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How to earn holiday comp time on an elapsed timesheet for multiple work orders:
This job aid outlines how a manager can earn holiday comp time on an elapsed timesheet with multiple work orders on an employee’s behalf. A manager can search
for direct and indirect employees in the Time and Absence Workcenter to include approving, reporting, and viewing activities.

Navigation: Employee Self Service > Manager Self Service > Time and Absence Workcenter

Processing Steps

Screenshots

Step 1: On the Employee Self Service
landing page, click the Choose Other
Homepages drop-down arrow and
select Manager Self Service from the
list.

Step 2: Click the Time and Absence
Workcenter tile.
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Time and Absence Workcenter
provides a central area to access the
most used time and absence related
activities. It enables managers to
access various pages and keep
multiple windows open while doing
their daily work.

The activities provided within the
Time and Absence Workcenter
include Approving, Reporting,
viewing time and absence related
transactions, queries, and reports.

Step 3: Click the Manage Time and
Absence drop-down arrow.

Scope

¥ My Scope

~ My Work

Exceptions
Approvals

Reported Time
w Links
Approve Time and Absence
Manage Time and Absence
Manage Enroliment
Time and Labor Processing
Leave Donations

Extended Absences

- Queries

Query Manager

Time and Labor

Absence Manageent

w Reports/Processes

Reports

ceo
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Step 4: Click the Timesheet option
from the list.

Step 5: To enter time for a specific
employee, begin by clicking the Filter
button.

Scope o °

* My Scope

- My Work

Exceptions
Approvals
Reported Time 2

= Links

Approve Time and Absence ¥

Manage Time and Absence

Timesheet

Payable Time Summary
Payable Time Detail

Leave and Compensalory Time
Weekly Time Calendar
Reques! Absence

View Absence Requests

Absence Balances

Enter Time

Use filters fo change the search criteria or Get Employees fo apply the default Manager Search Options.

Get Employees
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South Carolina

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

opulate below.
pop

Time Reporter Group [ Q |

Step 7: Click Done to move on to
the Enter Time page.

Employee ID : A31371 Q I

Empl ID

A31377578

Empl Record

Last Name
First Name |
Department |

Supervisor ID |

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

* My Scope

- My Work

Exceptions

ce

Enter Time

Select Employee

-

Name/Title

Exceptions

Hours to be Approved

Trades Specialist [V

Fix Exception 19

Approvals

Raeported Time z

Aoape co Enter Time

¥ My Scope @
Trades Speciafst ||
Return to Select Employes

« My Work

Exceptions Weekly

Fix Exception 19

Approvals
*Time Reporting Code 4-Sunday 5-Monday 6-Tuesday

Reported Time 1

‘ 4 July - 10 July 2021

Scheduled 37.50 | Reported 0 Hoursl Unapproved Time

Previous

Save for Later

ursday 9-Friday 10-Saturday

v Links Schedod OFF Scheduloa 75
Reported ¢
Approve Time and Absence
Approve Reported Time
Approve Multiple Absence Requests

Manage Time and Absence

Timesheet
U

Payable Time Summary

Payable Time Detail

Next
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In this scenario the employee worked
regularly scheduled hours on the
university holiday 7/5/2021 for
Independence Day. The employee
forgot to enter their time worked and
the week has now passed. As

the manager, you can enter time on
behalf of employees in your area.
You can go back and enter
timesheets 60 days prior to the
current day on behalf of an
employee.

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

Empl Rec: O | Dept Id 531010 | Trades Specialist IV

*Time Reporting Code

Enter Time

4 July - 10 July 2021 ¥ I

Weekly
Scheduled 3750 | Reported 0 Hours

et OFF
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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.

Step 13: Click in the Time Entry field
and enter hours worked for each day.
For this example, enter hours worked
July 5, the Independence Day holiday
for UofSC.

Note: There is no Time Reporting
Code for working a holiday. Just
enter the time worked on the holiday
and the system will know to add that
time to the employee’s holiday comp
balance.

Enter Time

Previous

Trades Specialist |l

« 4 July - 10 July 2021 »
Weekly

Soheduled 37.50 | Reported 0 Hours| Unapproved Time 0.

Save for Later

HCTKF - Holiday
HCTKM - Holiday Co

REGHR - Reguiar Hours

Next

Submit

Enter Time

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

'l 4 July - 10 July 2021 »
Weekly

Scheduled 37.50 | Reported 0 Hours

w Legend Request Absence Save for Later

10-Saturday

wckubecd OFF Scheduied 7.5 Scheduied 7.5 Scheduled 7.5 Scheduled 75 Schedued 7.5

REGHR - Regular Heurs v ao00 300 300 oo 300

Com

Submit

np Time
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Step 14: Scroll over to the right, click in
the Work Order field, and enter the
order number that corresponds with the
hours worked for the first line.

Step 15: Click the + (plus) button to add
an additional line for the second work
order you worked that week.

Step 16/Work Order Line #2: Scroll back
to the left to enter time worked for the

Enter Time

‘ 4 July - 10 July 2021 »
Weekly

Scheduled 3750 | Reported 0 Hours

Request Absence Save for Later Submit

jednesday 8-Thursday S-Friday 10-Saturday Comp Time Work Order

Enter Time

Empl Rec: 0| Dept Id :331010 | Trades Specialist IV

. . < 4 July - 10 July 2021 »
second work order. Click the Time Weskiy
. heduled 37.50 | Reported 0 Hours
Reporting Code drop-down arrow. m——m——1
Step 17: Select REGHR — Regular Hours. Reperting suncay tond Tussday Tiednesdey = et com
REGHR - Regular Hours - 200 200 200 200 00 Q M00123458 + —
Q | |-
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Step 18: Click in the Time Entry field and

enter hOUrS Worked for. each day Empl Rec: 0] Dept id :531010 | Trades Specialist IV
4 4 July - 10 July 2021 »
Weekly
Scheduled 37.50 | Reported 0 Hours
View Legend Request Absence Save for Later ‘,,?"L",
Time Reporting Code 4-Sunday B-Monday B-Tuesday 7-Wednesday 8-Thursday 9-Friday 10-Saturday Comp Time Work Order
T | Sche ko OFF
REGHR - Reguisr Hours v 300 300 300 200 300 Q| | FM00123456 + -
REGHR - Regular Hours v 200 200 200 200 chI Q -+ -
Comments C P, (] [ . O )
Step 19: Scroll over to the right, click in ; Enter Time
the Work Order ﬁeld' and enter the Empl Rec: 0| Dept 1d :621010 | Trades Specialist IV
. ‘ 4 July - 10 July 2021 »

order number that corresponds with the Weeky

. Scheduled 37.50 | Reported 0 Hours

hours worked for the second line. e e e :
View Lagend Request Absence Save for Later Submit
Step 20: C||Ck the + (plus) button to add Time Reporting Code 4-Sunday 5-Monday 6-Tuesday T-Wednesday & Thursday 9-Friday 10-Saturday Comp Time Sk O
an additional line for the third work order — = T ‘

you worked that week. - B

Reported 5 Repored § Reported § Reparies 5 fepored 0
REGHR - Regular Hours v .00 200 300 200 200 Q| |FM00123458

REGHR - Reguiar Hours - 200 200 200 200 200

Comments o o - C o
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Step 21/Work Order Line #3: Scroll back
to the left to enter time worked for the
third work order. Click the Time
Reporting Code drop-down arrow.

Step 22: Select REGHR — Regular Hours.

Step 23: Click in the Time Entry field and
enter hours worked for each day.

Enter Time

Empl Rec: 0| Dept Id :531010 | Trades Specialist IV

« 4 July - 10 July 2021 »
Weekly

Scheduled 37.50 | Reported 0Hours

agen Request Absence

Time Reporting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 8-Thursday S-Friday 10-Saturday Comp Time

St hechied OFF
Retp Reoriedt
REGHR - Reguiar Hours ~ 200 200 200 300 200 Q| |FM00123456 + -
REGHR - Reguiar Hours ~ 200 200 200 200 200 Q| |FuM00234567 -
Comments C (o] . G (o] s 5

Compensatory - FMLA
HCTHM - Hol Compansatory - Militar
HCTHW - Holiday Compansatory - WC

REGRA - Reguar Hou's

Sawe for Later Submit

Work Order

Enter Time

Empl Rec: 0| Dept Id :821010 | Trades Specialist IV

< »
agen Request Absence Save for Later Submit
Time Reporting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 2-Thursday 9-Friday 10-Saturday Comp Time Work Order
edaled OFF 4 b Schechiedl Scheduled Schesdied OFF
ried 0 Resgor w R Reperind 75 Repories 0
REGHR - Regular Hours ~ 2.00 2.00 200 300 300 Q| FM00123456 + -
REGHR - Regular Hours v 200 200 2.00 200 200 Q| |FMo0224567 + -
REGHR - Regular Hours v 250 280 250 2850 Efjl Q| |FMo0345678 + -
Comments (o] ] O (@] C (o] .
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Step 24: Scroll over to the right, click in Enter Time
the Work Order field' and enter the Empl Rec: 0 | Dept Id 831010 | Trades Specialist IV
. [l 4 July - 10 July 2021 »
order number that corresponds with the R
. . Scheculed 37.50 | Reported 0 H
hours worked for the third line. | i
Time Reporting Code 4-Sunday S-Monday &-Tuesday Wednesday 8-Thursday 9-Friday 10-Saturday Comp Time Work Order

Note: If you need to enter hours for
additional work orders, follow steps 20 S o] e e = e
through 24.

REGHR - Reguizr Hours N 200 3.00 300 200 300 Q. |FM00123456 + -

- Reguisr Hours v 200 200 200 z00 200 Q. |FM00234567 + -

REGHR - Reguiar Hours v 250 250 250 250 250 Q. |FMmo0345678 + -

Earn Holiday Comp Time on an Elapsed Timesheet for Multiple Work Orders 11 June 2021




A

N
il

UNIVERSITY OF

South Carolina

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

Step 22: The timesheet is complete. Click
the Submit button to submit the
timesheet for approval.

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.

Enter Time
Empl Rec: 0| Dept id 831010 | Trades Specialist IV
« 4 July - 10 July 2021 »
Weekly
Scheduled 37.50 | Reported 37.5Hours
8 r—rre— ==
*Time Reporting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 8-Thursday 9-Friday 10-Saturday Comp Time
75 Scheds
s Reporied
=3 £.3 (=3 =3 s
REGHR - Regular Hours v 2.00 300 200 300 200
REGHR - Reguisr Hours v 200 200 200 200 200
REGHR - Reguiar Hours v 250 2850 250 28 250
Comments C G < C ® [ (@

Enter Time

Empl Rac: 0] Dept Id 831010 | Trades Spacialist IV
4 4 July - 10 July 2021 »
Weekly
Scheduled 3750 | Reported 0 Hours

Request Absence Save for Later | Submit |

Comp Time Work Order

Time Reporting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday &-Thursday 9-Friday 10-Saturday
Scheduled OFF e 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled OFF
Reported 0 Reparied 7.5 Reporied 7.5 Reporied 7.5 Reporied 7.5 Reporied 0
REGHR - Reguiar Hours v 3.00 300 300 300 200 Q| |FMo0123450 + -
REGHR - Regular Hours ~ 200 200 200 200 200 Q| FMDO224587 + —
REGHR - Regular Hours v k — — - e L - - | Fumoo34saTE + -

Warning - 2021-07-05 is scheduled as a holiday
Reported Date is scheduled as a Holiday. Press OK to Save the Reported Time and retumn to Timesheet page. Press cancel fo return to Timesheat page to save or change your Reported Time. g )
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Once the timesheet has been submitted

I Timesheet is Submitted for the period 2021-07-04 - 2021-07-10

i Trades Scecalst Il Previous Next
correctly, you will see a message across - o
« My Wor
the top of the screen saying that the . ‘ 4.July - 10 July 2021 »
timesheet has been submitted Scheduled 3750 | Reported 378 Hoursl Unapproved Time 0,00
successfully. Also, an email is generated Fix Excepton i . saveforLater_| [["Subrt |
that WI” aUtomatlca”y be Sent to the o *Time Reporting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 8-Thursday 9-Friday 10-Saturday Comp Time
Reported Time 1 )
employee. .
v Links aided OFF rymrTy o 5 s
. Approve Time and Absence inesinl K /] ] g (] i (] ommncli (] =
When Submltted, the summary at the tOp P REGHR - Regular Hours v 3.00 3.00 3.00 3.00 3.00
of the page will show the Scheduled total Recree i Aiseron Ry REGHR - ReguarFours v 200 200 200 200 200
and Reported total for the week in view. Manage Time and Absence REGHR -Reguar Hours v 250 250 % 2% 250
Timesheet n omments C ¢ @
. . . Payable Time Summal
Step 24: Notice the time for each day is ’ 2 i
. . . Payable Time Detail
automatically approved at submission. R -
Leave and Compensatory Time
When time is entered by a manager on STE———
.. Date Reported Status Total TRC Description Scheduled Work Hours
behalf Of an employee’ addltlonal Racest Almeno 07052021 50 REGHR Regular Hours 750
approval is nOt reqUirEd' hvisbloencirkiss 07/08/2021 50 REGHR Regular Hours 7.50
A g 07/07/2021 50 REGHR Regular Hours 7.50
w Queries
07/08/2021 50 REGHR Ragular Hours 7.50
Time and Labor
07/08/2021 80 REGHR Regular Hours 7.50
Payable Time
Reported Time
Emplovess mvasng schadules
Earn Holiday Comp Time on an Elapsed Timesheet for Multiple Work Orders June 2021
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Step 25: 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.

H 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
holiday comp time on an elapsed
timesheet for multiple work orders on an
employee’s behalf.

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

Reported

Reported Under Schedule

()

Fix Excaption
Appeovals

Raportad Time

Approve Time and Absence

Agprove Reported Tme

co

Approve Walip'e Absence Requests

Manage Time and Absence

Tumesheet

4 July - 10 July 2021

<]

nln e
2 8 |8

Save for Later

Submit

Earn Holiday Comp Time on an Elapsed Timesheet for Multiple Work Orders

14

June 2021




