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How to manage exceptions in the Time and Absence Workcenter:
This job aid outlines how a manager can fix exceptions in the Time and Absence Workcenter.

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

Processing Steps Screenshots
. SOUTH CAROLINA ~ Employee Self Service
Step 1: On the Employee Self SerVICe Time and Absence Payroll My Homepage Talent Profile
landing page, click the Choose Other
2 anager Se! ervice
Homepages drop-down arrow and (
p g p . @ Employee Self Service ‘
select Manager Self Service from the
list. Last Pay Date 04/30/2021

-
Benefit Details USC Profile

poy

Step 2: Click the Time and Absence
Workcenter tile. SOUTH CAROLINA v Manager Self Service

Manager Dashboard Approvals

r

()

5

Tie and sence cemer
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¢ Manager Self Service Time and Labor WorkCenter
Two types of exceptions: Roors co Fix Exception
. .. ¥ My Scope L}
* Low Severity — this is an 131 rows
H - o
allowable exception on the » My Work To® =
t|mesheet that Wl“ Submlt and TS iONS . Name © Actions Job Description < Exception © Severity © Date ©
can be processed by Payro” but Allowable Excepfio Natalie Brenes ® Undergraduate Assistant SCTLO00S - Terminated Employee High 08/14/2021
W| ” need tO be ma rked a I I OWa b | e Fix Exception = Karen Broadus (‘}) Security Specialist Il TLX01560 - Quantity cannot be zero High 0810272021
. . . . A I
hd H Igh Seve rlty - timesheet will e % Karen Broadus ® Security Specialist Il TLX01560 - Quantity cannot be zeto High 08/03/2021
5 H Reported Time
su bm It b Ut wi l I nOt be p rocessed Karen Broadus [©] Security Specialist Il TLX01560 - Quaniity cannet be zero High 08/04/2021
by Time and Labor until fixed v Links
Karen Broadus ) Security Specialist Il TLX01560 - Quantity cannot be zero High 08/05/2021
Approve Time and Absence -
Th t t \pprove Reported Time Karen Broadus ® Security Specialist Il TLX01560 - Quantity cannot be zero High 08/06/2021
€ MOoSst common exceptions you Approv
see |n the Tl me an d Abse nce Approve Mulfiple Absence Requests n Karen Broadus =] Security Specialist Il TLX01560 - Quantity cannot be zero High 081162021
Wo rkce nter: TLABS Admmisirator Menitor Approva Jasmine Carter [©] Graduate Instructional Asst SCTLO00S - Terminated Employee High 08/08/2021
A InVa I |d E m ployee Status - H |gh i —— o Daniel Deciantis ® IT Services Specialist | SCTLO00S - Terminated Employee High 08/08/2021
. Manage Enroliment o
Seve rity Daniel Deciantis ® IT Services Specialist SCTLO0OS - Terminated Employee High 08/09/2021
. . Time and Labor Processing -
. _
Qua ntlty Ca n nOt be Ze ro ngh Rapid Time Daniel Deciantis ® IT Services Specialist | SCTLO000S - Terminated Employee High 08/10/2021
Severity _ ;
Time Reporter Status Daniel Deciantis [©] IT Services Specialist | SCTLODOS - Terminated Employee High 08/11/2021
*  More than 24 Hours Reported -
H . h S t Request Time Administration Daniel Deciantis E; IT Services Specialist I SCTL000S - Terminated Employee High 081272021
Ig eVe rl y Reguest Baich Approval Process ~
H H Daniel Deciantis [©] IT Services Specialisi | SCTL000S - Terminated Employee High 081372021
. —
Partial Sick Absence (LOAS onesheet Lockdonn
scheduled work wee k) —H |gh s ) Daniel Deciantis ® IT Services Specialist | SCTLO0OS - Terminated Employee High 081472021
ljust Paid Time
Severity (Salaried Exempt Temps
only)

* Personal Leave Validation (LOAP
— full scheduled day) — High
Severity (Salaried Exempt Temps
only)

*  HOLEX only on holiday — High
(exempt employee)

All exceptions must be managed.
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Exception #2: Quantity Cannot anager Self Servies bor WorkCenter

Scope . .
Egual Zero co Fix Exception
v My Scope %
131 rows
- "
. . - My Work v %
Step 3: Click the Exceptions drop-
. Exceptions Name °© Actions < Job Description < Exception < Severity © Date &
down arrow and select Fix =
. . lowable Exception Natalie Brenes ® Undergraduate Assistant SCTLO0OS - Terminated Employee High 0871472021
Exceptions from the list.
L ERT o ® Security Specialist Il TLX01560 - Quantity cannot be zero High 080272021
. Approvals v _— . " . -
step 4: M a ke note of th e fl rst Karen Broadus ) Security Specialist Il TLX01560 - Quantity cannot be zero High 08/03/2021
, Reported Time
em p | Oyee S hame on th e I Ist a nd the Karen Broadus @ Security Specialist Il TLX01560 - Quantity cannot be zero High 08/04/2021
. « Links
exce pt I O n . Karen Broadus @ Security Specialist Il TLX01560 - Quantity cannot be zero High 08/05/2021
Approve Time and Absence y
Karen Broadus = Security Specialist Il TLX01560 - Quantity cannot be zero High 8/06/2021
Approve Reported Time
Approve Multiple Absence Requests n Karen Broadus @ Security Specialist Il TLX01560 - Quantity cannof be zero High 08r16/2021
TLABS Administrator Monitor Approva Jasmine Carler ® Graduate Instructional Asst SCTLO00S - Terminated Employee High 081082021
Manage Time and Absence -
Daniel Deciantis @ IT Services Specialist | SCTLO00S - Terminated Employee High 08r08/2021
Manage Enrollment "
Daniel Deciantis ® IT Services Specialist | SCTLO0OS - Terminated Employee High 08/09/2021
Time and Labor Processing .
Rapid Time Danigl Deciantis ® IT Services Specialist | SCTLO00S - Terminated Employee High 03871072021
Time Reporter Status Daniel Deciantis ® IT Services Specialist | SCTLO0OS - Terminated Employee High 08172021
Request Time Administration . " . X N
Daniel Deciantis ® IT Services Specialist | SCTLO008 - Terminated Employee High 08/12/2021
Request Batch Approval Process
Daniel Deciantis ® IT Services Specialist | SCTLO0OS - Terminated Employee High 08/13/2021
Timesheet Lockdown
Daniel Deciantis @ IT Services Specialist | SCTLO00S - Terminated Employee High 08/14/2021
Adjust Paid Time
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Step 5: To fix the exception on the
employee’s timesheet, click the
Manage Time and Absence drop-
down arrow and select Timesheet
from the list.

Step 6: Click the Filter button to
search for the employee.

Step 7: Click in the Last Name field
and enter the employee’s last name.

Step 8: Click in the First Name field
and enter the employee’s first name.

Step 9: Click the Done button.

| Cancel|

Group |

Employee ID |

Empl Record [

Lotrane

C—
e S—

Department '

Supervisor D |

Reports To Position
Number

Wogown [ Q]
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Step 10: Click the Employee row that
has the exception. For this example,
the Terminated job has the
exception.

Step 11: Click the Previous Week
arrow to find the weekly period that
has the exception.

¢ Manager Self Service Timesheet
Scope
co Enter Time
« My Scope
Select Employee 2 rows
"7 1l
« My Work
Name/Title/Employee ID - Employee Record - Depfid - Status Exceptions Hours to be Approved
Excepftions -
Karen Broadus
Allowable Exceplior Prkng Attendant-Ticketed 2021
Tkng iendant- lickeles 6 15.00
Fix Exception 131 N09323146 - 0 - 622400 - Active 5
Approvals - Karen Broadus
Parking -Special Request 2021
Reported Time
N09823146 - 1 - 622400 - Active
= Links
¢ Manager Self Service Enter Time & Q ™
SET co Enter Time
* My Scope )
Karen Broadus © Previous Next &
Security Specia
~ My Work -
D 22 August - 28 August 2021 b
ERlen b Weekly Period - PS Delivered
Allowable Exceplion Scheduled 0.00 | Reported 0 Hoursl Unapproved Time 0.00
Fix Exception 121 View Legend Save for Later Submit
Approvals +
el ane *Time Reporting Code 22-Sunday 23-Monday 24-Tuesday 25-Wednesday 26-Thursday 27-Friday 28-Saturday Comp Time
Reported Time
- Links -
Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Schedulez 0
Reported D Regorted 0 Repont=d 0 Reportzd 0 Reported 0 Regoried 0 Reporzd 0
Approve Time and Absence =
Apbrovi 3 v
Approve Reported Time
Approve Multiple Absence Requests m Comments '®)] ®) '®) O O ®) ')

TL ABS Administrator Monitor Approva
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Zeros in some of the fields:

Notice the exception icon identified
for August 16. This exception is
indicating the employee has entered
zeros in the time entry field. If no
hours worked on a specific day, the
employee needs to leave that specific
time entry field empty.

Step 12: To remove exception, clear
the zeros from the time entry field.

Step 13: Click the Submit button to
remove the exception.

¢ Manager Self Service

Scope

co
« My Scope

« My Work

Exceptions
Allowable Exceplion
Fix Exception 131

Approvals
Reported Time

w Links

Approve Time and Absence
Approve Reported Time
Approve Mulliple Absence Requests

TLABS Administrator Monitor Approva

Enter Time a Q ™
Enter Time
Karen Broadus @ Previous Next &
Securty Speciakist
Return to Select Employes
4 15 August - 21 August 2021 b
Weekly Period - PS Delivered
Scheduled 0.00 | Reported 15 Hoursl Unapproved Time 15.00
View Legend Save for Later Submit
*Time Reporting Code 15-Sunday 16-Monday 17-Tuesday 18-Wednesday 18-Thursday 20-Friday 21-Saturday Comp Time
v
Scheduled 0 Schedules D Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0
Repoted 0 Repotted 0 Reporied 5 Repored § Reported § Reportad Regorted 0
by 1] 1] 4
REGHR - Regular Hours v 0.00 5.00 5.00 5.00
Comments O (@] (@ ®] (@] (@] ¢

«Manage Approvals

¢ Manager Self Service

Scope

co
» My Scope
« My Work
Exceptions
Allowable Excepfion
Fix Exception 131
Approvals
Reported Time
= Links
Approve Time and Absence
Approve Reported Time
Approve Mulfiple Absence Reguests

TL ABS Administrator Monitor Approva

Enter Time

Karen Broadus &
Security

eciaist

View Legend

Enter Time

q 15 August - 21 August 2021 3
Weekly Period - PS Delivered

Scheduled 0.00 | Reported 15 Hourd Unapproved Time 15.00

Previous Next A

Save for Later

*Time Reporting Code 15-Sunday 16-Monday 17-Tuesday 18-Wednesday 19-Thursday 20-Friday 21-Saturday Comp Time
Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduied 0
Reported 0 Reported 0 Reporied & Reporied 5 Reporied 5 Reporied D Feported 0
Y. "
REGHR - Regular Hours v : 5.00 500 5.00
Comments & > o e o o P

~ Manage Approvals
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Notice the exception icon is no longer
visible. This exception will fall off the
exception list at submission.

< Manager Seif Service

Scope

co

Enter Time
v N -
fly Scope Karen Broadus &
Security Speciaist ||
Raturn to Select Employee
« My Work
Excepfions e
Allowable Excepfion
Fix Exception 121 View Legend
Approvals

Reported Time *Time Reporting Code

= Links

Approve Time and Absence

Approve Reported Time REGHR - Regular Hours v

Approve Mulliple Absence Requests Comments

TL ABS Administrator Monitor Approva

Enter Time

A Q *
Previous Next &
1 15 August - 21 August 2021 b
Weekly Period - PS Delivered
Scheduled 0.00 | Reported 15 Hoursl Unapproved Time 15,00

Save for Later | Submit ‘
15-Sunday 16-Monday 17-Tuesday 18-Wednesday 19-Thursday 20-Friday 21-Saturday Comp Time

Scheduled 0 Scheduled 0 Scheduled D Schaduled 0 Scheduled 0 Scheduled 0 Scheduled 0

Regorted 0 Reported 0 Reported 5 Reported 5 Repoted 5 Regored 0 Repori=d 0

-] o
5.00 5.00 5.00
@) @] ®] p] o o ¢

@
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Zeros in All Fields:

Notice only zeros are entered for this
weekly period.

Step 14: To remove the exception,
scroll to the right and click the -
Minus button.

< Manager Self Service
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Time and Labor — MSS

Managing Exceptions — Quantity Cannot Equal Zero

Enter Time

A QT i
SCOpS ce Enter Time
¥ My Scope )
Karen Broadus © Previous Next &
Security Speciakst
Retum to
« My Work
i 1 August - T August 2021 »
ESET v Weekly Period - PS Delivered
Allowable Exception Scheduled 0.00 | Reported 0 Hours Unapproved Time 0.00
Fix Exception 13 View Legend Save for Later Submit
Approvals -
e *Time Reporting Code 1-Sunday 2-Monday 3-Tuesday 4-Wednesday 5-Thursday 6-Friday 7-Saturday Comp Time
eported Time
D Scheduled 0 Scheduled D Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0
Repottsd 0 Repoted 0 Reportsd 0 Reportad 0 Reportad 0 Regored 0 Reported 0
Approve Time and Absence " aAD Y. ALy AD
Approve Reported Time REGHR - Regular Hours W 0.00 0.00 0.00 0.00 0.00
Approve Muliiple Absence Requests Comments (' Y (‘\J D) Y (' Y (®) (@)
TL ABS Administrator Monitor Approva
Manage Approvals
Manage Time and Absence v h e ApE
¢ Manager Self Service Enter Time O\ A o Q
Scope [ & °
v My Scope P -
oadus © Previous Next .'.
» My Work
4 1 August - 7 August 2021 »
Excepfions v Weekly Period - PS Delivered
able Exception Scheduled 0.00 | Reported 0 Hoursl Unapproved Time 0.00
Fix Exception 12 Save for Later Lmn|
Approvals
i jorting Code 1-Sunday 2-Monday 3-Tuesday 4-Wednesday 5-Thursday 6-Friday 7-Saturday Comp Time
Reported Time
Links
2 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0
Repotsd 0 Repotsd 0 Reporizd 0 Reportad 0 Reported 0 Regorted 0
Approve Time and Absence 5 A A AD A
Approve Reported Time lours v 0.00 0.00 0.00 0.00 0.00 Q - B
Approve Multiple Absence Requests Comments C O C 'S C e O
TL ABS Administrator Monitor Approva
/als
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Step 15: Click the Yes — Delete
button.

Step 16: Click the Submit button to
prompt the system to accept the

changes. This will clear the exception.

¢ Manager Self Service

Timesheet

A QW™ @
Scope cS
¥ My Scope Are you sure you want to delete this row of reported fime for the peried 2021-08-01 - 2021-08-077
I Yes - Delete No - Do Not Delete
w My Work
Exceptions ~
Allowable Exceptio
Fix Exception 1M
< Manager Self Service Enter Time A Q W™ @
Scope co Enter Time
v My Scope ~
Karen Broadus ® e Next &
Security
« My Work
] 1 August - 7 August 2021 »
Exceptions v Weekly Period - PS Delivered
owable Exceptior Scheduled 0.00 | Reported 0 Hoursl Unapproved Time 0.00
Fix Exception 13 View Legend Save for Later
Approvals 5
R rted Tir *Time Reporting Code 1-Sunday 2-Monday 3-Tuesday 4-Wednesday 5-Thursday 6-Friday 7-Saturday Comp Time
v Links Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduied 0 Scheduled 0
Reponed 0 Repotad 0 Reported 0 Reponed 0 Reported 0 Regorted 0 Reported 0
Approve Time and Absence < A AD AD LA AD
A | v
Approve Reported Time
Approve Mulfiple Absence Requests n Comments ( = = . ) ™ &

TLABS Administrator Monitor Approva
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Notice the exception is no longer
visible.

This exception is corrected. Return to
the Fix exceptions area to manage
those that are remaining.

You successfully learned how to fix
the Quantity Cannot Equal Zero
exception on an employee’s
timesheet.

¢ Manager Self Service

Scope

ce

+ My Scope

- My Work

Exceptions

Fix Exception i3]
Approvals
Reported Time
w Links
Approve Time and Absence
Approve Reported Time

Approve Mulliple Abzence Requests

TL ABS Administrator Monitor Approva

Enter Time

Enter Time

Karen Broadus &
Security Speciatst

View Legend

*Time Reporting Code

[l 1 August - 7 August 2021 »
Weekly Period - PS Delivered
Scheduled 0.00 | Reported 0 Hours| Unapproved Time 0.00

1-Sunday 2-Monday 3-Tuesday

Previous

Save for Later

4-Wednesday 5-Thursday 6-Friday 7-Saturday
Scheduled 0 ‘Scheduled 0 Scheduled 0 Schaduled 0 Scheduled 0 Scheduled 0 Scheduled 0
Reported 0 Reported 0 Reporied 0 Reported 0 Reporied 0 Reporied 0 Reporied 0
v
Comments (@] (o} q C C (o] O

Next &

Submit

Comp Time
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