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How to earn comp time and request holiday comp payout on a timesheet for a salary non-exempt employee:
This job aid outlines how a salary non-exempt employee can earn comp time and request holiday comp payout on a timesheet.

Note: Before indicating you would like to receive a payout for hours worked on a holiday, it is very important to receive approval from your manager. Although this

option is available to all non-exempt employees, it is at the departments discretion whether they want to payout the hours worked or request you comp the hours for
future use.

Navigation: Employee Self Service > Time and Absence > Enter Time

Processing Steps Screenshots

Step 1: On the Employee Self Service ployee Self Service Q @
landing page, click the Time and
Absence tile.

Time and Absence | Payroll Personal Details Talent Profile

O

«

Last Pay Date 04/30/2021

Benefit Details USC Profile

" /)
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Step 2: Click the Enter Time tile, to ==
enter time on a timesheet. ]

*Select a Job

Enter Time Comp/Holiday Comp Time Request Absence Absence Balances
07117/22 - 07/23/22

@ Reported 0.00 - I A
s Balance Hours -

@ Scheduled 37.50

Time Summary Exceptions View Requests Cancel Absences
07/17/22 - 07/23/22

No Time Reported O ... lﬁxi

Payable Time Extended Absence Request Leave Transfer

Last Time Period 07/10/22 - 07/16/22 BB

Total Hours 0 Hours l B
Estimated Gross 0
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Step 3: Be sure to select the correct Q= Enter Time Q& § i
tlmeSheet for the Work Week Use the Empl Rec: 0|FTE|Active| 115300|Administrative Assistant
. « 3 July - 9 July 2022 »

Arrows to navigate to the Weekly Period - PS Delivered
approprlate t|mesheet Scheduled 37.50 | Reported 0 Hours

View Legend Save for Later ‘

(s): 07/04/2022 - Day —

NOtlce the hOIIday IS hlghllght In *Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
yellow and under the View Legend
link the holiday date and name is e i Rapiad 6 e Ravinad'o.
spelled out in bold. =

CMPML - Gompensaton - Maary ments o S o o G
Begin by selecting the appropriate HeTY  Canpersstor megai-en ' = .

MPWC - Compensatory - W

Time Reporting Code (TRC). HOTKE - Holasy Gampanadlory - FMLA

HCTKM - Holiday Compensatory r

HCTKW - Holiday Compensatory - Wi
You can only have one TRC per line.
Step 4: Click the Time Reporting
Code drop-down arrow.

< e Enter Time R Q A
Step 5: Select REGHR — Regular Empl Rec: 0FTEJActivel 115300jAdministrative Assistant
Hours. < 3 July - 9 July 2022 »

Week e PS Delivered
Scheduled 37 Reported 0 Hours
Step 6: On this first line, click in the View Legend o | I
P ,
Time Entry f|e|d and enter hours Holiday(s): 07/04/2022 - Independence Day
Worked for eaCh day that iS nOt a *Time Reporting Code 3-Sunday 4.Monday 5.Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
holiday. Scheduled OFF Scheduled 7.5 Scheduled 7.5 = Scheduled 75 Scheduled 75 Scheduled OFF
Reported 0 Reported 0 Reported 10 Reported 10 75 Reported 75 Reported 0

In this example, you received | REGHR - Regular Hours v ! 10.00 10.00 7.50 750“ II
permission to work additional hours. Coemacels o © C O] ¢ © %
To earn comp time, the hours
entered will need to be more than
the scheduled hours.
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Step 7: To earn comp time for the
extra hours worked, click the Comp
Time Lookup button.

Step 8: Select Comp Time from the
list.

< Time

15300jAdministrative Assistant

brting Code

v

Comments

3-Sunday

Scheduled OFF
Reported 0

4.Monday

Enter Time

3 July - 9 July 2022 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours

5.Tuesday 6-Wednesday 7-Thursday 8.Friday 9-Saturday
Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduied 7.5 Scheduled 7.5 Scheduled OFF
Reported 0 Reportes 10 Feported 10 Reported 76 Reported 75 Reported 0
10.00 10.00 7.50 7.50
5) C e ) C )
S D C C

Comp Time

jndependence Day

priing Code

v

Comments

[15300/Administrative Assistant

3-Sunday

Schaduled OFF
Reportes 0

‘Cincei

Search for: Comp Tims

Lookup

(»_Search Criteria

w Search Results

| m | = |
Comp Time Description
COMPTIME Comp time

I mp Time

HOLPAYOUT

Holiday Worked Hours Payout
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Step 9: Notice COMPTIME is now
populated in the Comp Time field.
This prompts the system to add the
extra hours worked to your comp time
balance.

Step 10: To enter the hours worked on
the holiday, click the Plus (+) button to
add a second line.

< Time

Enter Time R Q4L
15300/Administrative Assistant
4 3 July - 9 July 2022 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
Save for Later ‘ -slu'l'“
Independence Day
orting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Frid 9-Saturday Comp Time
Scheduled OFF Scheduled 7.5 Scheduled 7.5 Scheduled 75 Scheduied 7.5 Scheduled 75 Scheduied OF
Reponted 0 Reported 0 Reportes 10 Reponsd 10 Regoned 73 Repones 75 Reponed 0
v 10.00 10.00 750 750 | COMPTIME Q + —_
Comments (e (S S
< Time Enter Time a . A
15300/Administrative Assistant
‘ 3 July - 9 July 2022 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
Independence Day
rting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday Friday 9-Saturday Comp Time
Scheduied OFF Scheduled 7.5 Scheduled 7.5 Scheduied 75 cheduies OFF
Repontsd 0 Reported 0 Reported 10 Repontzs 75 Reponted 0
v 10.00 10.00 750 7.50 COMPTIME Q —
Comments C
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Step 11: Click the Time Reporting Q- Enter Time QALY

COde drOp dOWn arrow Empl Rec: 0|FTE|Active]115300|Administrative Assistant
4 3 July - 9 July 2022 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours

Step 12: Select REGHR — Regular

View Legend
H ours. Holiday(s): 07/04/2022 - independence Day

*Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Seheduled OFF Scheduled 7.5 Scheduied 7.5 T | Scheamats e Scheduled 7.5 Schazuies OFF
Reporied 0 Reported 0 Reported 10 Reported 10 Regoned 75 Reportes 75 Repored 0

REGHR - Regular Hours ¥ 10.00 10.00 750 750 COMPTIME

CMPFM - Compensatory - FMLA Inents v = P P c P

CMPML - Compensatory - Military :

CMPTT - Compensatory Time Taken

CMPWC - Compensatory - WC

HCTK - Holiday Comp Taken

HCTKF - Holiday Compensatory - FMLA

HCTKM - Holiday Compensatory

HCTKW - Holiday C y-W

| REGHR - Regular Hours ]

Step 13: On the second line, click in

Enter Time

the Time Entry field and only enter Empl Rec: OFFTEJActvel 116300jAdminstrative Assistart
hours worked for the holiday. Y 3 July - 9 July 2022 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
b (s): 07/04/2022 - | Day
*Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Scheduled OFF Scheduled 7.3 Scheduled 7.5 Scheduled T 8 Scheduled 7.5 Scheduled 7.5 Scheduled OFF
Reportad 0 Reported 0 Raporied 10 Reperted 10 Repeied 76 Fepartad 75 Reperted 0
REGHR - Regular Hours v 10.00 10.00 7.50 7.50 COMPTIME
reaA_ Regir o =
Comments o) @ O ®) e) e) o
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Step 14: To request a payout for the
hours worked on the holiday, click the
Look up Comp button.

Step 15: Click to select the Holiday

Worked Hours Payout (HOLPAYOUT)
option from the list.

< Time

15300/Administrative Assistant

Independence Day

rting Code

Comments

Scheduled OFF
Reported 0

3-Sunday

Enter Time
4 3 July - 8 July 2022 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
4-Monday 5.Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Scheduled 7.5 Scheduled 7.5 cheduled 7 § crecued Scheduled 7.5 Schreduled OFF
Reported 0 Reportes 10 Reponed 10 Repored 7.8 Raported 78 Regoned 0
| 10.00| | 10.00 7.50 7.50 COMPTIME
75| | |
(L D C (

Q

[q]

+
+

[15300| Administrative Assistant

Independence Day

Search for; Comp Time

» Search Criteria

Lookup

w Search Results

0 = |

Comp Time

)

o -
Description
COMPTIME Comp time:
rting Code 3-Sunday mp Time
| HOLPAYOUT Holiday Worked Hours Payout
Schedules OFF
Raported 0
v IME
-
E |
Comments o
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Notice that HOLPAYOUT is now Q1 Enter Time R QL i Q
populated in the Comp Time ﬁeld ThiS mpl Rec: O|FTE|Active|115300]|Administrative Assistant
4 3 July - 9 July 2022 »
prompts the system to payout the Weeky Period - PS Delivered
H . Scheduled 37.50 | Reported 0 Hours
time worked on the holiday. e :
07/04/2022 - Day
Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Scheduled OFF Scheduled 7.5 Scheduled 7.5 Scheduled 75 heduled 7.5 dule Scf O
Reponad 0 Reported 7.5 Regorted 10 Reponed 10 wd 78 Pt Ragorted
EGHR - Regular Hours v 10.00 10.00 7.50| 7.50 COMPTIME Q
EGHR - Regular Hours v 750 | HOLPAYOUT Q
Comments D |1 © C () (9
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You can enter comments about the
time entries if you feel additional
information is needed.

Step 16: Click the Comments button.

Use the Comments page to enter
comments for the reported time. This
would be a great place to indicate that
approval was received to request
holiday comp payout.

Step 17: Click in the Comment field
and enter a comment applicable to
the time entered.

Step 18: Click the Add Comment
button. The comment is added, along
with a timestamp and who entered
the comment.

Step 19: Click the X to close the Time
Reporting Comments page.

Enter Time
mpd Rec: 0FTE|Actve|115300| Administrative Assistant
I 3 July - 8 July 2022 b
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
e Legend sseror e | (R
fotiaay(s): 070412022 . ngepanaence Day
Time Reporting Code 3-Sunday 4-Monday 5 Tuesday 5 Wednesday 7-Thursday 8.Friday 0-Saturday Comp Time

‘Soheculed OFF Gcheduled 7.5 Scheduled 7.3 Soreduled 7.5 Scheduled 7.5 Schaculed 7.5 Scheduled OFF

Regorted 0 Reported 7.5 Freported 10 Regored 0 Reported 7.5 Repoted 75 Regoned 0
EGHR - Reguiar Haurs 2 | [ 10,00 1000 50| | 750 | [comprme a
EGHR - Raguiar Hous v | 750) | | || | |HoLPavouT Q

Comments ] | o (e | | lo] o (o] ‘
' .
J) ~a
L s
’ S
l -~
’ T
4 T
’ ~~
’ Seal

Time Reporting Comments

Comments related to Time entered for 07/04/2022

Comment once entered cannot be altered or removed.

Received permission from my manager to request holiday comp payout. I

s

Add Comment I Clear
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Notice when a comment has been < Tme Enter Time aQa A
added to a speCIfIC t|me entry mpl Rec: 0|FTEJActive| 115300]Administrative Assistant
’
H H 4 3 July - 9 July 2022 »
Sq u Iggles appea rmn the com ment Weekly Period - PS Delivered
bubble Scheduled 37.50 | Reported 0 Hours
ew Legend
071042022 - Day
Time Reporting Code 3-Sunday 4-Monday 5.Tuesday 6-Wednesday 7-Thursday 8.Friday 9.Saturday Comp Time
Scheduled OFF Scheduled 7.5 Scheduled 7.5 Scheduled 75 Scheduled 7.5
Reported 0 Reported 7.5 Repores 10 Raported 10 Reportes 75
EGHR - Regular Hours v 10.00 10.00 750 7.50 COMPTIME
EGHR - Regular Hours v 750 HOLPAYOUT
Comments O ( C
Step 20: The timesheet is complete. < Time Enter Time N Qi
Clle the Submit button to su bm|t the mpl Rec: 0|FTE|Active|115300{Administrative Assistant
: ‘ 3 July - 9 July 2022
timesheet for approval. By =R ¢
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
Joliday(s): 07/04/2022 - Independence Day B
Time Reporting Code 3-Sunday 4-Monday 5 Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time

Scheduled OFF Scheduled 7.5 Scheduied 7.5 Scheduled 75
Reported 0 Reported 7.5 Reponsd 10 Reportes 75
EGHR - Regular Hours v 10.00 10.00 750 750 COMPTIME
EGHR - Reguiar Hours s 750 HOLPAYOUT
Comments (¢ @ C C

il
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Step 21: When you enter time on a
holiday, a warning message will
appear informing you that the
reported date is a holiday. Click the
OK button to save the reported time

¢ Time

mpl Rec: 0|FTE|Active|115300jAdministrative Assistant

iew Legend

Enter Time

] 3 July - 9 July 2022
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours

Save for Later ‘

07/04/2022 - Day
and return to the timesheet. : , :
Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9.Saturday Comp Time
Scheduled OFF Scheduled 7.5 Scheduled 75 Scheduled 75 Scheduied 74 Scheduled 75 Schecules OFF
Reportes 0 Reported 75 Reported 10 Feported 10 Rezoned 75 Feported 7.5 Reported 0
EGHR - Regular Hours COMPTIME
Warning - 2022-07-04 is scheduled as a holiday
EGHR - Regular Hours Reported Date is scheduled as a Holiday. Press OK o Save the Reported Time and return to Timesheet page. Press cancel to return to Timesheet page to save or change your Reported Time. HOLPAYOUT
Fe ‘ Cancel
Once the timesheet has been — Enter Time R Ql %)
submitted correctly, you will see a [ s for the period 2022.07-03 - 2022.0709 |
message across the top of the screen 1 S JUIy =3 JUy 2022 ’
. . Weekly Period _ PS Delivered
saying that the timesheet has been [scnedutea 37.50 | Reportea 425 Hours |
submitted successfully. Also, an email View Legend save or Lo | (IR
. ) . Holiday(s): 07/04/2022 - Independence Day
is generated that will automatically be
. 1 *Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9.Saturday Comp Time
sent to you and your supervisor's
i n bOX. Scheduled OFF Scheduled 7.5 Scheduled 7.5 Scheduled 75 Scheduled 7.5 Scheduled 7.5 Scheduled OFF
Reported 0 Reported 7.5 Reported 10 Reported 10 Regoted 758 Reported 75 Regorned 0
. REGHR - Regular Hours v 7.50 HOLPAYOUT
When submitted, the summary at the =
top Of the page Wl” ShOW the REGHR - Regular Hours v 10.00 ‘ 10.00 750 7503 COMPTIME
Scheduled total and Reported total Cropmnenia : : ¢
for the week in view. The Reported
hours is showing the extra hours
worked that will be added to your
comp time balance.
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Step 22: When submitted, the
Pending Approvals icon appears for
the days’ time is entered indicating
the timesheet is waiting for approval.
Click the View Legend link to view the
legends used and a short description

of each one.

The most common icons that may
appear in the Daily Status box are:

iy The user has an exception that
needs to be fixed before submitting
the timesheet.

= The timesheet has been saved for
later.

ﬁ The time entered has been
submitted and is pending approval.

ﬂ The entered time has been
approved.

/,'\ Legend @
1
I &  Time Details
1
! -
i I Saved
!
1 [] Approved
i
: i Pending Approvals
[\ Denied

-

E m 1 B8

i
OFF

Pushed Back
Exception
Absence

Reported

Day

Holiday

Reporied Under Schedule

Reported Over Schedule

Enter Time

3 July - 9 July 2022
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 42.5 Hours

Submit

I
View Legend -
Holiday(s): 07104/20%2 - Tidependence Day
-——
*Time Reporting Code 3-STndey o 4-Monday $-Tuesday 6-Wednesday T-Thursday Friday 9-Saturday Comp Time
-
-
Sechatuled OFF Scheduled 75 Schedded 7.5~ _ _ | Scheduled7s Schedusd 75 Schedded 75 Scheuled OFF
Regoned 11 Repurted 75 Reped 10 = Reponed 10 Fegonsd 15 Regonsd T Reponed 0
]
REGHR - Requiar Hours v | 750 | |HoLPaYOUT
REGHR - Reguiar Howrs v || 1000 | 10.00 750 | 7.50| |comrTvE
Comments (o) | | ® C‘)l ‘ o ‘ [ o | ‘C:
12 July 2022
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To view comp and holiday comp time
balances, click the Comp/Holiday
Comp Time tile, to view balance
hours.

Here you can view the balance hours.
Click each tile to view additional
details.

You successfully learned how to earn
comp time and request holiday comp
payout on a timesheet as a salary non-
exempt employee.

< Employee Seif Service

SALNECMP

Plan Type Comp Time
Recorded Balance 22.12
As of Date 05/07/2022

Expiration Period Never

“Select a Job

Enter Time
07/24/22 - 07130122

Time Summary
07/24/22 - 07130122

No Time Reported O

Exceptions

Payable Time
Last Time Period 07/17/22 - 07/23/22
Total Hours 0 Hours

Estimated Gross 0

SALNEHOL

Plan Type Comp Time
Recorded Balance 8.00
As of Dale 05/03/2022

Expiration Pefiod Months 12

Comp/Holiday Comp Time

Time

Request Absence

View Requests

Extended Absence Request

[ g

Leave / Comp Time

Absence Balances

l‘ W

Cancel Absences

Lo

Leave Transfer
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