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

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

Processing Steps Screenshots
Step 1: On the Employee Self SOUTH CARGLINA ~ Employee Self Service
SerVice landing page' C“Ck the Time Time and Absence ’ Payroll Personal Details Talent Profile

and Absence tile.

@

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

*SelectaJob Empl Rec: 0| Dept Id :701000 | Bu

Enter Time
06/13/21 - 06M 921

@ Reported 0.00

@ Scheduled 40.00

Comp/Holiday Comp Time

0.00

Request Absence

Absence Balances

L

Time Summary
06/13/21 - 08M9/21

No Time Reported

Exceptions

0

View Requests

Cancel Absences.

[ ]

v/

Payable Time

Last Pay Period 06/01/21 - 06/15/21

Total Hours 0 Hours

Estimated Gross 0

Extended Absence Request

[ g

Leave Transfer
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A Punch Timesheet is used to create < Time Enter Time A Q¥
shifts that define Speciﬁc work Empl Rec: 0 | Dept Id :701000 | Suilding/Grounds Soec 1|
times. Punch shifts are defined by L o simezt __» ]
Veekly
anin punch and the first subsequent Scheduled 32.00 | Reported 32.00 Hours
instance of an Out punch. There can . Request Absence Clear Save for Later Submit
be other punches, such as lunch,
between the |n and Out punches Day Summary In Lunch In Out Time Reporting Code Quantity Comments Comp Time Call B:
30 Sunday
Due to regulatory guidelines way | RSpored 0.0 Schacud OFF @ hd
employees that are eligible for call
back, on call, and/or shift 31 toneay
differential will utilize Time and May  Repored .00 /Scheduled 00 ® b
Labor punch timesheets to track
. Tuesda
time worked. 01 g
O] 8:00:00AM 12:00:00PM 1:00:00PM 5:00:00PM v
Jun Reported 500 /Scheduled 3.00
Notice an employee’s weekly work —
cdnesday
schedule is automatically populated. 02
e T T ® 8:00:00AM 12:00:00PM 1:00:00PM 5:00:00PM v
Ju eported 8. ‘Scheduled 8.
Step 3: Be sure to select the correct 03 e
timESheet for the Work WGEk' Use G 8:00:00AM 12:00:00PM 1:00:00PM 5:00:00PM v
the Arrows to navigate to the i R
appropriate timesheet. 04 —
® 8:00:00AM 12:00:00PM 1:00:00PM 5:00:00PM v
Jun Reported 8.00 /Scheduled 3.00
»
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To add hours worked for multiple Enter Time
Work Orders' begin by adjusting the Empl Rec: 0| Dept Id :701000 | Building/Grounds Spec Il . o
.. . . 4 May - 5 June 1 3
existing line for a specific day. For Weekdy
. . Scheduled 32.00 | Reported 32.00 Hours
this example, the employee is -
. Reguest Absence Clear Save for Later Submit
working three work orders on
M on d ay_ Day Summary In Lunch In Out Time Reporting Code Quantity Coemments Comp Time Call B:
30 Sunday
Notice Monday is not a scheduled s ® v a
. . May Reported fScheduled OFF
work day, as indicated by the red ’
ban, because it is a holiday. 31 Moy
Reparted 0.00 /Scheculed 8.00 ® ‘ a
Step 4/Work Order Line #1: For the
first work order, the employee 01 o
Worked from 8am to 10am. To enter Jun Reported 8.00 /Scheduled 8 00 ®| [0t i remoenht Freeeri a
this on the punch timesheet, keep 02 — Fikiey Corperaeiorr - M |
) esda) Holiday Compensatory - WC
the IN time at 8:00am, clear the e T —— 5
; @ oA 200:00P 0 v
LUNCHY/IN fields and enter 10:00am g TepemeeRI S
in the OUT Time Entry field. 03 Thursday
a 05 2 4300 @ 8:00:00AM 12:00:00PM 1:00:00PM 5:00:00PM v Q
i . Jun aported 800 /Schaduled 8.0
Now select the appropriate Time
Reporting Code (TRC). 04 Frigay
= o e s ©| 8:00:00aM 12:00-00PM 1:00:00PM 5:00:00FM v Q
Jun eponed Scheduled 8.00 .
You can only have one TRC per line. :
Step 5: Click the Time Reporting
Code drop-down arrow.
Step 6: Select REGHR — Regular
Hours.
Earn Holiday Comp Time on a Punch Timesheet for Multiple Work Orders 4 June 2021
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Step 7: Scroll over to the right, click i Enter Time

in the Work Order field, and enter

the order number that corresponds ! 30 May 'f:i'l':“”‘ '

with the hours worked for the first Scheduled 3200 | Reported 32.00 Hours

“ne. Request Absence Clear Save for Later Submit ‘

In Lunch In Out Time Reporting Code Quantity Comments Comp Time Call Back Instance Work Order

Step 8: Click the + (plus) button to

add an additional line for the second = s <

work order you worked that same =

day.
8:00:004M 10:00-00AM Regular Hours w O Q Q :F‘\'GMEE‘%EE —
£:00:00aM 12:00-00PM 1:00:00PM 5:00:00PM L e Q Q + -
8:00:00AM 12:00-00PM 1:00:00PM 5:00:00PM v C Q Q + —
&:00:004M 12:00-00PM 1:00:00PM 5:00:00PM w Q Q + —
£:00:00aM 12:00:00PM 1:00:00PM 5:00:00PM R [s Q Q + -
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Step 9/Work Order Line #2: For the
second work order, the employee
started work at 10:00:01am and
ended at their scheduled lunch time
of 12:00pm. To enter this on the
punch timesheet, enter 10:00:01am
in the IN Time Entry field and enter
12:00pm in the OUT Time Entry
field.

Now select the appropriate Time
Reporting Code (TRC).

You can only have one TRC per line.

Step 10: Click the Time Reporting
Code drop-down arrow.

Step 11: Select REGHR — Regular
Hours.

Empl Rec

Viewr Legend

Day Summary

Sunday

Reported 0.00 /Scheduled OFF

Monday

Reported 0.00 /Scheduled 8.00

Tuesday

Reported §.00 /Scheduled 8.00

Wednesday

Reported 500 /Scheduled 8 00

Thursday

Reported 5.00 /Scheduled 8.00

In Lunch

8:00:004M

10:00:01AM

8:00:00AM 12:00-00PM
8:00:00AM 12:00:00PM
8:00:00AM 12:00:00PM

Enter Time

30 May - § June 2021
Weekly

Scheduled 32.00 | Reported 32.00 Hours

10:00:00AM

12:00:00PM I

Request Absence

Time Reporting Code Quantity Comments

Regular Hours v

E]

1:00:00PM 5-00:00PM
1:00.00PM 5:00:00PM
1:00:00PM 5:00:00PM

Call Back Actusl worked Hours
Compensatory - FNLA
Compensatory L

Holiday Comp
Heliday Compensatory - FMLA
Holiday Compensat
Holiday Compensatory - WC
On Call

Regular Hours

Clear Save for Later

Comp Time

‘Submit

Call B:
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Step 12: Scroll over to the right, click = Enter Time & Q v
in the Work Order field and enter
1 30 May - 5 June 2021 3
the order number that corresponds Waskly
. . Scheduled 32.00 ‘ Reported 32.00 Hours
with the hours worked for the first —
|. Request Absence Clear Save for Later | Submit |
ine.
In Lunch In Out Time Reporting Code Quantity Comments Comp Time Call Back Instance Work Order
Step 13: Click the + (plus) button to
add an additional line for the second | | v . a a +
work order you worked that same
day.
8:00:00AM 10:00:00AM Regular Hours v [ Q Q| FM00123456 +
10:00:01AM 12:00:00PM Regular Hours ~ o Q Q| [Fuoozz4ea7
8:00:00AM 12:00:00PM 1:00:00PM 5:00:00PM v « a Q +
8:00:00AM 12:00:00PM 1:00:00PM 5:00:00PM v o Q Q +
8:00:004M 12:00:00PM 1:00:00PM 5:00:00PM v [ Q Q -
4
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Step 14/Work Order Line #3: For Enter Time
the thlrd Work Order, the employee Empl Rec: 0 | Dept id :701000 | Suilding/Grounds Spec I
came back from lunch 1:00pm and ‘ oy e '

Scheduled 32.00 | Reported 32.00 Hours

ended their workday at 5:00pm. To

enter this on the punch timesheet, ek memtos || oo | _socerian | (g
enter 1:00pm in the IN Time Entry Pa— ™ ars in out Time Reporting Code Gumtty  Comments Comy T callB:
field and enter 5:00pm in the OUT -

Time Entry field. 30 , 5 . a

\ay Reported 0.00 /Schaduled OFF

Now select the appropriate Time 31 Mondsy
Reporting Code (TRC) @/ |s0000am 10:00.00AM Regular Hours ~ o a

May Reported 0.00 /Scheduled 8.00

You can only have one TRC per line.
10:00-01AM 12:00:00PM Regular Hours. v < Q
Step 15: Click the Time Reporting
Code drop-down arrow.

P 2 a
Step 16: Select REGHR — Regular
Hours. 01 o

Reported §.00 /Scheduled 8.00

® 8:00:00AM 12:00:00PM 1:00:00PM 5:00:00PM

Heliday Comp Taken

Holiday Compensatary - FMLA
Holiday Compensstory - Mili

O 2 Wednesday Holiday Compensatory - WG
On Call

@ | |ecoocam 12:00:00PM 1:00:00PM 5:00:00PM o Q

Reported 8.00 /Scheduled 8 00
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Step 17: Scroll over to the right, click

¢ Time Enter Time A Q
in the Work Order field and enter
the order number that corresponds ‘ >
with the hours worked for the ol
secon d Iine Request Absence Clear Save for Later ‘ Submit |
In Lunch In Out Time Reporting Code Quantity Comments Comp Time Call Back Instance Work Order
Use steps 9 through 13, if you need
to add additional IN and OUT times 3 5
because you are working with
additional work orders that day.
8:00:00AM 10:00:00AM Regular Hours Q Q' FM00123456
10:00:01AM 12:00:00PM Regular Hours Q Q| FM00224567
1:00:00PM 5:00:00PM Regular Hours Q Q
8:00:00AM 12:00:00PM 1:00:00PM 5:00:00PM Q Q
8:00:00AM 12:00:00PM 1:00:00PM 5:00:00PM Q Q
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Continue to complete the timesheet

for the remaining days following
steps 9 through 13 if working with
multiple work orders in a single day.

You can enter comments about the
time entries if you feel additional
information is needed.

Step 18/Optional: Click the
Comments button.

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

Step 19: Click in the Comment field
and enter a comment applicable to
the time entered.

Step 20: Click the Add Comment
button. The comment is added,
along with a timestamp and who
entered the comment.

Step 21: Click the X to close the
Time Reporting Comments page.

Emgi Rac 0] Depl i 0100 | SuidingGrounds Egas ||

30 May - 5 June 2021
Wkl

Time Reporting Comments

Comments related to Time entered for 05/31/2021

Comment once entered cannot be altered or removed,

Add a new Comment

Ln:er additional information hare. |

W
Scbwduledd 3200 | Repeetod 32.00 Hours
egen Recuest Abserce Sawe tor Later | | submit
OaySummey s Luneh out Time Reparting Cods sty Comment Comp Time Can
30 Sunday
@ -
o Ao 000 Scheduled COFF
31 Mondiy
@ |30monam 10:00.208M Riggular Hous v
M Amparied O 08 ‘Schecuied § 62 ; i A
May
-
- !
-
-
. I
- 1
100001AM 1200 B0PM Reguiar Heur, o4 w i
-
e 1
= I
.- 1
-
] w7 |zomzem Requar Haur v i
-~ !
. I
- T
- - !
- I
- 1
e . *
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Notice when a comment has been Enter Time
added to a speciﬁc time entry' Empl Rec: 0 | Dept Id ;701000 | Building/Grounds Spec 11
B H 4 30 May - 5 June 2021 »
squiggles appear in the comment sty
bubble Scheduled 32.00 | Reported 32.00 Hours
iaw Lagene Reguest Absence Clear Save for Later Submit
Day Summary In Lunch In out Time Reporting Code Quantity Comments Comp Time call B:
30 Sunday
® v Q
May Reported 0.00 /Schaduled OFF
3 1 Monday
@/ [Booooam 10:00:00AM Regular Hours v Q
ey Reported 0.00 /Scheduled 8.00
10:00:01AM 12:00:00PM Regular Hours ~ o Q
1:00:00PM 5:00:00PM Regular Hours - o Q
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Step 22: The timesheet is complete. i Enter Time
Click the Submit button to submit Empl Rec: 0| Dept Id :701000 | Buiiding/Grounds Spec |
the timesheet for approval.

1 30 May - 5 June 2021 »

Weekly
Scheduled 32.00 | Reported 32.00 Hours

View Lagend Request Absence Clear Save for Later

Day Summary In Lunch In Out Time Reporting Code Quantity Comments Comp Time Call B:

30 Sunday

® v Q
May Reported 0.00 /Scheduled OFF
3 1 Monday
@ 8:00:004M 10:00:00AM Regular Hours v q Q
May Reported 0.00 /Scheduled 3.00 -
10:00:01AM 12:00-00PM Regular Hours v I Q
1:00:00PM 5:00:00PM Regular Hours v Q
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Step 23: 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.

Clicking Ok informs the system
knows to calculate the time worked
on the holiday as holiday comp time
and to add it to your holiday comp

Warmning — 2021-05-31 is scheduled as 2 holiday
t|me balance Reported Date is scheduled 25 3 Holiday, Press OK to Save the Reported Time and return to Timesheet page. Press cance! to retumn to Timeshest page to save or change your Reporied Time.

=
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The timesheet will not submit when: Enter Time
I Timesheet is Submitted for the period 2021-05-20 - 2021-06-05 I x

e ATime Reporting Code is ) e e '

missing [Scheduied 3200 | Reported 40.00 Howrs | -
e When the Work Order Number o || o | seeine |

is missing YR n - ou e e canes
e  When the IN and OUT times do

30 sunay

not match up e o = =
Error messages will appear 31 Monday
indicating what needs to be fixed ——— © [sooooam 10:00-00AM Ragular Hours ~ . Q
before the timesheet can be R
submitted. I

10:00:01AM 12:00:00PM Regular Hours - ¢ Q

Once the timesheet has been
submitted correctly, you will see a
message across the top of the e — s v ' 2
screen saying that the timesheet has

been submitted successfully. Also,
an email is generated that will
automatically be sent to you.

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

Earn Holiday Comp Time on a Punch Timesheet for Multiple Work Orders 14 June 2021
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Step 24: When submitted, the
Pending Approvals icon appear 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.

rE-I 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.

You successfully learned how to
earn holiday comp on a punch
timesheet for multiple work orders.

1CDE01AM

1G2C0FM

]

-3

Legend
Time Details
Saved
Approved
Pending Approvals
Denied
Pushed Back
Exception
Absence
Reported

Reported Under Schedule

B

30 May - 5 June 2021

Weehly
Seheduled 32.60 | Reperted 4100 Hours

Dut Tina Rasporting Code

120000PH Raguiar Hours

500007M Regular Hours
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