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Earn Comp Time and Request Holiday Comp Payout on an Elapsed Timesheet with a Work
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How to earn comp time and request holiday comp payout on an elapsed timesheet with work order field:
This job aid outlines how an employee can earn comp time and request holiday comp payout on an elapsed timesheet with work order field.

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
landing page, click the Time and
Absence tile.

Time and Absence

©

Benefit Details

Payroll

Last Pay Date 04/30/2021

USC Profile

poy

Personal Details Talent Profile

&«
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Step 2: Click the Enter Time tile, to < Enployee S servce | Time
enter time on a timesheet. “Selecta Job

Enter Time Comp/Holiday Comp Time Request Absence Absence Balances

o 1akh I8

Time Summary Exceptions View Requests Cancel Absences

07/24/22 - 0713022

Payable Time Extended Absence Request Leave Transfer

Last Time Period 07/17/22 - 07/23/22
Total Hours 0 Hours l o
Estimated Gross 0
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For this example, the employee Enter Time
Worked jUSt One WOI"k Order for the Empl Rec: 0|FTE|Active|631010|Carpenter / Renovation Spec,
4 3 July - 9 July 2022 »
week of July 4 —July 10. To add hours Weekly
. Scheduled 37.50 | Reported 0 Hours
worked for multiple work orders, s '
view the Enter/Adjust Time on an [Hotdeyts): 07042022 - Day
Elapsed Timesheet for Multiple “Time Reporting Code 3-Sunday 4-Monday 5.Tuesday 6-Wednesday 7-Thursd 8-Friday 9.Saturday np Tir
Work Orders job aid. —
Reponed 0 Reported 0 Reported 0 Reportes 0 Rep 0 Reponed 0 Repores
Step 3: Be sure to select the correct =
timesheet for the work week. Use the
Arrows to navigate to the
appropriate timesheet.
. . . . . . ime Enter Time
Notice the holiday is highlight in it il & X A4 @
. Empl Rec: 0|FTE|Active|631010|Carpenter / Renovation Spec,
yellow and under the View Legend g P ,
link the holiday date and name is IR, ... S
spelled out in bold. ol
I:i(;l|d;)}(§):b7J04f20u~lndependence Day ‘ -
Begln by selectlng the appropriate *Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday p Tim
Time Reporting Code (TRC). You can T TS s =
only have one TRC per line. = - - . -
[v]
R . . CMPFM - Compensatory - FMLA Bnonts ®) e ®) ( O C
Step 4: Click the Time Reporting e ’ : : ' :
CMPWC - Compensatory - WC
Code drop_down arrow. HCTK - Holday Gomp Taken
Step 5: Select REGHR — Regular

Hours.
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Step 6: On this first line, click in the < Tme Enter Time N QA A (%)
Time Entry ﬁeld a nd enter hOLII"S Empl Rec: 0|FTEJActive|631010|Carpenter / Renovation Spec
. 1 3 July - 9 July 2022 >
worked for each day thatis not a
holida Scheduled 37.50 | Reported 0 Hours
Holiday(s): 07/04/2022 - Independence Day
ThIS Week the employee Worked a “Time Reporting Code Sunday 4-Monday 5 Tuesday 6-Wednesday Thursday fay urd pT
few hours more than their scheduled — ——— . — — e -
hours and would like to have the g vl
hours added to their comp balance. e . o = i =
. me Enter Ti QN Q
To earn comp time, the hours = ol = 4
entered will need to be more than . i A ,
the scheduled hours. ek 0 | i i
[ o |
Step 7: To earn comp time for the
day Monday Tuesda: 6-Wednesday Thursd ay Frid Saturday T Work Order
extra hours worked, scroll to the
right, and click the Comp Time e ey ey
Lookup button. = = = = a r
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Step 8: Click to select Comp Time
from the list.

Note: Comp Time will need to be
added to every line added to the
timesheet.

Notice COMPTIME is now populated
in the Comp Time field.

Step 9: Click in the Work Order field
and enter the order number that
corresponds with the hours worked
for the first line.

Order Field
_ | cancel| Lookup m

Searchfor. Comp Time

> Search Criteria ]

w Search Results

m = ‘ 2rows
Comp Time Description
COMPTIME Comp time
3-Sunday 4.Monday Work Order

HOLPAYOUT Holiday Worked Hours Payout
Scheduled OFF Scheduled 7.5
Regonsn 0 Repored 0

I | : N
9] ()
< Time Enter Time Jal
4 3 July - 9 July 2022 »
Weekly
Scheduled 37.50 | Reported 0 Hours
3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time Work Order
Scheduled OFF Scheduled 7.5 hes. Oulex Scheduled 75 U Scheduled OFF
Reported 0 Reported 0 d &0 s Reported R d 75 Reponed 0
10.00 10.00 750 7.50 COMPTIME Ql IWO12345
& <
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Step 10: To enter the hours worked on

< Time Enter Time a Q A (%)
the holiday, click the Plus (+) button to
add a second line. ‘ M P '

Scheduled 37.50 | Reported 0 Hours
gl - |
3. Sunday 4-Monday 5.Tuesday 6-Wednesday 7-Thursday 8-Friday 9.Saturday Work Ord
mjwf: OFF Scheduled 7.5 S:re:'_ :-: :.! S'.:-»
10.00 10.00| 7.50 750 COMPTIME Q| |WO12345 -

Step 11: Scroll back to the left to enter — = & o B P
time worked on the hohday Click the Empl Rec: 0FTEJActive|631010/Carpenter / Renovation Spec
Time Reporting Code drop-down arrow. . e e ?

Scheduled 37.50 | Report

0 Hours

View Legen:
Holiday(s): 07/04/2022 - Independence Day

Step 12: Select REGHR — Regular Hours.

3-Sunday 4-Monday 5-Tuesday 6-Wednesday

Scheduled 7.5
Reponsd 0 Reported 0

REGHR - Regular Hours v 10.00 10.00

CMPFM - Compensatory - FMLA

C Compensatory - Miltary

Compensatory Time Taken

Compensatory - WC
HCTK - Hoiday Comp Taken
HCTKF - Holday Compensatory - FMLA
HCTKM - Holiday Compensatory - Miltar
HCTKW . Holiday Compensatory _ WC

I - Regular

750

Schaduied OFF

Reponed 0

750 COMPTIME

Earn Comp Time and Request Holiday Comp Payout on an Elapsed Timesheet for Multigle Work Orders

July 2022




A

N
il

UNIVERSITY OF

South Carolina

University of South Carolina
Time and Labor - ESS

Order Field

Earn Comp Time and Request Holiday Comp Payout on an Elapsed Timesheet with a Work

Step 13: Click in the Time Entry field and
enter hours worked for each day.

< Time

Enter Time

Empl Rec: 0|FTE|Active|631010|Carpenter / Renovation Spec,

] 3 July - 9 July 2022
Weekly
Scheduled 37.50 | Reported 0 Hours
View Legend
Holiday(s): 07/04/2022 - Independence Day
Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday

Reported 7.5 :::1 :1; R '-e::-:
REGHR - Regular Hours - 10.00 10.00 750 750 COMPTIME
REGHR - Regular Hours v 750
Step 14: To request a payout for the < Tme Enter Time a Qi %)
hours worked on the holiday, scroll to the
. . 4 3 July - 9 July 2022 »
right and click the Look up Comp button. oay
Scheduled 37.50 | Reported 0 Hours
] o
3-Sunday 4.Monday 5.Tuesday 6-Wednesday 7-Thursday 8-Friday Saturday pT Work Order
e Ropoted 15 ez =
10.00 10.00 750 750 COMPTIME Q| (W012345 -
750 @ oz
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Step 15: Click to select the Holiday _\7\ Lookup m
Worked Hours Payout (HOLPAYOUT) e —— )
option from the list. ”:l"L‘
mm in e
Comp Time Description
COMPTIME Comp time
3.sunday 4Monday brk Order
3 |HOLPAYOUT Holiday Worked Hours Payout
[cheduled OFF Scheduled 7.5
lepones 0 Reported 7.3
| 1 3
i = E
S o

Enter Time

Notice that HOLPAYOUT is now
populated in the Comp Time field. This ! e ’
prompts the system to payout the time scsptiuta 3750 | meport 0 idce
worked on the holiday. ] -
Step 16: Click in the Work Order fieldand | | — — -
enter the order number that corresponds g v “ e e
with the hours worked on the holiday. Lo L s L Sl 3 [z
75 [otravour o [wors
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You can enter comments about the time
entries if you feel additional information
is needed.

Step 17: 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 18: Click in the Comment field and
enter a comment applicable to the time
entered.

Step 19: Click the Add Comment button.
The comment is added, along with a
timestamp and who entered the
comment.

Step 20: Click the X to close the Time
Reporting Comments page.

Enter Time

Empl Rec. 0|FTE|Active|631010/Camenter / Renovation Spec.

View Legend
Holiday(s): 0710412022 - Independence Day

Time Reporting Code

| REGHR - Reguiar Hours

| REGHR - Regutar Hours

Comments (o]

4 3 July - 9 July 2022 »
Weekly
Scheduled 37.50 | Reported 0 Hours

3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday -Friday

Seheduied 7.5
Reponsd 75

‘Serasules OFF
Fagoned 0

Seheduled 7.5
Reported 7.3

Sehasuiea 7 5
Fupoted 10

Sehasuies 75
Raponed 75

perery
P
v | [ 1000 10.00] 750 750

v J 750] | |

s~ o} > @]
. ~-_ [©] < -

e
J

9-Saturday

Comp Time

Sehaduied OFF
Repoted 0

COMPTIME

HOLPAYOUT

Time Reporting Comments

Comments related to Time entered for 07/04/2022

Comment once entered cannot be altered or removed.

IManager gave permission to receive a payout for the hours worked on the holiday. |

Add Comment | Clear

s
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Notice when a comment has been added

to a specific time entry, squiggles appear
in the comment bubble.

Step 21: The timesheet is complete. Click
the Submit button to submit the
timesheet for approval.

< Time Enter Time @ Q Qo (%)
Empl Rec: 0JFTE|Active|631010|Carpenter / Renovation Spec.
‘ 3 July - 9 July 2022 >
Weekly
Scheduled 37.50 | Reported 0 Hours
Holiday(s): 07/04/2022 - Independence Day
Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday Friday rda Comp Time
Soheduied OFF Schecuied 75 P Seheduied Scresed 7 <hacuas OF:
Repontes 0 Reported 7.5 Reponed 10 Reportad Regoned 73 Reponed
REGHR - Reguiar Hours v 10.00 10.00 7.50 750 COMPTIME
REGHR - Regular Hours v 750 HOLPAYOUT
Comments I = \»
< Time Enter Time N Q A (%)
Empl Rec: 0|FTE|Active|631010|Carpenter / Renovation Spec
4 3 July - 9 July 2022 »
Weekly
Scheduled 37.50 | Reported 0 Hours
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

Scheduled 7.5
Reported 75

REGHR - Regular Hours v

REGHR - Regular Hours v

10.00

10.00 7.50 7.50 COMPTIME

HOLPAYOUT
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Step 22: 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 and return to the
timesheet.

Once the timesheet has been submitted
correctly, you will see a message across
the top of the screen saying that the
timesheet has been submitted
successfully. Also, an email is generated
that will automatically be sent to you and
your supervisor's inbox.

When submitted, the summary at the top
of the page will show the Scheduled total
and Reported total for the week in view.

Enter Time

Empl Rec: 0[FTE]Active|631010|Carpenter / Renovation Spec,
‘ 3 July - 9 July 2022 »
jeekly
Scheduled 37.50 | Reported 0 Hours
View Legend o | -s,m
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
Sehaduied OFF Soheduled 15 Shesues Tt Schatuied 75 Soheduesrs Schesuei T Sthedues OFF
Reported 0 Reperted 75 Reported 1D Reportes 735 Fagorted 7.5 Reporied 75 Reported 0
REGHR - Reguiar Hours v | 10.00 10.00 7.50| 750 COMPTIME
REGHR - Regular Hours v = - - = - . - HOLPAYOUT
Warning — 2022-07-04 is scheduled as a holiday
comil Reported Date is scheduled as a Holiday. Press OK to Save the Reported Time and retum to Timesheet page. Press cancel to retumn to Timesheet page to sava or change your Reported Time. ;
OK I Cance
< Time Enter Time QL i @
{Tlmesbee( is Submitted for the period 2022-07-03 - 2022-07-09 I x
1 Iy =9Iy 2027 ¥
Weekly
| Scheduled 37.50 | Reported 425 Hours |
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

Scheduled OFF Scheduled 7.5
Repories 0 Reported 7.5

Scheduied 7.5
Repotes 75

REGHR - Regular Hours . 7.50 HOLPAYOUT

REGHR - Reguiar Hours v 10.00 10.00 750 750 COMPTIME

Comments 2 C e C ()
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4
k Legend ©)
', - 4 Time Details
Step 23: When submitted, the Pending h S—
Approvals icon appear for the days’ time ;
entered indicating the timesheet is ; %
waiting for approval. Click the View H e
Legend link to view the legends used and H ©  Denied
a short description of each one. ‘ ——
[
!
The most common icons that may appear N i
in the Daily Status box are: / ®  Absence
I

A The user has an exception that needs )/ M (o
to be fixed before submitting the N B Reported Under Schedule
tl mes heet' Il’ B Reported Over Schedule
= The timesheet has been saved for ! —

7 Iy
later. !
_ﬁ ! Holiday
it The time entered has been

submitted and is pending approval.

Enter Time

ﬂ . Empl Rec: OleE.i\melshnmcarpe:ﬂe:i Rencvation Spec.
The entered time has been approved. ' . sy - sury 2002 ,
i Weekly
I/ Scheduled 37.50 | Reported 42.5 Hours
FOTATIS)F U704/202 -Trdomenggnce Day
“Time Reporting Code T~ -~ ..'..sw‘.-i 4.Monday 5.7 v 6-Wednesday T-Thursday 8 Friday 9-Saturday p T
e ——r = o= " | S e —s o
Repored 0 Reported 75 a Faporied T e * E Rupomed 75 o Regored 73 Ragomed 7. P
REGHR - Regular Hours v 750 | HOLPAYOUT
REGHR - Regular Hours A 10.00 10.00 | 7.50) 7.50 COMPTIME
Comments > (o]
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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 an elapsed timesheet with a
work order field.

< Employee Self Service

SALNEHOL

PlanType Comp Time
Recorded Balance 15.00
As of Date 05/03/2022

Expiration Period Months 12

Time

Leave / Comp Time

Payable Time

Estim... o
Gross
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