *View By Calendar Period v Previous Period Next Period

Approve Time and Absence

*Date |06/06/2021

Previous Employee  Next Employ

Scheduled Hours  30.00 Reported Hours  30.00
been approved. Both of these Approve Reported Time
1 Approve Multiple Absence Requests _
absence requests will need to be Aprove e == Fxom Sunday ORDG2021 to Satuctay 641212021 G
. Manage Time and Absence Sun Mon Tue Wed Thu Fri Sat "
approved using the Approve (1] &7 (1] (] 61O &1 62 e Comp Time
Multlple Absence Requests ||nk Al 6.00 8.00 8.00 6.00 24,00  REGHR - Regular Hours a
. Time and Labor
under Approve Time and 800 6.00| ANLLY - Annual Leave Taken
Absence Manageent y
Absence. 8.00 6,00 SICK - Sick Leave
. epsrmerocesees 1]
Save for Later Submit
Reported Time Status Summary Absence Exceptions Payable Time
Reported Time Status
m Q
Select Date [ Total TRC Desciption s Add Commmunts

0607/2021 | Needs Aoprova 5,00 REGHR Regular Hours 800

06082021 Needs Approva 6.00 REGHR Regular Hours 6.00

08082021 Needs Approva 600 REGHR Regular Hours. 6.00

0671072021 Needs Approval 6.00 REGHR Regular Hours 6.00

08112021  Meeds Approval B.00 ANLLY Annusl Laave Taken 800
08/11/2021 Approved 800 SICK Sick Leave 8.00
Approval
Select All Deselect All Approve Deny Push Back
Approve a Timesheet 8 June 2021
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Step 16: To approve the
timesheet, click to select each
day for that timesheet and then
click the Approve button.

Approvers can take one of the
following three actions by
clicking the associated button:

e Approve: The absence request
is approved.

e Deny: The absence request
has been denied. Enter an
appropriate comment
notifying the employee of the
reason for denial.

e  Push Back (needs rework):
The request is neither
approved nor denied . You
need additional information,
or the request requires
correction. Enter an
appropriate comment to
notify employee of the reason
and specify any additional
information needed.

Scope o

¥ My Scope

= My Work

Exceptions

Approvals

= Links

Approve Time and Absence
Approve Reported Time
Approve Multiple Absence Requests

Manage Time and Absence

~ Queries

Time and Labor

Absence Managesnt

= Reports/Processes

Timesheet
Employee ID 70871978 Empl Record 0
Research Associale DeptID 115300
Acions= Earliest Change Date 05022021
Select Another Timesheet
*View By | Calendar Period hd Previous Pericd  Next Period
"Date [on0Bzoz1 [ ¥ Previous Employes  Next Empioyee
Scheduled Hours  30.00 Reported Hours  38.00
From Sunday 06/06/2021 to Saturday 06/12/2021 2
Sun Mon Tue Wed Thu Fri Sat Total
6/ BT 678 &9 610 611 6M2

8.00 6.00 800 6.00 24.00
500 6.00
8.00 8.00
Save for Later Submit
| Reported Time Status Summary Abzence Exceptions Payable Time
Reported Time Status
5 Q
Select Date Reportad Status Total TRC Description 5“:;‘:
00/07/2021 | Needs Approva 8.00 REGHR Regular Hours £.00
a 0610872021 | Needs Approva 800 REGHR Regular Hours 5.00
0000872021 | Needs Approva 8.00 REGHR Regular Hours £.00
a 061072021  Needs Approva 8.00 REGHR Ragular Hours 6.00
061112021  Needs Agprova 8.00 ANLLY Annual Leave Taken £.00
08/11/2021  Approved 8.00 SICK Sick Leave 8.00
Approval
Select All Deselect All

Time Reparting Code

ANLLY - Annual Lesve Taken

SICK - Sick Leave

Comp Time

Approve a Timesheet
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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.

Are you sure you want to approve the time selected? (13504.2500)
Once Approved the status cannot be reverted back.

Select Yas to confirm and complete the status change, No fo return to the page without updating the status.

[

v My Scope

' My Work

Exceptions

w Links

Approve Time and Absence

ce

Approve Confirmation

v

Selected fransactions were successfully approved.

Approve a Timesheet
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Notice the hours entered each
day for the week of June 6 are
now approved.

Step 19: Continue to use the
Previous Period and Next Period
links to ensure all timesheets are
approved within the time period
you selected on the Time
Summary page for specific
employee.

Use the Previous Employee and
Next Employee to complete the
approvals for all submitted
timesheets requiring your
approval.

You successfully learned how to
approve a timesheet.

Scope co
v My Scope
- My Work
Exceptions
Approvals
= Links
Approve Time and Absence
Approve Reported Time
Approve Multiple Absence Requests
Manage Time and Absence
- Queries
Time and Labor

Absence Manageent

~ Reports/Processes

Research Assodale
Actions =
Select Another Timeshest
*View By
“Date |06108/202

Scheduled Hours  30.00

From Sunday 06/06/2021 to Saturday 06/12/2021 (7

Sun Mon Tue
66 BT (1]
8.00 8.00
Save for Later Submit

Reported Time Status Summary Absence

Reported Time Status

" Q
Date Reported Status Total
08/07/2021 8.00
080872021 | Approved 6.00
08/00/2021 Approvad 8.00
081012021 | Approved 6.00
08/11/2021 Needs Approva 6.00
08/11/2021  Approved 6.00
Raturn to Selact Emplo:

Reported Hours

Wed
L)

8.00

Exceptions

REGHR

REGHR

REGHR

REGHR

ANLLY

SICK

Employee ID
Dept 1D

Earliest Change Date

XTO8T1G7E

Empl Record 0

38.00
Thu
&10
.00
Payable Time
Description

Regular Hours

Regular Hours

Regular Hours

Regular Hours

Annusl Leave Taken

Sick Leave

Sat

o Total Time Reporting Code Comp Time
24.00 | REGHR - Regular Hours v
6.00 ANLLY -Annual Leave Taken
800 SICK.- Sick Leave
v
e Add Comments

8.00

8.00 )

8.00

68.00

8.00

8.00

Approve a Timesheet
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