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Request Holiday Comp Payout on an Elapsed Timesheet with a Work Order Field

How to request holiday comp payout on an elapsed timesheet with work order field:

This job aid outlines how an employee can request holiday comp payout on an elapsed timesheet with a work order field instead of adding the hours to their holiday

comp balance.

Note: Before indicating you would like to receive a payout for hours worked on a holiday, it is very important to receive approval from your manager. Although this
option is available to all non-exempt employees, it is at the departments discretion whether they want to payout the hours worked or request you comp the hours for

future use.

Navigation: Employee Self Service > Time and Absence > Enter Time

Processing Steps Screenshots

Step 1: On the Employee Self Service ployee Se

landing page, click the Time and e Payroll
Absence tile.

©

Last Pay Date 04/30/2021

Benefit Details USC Profile

n L /3

Personal Details Talent Profile

&«
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Step 2: Click the Enter Time tile, to
enter time on a timesheet. < Emporee S sevie |

Time

“Select a Job

Absence Balances

Enter Time Comp/Holiday Comp Time Request Absence

S = -

Time Summary Exceptions View Requests Cancel Absences

07/24/22 - 0713022

Payable Time Extended Absence Request Leave Transfer

Last Time Period 07/17/22 - 07/23/22

of Hours

Total Hours 0 Hours l Peere]
Estimated Gross 0
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For this example, the employee < Tme Enter Time
Worked juSt One WOI"k Order for the Empl Rec: 0|FTE|Active|631010|Carpenter / Renovation Spec, | [
4 3 July - 9 July 2022 »
week of July 4 —July 10. To add hours Weekly
. Scheduled 37.50 | Reported 0 Hours
worked for multiple work orders, s
view the Enter/Adjust Time on an [Hotdeyts): 07042022 - Day
Elapsed Timesheet for Multiple “Time Reporting Code 4-Monday 5.Tuesday 6-Wednesday 7-Thursday 8-Friday
Work Orders job aid. ,
Reported 0 Reported 0 Reportes 0 Reported 0 Reponed 0
Step 3: Be sure to select the correct =
timesheet for the work week. Use the
Arrows to navigate to the
appropriate timesheet.
. . . . . . ime Enter Time
Notice the holiday is highlight in it il
. Empl Rec: 0|FTE|Active|631010|Carpenter / Renovation Spec,
yellow and under the View Legend " AR
link the holiday date and name is . ... A
spelled out in bold.
H(;l|d;)}(§):b7J04f20u - Independence Day
Begl n by Selecti ng the a ppropriate *Time Reporting Code 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday
Time Reporting Code (TRC). You can T TS
only have one TRC per line. = . - -
[v]
. . . CMPFM - Compensatory - FMLA .- C —
Step 4: Click the Time Reporting CMPTT_ Comgenason Tne Taken : :
CMPWC - Compensatory - WC
Code drop-down arrow. hcw-ﬂge;gf°§5maken —
oliday Compensatory LA
Holiday Compensatory litar
C
Step 5: Select REGHR — Regular
Hours.
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Step 6: On this first line, click in the <= Endex Time Q 4 @
Time Entry fleld and enter hOurS Empl Rec: 0|FTE|Active|631010|Carpenter / Renovation Spec
. 4 3 July - 9 July 2022
worked for each day thatis not a
. Scheduled 37.5

holiday. =2 o

{oliday(s): 07/04/2022 - Day

*Time Reporting Code Jay A lay 5-Tue: 6-Wednesday 7-Th day 9-Saturday p Tin
Scheduled 7.5 chedu Scheduled
Reported 0 2po Regortes
REGHR - Regular Hours v 50 7.50 750 750
omments (
Step 7: Scroll over to the right, click i EntorTime Q 4
in the Work Order field, and enter ,
4 3 July - 9 July 2022
the order number that corresponds Wkt
. . Scheduled 37.50 | Reported 0 Hours

;{s/r:’;h the hours worked for the first ST oo |
ine.

3-Sunday 4.Monday Tuesd 6-We 7-Thursday 8-Friday 9.Saturday Comp Time Wo d
Step 8: Click the + (plus) button to —
add an additional line for the hours | "™ : R =
Worked On the holiday. 750 7.50 750 750 Q| |wo12345 -
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Step 9: Scroll back to the left to enter < Tme Enter Time N Qo %)
. . . Empl Rec: 0JFTE]Active|631010jCarpenter / Renovation Spec
time worked on the holiday. Click the
. . ‘ 3 July - 9 July 2022
Time Reporting Code drop-down arrow. Weekty
Scheduled 37.50 | Reported 0 Hours

Holiday(s): 07/04/2022 - Independence Day

Step 10: Select REGHR — Regular Hours.
Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6.Wednesday 7-Thursday ida 9-Saturday omp Time
Reponed 0 Reported 0 Repones 0
REGHR - Regular Hours v 750 7.50| 7.50 750
1

CMPFM - Compensatory - FMLA nments (@)

CMPML - Compensatory - Military

CMPWC - Compensatory - WC

HCTK - Holiday Comp Taken

HCTKF - Holiday Compensatory - FMLA

A - Holiday Compensatory - Militar
- Holiday Compensatory - WC
. . . ) < Time Enter Time N Q A4 D

Step 11: Click in the Time Entry field and <

Empl Rec: 0|FTE|Active|631010|Carpenter / Renovation Spec,
enter hours worked for each day. ) S BRI S ,

Weekly
Scheduled 37.50 | Reported 0 Hours
Holiday(s): 07/04/2022 - Independence Day
Time Reporting Code 3-Sunday 4-Monday 5.Tuesday 6.Wednesday 7-Thursday 8.Friday 9.Saturday Comp Time
Repored 0 Reported 7.5 Reportad 75 Reportad 7.5
REGHR - Regular Hours v 750 7.50 750 750
REGHR - Regular Hours v i 750
Comments
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Step 12: To request a payout for the

< Tim Enter Time R Q A
hours worked on the holiday, scroll to the
. . ‘ 3 July - 9 July 2022 »
right and click the Look up Comp button. ey
Scheduled 37.50 | Reported 0 Hours
- |
3.Sunday 4.Monday 5-Tuesday 6.Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time Work Order
750 7.50 75‘?! Q| WO12345 e —
750 E] + -
Step 13: Click to select the Holiday m
Worked Hours Payout (HOLPAYOUT)
. . [» Search Criteria )
option from the list. ~ Saarch Results
&) = 2o
Comp Time Description
COMPTIME Comp time
3-Sunday 4.Monday Wk Order
4 HOLPAYOUT Holiday Worked Hours Payout
e F
' : + [
— @ &
O (@]
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Notice that HOLPAYOUT is now < Tme Enter Time

populated in the Comp Time field. This ‘ R — }

prompts the system to payout the time o e

worked on the holiday. ) ’ x| oo |

Step 14: Click in the Work Order fieldand || ™ e ‘ o ' ' e o )

enter the order number that corresponds | |-~ e ik - = o s

with the hours worked on the holiday. — - — — | o
75 HoLPAYOUT o] [worzes
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You can enter comments about the time
entries if you feel additional information
is needed.

Step 15: Click the Comments button.

Use the Comments page to enter
comments for the reported time. This
would be a great place to indicate that
approval was received to request holiday
comp payout.

Step 16: Click in the Comment field and
enter a comment applicable to the time
entered.

Step 17: Click the Add Comment button.
The comment is added, along with a
timestamp and who entered the
comment.

Step 18: Click the X to close the Time
Reporting Comments page.

Enter Time

Empl Rec: O|F TE|Actve(53101 0iCarpenter / Renovation Spec.

1 3 July - 8 July 2022 b
Werkly
Scheduled 3750 | Reported 0 Hours

o Lagn | oo |
Holiday{s): 0710413022 - Independence Day
Time Repodting Cocde J-Sunday 4-Monday 5-Tuesday G-Wednosday T-Thursday &-Friday 9-Saturday Comp Time

Sehadiled OFF Soheduled 73 Schasiad 7.5 Sthadibed Ty Schosusa 15 Sthadui 55

Azpanzd 0 Rapared 1.5 Regomad 78 Ruzoned 1.5 Repannd 7.5 Rezood 76 Srzoned 0
REGHR, - Requler Hours - | | 750 7.50| 7.0/ | 7.50 |
REGHR - Regular Hours ~ | 7.50| | | | | | HoLpevouT

Coumnts [o] / [o] [ [o] C [
. , s
s =~
rd =
s Il
I -
’ S~a
e -
s S -
s =~
- -
s -
-~ ~ -
s -~ -
- =~ -
P =~
- S

Time Reporting Comments

Comments related to Time entered for 07/04/2022

Comment once entered cannot be altered or removed.

IManager gave permission o receive a payoul for the hours worked on the holiday. I

ys

Add Comment
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Notice when a comment has been added
to a specific time entry, squiggles appear
in the comment bubble.

Step 19: The timesheet is complete. Click
the Submit button to submit the
timesheet for approval.

< Time Enter Time N Q 4o ¢ %)
Empl Rec: 0FTEJActive531010|Carpenter / Renovation Spec
] 3 July - 9 July 2022 »
Weekly
Scheduled 37.50 | Reported 0 Hours
Holiday(s): 07/04/2022 - Independence Day
Time Reporting Code 3. Sunday 4-Monday 5.Tuesday 6-Wednesda;

8-Friday 9.Saturday Comp Time

Scheduled 7.5
Reported 7.5
REGHR - Regular Hours v 750 7.50 7.50 7.50
REGHR - Reguiar Hours v 750 HOLPAYOUT
nments l:]
< Time Enter Time Q4L i Q@
Empl Rec: 0[FTE]Active|631010jCarpenter / Renovation Spec,
‘ 3 July - 9 July 2022 »
Weekly
Scheduled 37.50 | Reported 0 Hours
Holiday(s): 07/04/2022 - Independence Day
Time Reporting Code 5-Sunday 4-Monday 5.-Tuesd: 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Schaduled OFF Scheduled 7.5 Schaduled 7.3
Reparted 0 Reported 7.5 aportes 7
REGHR - Regular Hours v 50 750/ 7.50 750
REGHR - Reguiar Hours v 750 HOLPAYOUT
Comments
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Step 20: 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.

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 you and
your supervisor's inbox.

When submitted, the summary at the top
of the page will show the Scheduled total
and Reported total for the week in view.

Enter Time

Empl Rec: O[F TEActivel631010/Carpenter / Renovation Spec.
‘ 3 July - 8 July 2022 »
Weekly
Scheduled 37.50 | Reported 0 Hours
Holiday(s): 0710412022 - Independence Day
Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9.Saturday Comp Time
Schacules OFF Scheduled 7.5 Schedulec 75 Scheduled 7.5 Scheduled 75 Schecuied 7.5 Scheduied OFF
Repones 0 Reporied 75 Repones 78 Reponed 78 Rapomea 75 Regonad 74 Reponed 0
REGHR - Regular Hours v 750 750 7.50 750
REGHR - Regufar Hours v| = = =5 2 == HOLPAYOUT
Warning — 2022-07-04 is scheduled as a hoiiday
coml Reported Date is scheduled as a Holiday. Press OK to Save the Reported Time and retumn to Timesheet page. Press cancel to retum to Timesheet page to save or change your Reported Time. -
< Time Enter Time Q Q Q4 (%)
| Timesneet is Submitted for the period 2022.07-03 - 2022.07.09 | x
1 3Ty - 9 July 2022 ¥
Mieekl,
l Scheduled 37.50 | Reported 37.5 Hours I
View Legend Sav
Hollday(s): 07/04/2022 - Independence Day
“Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-saturday Comp Time
Scheduled OFF Scheduled 7.5 Scheduled 7.5
Repored 0 Reported 7.5 Reported 7.5
o o o
REGHR - Reguiar Hours v 750 HOLPAYOUT
REGHR - Reguiar Hours v 750 750 7.50 750
Comments o (5] ¢ (@] o C

Request Holiday Comp Payout on an Elapsed Timesheet with a Work Order Field

10

July 2022




University of South Carolina

A%
it} T Time and Labor - ESS
e . Request Holiday Comp Payout on an Elapsed Timesheet with a Work Order Field
South Carolina |
Legend ®

= Time Details

i

Step 21: When submitted, the Pending

Approvals icon appear for the days’ time
entered indicating the timesheet is
waiting for approval. Click the View k
Legend link to view the legends used and !

a short description of each one.

[=] Saved

-

[] Approved

1
o Pending Approvals

(] Denied

Pushed Back

—-——

Exception

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 i

I
I

-

Absence

[}
B Reported
Il  Reported Under Schedule
&

Reported Over Sthedule

timesheet.
rﬁ] The timesheet has been saved for
later. ;
J "
> The time entered has been ! OFF Day
Holiday

submitted and is pending approval.
ﬂ The entered time has been approved

1
1
I
!
!
]
Enter Time

3 July - 8 July 2022 ’
Save forLater | m

4
Weekly
Scheduled 37.50 | Repertad 375 Hours

You successfully learned how to request ]
holiday comp payout on an elapsed
timesheet with a work order field.
h;‘heﬂ”‘!s-.;__ *EI%H 15 M — - Aagonsa 75 A —
| REGHR - Rogular Hous ~ | 750] | || | | [HourevoUT
| REGHR - Reguar Hous - | | 750| | 750 750 750 |
Comment [©] = =] =] ) =3 =
July 2022
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