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How to adjust timesheet on behalf of a 28 day police temporary employee:
This job aid outlines how a TL/ABS Approver can adjust timesheet on behalf of a 28 day police employee. A TL/ABS Approver has the ability to search for direct and
indirect employees in the Time and Absence Workcenter to include approving, reporting, and viewing activities.

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

Processing Steps Screenshots

Employee Self Service v

Step 1: On the Employee Self Service
landing page, click the Choose Other

Notifications Q

Homepages drop down arrow and My Homepage Nors
ployee Calend R Work Ti d Ab.
select My Homepage/My Workplace Employse Self Servics e emete Worker me and fhsence e
. Timesheet for
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Absence Request for .
is awaiting your approval. >
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© 03 Nov at 4:36 PM
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Step 2: Click the Time and Absence
Workcenter tile.

Timesheet for | is
awaiting your approval. >
© 02 Nov at 12:26 PM

Time and Absence Workcenter Manage Schedule Benefits Enroliment Homepage
Absence Request for is
7 awaiting your approval. >
| — © 09 Oct at 7:34 PM
= —
o PEOPLESOFT = 8
Remote Worker request for |
is awaiting your... >
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&« @ Q Q_ Search in Menu
Time and Absence Workcenter - i ' ; "'
R Time and Labor Fluid Workcenter
provides a central area to access the -
d ti d ab | d Scope G € | Fix Exception
most used time and absence relate v My Scope There is no data for this link.
activities. It enables TL/ABS
Approvers to access various pages My Work
and keep multiple windows open Exceptions v
while doing their daily work. Approvals ¥
v Links

The activities provided within the

. Approve Time and Absence o

Time and Absence Workcenter

. R . Manage Time and Absence

include Approving, Reporting,

viewing time and absence related S

transactions, queries, and reports. Jims and Labor v D
Absence Management &
v Reports/Processes

Step 3: Click the Approve Time and

Absence drop-down arrow.
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Step 4: Click the Approve Reported @ Ssarch in Menll
Time option from the list. Timesheet Summary
Scope Q& New Windaw
. . * My S Approve Reported Time
Step 5: To edit a timesheet for a e Timesheet Summary
specific employee, begin by clicking ~ My Work
. ~ Employee Selection
the Employee ID field and enter the Excaptions .
, Employee Selection Criteria | Get Employees
em p | Oyee s USCI D. ST e Selection Criterion Selection Criterion Value
v Links [ I |
‘Employee ID | I a 3 | Clear Criteria
Approve Time and Absence S EmplID | Display Name a I Save Crtoria
Approve Reported Time |
Approve Multiple Absence Requests Last Name | Q
TL ABS Administrator Monitor Approvals| First Name | Q
Manage Time and Absence o D Department | Q
Manage Enrollment o Supervisor ID | Q
et ) M Reports To Position Number | Q
~ Queries
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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.

Note: If you change the date, be sure
to click the Refresh icon.

Timesheet Summary
Scope
* My Scope
~ My Work
Exceptions
Approvals
 Links

Approve Time and Absence

o ®

Department

Supervisor ID

Reports To Position

Change View

Approve Reported Time

| *View By¥s

Date | | 12/04/2023

Approve Multiple Absence Requests

TLABS Administrator Monitor Approvals|

Manage Time and Absence
Manage Enroliment
Absence Processing

~ Queries

Time and Labor

Absence Management

~ Reports/Processes

~

~

~

D =

Time Summary

Number ‘ Q |

All Time After

All Time Before
Day

Week Olnclude Absence

Previous Week

Employees For Andrew Jordan, Time Needing Approval From 12/03/2023 - 12/09/2023

Demographics Ik

Salect Last Name First Name Employee ID =y “;‘;’:{:"v::
o Last Name ] 0.000000
Approval &
Select All Deselect All Approve H Deny

Show Schedule Information

Next Week
Reported Scheduled "
Hours Hours Exception
0.000000 0.000000
Push Back

Hours
Absence to be
Approved or
Approved Submitted
0.000000
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Step 7: Click the Employee’s Last
Name link to view the Timesheet

page.

Timesheet Summary
Scope [eX]

v My Scope
- My Work

Exceptions

Approvals

- Links

Approve Time and Absance "

Approve Reported Time |

Approve Multiple Absence Reguests
TL ABS Administrator Monitor Approvals
Manage Time and Absence

Manage Enroliment "

Absence Processing .
v Queries
Time and Labor

Absence Management .

- Reports/iProcesses

First Name Q
Department Q
Supervisor ID Q
Reports To Position Number Q
Change View
“View By | Week - Oinelude Absence Show Sehedule Information

-
Date | 12/05/2023 “ Previous Week Next Week

Employees For Andrew Jordan, Time Needing Approval From 12/03/2023 - 12/09/2023

B|lQ
Time Summary Demographics >
Empl  Hours to be Reported Scheduled Absence to be Hours
Selact Last Name First Name Employes ID Rocord | Approved otire Houre Exception Approved Approved or
a |:] George ] 48.00 48.00 48.00 0.00
Approval @
Select All Deselect All Approve Deny Push Back
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Step 8: To find the timesheet that
requires an adjustment, click the
Previous Period or Next Period links
to select another timesheet.

In this scenario the officer had
planned to take earned holiday comp
time on 11/24/2023, a university
holiday. After the time was entered
on the timesheet, a fellow officer on
the same team experienced a family
emergency and needed to be away
from work for a week. Graciously,
this employee offered to cancel the
use of holiday comp time to cover
the shift for his colleague. As the
TL/ABS Approver, you can update the
hours accordingly.

Note: Scheduled hours will show the
hours the employee is scheduled to
work during the calendar period.
Reported hours shows the hours the
employee has entered on the
timesheet for this Calendar period.
Calendar period default for 28 day
police employees 28 day cycle.

Timesheet

Q| Search in Menu

Scope Q& New Window
¥ My Scope Timesheet
Employee ID Empl Record 0
~ My Work
Law Enlorcement Officer 1Y DeptID 631000
Exceptions o Actions ~ Earliest Change Date  11/19/2023
Approvals ~ Select Another Timesheet
- Links *View By [ Calendar Period ~ Previous Period  Next Peried
“Date |t119i2023  [F]| ¥
Approve Time and Absence o
Scheduled Hours  156.00 Reported Hours  172.00
Approve Reported Time |
Approve Multiple Absence Reg 1 - Thank ing Day; 1 - Day After Thank
TLABS Administrator Monitor Approvals From Sunday 11/19/2023 to Saturday 12/16/2023 @
Sun Mon Tue Wed Thu Fri Sat Sun Mon
Manage Time and Absence . D 119 11720 121 1722 1123 11124 11425 11126 127 1
Manags Enroliment . \ J | | | | J| | [l 1 60| | | | J| | | |
Absence Processing v \ || | 1200] | 1200 | I I 1 500/ | 1200 | 1200] | || |
~ Queries . ,
I Save for Later I Submit j
Time and Labor ™
Absence Management @ Reported Time Status Summary Leave / Compensatory Time Absence Exceptions Payable Time
v Reports/Processes .
Reported Time Status
|=lal s
Sched
Select Date Reported Status Total TRC Description Hrs Add Comments
[} 11/20/2023 Needs Approval 12.00 | REGHR Regular Hours 12.00 o]
O 11/21/2023 Needs Approval 12.00 | REGHR Regular Hours 12.00 =]

Adjust Timesheet on Behalf of 28 Day Police Temp Employee

December 2023




A

N
il

UNIVERSITY OF

South Carolina

University of South Carolina
Time and Labor — TL/ABS Approver
Adjust Timesheet on Behalf of
28 Day Police Employee

Step 10: Click in the Time Entry field
on 11/24/2023 in the row for REGHR
- Regular Hours and enter 12.00. Be
sure to clear the prior entry of 6.00 in
the HCTK — Holiday Comp Taken row.

Step 11: Now that the HCTK —
Holiday Comp Taken row is empty,
click the Delete a Row icon to
remove that time reporting code
from the timesheet.

Timesheet

Scope

(e}
~ My Scope
My Work
Exceptions -
Approvals -

~ Links

Approve Time and Absence -

Approve Reported Time |

Approve Multiple Absence Requests
TLABS Administrator Monitor Appfwals.
Manage Time and Absence
Manage Enrollment -
Absence Processing

v

v Queries

Time and Labor

VD

Q, Search in Menu
New Window
Timesheet
Employee ID Empl Record 0
Law Enforcemant Officer IV DeptiD 631000
Actions « Earliest Change Date  11/19/2023
Select Another Timesheet
*Date | 11/19/2023 k4
Scheduled Hours  156.00 Reported Hours  172.00
Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24i2023 - Day After Thanksgiving
From Sunday 11/19/2023 to Saturday 12116/2023 (@
Sun Mon Tue Wed Thu Fri Sat Sun Mon
1118 11120 121 1122 123, 1124 11128 1128 1127 1
12,001 |zuui |; | 12.005 1200/ 12.00|| ]
Save for Later Submit

Timesheet

Q Search in Menu

Scope

o
* My Scope
My Work
Exceptions
Approvals -
- Links

Approve Time and Absence -

Approve Reported Time |

Approve Multiple Absence Requests
TLABS Administrator Monitor Approvals

Manage Time and Absence

Manage Enroliment "

Absence Processing -

v Querles

Wed Thu Fri Sat

1213 1214 1215 1216 Total Time Reporting Code Comp Time
6.00 | HCTK - Holiday Comp Taken ~ Q E]
12.00)] 12.00(| 166.00 || REGHR - Regular Hours ~ Q ar =
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Step 12: Upon clicking the minus Q. Search i Men
button in step 11, a delete Timesheet
confirmation appears. Click the Yes — | | oo New Window
B ~ My Scope Timesheet
Delete button to remove that time
. . Employee ID Empl Record 0
reporting code from the timesheet. My Mok Law Enforcement Offcer IV DestiD 591000
Exceptions. ~ Actions= Earliest Change Date  11/19/2023
Approvals v Select Another Timesheet
v Links *View By | Calendar Period -

Previous Period Next Period

*Date | 1111912023 K
Approve Time and Absence

Scheduled Hours  156.00 Reported Hours  172.00

Approve Reported Time |

Approve Multiple Absence Requests Holi 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving

TL ABS Administrator Monitor Approvals From Sunday 11/19/2023 to Saturday 12/16/2023 ®

Sun Mon Tue Wed Thu Fri Sat Sun Mon
Manage Time and Abssnce D 119 11020 iz 1122 123 124 1125 1126 127 1
~

Manage Enroliment . \ 12.00 12.00 1200 | 1200 | 1200/ |

Absence Processing "

Save for Later Submit |

v Queries

Step 13: Click the Submit button to
submit the adjusted timesheet.

Q, Search in Menu

Delete Confirmation

Scope Qo New Window
~ My Scope )
Timesheet
Delete Confirmation
v My Work
Exceptions - ° Are you sure you want to delete reported time? Row 1.
Approvals o
Yes - Delete ‘ No - Do Not Delete
 Links -
Approve Time and Absence ~
Approve Reported Time
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Step 14: A warning message appears
to advise that you reported regular
working hours (including comp time
hours) on 11/24/23 which are
university holidays. Click the OK
button to save the reported time.

Step 15: This page confirms the
successful submission of the
adjustment, click the OK button to
return to the Timesheet page.

Warning — 2023-11-24 is scheduled as a holiday (13504,3003)

Reported Date is scheduled as a Holiday. Press OK to Save the Reported Time and return to Timesheet page. Press cancel to retum to Timesheet page to save or change your Reported Time.

o] o=

n— ot
Submit Confirmation
Scope Q&
* My Scope Saving Page
Submit Confirmation
~ My Work
¥ The Submit was successful.
Exceptions o Time for the Time Period of 2023-11-19 to 2023-12-16 is submitted
Approvals R
_OK |
Links
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Note: Steps 1-14 were for adjusting the
timesheet on behalf of the employee. As
the TL/ABS Approver you must also
approve the adjusted timesheet.

Step 16: The adjustment is now ready
for approval.

To learn how to approve timesheets,
please view the job aid titled Approve a
Timesheet.

You successfully learned how to adjust a
timesheet on behalf of a 28 day police
employee.

Timesheet
Scope o & New Window
v My Scope Timesheet
Employee ID Empl Record 0
My Work
Law Enforcement Officer IV DeptID 691000
Exceptions o Actions + Earliest Change Date  11/19/2023
Approvals v Select Another Timesheet
- Links “View By | Calendar Period h Previous Period  Next Period
*Date | 11/19/2023 | K
Approve Time and Absence o
Scheduled Hours 156.00 Reported Hours  172.00
Approve Reported Time
Approve Multiple Absence Requests Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving
TLABS Administrator Menitor Approvals From Sunday 11/19/2023 to Saturday 12/16/2023 &
Sun Mon Tue Wed Thu Fri sat Sun Mon
Manage Time and Absence . » 119 1120 11121 122 1023 11724 11125 1126 127 1
Manage Enroliment . [ 12.00 12.00] 12.00 1200 | 1200 | |
Absence Processing ~
l Save for Later Submit I
 Queries
Time and Labor o Reported Time Status Summary LEave { Compensatory Time Absence Exceptions Payable Time
Absence Management ™ N
Reported Time Status
 Reports/Processes = | Q S
Sched
Select Date Reported Status Total TRC Description Hrs Add Comments
a 1/20/2023 Needs Approval 12.00 REGHR Regular Hours 12.00 =]
a 1n/21/2023 Needs Approval 12.00 REGHR Regular Hours 12.00 =]
a 11/24/2023 Needs Approval 12.00 REGHR Regular Hours 0.00 @
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