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How to manage a work schedule:
This job aid outlines how a TL Admin will assign a work schedule. TL Admin will have access to enter and/or adjust timesheets on behalf of all employees.

Navigation: Employee Self Service > My Workplace > 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 m"’” \ Employes Sl Service - =

select My Workplace from the list. USC Central HR Administrator [ o

Payroll Personal Details) Benefit Details

My Workplace

Last Pay Date 04/30/2021

-
USC Profile Time and Absence

@« «©

Step 2: Click the Time and Absence
Workcenter tlle S()L;I\I:I\I(I:;:\Il'{\(.)li,lx\ v My Workplace

Time and Absence Workcenter COVID-19 Campus Leave Workctr [l ePAF Homepage

Student Initiator Reports Affiliate Actions H.

=

9

Time Admin Manage Work Schedule 28 Day Police Employee 1 June 2021




A

D
il

UNIVERSITY OF

South Carolina

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 Enrollment
drop-down arrow.

< My Workplace
Scope
¥ My Scope
v My Work
Exceptions
Approvals
[* Links
Approve Time and Absence
Manage Time and Absence
Manage Enrollment
[v Queries
Time and Labor
Absence Manageent
v Reports/Processes

Processes

co

University of South Carolina
Time and Labor — Back Office

Manage & Assign Work Schedule

Time and Labor WorkCenter
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Step 4: Click the Assign Work
Schedule option from the list.

Step 5: To manage the work schedule
for a specific employee, begin by
finding a specific employee. Enter
their USCID in the Employee ID field.
As you begin entering the ID,
employee names populate below.

Step 6: Click Search to display the
employee results.

< My Workplace
Scope

¥ My Scope

v My Work

Exceptions

Approvals

v Links

Approve Time and Absence
Manage Time and Absence

Manage Enrollment

c o

Assign Work Schedule

Assign Work Schedule

Enter any information you have and click Search. Leave fields blank for a list of all values.

Assign Work Schedule

+ Queries

Time and Labor

Absence Manageent

v Reports/Processes

Processes

{ Find an Existing Value

¥ Search Criteria

Empl ID | begins with ~ |m82685352

Empl Record i = vE
Name | begins with
Last Name | begins with +
Business Unit | begins with v
Department | begins with v

Organizational Relationship | = -

@ Include History (JCorrect History [JCase Sensitive

| Search I| Clear |Basic8earch E3 Save Search Criteria

®

New Window
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Step 7: Click the USCID for the
applicable EMPL record.

< My Workplace
Scope
* My Scope
+ My Work
Exceptions
Approvals
> Links
Approve Time and Absence
Manage Time and Absence
Manage Enrollment
Assign Work Schedule
[~ Queries
Time and Labor
Absence Manageent
v Reports/iProcesses

Processes

co

Assign Work Schedule A Q ™
Assign Work Schedule
Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Find an Existing Value
¥ Search Criteria
Empl ID | begins with ~ | | M82585352
Empl Record | = v
Name | begins with v
Last Name | begins with
Business Unit | begins with ~
u Department | begins with v
Organizational Relationship | = v -
B Include History [Correct History [JCase Sensitive
| Clear | Basic Search & Save Search Criteria
Search Resulis
View All 1-20f2
Empl ID Empl Record Name Last Name Business Unit Department Organizational Relationship
0 SCCOL 691000 Emp
182685352 | 2 t SCCOL 691000 Emp

: @

New Window
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Step 8: Review the data on the
Assign Work Schedule page.

The Effective Date is the date that
the schedule will be effective.

The Schedule ID field outlines the
schedule the employee’s current
schedule.

Schedules that start with FS and CS
will need to be assigned by the
Payroll Department. The assign
schedule program will not
automatically update these
schedules.

The Rotation ID field appears
populated when the Schedule ID that
is assigned is a rotational schedule.
The system will automatically flip
schedules at the end of each
rotation.

Step 9: Click the Show Schedule link
to view daily schedule breakdown.

< My Workplace Assign Work Schedule aQ ™
Scope (e Q
v My Scope Assign Work Schedule
Employee ID  M82685352
[r My Work La cement Officer 111 Employment Record 0
Ac
Exceptions - -
Assign Schedules @
Approvals v m Q 1202 v | ViewAl
Iv Links Detalls | I
Approve Time and Absence + | “Effective Date “Assignment Method Schedule Group Schedule ID Description Rotation ID Show Schedule
Manage Time and Absence <
06/062021 [iH) Select Predefined Schedule v |uscot Q| |P2s_cola T2 Q| Pp2s_cola 12 Show Schedule ||| -
Manage Enroliment S
101/, B se Default Schedul v uscot 40-000DDDO 40.00 M-F 08.00 Show Schedule —
Assign Work Sohadule 068/01/2021 [i5) Use Default Schedule edule +
[* Queries m » View history of Schedule Assignments, including default changes
Time and Labor 2 ‘ Save | Return to Search Previous in List Next in List Refresh Update/Display Include History Correct History
Absence Manageent <
I+ ReportsiProcesses
Processes S
< My Workplace Assign Work Schedule a
Scope o
v My Scope Assign Work Schedule
Employee D M82685352
[* My Work Law Enforcement Officer Il Employment Record 0
Actions~
Exceptions . _ §
Assign Schedules @
Approvals < 5 Q 120f2 v View All
[* Links Details | II»
Approve Time and Absence “ *Effective Date *Assignment Method Schedule Group Schedule ID Description Rotation ID Show Schedule
Manage Time and Absence <
06/06/2021 E Select Predefined Schedule v USCO1 Q P28_COLA_T2 Q| P28_COLA T2 1 v -
Manage Enroliment 5
08/01/2021 E} Use Default Schedule . uscot 40-00DDDDO 40.00 M-F 08 00 Show Schedule -+ -

Assign Work Schedule

[* Queries

Time and Labor
Absence Manageent
I+ Reports/Processes

Processes

m » View history of Schedule Assignments, including default changes

. | save || Rewmtosearch Previous in List Next in List Refresh UpdateiDisplay

Include History

Correct History
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The Schedule Calendar page shows
all relevant details for the current
shift including:

e Schedule ID

e Rotation ID

e  Workgroup
e Day
e Date

e ShiftID
e Scheduled Hours

You can view the work schedule for
the previous period, the next period,
and you can compare rotations.

Step 10: Scroll to the bottom of the
Schedule Calendar page and click the
OK button to return to the Assign
Work Schedule page.

Seope co

* My Scope Employment Record Nor 0
Schedule Group  USCO1 USG Scheduled Group Elapsed
I way wiork Sehedule ID P2S.COLA T2 P28_COLAT2
1 v
Exceptions. . Rotation ID
Workgroup  POLGMP Police Gomp Eligibie.
Excepti -
From Date | 08/08/2021 k=l Load Calendar Previous: Period Next Perio Compare Rotatians
Aepravals .
P — Schedule Calendar
5 Q
|- Link
Shift Time Confguratle Totals | I
Approve Tims and Absence
Date Workday 1D ShifiD Sched Hrs Shift Detail
0082021
itor Approva; Monday 1200HRS-AM 1200 Shift Detai
Wanage Time and Absence S Tuesny 1200HRS-AM 1200 Shif Detm
Manags Enrolimant
L2 Wednesday
Assign Wark Schedule
Tharsday
I+ Qusries
Fraay o021 Y20HRS-AM 1200 Shift Dota
Time and Labor .
Fapatle Tne Satunday 1200HRS.AM 1200 Shift Dot
Reparted Tene Sunday 1200HRS-AM 1200 Shift Dota
Empioyess misng schatiies A P

Schedule Calendar

Employee 1D MEESI

< My Workplace Schedule Calendar

Employees missing schedules

Scope c Shift Time Cenfigurable Totals. | II¥
* My Scope
Day Date Warkday 1D shiftip
Lty Work Sunday 061062021
[Excaptions -
Maonday DEOT2021 1200HRS-AM
Allo
Tuesday 08082021 1200HRS AM
Approvals . Wednesday 08082021
B Thursday 06102021
I Links Friday 081112021 1200HRS AM
[Asprure|Time and Abswca ~ Saturday 0EM22021 1200HRS-AM
Approve Reparied Time
Sunday 08132021 1200HRS-AM
Approve Mulipie Absence Requests
Manday 1472021
TLABS Administrator Monitor Appeova londay oG4z
[Manage Time and Absance . Tuesday 08152021
Manage Enralimant v Wednesday 0AMER021 1200HRS-AM
Assign Work Schedule
Thursday 0872021 1200HRS-AM
|- Queries
Friday g0
Time and Labor .
Saturday o8Ha2021
Payable Time
Feporte Time Sunday 08202021

Cancel || Retresh

Sched Hrs

1200

1200

1200

1200

1200

1200

Shift Detail

Shift Detail

Shift Detail

‘Shift Detail

Shift Detai

Shift Detai
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Step 11: To update the employees
assigned work schedule, click the Add
a Row + button.

< My Workplace

~ My Scope

I+ My Work

Exceptions

Approvals

I Links

Approve Time and Absence

Manage Time and Absence

Manage Enroliment
Assign Work Schedule

v Queries

Time and Labor

Absence Manageent

[+ Reports/Processes

Processes

Scope co

Assign Work Schedule
Assign Work Schedule

Employee ID  Ma2685352
Law Enforcement Officer Iil Employment Record 0

Assign Schedules &

5 Q
Details | I
*Effective Date *Assignment Method Schedule Group Schedule ID Description Rotation ID Show Schedule
06/06/2021 =] Select Predefined Schedule - Uscot Q| P28 COLA_T2 QP28 COLA T2 1 v
060112021 5] e Default Schedule v| uscor 40-00DDDDO 40.00 M-F 08.00
n » View history of Schedule Assignments, including default changes
| save ‘ Return to Search Pravious in List Next in List Refresh Update/Display Include History.

Correct History
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Step 12: Enter an effective date for

. . Look Up Schedule ID x
the change in work schedule. In this
scenario we entered 6/13/2021 setlo vscot
X i Schedule ID | begins with
which is a Sunday and the start of a
new work week. Description | begins with v S
%
A
Step 13: Click the Schedule ID lookup Sl Clexr || Cancd | Basiclookip kS
button. Search Results \\
View 100 5w \\
A
Step 14: In the Schedule ID lookup, o Description \
type P28 in the Description field to [F25_COLA_40 F28_COLA_40 '
display only the 28 day police officer P28_COLA_T1 P28_COLA_T1 \
schedules. P28_COLA T2 P28 COLA_T2 Y
P28 COLA T3 P28 COLA T3 \\
Step 15: Click the Search button. B28_COLA_T# P28 COLA_T4 %
‘\
v

Step 16: From the search results,
select the new team. Click the

Seaps cd \
. - Assign Work Schedule
» My Scxy !l
P28_COLA_T3 link. — \
- - Employhp ) MIMSIEIET
[ My Wark Law Erdorcemen Ofices |1 Employmant Beclyd 0
Achianse A
L) e Assign Schedules (T s
. \
"B Q Viea Al
Fa B " ‘
- Dietalis. - \
SpeaeLY et Schedule Geroup Scheckde ID A\ Dencription Rotation 1D Shom Schedule
Reported Time
Schedule w usco1 Q | |P28_coua_TZ @ P2 COLA T2 1 - -
v Links
osoanaz [ Scaesule [r-Teil] Q| |P2m_cola T2 F28_COLA_T2 1 - -
Apprave Teng and Abtance "
Approve Repaned Time w0l E2 ez Dl Scheoxile - USCH 400000000 40.00 MF D200 &ch -
b View higtedy of Schedule Assignments, including default changes
Save Reaum s Seasen Prewiess in Lis Mt i List Ratresh Wpelane/Diaplay Inelupe Miztary Cdveet Miziory
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< My Workplace Assign Work Schedule A
Step 17: Click the Save button to Scope co e Windr
. , v My Scope Assign Work Schedule
update the officer’s work schedule to
Employee ID  1M82685352
team 3. [Ty, WorK Law Enforcement Officer |1l Employment Record 0
Actions~
Exceptions _
Assign Schedules @
Al ble Exception . .
You have successfully learned how to =/ Q : | View Al
Fix Exception
Details | I
manage work schedules for an o |
. L et *Effective Date *Assignment Method Schedule Group Schedule ID Description Rotation ID Show Schedule
employee on a rotation schedule. ErrErETD
06/13:2021 Select Predefined Schedule v USCco1 Q| | P268_COLA T3 QP28 COLA T3 1 w|  Show Schedule -
I= Links
06/06/2021 Select Predefined Schedule ~ usco1 Q P28_COLA_T2 QP28 COLA T2 1 v Show Schedule -_—
Approve Time and Absence -
Approve Reparted Time m 06/01/2021 =) Use Default Schedule ~| |uscor 40-0DDDDDO 40.00 M-F 08.00 Show Schedule -
Approve Multiple Absence Requests
» View history of Schedule Assignments, including default changes
TL ABS Administrator Monitor Approva
E Return to Search Previous in List Next in List Refresh Update/Display Include History Correct History
Manage Time and Absence .
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