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How to enter or adjust time on an elapsed hourly timesheet for multiple work orders:

This job aid outlines how a TL/ABS Approver can enter or adjust time on an elapsed hourly timesheet with multiple work orders on behalf of an hourly employee. 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 PorsonalDetial e nce Bensfit Dotails
landing page, click the Choose Other - -

s mployee Self Senvice & 7
Homepages drop'dOWn arrow and m USC Central HR Administrator [ + ﬂ
select My Workplace from the list.

Last Pay Date 04/30/2021
USC Profile Time and Absence
@« «©©

Step 2: Click the Time and Absence
Workcenter tile.

SOUTH CAROLINA

* My Workplace

—

COVIDA9 Campus Leave Workctr

=PAF Homepage

—

Affiliate Actions Homepage

oracLe
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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 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 Enrollment
Time and Labor Processing
Leave Donations

Extended Absences

« Queries

Query Manager

Time and Labor

Absence Manageent

« Reports/Processes

Reports

co
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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 (ol - ]

*» My Scope

- My Work

Exceptions
Approvals
Reporled Time

« Links

Approve Time and Absence

Manage Time and Absence

Timesheet

Payable Time Summary
Payable Time Detail

Leave and Compensatory Time
Weekly Time Calendar
Request Absence

View Absence Requesis

Absence Balances

Enter Time

Use filters to change the search criteria or Get Employees lo apply the default Manager Search Opfions

Get Employees
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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
Enter Time page.

Time Reporter Group | Q ’

Employee 1D [Ast377 a)

EmplID  Display Name

Empl Record R|
A31377578

Last Name |- a]
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

co

¥ My Scope

« My Work
Excepfions
Approvals
w Links

Approve Time and Absence
Manage Time and Absence

Timesheet

Enter Time
Select Employee

Timesheet

Name/TitielEmployes ID - Employee Record - Deptid - Status Exceptions

=1 7-0- 500100 - Active

Hours to be Approved

40.00

Scope

ce

* My Scope

« My Work

Exceptions

Approvals

w Links

Approve Time and Absence

Manage Time and Absence
Timesheet
Payable Time Summary
Payable Time Detail
Leave and Compensatory Tme
Waskly Time Calendar

Request Absence
§ ||

View Absence Requests

Enter Time

Trades Scecaist

*Time Reporting Code

1 25 July - 31 July 2021 4
Weekly Period - P§ Delivered
Scheduled 0.00 | Reported 0 Hours| Unapproved Time 0.00

18-Sunday 15-Monday 20-Tuesday 21-Wednesday 22-Thursday 23-Friday

Previous Next

Save for Later Submit

24-Saturday Comp Time

Comments (] O
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In this scenario the employee forgot
to enter and/or submit their
timesheet for the week of 725/2021
—7/31/2021. As the TL/ABS
Approver, you can enter time on
behalf of employees in your area.
You can go back to enter or adjust
timesheets 60 days prior to the
current day on behalf of an
employee.

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.

Enter Time

Empl Rec: 0 | Degt id :500100 | Plumber

|« 25 July - 31 July 2021 v |

Weekly Period - PS Delivered

Scheduled 0.00 | Reported 0Hours

Save for Later

*Time Reporting Code 30-Friday 31-Saturday

REGHA - Raguiar Hours Lents = -

)
)

Submit

Comp Time
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Step 13: Click in the Time Entry field 0 Enter Time A @
and enter hours worked for each day. T S
4 25 July - 31 July 2021 »
Weekly Period - PS Delivered
Scheduled 0.00 | Reported 0 Hours
Legen: Save for Later | Submit |
*Time Reporting Code 25-Sunday 26-Monday 27-Tuesday 28-Wednesday 29-Thursday 1-Sat
REGHR - Regular Hours v | 2.00 200 200 200 00
Comments g \_
Enter or Adjust Time on an Elapsed Hourly Timesheet for Multiple Work Orders 7 June 2021
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Step 14: Scroll over to the right, click in bl BN I LT ol

the Work Order field, and enter the . R .

order number that corresponds with the g i i

hours worked for the first line. Save for Later | 50000

Step 15: Clle the + (p|US) button tO add 25-Sunday 26-Monday 27-Tuesday 28-Wednesday 29-Thursday 30-Friday 31-Saturday Comp Time Work Order

anadditlonal“neforthesecondwork 'Iv::rr.‘v!!\'r')'vz:r:.'viirx"zv;rvrrxtviirxvyzr"ertr!!rx(v:r!"\'xtrl!rx!v\'rrl

order the employee worked that week. = - — = = 1 E =

Step 16/Work Order Line #2: Scroll back g Enter Time LIS SO

. Empl Rec: 0 | Dept Id ;500100 | Plumber

to the left to enter time worked for the . 25 sty 51 sty 203 .

second work order. Click the Time ity P PRt

Reporting Code drop-down arrow. save for Later | [ Sunit

Step 17: Select REGHR — Regular Hours. fepering * o e ey e e " ° o
REGHR - Reguiar Hours v 00 2 2.00 200 0 a FMO0122458 + -
™ a + -
[ER T fem ] comment o Ie c o - o
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Step 18: Click in the Time Entry field and
enter hours worked for each day.

Step 19: Scroll over to the right, click in
the Work Order field, and enter the
order number that corresponds with the
hours worked for the second line.

Step 20: Click the + (plus) button to add
an additional line for the third work order
the employee worked that week.

Enter Time
View Lagand Save for Later | Submit
*Time Reporting Code 25-Sunday 28-Monday 27-Tuesday 28 Wednesday 28-Thursday 30-Friday 21-Saturday Comp Time
7 el -
Re Flape R 5
REGHR - Reguiar Hours A 200 200 200 2.00 2.00
REGHR - Reguiar Hours v ” 3.00 .00 .00 3.00 3.00
. O f C (@)
< Time Enter Time A Q™
« 25 July - 31 July 2021 >
e ered
Hours
Save for Later Submit
2 26-Monday Tuesd 28-Thursday 30-Friday 31-Saturday Comp Time Work Order
2.00 00 o0 00 Q| [FM00122458 +
3.00 00 00 3.00 00
e
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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.

on Behalf of an Hourly Employee

Empl Rec: 0 | Dept Id :500100 | Plumber

Enter Time

] 25 July - 31 July 2021
Weekly Period - PS Delivered
Scheduled 0.00 | Reported 25 Hours
Save for Later || Submit |
“Time Reporting Code 5-Sunday 26-Monday 27-Tuesday 28-Wednesd Th 0-Friday 31-Saturday p Ti Work Order

hedule .54--| chedule echio

xie Reparl cparie: porie
REGHR - Regular Hours v 00 200 00 2.00 2.00 Q| |Fm00123468 -
REGHR - Regular Hours e 0o 300 3.00 00 3.00 Q| FMO0234567 -
a -

REGHR - Regular Hours | Commments 3 O - o - N

Empl Rec: 0| Dept Id :500100 | Plumber

Enter Time

25 July - 31 July 2021

Weekly Period - PS Deliverad

Scheduled 0.00 | Reported

25 Hours

Save forLater || Submit
Time Reporting Code 25-Sunday 26-Monday 7T-Tuesd. 28-Wednesday 28-Th 0-Frid, 1-Saturday C Work Order
Scheced 0 Schackied
Repores 0 |[Reposss s ||Amores s | Regee s [|Repees s [[Repews 8| Aoporne 0
REGHR - Reguiar Hours v 20 2.0 2.00 o 2.00 Q| | FMO0122456 -
REGHR - Regular Hours w 0 300 300 00 3.00 Q| | FMODZ34567 -
REGHR - Reguiar Hours v 300 3.00 3.00 3.00 EJCI Q -
ommer C » . l® q

B
0
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Step 24: Scroll over to the right, 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 16
through 20.

< Time

Enter Time a Q ™ ®
Empl Rec: 0| Dept Id :500100 | Plumber
4 25 July - 31 July 2021
Weekly Period - PS Delivered
Scheduled 0.00 | Reported 25 Hours
Lagen Save for Later ‘ Submit |
Time Reporting Code 25-Sunday 26-Monday 27-Tuesday 28-Wednesday 29-Thursday 31-Saturday Comp T Orch

e Sched e Scheer 0 P

Reported 0 Reporied 9 2 a R Resorin: 3 e
REGHR - Regular Hours v 200 2.00 2.00 o0 Q| | FM0D123458 + -
REGHR - Regular Hours ~ 3.00 3.00 3.00 2.00 Q| |Fmoc234587 + -
REGHR - Reguiat Hours w 200 3.00 3.00 00 Q + -

Con t: q C — —~ C c

Enter or Adjust Time on an Elapsed Hourly Timesheet for Multiple Work Orders 11

June 2021




7/
A
’_frj [1‘ University of South Carolina

T . Time and Labor — TL/ABS Approver

Enter or Adjust Time on an Elapsed Hourly Timesheet for Multiple Work Orders

on Behalf of an Hourly Employee

UNIVERSITY OF

South Carolina

Step 25: The timesheet is complete. Click me Enter Time
the Submit button to submit the Empi R 0] Det 4 503100 | P
. “ 25 July - 31 July 2021 »
timesheet for approval. Weskly Feriod - 75 Delvered
Scheduled 0.00 | Reported 25 Hours
) =TT
Time Reporting Code 25-Sunday 26-Monday 27-Tuesday 28-Wednesday 29-Thursday 30-Friday 31-Saturday Comp Time Work Order
n e 0 || Schedule b Schedh
R R Re ae 8 Reporied 8 Zerperte
REGHR - Regular Hours ~ 200 200 200 200 2.00 Q FM00122458 + —
REGHR - Regular Hours v o 3.00 300 3.00 3.00 Q FM00234567 + -
REGHR - Reguiar Hours hd 200 300 3.00 3.00 2.00 Q| | FMO034557% + -—
[= [ o [S] C
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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

« My Work

Exceptions

Approvals

w Links

Approve Time and Absence

fiew Legend

Timesheet is Submitted for the period 2021-07-25 - 2021-07-31 I

K 25 July - 31 July 2021 v |
Weekly Period - PS Delivered
Scheduled 0.00 | Reported 40 Hours| Unapproved Time 40.00

Previous Next

Save for Later Submit
|

em ployee *Time Reporting Code 25-Sunday 26-Monday 27-Tuesday 28-Wednesday 29-Thursday 30-Friday 31-Saturday Comp Time
: Manage Time and Absence o
Timesheet S 0 Scheduled 0 ‘
When submitted, the summary at the top Payae Trme Summany R B
of the page will show the Scheduled total Payatie Tme Detai B Sy = =
and Reported total for the week in view. Leave nd Compensatory Trme TR Rt = = = — =
Weaekly Time Calendar REGHR - Regular Hours 3.00 3.00 3.00 300 3.00
. . . Request Absence ~ — o] = A - I
Step 26: Notice the time for each day is R III Gomments < € - ) -
View Abzence Request
automatically approved at submission. R ~ Manage Approvals
When time is entered by a TL/ABS S———— )
Approver on behalf of an employee, Time and Labor Processing
Date Reported Status Total TRC Description Scheduled Work Hours
HH H : Absence Processin, o
additional approval is not required. o J R — R R o
Extended Absences 072772021 Approved 800 REGHR Regular Hours 0.00
s 07/28/2021 Approved 500 REGHR Regulsr Hours 0.00
Query Manager 07/28/2021 Approved 800 REGHR Regular Hours 0.00
Time and Labor ~ 0713072021 Approved 500 REGHR Regular Hours 00
Absence Managment
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Step 27: 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.

rﬁ] The timesheet has been saved for
later.

%

‘i’ The time entered has been
submitted and is pending approval.

ﬂ The entered time has been approved.

You successfully learned how to enter or
adjust time on an elapsed hourly
timesheet for multiple work orders on
behalf of an employee.

Scope

= Links.

Manage Time and Abzenca

Timesheat

Apprave Time and Abcence.

co

! B Reported

A Legend
Time Details )
Saved

Appraved

Pending Approvals

Denied

Pushed Back

A Exception

1 @ Absence

B Reported Under Schedule

25 July - 31 July 2021
Viessiy Periad - P§ Deliveres
Scheduled 0.00 | Reported 40 Hours| Unapproved Tane. 40.00

28 Wednezday 28.Th
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