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How to earn comp time on an elapsed timesheet for multiple work orders on behalf of an employee:
This job aid outlines how a TL/ABS Approver can earn comp time on an elapsed timesheet with multiple work orders on an employee’s behalf. 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 Payroll Personal Details] Benefc Dol
landing page, click the Choose Other Employas Salt Sens .

[— | \ - A
Homepages drop-down arrow and (=0 USC Contal R Admitsar | &

select My Workplace from the list.

Last Pay Date 04/30/2021

USC Profile Time and Absence

« «

Step 2: Click the Time and Absence SOUIH EARGLIN My Wonglece
. ime an (c T COVID-19 Campus Leave Workctr @
Workcenter tile.

—

Affliats Actions Homepage

oracLE
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Time and Absence Workcenter nrw . ce
provides a central area to access the

most used time and absence related
activities. It enables TL/ABS i’“""“l"‘
Approvers to access various pages -
and keep multiple windows open
while doing their daily work.

~ My Work

Reported Time
~ Links

Approve Time and Absence

——
The activities provided within the e Ebe
Time and Absence Workcenter Time 2 Labor Frocessing
include Approving, Reporting,
viewing time and absence related

Leave Donations

Extended Absences

« Queries
transactions, queries, and reports. T M n
Time and Labor
Absence Manageent
Step 3: Click the Manage Time and = Reports/Processes
Absence drop-down arrow. Reports
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Step 4: Click the Timesheet option

from the list S'w'::sme o
Use filters fo change the search criteria or Get Employees fo apply the defaull Manager Search Oplions
- My Work
Step 5: To enter time for a specific mipm ) e
employee, begin by clicking the Filter | |, . ... )
button. Reported Time 2
w Links

Approve Time and Absence

Manage Time and Absence

Timesheet |

Payable Time Summary

Payable Time Detail n
Leave and Compensatory Time

Weekly Time Calendar

Request Absence

View Absence Requesis

Absence Balances
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Step 6: To find a specific employee,
enter their USCID in the Employee ID
field. As you begin entering the ID,
employee names populate below.

Step 7: Click Done to move on to the ==l —
. Time Reporter Group [ Q|
Enter Time page. -

Employee ID IA:mnl QI

Empl ID Display Name ‘
a
A3M3T7578 W

Empl Record

Last Name
First Name |
Department |

supervisor 1D |

Reports To Position ’
Number
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Step 8: Click the Employee
Name/Tile line to view the Enter
Time page.

Step 9: Click the Expand Page icon to
see a full view of the Enter Time
page. This will reduce the amount of
scrolling you will have to do to
complete the task.

Scope co

* My Scope

« My Work

Exceptions

Fix Exception 19

Approvals

Raported Time 2

Enter Time

Select Employee

Name/Title

Exceptions

Hours to be Approved

Trades Speoialist IV

Scope c - ]
¥ My Scope
w My Work

Exceptions

Fix Excaption 1
Approvals

Reported Time 2
w Links
Approve Time and Absence

Approve Reported Time

Approve Multiple Absence Requests
Manage Time and Absence

Timesheet

Payable Time Summary

blg Tima Natail

Enter Time

®

Trades Speciaist V

*Time Reporting Code 27-Sunda

Schedul

28-Monday

27 June - 3 July 2021

Weekly

ed 37.50 | Reported 0 Hoursl Unapproved Time

0.00

1-Thursday

& Previous

Save for Later

2-Friday 3-Saturday

?

Next &
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In this scenario the employee
worked extra hours the week of 7/27. P ———

The employee forgot to enter their ‘

time worked and the week has now Schucuied 1750 | Raporied 0 urs
passed. As the TL/ABS Approver, you
can enter time on behalf

of employees in your area. You can

Enter Time

27 June - 3 July 2021 3

Request Absence

go back and enter timesheets 60 days ==
prior to the current day on behalf of El
an employee. o

Note: If an Absence has been
requested, it is not editable on the

Save for Later Submit

timesheet. Scroll to the right and click
the plus + button to add another
Time Reporting Code row.

Step 10: Be sure to select the correct
timesheet for the work week. Use the
Arrows to navigate to the
appropriate timesheet.

Begin by selecting the appropriate
Time Reporting Code (TRC). You can
only have one TRC per line.

Step 11/Work Order Line#1: Click the
Time Reporting Code drop-down
arrow.

Step 12: Select REGHR — Regular
Hours.
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. . . . = Enter Time
Step 13: Click in the Time Entry field ————
and enter hours worked for each day. p 27 June - 3 July 2024 b
This week you worked a few hours Sohaduled 3750 | Raporied 0 Hours
more than your scheduled hours and Van Lagens Reauesthbsence | savetor aer | [ submit |

you would like to have the hours
added to your comp balance.

REGHR - Ragular Hours w 400 4.00 4.00 4.00 4.00 |
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To earn comp time, the hours entered Enter Time
will need to be more than the scheduled

] 27 June - 3 July 2021
hours. sy

Scheduled 37.50 | Reporied 0 Hours
Request Absence

Step 14: To earn comp time for the extra
hours WOrked, SCrO“ tO the rlght, and 27-Sunday 28-W y 29 y 0-Wed 1-Thursday Friday 3-Saturday
click the Comp Time Lookup button. S T oo T o

400 4.00 400 400 400
Note: The Comp Time indicator will need : ; o = — ,
to be added to every line added to the

Save for Later

timesheet.

. . Cancel Lookup
Step 15: Click to select Comp Time from -
. »_Search Crteria )
the IISt ¥ Search Results
| = 1row
Comp Time © Description
27-Sunday 28-Monday COMPTIME Comp time Work Order
fchedules OFF Scheduied 7.5
Reported 0 Reportest 4
. _ + =
(o] g_j
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Notice COMPTIME is now populated in
the Comp Time field.

Step 16: Click in the Work Order field and
enter the order number that corresponds
with the hours worked for the first line.

Step 17: Click the + (plus) button to add
an additional line for the second work
order you worked that week.

Step 18/Work Order Line #2: Scroll back
to the left to enter time worked for the
second work order. Click the Time
Reporting Code drop-down arrow.

Step 19: Select REGHR — Regular Hours.

Enter Time

27 June - 3 July 2021
Weekly
Scheduled 27.50 | Reported 0 Hours

Request Absence

Save for Later

Comp Ti

COMPTIME

Submit

me

Work Order

() T —

Empl Rec: 0| Dept Id :621010 | Trades Special

*Time Reporting Code

REGHR - Regular Hours v

HCTKW
REGHR - Regular Hours

ist 1/

Comments

Enter Time

] 27 June - 3 July 2021

Weekly

3-Saturday

400

Request Absence Save for Later
Comp Vork Ore
. orr
Q| |Fmoo123456 +
Q +

Submit
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Step 20: Click in the Time Entry field and
enter hours worked for each day.

Empl Rec: 0| Dept Id :631010 | Trades Specialist

Time Reporting Code

Enter Time

] 27 June - 3 July 2021
Weekly
Scheduled 37.50 | Reported 0 Hours
P save forLater || submit |
7-Sunday 2g-Monday 29-Tuesday 30-Wednesday 1-Thu 2 urday c Work Order
S 4 OFF . Scheduled 7.5 Schedulod OFF
Rep 0 Repar Roportoy O
400 400 400 400 400 COMPTIME Q| |FMo0123458 + -
” 00 200 00 200 200 | Q + -_
5 o > ) =

Step 21: To earn comp time for the extra
hours worked, scroll to the right, and

Save for Later

Q| FM00123456

Enter Time
C”ck the comp Time Lookup button_ Empl Rec: 0| Dept Id :621010 | Trades Specialist IV - ) )
27 June - 3 July 2021
Scheduled 37.50 | ::c::rt'ed H
Note: Comp Time will need to be added e
to every line added to the timesheet.
Time Reporting Code 2 d: M Y 25T 30-W Thur: 2-Friday 3-Saturday Comp Time
REGHR - Regular Hours v 4.00 400 400 400 400 COMPTIME
REGHR - Regular Hours W 300 3.00 3.00 2.00 200 m
Comm e O I o

Submit
& Ord
+ -
+ -
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Step 22: Click to select Comp Time from
the list.

Cancel
Empl Rec: 0| Dept Id 631010 | Trades Spaci

Lookup

(Search Criteria

]
~ Search Resuits
ew Legend e 1 raw
4 | Comp Time Description
Time Reporting Code COMPTIME Comp time

REGHR - Reguiar Hours v

REGHR - Regular Hours v

beence || Saveforiser | Submit |

bmp Time Work Ord
1 OFF
0
FM00123458 + -
| -

Step 23: Click in the Work Order field and
enter the order number that corresponds
with the hours worked for the second
line.

Empl Rec: 0 | Dept id :831010 | Trades Specialist IV

Enter Time

4 27 June - 3 July 2021
Weekly
Scheduled 27.50 | Reported 0 Hours

. w Lagy Request Absence Save for Later ‘ Submit |
Step 24: Click the + (plus) button to add
an additiona| |ine for the th”-d Work Order Time Reporting Code 27-Sunda 28-Monday 28-Tuesday 0-Wednesday 1-Thursda; 2-Friday 3-Saturday Comp Time Woark Orde
you worked that week.
REGHR - Regular Hours v 400 400 400 400 400 COMPTIME Q| FM00123458 -+ —
REGHR - Regular Hours v 00 00 00 00 3.00 COMPTIME Q -—
Comments . C o O . o
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Step 25/Work Order Line #3: Scroll back
to the left to enter time worked for the

Enter Time

third work order. Click the Time e 01Dt 9 SO0 | Trces S
. Ll 27 June - 3 July 2021 3
Reporting Code drop-down arrow. e
Request Absence Save for Later | Submit |
Step 26: Select REGHR — Regular Hours. _ - -
REGHR - Regular Hours ~ 400 40 400 400 4.00 COMPTIME Q| |FMD01234568 <+ -
REGHR - Regl Hous v 300 o 0 300 a0 COMPTIME Q

Step 27: Click in the Time Entry field and
enter hours worked for each day.

Enter Time

4 27 June - 3 July 2021 »
Weekly
7.50 | Reported 0 He
e Lags Request Absence Save for Later | Submit
g Cod 2 4 3-Tuesd: 0-W ! iay i O
REGHR - Requlsr Hours v 400 400 400 400 400 COMPTIME Q| Fu00123458 + -
REGHR - Reguist Heurs v 200 200 200 200 200 COMPTIME Q| Fuooza4seT + -
REGHR - Reguizr Hours v 200 200 o 00 z00 + -
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Step 28: To earn comp time for the extra
hours worked, scroll to the right, and

Enter Time
click the Comp Time Lookup button. Empl Reg: 0] Deptid 631010 | Trades Speciaist IV
4 27 June - 3 July 2021 »
Weskly
. 1 1 Scheduled 37.50 | Ri ted 0 Hours
Note: Comp Time will need to be added Sehedulec eported 0w
. . s Lo, Request Absenoe Save for Later ‘ Submit |
ewLagend
to every line added to the timesheet.
Time Reporting Code 27-Sunday 28-Monday 29-Tuesday 30-Wednesday 1-Thursday 2-Friday 3-Saturday Comp Time Work Order
o OFF ey ST ey v rrp SO
R 0 R R Reporied 9 Raported 9 Roporied & Reporied 0
REGHR - Regular Hours ~ 400 400 400 400 400 COMPTIME Q  FMO00123456 - —
REGHR - Regular Hours v 200 3.00 200 .00 300 COMPTIME Q| |FMo023458T - -
REGHR - Regular Hours v 200 200 2.00 200 200 E + -
Comments O C () o C O O

Step 29: Click to select Comp Time from
the list.

Enter Time

Ci |
Empi Rec: 0| Degt id 831010 | Trades Spag| " Lookup
(»_Search Criteria )]
» Search Results
m | = B —
\iew Legend row Esm:- Save for Later Submit
Comp Time Description
Time Reporting Code COMPTIME Comp time | lomp Time Work Order
ekt OFF
beries 0
REGHA - Reguizr Hours v B |FM00123456 + -
REGHR - Reguiar Hours - B | |Fumo0z3szaT + -
REGHR - Reguiar Hours v = + -
cd (9]
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Step 30: Click in the Work Order field and

enter the order number that corresponds . Enter Time
with the hours worked for the third line. Empl e 01 Dept d 831010 Trodes Spudafis v
27 June - 3 July 2021
Weekly
b | Reg o
Note: If you need to enter hours for —
—_— Request Absence Save for Later ‘ Submit |
additional work orders, follow steps 25
through 30. Time Reporting Code 27-Sunday 28-Monday 29-Tuesday 30-Wednesday 1-Thursday 2-Friday 3-Saturday Comp Time Work Orde
:\.:' echuied CF_ :a..\ wduled 7.5 Scheduled 7.5 E heduled 7.5 ix:j. e OFF
REGHR - Regular Hours. v 4.00 4.00 4.00 400 4.00 COMPTIME Q| |FM00123456 + -
RE oul v 300 300 300 200 3.00 COMPTIME Q FMOQ2345567 + —
REGHR - Regular Hours ~ 200 200 200 200 200 COMPTIME Q + —-—
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Step 31: The timesheet is complete. Click
the Submit button to submit the
timesheet for approval.

Enter Time

Trades Specialist IV
Return to Select Employes

Previous Next

4 27 June - 3 July 2021 4
Weekly
Scheduled 37.50 | Reported 46 Hoursl Unapproved Time 45.00
Save for Later
*Time Reporting Code 27-Sunday 28-Monday 29-Tuesday 30-Wednesday Th 2-Friday 3-Saturday Comp Time
ot 5 S et ofF
R [ Re [ e Re 0
[ o [ o
REGHR - Regular Hours 400 400 400 400 COMPTIME
REGHR - Regular Hours 00 00 3.00 3.00 COMPTIME
REGHR - Regular Hours 00 o 200 200 COMPTIME
o o
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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 the
employee.

When submitted, the summary at the top
of the page will show the Scheduled total
and Reported total for the week in view.
The Reported time reflects the additional
hours worked that week.

Step 32: Notice the time for each day is
automatically approved at submission.
When time is entered by a TL/ABS
Approver on behalf of an employee,
additional approval is not required.

w My Work
Exceptions.
Fix Excaption 19
Approvals
Reported Time 1
w Links
Approve Time and Absence
Approve Reported Time
Approve Multiple Absence Requests
Manage Time and Absence
Timesheet
Payable Time Summary
Payable Time Detal
Leave and Compensatory Time
Weekly Time Calendar
Request Absence
View Absence Requests
Absence Balances
v Queries
Time and Labor
Payable Time
Reported Time
Employees missing schedules

Absence Managment

races Scecaist Il

um to Select Employee

“Time Reporting Code

REGHR - Regular Hours
REGHR - Regular Hours

REGHR - Regular Hours

~ Manage Approvals

Date

08/28/2021
08202021
08/30:2021
07/01/2021

07/022021

Timesheet is Submitted for the period 2021-06-27 - 2021-07-02 I

27-Sunday

Comments (@)

Reported Status

oved

proved

Approved

oved

Previous Next
] 27 June - 3 July 2021 »
Miaakl
Scheduled 37.50 | Reported 45 Hours| Unapproved Time 0.00
save for Later | |ySubmity
28-Monday 29-Tuesday 30-Wednesday 1-Thursday 2-Friday 3-Saturday Comp Time
B Schedued
Arperted
] )

4.00 4.00 4.00 COMPTIME
3.00 00 3.00 3.00 3.00 COMPTIME
200 2,00 200 200 200 COMPTIME

= — ~ -

S S S
Total TRC Description Scheduled Work Hours
0.00 REGHR Regular Hours 7.50
9.00 REGHR Regular Hours 7.50
200 REGHR Regular Hours 7.50
9.00 REGHR Regular Hours 7.50
9.00 REGHR Regular Hours 7.50
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Step 33: When submitted, the Approval
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.
‘-!-?' The time entered has been
submitted and is pending approval.

'ﬂ The entered time has been approved.

You successfully learned how to earn
comp time on an elapsed timesheet for

multiple work orders on behalf of an

employee.

Legend
[l
!
J F  Time Details
I
!
[l & Saved
!
[
1 @ Approved
I
I .
1] #  Pending Approvals
[}
! .
I ©  Denied
'
i
N @  Pushed Back
]
' o
' 4 Exception
I
"‘ @ Absence
I
: B Reported
1
" B Reported Under Schedule
]
1
)
aops: ce Enter TimeF
* Wy Scope ‘
Tu‘n Eza Previous Wext
- By Wark Aefimes
r 4 27 June -3 July 2021 »
[r— ] Wiy
Almraabs ! Soheduled 37.60 | Reported 45 Hours Unaggeoved Time 000
Fix Encpti Save for Later St |
e
Approvaly . -
R : Tima Reperting :__.-' bl - hr-:mm.u. o 39 Tiswweluy Thur F-Friciay Sahurduy
i —= =
~ Links i 0 e = e o
Apora: vy S (= Fpore: % Facriod Pogerac -
Approve Time and Absence E -] L} -] -]
_ REGHA - Ragular Mo “ 400 400 £00 &00 am COMPTIME
Approve Raponid Tine
Approws Mukipia Abcanca RBquests REGHA - Ragular Hown - 00 300 300 300 a00 COMPTIME
Manage Time and Absenss . REGHA - Ragular Hou - 200 200 0 200 200 COMPTIME
Timsnhest n cmmant Py o ‘ f'e)
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