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How to earn comp time on an elapsed timesheet for multiple work orders:
This job aid outlines how an employee can earn comp time on an elapsed timesheet with multiple work orders.

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

Processing Steps Screenshots
Step 1: On the Employee Self Service SOUTH CAROLINA v Employee Self Service

landing page, click the Time and
Absence tile.

| Time and Absence I Payroll Personal Details Talent Profile

«

Last Pay Date 04/30/2021

Benefit Details USC Profile

poy
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Step 2: Click the Enter Time tile, to
enter time on a timesheet.

< Employee Self Service

*Selectadob  Emp! Rec: 0 Dept Id 1821010 | Traces Speciaist

CompiHoliday Comp Time

28.50

Ealance Hours

Request Absence

Absence Balances

L]

Time Summary

06/13721 - 06/19/21

No Time Reported

Exceptions

0

View Requests

Cancel Absences

I

Payable Time
Last Pay Period
Total Hours

Estimated Gross

DB 21 - 06H 521

68.5 Hours

1351.095302 USD

Extended Absence Request

[ o)

Leave Transfer
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Step 3: 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 4/Work Order Line#1: Click the
Time Reporting Code drop-down
arrow.

Step 5: Select REGHR — Regular
Hours.

Step 6: Click in the Time Entry field
and enter hours worked for each day.
This week you worked a few hours
more than your scheduled hours and
you would like to have the hours
added to your comp balance.

Empl Rec: 0 | Degt Id &

Enter Time

21010 | Trades Specialist IV

4 27 June - 3 July 2021 3

Weekly

Scheduled 37.50 | Reported 0 Hours

Request Absence Save for Later Submit

Enter Time

Empl Ree: 0| Dept Id -831010 | Trades Specialist IV

REGHR - Raguiar Hours

« 27 June - 3 July 2021 »
Weekly
Scheduled 37.50 | Reported 0 Hours

-~
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To earn comp time, the hours entered
will need to be more than the scheduled
hours.

Step 7: To earn comp time for the extra
hours worked, scroll to the right, and

click the Comp Time Lookup button.

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

Step 8: Click to select Comp Time from

27-Sunday

Enter Time

] 27 June - 3 July 2021
Weekly
Scheduled 37.50 | Reported 0 Hours
Request Absence
281 29-Tuesday 0-Wed 1-Thursday Friday 3-Saturday

Scheduled Scheduled Schedul Sch 7. Schedul i
Repo Repertert Raspe Raperte

4.00 4.00 400 4.00 4.00

= (=) () C C

Save for Later

X Cancel Lookup
the list. ———
>_Search Criteria )
v Search Results
m = 1 row
Comp Time © Description
27-Sunday 28-W COMPTIME Comp time Work Order
fchedules OFF
Reported 0
(o] g_j
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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.

Step 10: Click the + (plus) button to add
an additional line for the second work
order you worked that week.

Step 11/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 12: Select REGHR — Regular Hours.

Enter Time

q 27 June - 3 July 2021
Weekly

Scheduled 37.50 | Reported 0 Hours
Request Absenc Save for Later Submit
27-Sunday g 25T ’ 1-Thursd 2-Frid Saturd: mp Tim Ord
r = = 3 -
: R
400 400 400 4.00 4.00 COMPTIME Q| |Fvoo1234568 + —
< = 5

Enter Time

Empl Rec: 0| Dept Id :621010 | Trades Speciafist IV

] 27 June - 3 July 2021
Weekly
5 0 | Rep H
Request Absence Save for Later Submit
*Time Reporting Code 27-Sunday 28-Monday 29-Tuesday 30-Wednesda, 1T Comp Work O

REGHR - Regular Hours v 4.00 400 4.00 400 4.00

Q +| -

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

Step 14: To earn comp time for the extra
hours worked, scroll to the right, and
click the Comp Time Lookup button.

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

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

Enter Time

] 27 June - 3 July 2021 >
Weekly
Scheduled 37.50 | Reported 0 Hours
- Request Absence Save for Later ‘ Submit ‘
Time Reporting Code 27-Sunday 28-Monday 28-Tuesday 20-Wednesday 1-Thursday ida urday Comp Time Work Order

S 4 OFF Scheduie: Schedul &d d orF

Rep 0 Raporied Repori R o
REGHR - Reguiar Hours v 400 400 400 400 4.00 COMPTIME Q| |FMo0123456 -
REGHS - Reguiar Hours ~ I 200 200 200 00 200 | Q -+ -

Comments C (o] » o C [

Empl Rec: 0 | Dept Id :621010 | Trades Specialist IV

Enter Time

27 June - 3 July 2021 »
Weekly
Scheduled 3750 | Reported 0 Hours

Request Absence

Save for Later Submit
Time Reporting Code 27-Sunday 28-Monday 28-Tuesday 30-Wednesday 1-Thursday 2-Friday 3-Saturday Comp Time ‘Work Order
it OFF oo ey Sl o Py Schesked OFF
[ riod Repc [ Roporied 0
REGHR - Reguiar Hours v 4.00 4.00 4.00 400 400 COMPTIME Q| FMD0123456 + -—
REGHR - Regular Hours. A 3.00 3.00 00 3.00 2.00 E + -—
Gommen o] O . e
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Step 15: Click to select Comp Time from

the list Empl Reo: 0| Dept i 6231010 | Trades Specl Lookup

(_S&arch Criteria ]

~ Search Resuits

\iew Legend @ = 1row §hsence Save for Later | Submit i

4 | Comp Time Description
Time Reporting Code COMPTIME Comp time bmp Time Work Order
ar ‘
REGHR - Reguiar Hours v FMO0123458 + -
REGHR - Regular Hours v C, - -
o =

Step 16: Click in the Work Order field and Enter Time

enter the order number that corresponds e 0 eptia S21010| Traces Spmeaist iy
. 4 27 June - 3 July 2021 »
with the hours worked for the second Weekly
. Scheduled 27.50 | Reported 0 Hours
line. R Request Absence Save for Later ‘ﬁ|
Step 17: C||Ck the + (plus) button tO add Time Reporting Code 27-Sunday 28-Monday 28-Tuesday 30-Wednesda; y 1-Thursday 2-Friday 3-Saturday Comp Time Work Orde:
an additional line for the third work order e =t —
Reported 0 R 1 Repori
you worked that week.
REGHR - Regular Hours v 400 400 400 400 400 COMPTIME Q| FM00123458 + —-—
REGHR - Regular Hours v 300 300 3.00 300 3.00 COMPTIME Q -
Comments > o @) o O o] o

N '
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Step 18/Work Order Line #3: Scroll back
to the left to enter time worked for the
third work order. Click the Time

Ermpl Rec: 0] Dept 1d 831010 | Trades Spaclalist

Enter Time

27 June - 3 July 2021

chacted 380 | Rapored Sthour
Reporting Code drop-down arrow. - Pyrero | g
Step 19: Select REGHR — Regular Hours. .
REGHR - Requisr Hours w 400 4.0 400 400 400 COMPTIME Q| |FMD0123456 + -
REGHR - Regular Hours v 300 a0 00 300 00 COMPTIME Q| |FMD0234587 + -—

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

Enter Time

27 June - 3 July 2021

e Legen Request Absence save for Later ||| Submit |
R ing Cod: 7-Sur 28-Monday 29-Tuesday 0-Wed y Thursday 2-F aturday Comp Time Work Ordes
REGHR - Reguiar Hours v 400 400 40 400 400 COMPTIME Q| Fu00123458 + -
REGHR - Ragular Hours v 200 00 200 200 200 COMPTIME Q| [Fuoczaessr *| -
REGHR - Reguisr Hours v 200 200 200 200 200 Q + -
Earn Comp Time on an Elapsed Timesheet for Multiple Work Orders 8 June 2021
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Step 21: To earn comp time for the extra
hours worked, scroll to the right, and
click the Comp Time Lookup button.

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

Enter Time

Empl Rec: 0| Dept Id :621010 | Trades Specialist IV

4 27 June - 3 July 2021 »

Weskly
Scheduled 37.50 | Reported 0 Hours

View Legend

Request Absence

Time Reporting Code 27-Sunday 28-Monday 28-Tuesday 30-Wednesday 1-Thursday 2-Friday 3-Saturday
Scheded OFF Some Screde chechies
Reporied 0 Re Reperied 9 Raporiod
REGHR - Regular Hours ~ 400 400 400 400 400 COMPTIME
REGHR - Reguisr Hours - 200 300 2.00 2.00 3,00 COMPTIME
REGHA - Reguiar Hours v 200 200 200 200 00
Comments @] C > (] C C

Comp Time

Schedhiext OFF
Reporied 0

Q| |FM00123458

Q| |FMp0234587

Save for Later || submit |

Work Order

| |-
| |-
- —

Enter Time

Step 22: Click to select Comp Time from mEmrEpe——— Lookup
the list. ; Sea]clwcr ;e;i‘a )
w Search Results
\iew Lagend = a 1 row Emm Save for Later |E
Comp Time Description
Time Reporting Code COMFTIME Comp time | lomp Time Work Order
T
REGHR - Reguiar Hours v Ei FMO0123456 + -
REGHR - Reguiar Hours v B [Fuoozasser | -
REGHR - Reguiar Hours v 5 + =
o (o]
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Step 23: Click in the Work Order field and
enter the order number that corresponds
with the hours worked for the third line.

Note: If you need to enter hours for
additional work orders, follow steps 17
through 23.

Enter Time

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

27 June - 3 July 2021
Weekly
Scheduled 37.50 | Reported 0 Hours

Request Absence Save for Later ‘ Submit |
R by M 25-Tuesd: 0 1-Tt day pT v
Schechied OFF Schechied OFF
Reg ] Regorls

REGHR - Regular Hours hd 400 400 400 400 4.00 COMPTIME Q| |FM00123456 + -

v o 00 300 00 300 COMPTIME Q| |FM00224567 + -

REGHR - Regular H v 200 00 0o 00 00 COMPTIME Q| |FMo0345878 + —
C C C .
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You can enter comments about the time
entries if you feel additional information
is needed.

Step 24: Click the Comments button.

Use the Comments page to enter
comments for the reported time.

Step 25: Click in the Comment field and
enter a comment applicable to the time
entered.

Step 26: Click the Add Comment button.

The comment is added, along with a
timestamp and who entered the
comment.

Step 27: Click the X to close the Time
Reporting Comments page.

Enter Time
Sy R 0] ept 0:831010 ] Trades Sosciatet 1

27 June - 3 July 2021

Schedaded 37

Time Reporting Comments

Comments related to Time entered for 06/28/2021

Comment once entered cannot be altered or removed.

Add 3 new Comment

|En:e.' additional information here.
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Notice when a comment has been added

Enter Time

to a specific time entry, squiggles appear Eimp e 0] ot b S3H01D)| s Syecohet
in the comment bubble. ‘ e 3y 20 '
Scheduled 27.50 | Reported 0 Hours
. . . Lege Request Absence Save for Later
Step 28: The timesheet is complete. Click
the Submit button to Subm|t the Time Reporting Code 27-Sunday 28-Monday 29-Tuesday Wednesd h y cay y Comx Work Order
timesheet for approval. =
REGHR - Regular Hours v 400 400 400 40 400 COMPTIME Q| |FMD0123456 + —
REGHR - Reguiar Hours w 3.00 300 2.00 3.0 3.00 COMPTIME Q| |FM00234567 -+ -
REGHR - Regular Hours. v 200 200 200 0 200 COMPTIME Q| |FM00345878 + -
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Once the timesheet has been submitted Enter Time @
correctly, you will see a message across |““‘j’“““’ S"T‘Z“LI’:;'T::’:::'I"“""”“:”’ | )
the top of the screen saying that the [t 50 | Aepecid St
timesheet has been submitted Fompv—| ool
successfully. Also, an email is generated
that will automatically be sent to you. e R e e
When submitted, the summary at the top S 5 - : = - = = - :m” ——
of the page will show the Scheduled total e . — — — — — —
and Reported total for the week in view. S Teian o — — - i - pre
The Reported time reflects the additional e = S
hours worked that week.

Earn Comp Time on an Elapsed Timesheet for Multiple Work Orders June 2021

13




A

N
il

UNIVERSITY OF

South Carolina

University of South Carolina
Time and Labor - ESS
Earn Comp Time on an Elapsed Timesheet for Multiple Work Orders

Step 29: When submitted, the Pending
Approvals icon appear for the days’ time
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.

rﬁ] 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.

Comments

]

Legend E
Time Details i
Saved

Approved

Pending Appravals

Cenied

Pushed Back

Exception

Absence

Reported

Reported Under Schedule

6 Moty

£

Tuesday

Entar Time

27 June - 3 July 2021

ArguestAbsence

W Wedinandg

a0

200

Save for Laler Sealarit
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