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How to adjust a timesheet on behalf of an exempt employee:
This job aid outlines how a TL/ABS Approver can adjust a timesheet on behalf of an exempt employee. TL/ABS Approvers have access to enter and/or adjust
timesheets on behalf of employees in their assigned department/college/division/campus.

Navigation: Employee Self Service > My Workplace > Time and Absence Workcenter

Processing Steps Screenshots
Q
Step 1: On the Employee Self Service - —
. . Payroll Personal Details] My Workplace Benefit Details
landing page, click the Choose Other |
Homepages drop down arrow and m"”! Employee Self Senvice - =
select My Workplace from the list. USC Central HR Administrator [ i
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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 TL/ABS
Approvers to access various pages
and keep multiple windows open
while doing their daily work.

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

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

Manage Time and Absence
Leave Donations
Extended Absences

I* Queries

Query Manager

Time and Labor

Absence Manageent

v Reports/Processes

Reports

Scope [ c
* My Scope
All
I+ My Work 4rows
Reported Time Quantity for Approval 2.00 Hours Routed
Exceptions . 06/01/2021 - 06/01/2021 05/3072021
Reported Time Quantity for Approval 5.00 Hours Routed N
Approvals v 05/20/2021 - 06/20/2021 06/02/2021
Reported Time a Reported Time Quantity for Approval 7.50 Hours Routed R
06/11/2021 - 06/11/2021 06/03/2021
I= Links Reported Time Quantity for Approval 6.00 Hours Routed 3
05/03/2021 - 05/03/2021 06/04/2021
Approve Time and Absence
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Step 4: Click the Approve Reported
Time option from the list.

Step 5: To edit leave of absence
reported hours/days for a specific
employee, begin by clicking the
Employee ID field and enter the
employee’s USCID.

Scope

¥ My Scope

v My Work

Exceptions
Approvals

Reported Time

v Links

Approve Time and Absence

co

Approve Reported Time

Manage Time and Absence

I Queries

Time and Labor

Absence Manageent

I* Reports/Processes

Approve Multiple Absence Requests

Approve Reported Time

Timesheet Summary

¥ Employee Selection

Employee Selection Criteria

Selection Criterion

Time Reporter Group

Employee ID

Empl Record

Last Name

First Name

Department

Supervisor ID

Reports To Position Number

Selection Criterion Value

V15069092

L L|L|L L LR L

New Window -]

Get Employees

Clear Criteria

Save Criteria
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Step 6: To view all timesheets before
the current date, click the View By
drop-down arrow and select All Time
Before from the list.
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My S0 "I First Name Q
. . , * My Scope
Step 7: Click the Employee’s Last — 5
Name link to view the Timesheet b My Work
Supervisor ID aQ
page Excepiions -
Reports Ta Postan Murmber 1+
Approvals o
Reponed Time q
I Links Change View
Approve Time and Abzence “View By | Al Time Before v Include Absence B Shew Seheduls Infermation
Approve Reported Time Date | 08062021 |

Appraid Multiple Aldence Requiasts

TL ABS Admwnistrates Monitor J\|>|xﬂ\n'|l.-.n

Employaes For Nime Needing Approval Befora 06/06/2021

Manage Time and Absence v ® Q =
Leave Donations - | Time Summary | Demagraphics | IIx
Extended Absences w Select Last Name Flrst Mama Employes ID Empl Record Hetirs to be Approved
b Quaries o ] T WG3O75233 0 1o
Cruery Manapes
Tima and Labor - Approval (T
Absence Managesnt < Seluct Al Desalect All Approve | Dany | Push Back
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Scope cd New Wind
Step 8: To find the timesheet that + My Scope Timesheet
requires an adjustment, click the D Employes D W6307523  Empl Record 0
. . . . Human Resource Manager Il DeptID 620100
Previous Period or Next Period links ——, y Actions- EartstChanga e 05162021
to select another timesheet. Approvals . Select Another Timesheet
Reparted Time 4 “View By Calendar Period v
Note: Exempt employees do not + Links Date 050112021 *
Scheduled Hours  75.00 Reported Hours  6.00
report hours worked except for those Approve Time and Absence | e
H Approve Reported Time
hours Worked durlng a hazardous P Pert From Saturday 05/01/2021 to Saturday 05/15/2021 @
Approve Multiple Absence Requests
weather event or hours worked on a — sat sun Man Tue wed T P sar sun Man Jus wed
. . . ministrator Moritor Approval
university holiday. Scheduled hours s e ﬂ o
. . lanage Time and Absence ®
will show the hours the employee is E— ) S o
scheduled to work during the Extandad Abzences .
Calendar perIOd Calendar pe rIOd for [+ Queries Reported Time Status Summary H Absence Exceptions Payable Time
exempt employees refers to the pay Query Manager Reported Time Status
perIOd 5/1/2021 - 5/15/2021. YOU Time and Labor - B QqQ ~
Can change the V|eW tO Week Or day Abseuce Manageent < Select Date Reported Status Total TRC Description Scn'e’: Review Comments
by CIiCking the View By drop_down Shspciiemivcesses m] 05/03/2021 Needs Approval 600 HZRDS Hazardous Weather 750 @
arrow. Repors o
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Step 9: To view the entire timesheet
for the calendar period, scroll to the
right.

In this scenario the employee had to
work during an authorized hazardous
weather event on 5/3/2021. The
employee accidentally reported 6
hours, but the TL/ABS Approver
knows that the employee actually
worked a full 7.5 hours that day. As
the manager, you must update the
hours accordingly.

Scope

* My Scope

[+ My Work

Exceptions
Approvals

Reported Time

[« Links

Approve Time and Absence

Approve Reported Time

Manage Time and Absence
Leave Donations

Extended Absences

[* Queries

Query Manager
Time and Labor

Absence Manageent

| Reports/Processes

c&

Approve Multiple Absence Requests

1

)
TLABS Administrator McnnBrApprwalsm

v

New Window
Tue Wed Thu Fri Sat =
511 512 813 518 516 Total Time Reporting Code Comp Time

6.00 | HZRDS - Hazardous Weather v
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Step 10: Click in the Time Entry field
for 5/3/2021 and adjust hours as
outlined in step 9.

Step 11: Click the Submit button to
submit the adjusted timesheet.

Scope [k - ] New Window
* My Scope Timesheet
Employee ID  WB3075233 Empl Record 0
I My Work
L DeptID 620100
Exceptions . Actions~ Earliest Change Date  05/16/2021
Approvals v Select Another Timesheet
Repaorted Time 4 “View By | Calendar Penod v Previous Period  Next Penod
. P el
S Linke Date | 05012021  [iH]
Scheduled Hours  75.00 Reported Hours  6.00
Approve Time and Absence -
Approve Reported Time
From Saturday 056/01/2021 to Saturday 06/16/2021 (@
Multiple Absence Ri 25t
Approve Multple Absence Requests Sat Sun Meon Tue Wed Thu Fri Sat Sun Men Tue Wed
51 52 53 §i4 5/5 516 57 58 5/9 5110 511 5112
TL ABS Administrator Monitor Apmwalsm
Manage Time and Absence .
Leave Donations o
Extended Absences v
v Queries Reported Time Status Summary | | Absence ‘ ‘ Exceptions Payable Time
Query Manager Reported Time Status
Time and Labor - H Q 11 v
Aby LU nt
R e S ot N Select Date Reported Status Total TRC Description S:};‘::] Review Comments
I+ Reports/Processes -
O 05/03/2021 Needs Approval 600 HZRDS Hazardous Weather 7.50 L
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Step 12: This page confirms the
successful submission of the adjustment,
click the OK button to return to the
Timesheet page.

Note: Steps 1-12 were for adjusting the
timesheet on behalf of the employee. As
the TL/ABS Approver you must also
approve the adjusted timesheet.

Scope c

Saving P
v My Scope St

Submit Confirmation

[+ My Work

5 The Submit was successful

Exceptions - Time for the Time Period of 2021-05-01 to 2021-05-15 is submitted

Approvals

~ Links

Approve Time and Absence
Approve Reported Time
Approve Multiple Absence Requests
TLABS Administrator Monior Apmmﬂ

Manage Time and Absence -

Leave Donations

Extended Absences -
[~ Queries
Query Manager

Time and Labor

Absence Manageent

l* Reports/Processes
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Scope T New Window
Step 14: The adjustment is now ready © Rz Timesheet
Employee ID  WB3075233 Empl Record 0

for approval. -y Work DeptiD 620100

Exceptions - Actions = Earliest Change Date  05/01/2021
To learn how to approve timesheets, P S folectAnotimr Tueshest

. . . . Reported Time 4 “View By ‘ Calendar Period v Previous Period  Next Period

please view the job aid titled Approve a Lo T
Timesheet. Scheduled Hours 7500 Reported Hours  7.50

| Approve Time and Absence .

Approve Reported Time
From Saturday 05/01/2021 to Saturday 05/16/2021 @
Note: As a TL/ABS APPVOVe r, you can go Approve Multple Absence Requests Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
ba C k to e nte rora d_] u St t | mes h eetS 60 TL ABS Administrator Monitor Am]rwa\sn k. 52 e G il w Lt/ uu o LAl Gl ks
. Manage Time and Absence . 150

days prior to the current day for a L..:nmm
terminated employee within your e 5 e i
de partmenta | access. - Queries Reported Time Status || Summary || Absence | | Exceplions || Payable Time

Query Manager Reported Time Status

Time and Labor . B Q 110f1 v

ik Narussns v Select Date Reported Status Total TRC Description Schﬁ Review Comments.

r Reports/Processes . .

O 05032021 Needs Approval 750 HZRDS Hazardous Weather 750 @

You successfully learned how to adjust a
timesheet on behalf of an exempt
employee.
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