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How to earn overtime and request holiday comp payout on a timesheet for a 28 day police Upstate employee:
This job aid outlines how a TL/ABS Approver can earn overtime and request holiday comp payout on behalf of a 28 day police Upstate 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 Homepage/My Workplace > Time and Absence Workcenter

Processing Steps Screen Shots

SOUHCAROLNA | ©  Q

Step 1: On the Employee Self Service
landing page, click the Choose Other
Homepages drop down arrow and My Homepage
select My Homepage/My Workplace / Femote Worker Thne.sne. Masnce

Employee Self Service
from the list. C\/\
®

- >z

Notifications Q

Timesheet for
is awaiting your approval. >

© 03 Nov at 4:36 PM

Employee Self Service v

22 Actions

Workforce Administrator

Absence Request for .
is awaiting your approval. >
© 03 Nov at 4:32 PM

Step 2: Click the Time and Absence

. SOUTHCAROLINA | © © Search in Menu
Workcenter tile. 2 » — -

s

My Homepage v i | Notifications Q

My Submitted eForms - Aging Approvals Business Mgr T&E Report Timesheet for
is awaiting your approval. >

120
® 03 Nov at 4:36 PM
” W Exeasted =
ecute )
40 PROPLEROPT. Absence Request for
s awaiting your approval. >
[ - ® 03 Nov at 4:32 PM

4+ Wieeks
Age Group Since Form Created

22 Actions

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

Time and Absence Workcenter Manage Schedule Affiliate Actions Homepage Benefits Enroliment Homepage
Absence Request for is
awaiting your approval. >
= ORACLE —_— © 09 Oct at 7:34 PM
[ PEOPLESOFT —
= PEOPLESOFT =
Remote Worker request for |
is awaiting your... >

® 09 Oct at 4:25 PM
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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.

<10 9

Scope
v My Scope

v My Work

Exceptions

Approvals
v Links

Approve Time and Absence

Manage Time and Absence
v Queries

Time and Labor

Absence Management

\ Reports/Processes

Time and Labor Fluid Workcenter

G & | Fix Exception

Q Search in Menu

There is no data for this link.
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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.

Timesheet
Scope Q&

v My Scope

v My Work
Exceptions
Approvals

v Links

Approve Time and Absence

Manage Time and Absence

Timesheet

Payable Time Summary
Payable Time Detail

Leave and Compensatory Time
Weekly Time Calendar

Manage Absences

Q Search in Menu

Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.

l 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.

. | Cancel| Filters
Step 7: Click Done to move on to the

) Employee ID |ES Q
Enter Time page. EmplID  Display Name

Empl Record

Last Name
First Name ‘

Department ‘

Supervisor ID ‘

Reports To Position
Number

Step 8: Click the Employee
Name/Tile line to view the Enter

Time page. Timesheet
LD & @ Select Employee 2rows
v My Scope |T‘
. My Work NamelTi - Employee ID - Employee Record - Deptid Exceptions Hours to be Approved
Exceptions oo Law Enforcement Officer [V
Approvals - Active - - 0- 691000
IS Law Enforcement Officer Il
Approve Time and Absence o Active - - 1-681000
Manage Time and Absence o
Timesheet ||L
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In this example, the employee QSearchinMen]

worked the holiday and requested to | | gnter Time

receive a payout for the hours . —

worked. They also worked overtime. TG Law Gt O ¥ #900-UNTVERSTT POLIKE DEPARTMET

As the TL/ABS Approver you can B ————

enter time on behalf of employees | < |[ > ] wovember 19,2023 - December 16,2023 “View By | Period ]
Scheduled 168.00 Reported 0.00 Unapproved Time 0.00

Step 9: Be sure to select the correct @

timeframe for the 28 day schedule. [ty 11724202 Tosksgiving D 142023 - Dy At Thunogvin |

Use the Arrows to navigate to the “Time Reporing Code _— vsm © WM © 2o 2 Thu 24 25 5 26 San MMon €

approprlate tlmesheet- 0of 0 Oof55 Oof 12 Dof 635 0 of 0 0of 55 Oof 12 Dof 12 Dof 65

E = Sl =
Notice the holiday is highlight in D | v +] [= /| /| /|

yellow and under the View Legend
icon the holiday date and name are
spelled out in bold.

Note: 28 day police submit their
timesheets on a 28 day basis, rather
than weekly like other employees.
Reported time can be entered daily
or weekly for the 28-day period,
making sure to save for later along
the way. At the end of the 28 day
schedule, click the Submit button to
submit the entire 28 days’ timesheet.
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Step 10: Begin by selecting the
appropriate Time Reporting Code
(TRC).

You can only have one TRC per line.

Step 11: Click the Time Reporting
Code drop-down arrow.

Step 12: Select REGHR — Regular
Hours.

Step 13: On this first line, click in the
Time Entry field and enter hours
worked for each scheduled day. For
this example, you will also enter the
hours for the holiday the employee is
scheduled to work. The unscheduled
hours worked on a holiday will need
to be entered on a separate time
reporting row.

This week the employee was
authorized to work overtime due to
an unforeseen absence of a fellow
officer.

Enter Time

101 Active
E | Law Enforcement Officer IV | 691000-UNIVERSITY POLICE DEPARTMENT

Seleat
Bl | < | > | November 19,2023 - December 16,2023
Scheduled 168.00 Reported 0.00
0]

Holiday(s}: 11/232023 - Thanksgiving Day; 1/24/2023 - Day After Thanksgiving

*Time Reporting Code 9sm ©

Row Totals

0af0

0Mon & AT © 2Wed ©
0055 00f 12 00f65
g8 E

23T &

00f0

“View By | Period
WP © 288 @ 68m @ 27Momn &
00f55 0of 12 0of12 00f65

=]

Enter Time

1101 Active
FTE | Law Eaforcement Officer IV 1691000-UNIVERSITY POLICE DEPARTMENT
Select Anather Jb

B | <] >

November 19,2023 - December 16, 2023

Scheduled 168,00 Reported 66.50

@

Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving

*Time Reporting Code Wsm @

Row Totals

0of0

REGHR - Regular Hours v 6650 |4 -

20Mon @

2Tee @

2Wed @

12055

120f 12

650665

BT @

oof0

*View By | Period v

UFi @ 255 @ 65m @ 2TMon @
550155 120f 12 120f 12 650065

1200

1200

1200 1200 651
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Step 14: To enter the hours worked
on the holiday, click the Add a Row
button to add a second time
reporting row.

Step 15: Click the Time Reporting
Code drop-down arrow.

Step 16: Select REGHR — Regular
Hours.

<0 Q

Enter Time

Search in Menu

101 Active
FTE | Law Enforcement Officer IV | §91000-UNIVERSITY POLICE DEPARTMENT

Select Another Job

= ‘ < | > | November 19, 2023 - December 16,2023

Scheduled 168.00 | Reported 6650

0]

Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving

*View By | Period v|

Save for Later

*Time Reporting Code Row Total 19 Sun 20Mon @ 21 Tue & 2Wed © 23Thu & UFri @ 255 @ 265 ©& 2TMon @
w Totals
0of0 120l 55 120f12 650065 0of 0 550f55 120f12 120f12 6.50f 6.5
= g =
‘ | l2J.K)| | IZ‘UU‘ b.SIJ| | 5‘50‘ | I2.UU| | lZ(}U‘ | 6

REGHR - Regular Hours. ~ 66.50 —_ |

CMPFM - Compensatary - FMLA
CMPML - Compensatory - Military.

CMPTT - Compensatory Time Taken
CMPWE - Compensatory - WC

HCTK - Holiday Comp Taken

HCTKF - Holiday Compensatary - FMLA
HCTKM - Holiday Compensatory - Militar
HCTKW - Holiday Compensatory = WC
REGHR - Regular Hours

Earn Overtime/Request Hol Comp Payout on a Timesheet on Behalf of 28 EE

December 2023




NA

o
T (T,

UNIVERSITY OF

South Carolina

University of South Carolina

Time and Labor — TL/ABS Approver
Earn Overtime and Request Holiday Comp Payout on a Timesheet
on Behalf of a 28 Day Police Upstate Employee

Step 17: Click in the Time Entry field
and only enter hours worked for the

holiday the employee was not
scheduled to work.

Step 18: To request a payout for the
hours worked on the holiday, click
the Look up Comp button and select
the Holiday Worked Hours Payout
(HOLPAYOUT) option from the list.

| Active
FTE | Law Enforcement Officer IV | 691000-UNIVERSITY POLICE DEPARTMENT
Select Another Job
<|[ > | ovember 19,2023 - December 16,2023 *View By | Period |

Scheduled 16800 | Reported 73.00

Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving
*Time Reporting Code — 195m @ 0Mon @ AT @ DWed @ BT © Ui © B8 © 68m © 27Mon @

o Totals
0of0 120f55 120f 12 650f65 650f0 550f55 120f12 120f12 650f 6.5
= 5 =

| REGHR - Regular Hours | 66.50 |:| F ‘ 1200| | l2.00| ‘ 6so| | || s.sol | 1200 | 1200 6
|REGHR -RepiarHous | o0 [+] [=] | /| | 6s0] | /1 /| |

Lookup

Searchfor: Gomp Time

> Search Criteria

~ Search Results

Comp Time Tl Description T4

COMPTIME Cemp time

HOLPAYOUT Holiday Worked Hours Payout
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Notice HOLPAYOUT is now populated
in the Comp Time field. This prompts
the system to payout the time

worked on the holiday. 101Active

FTE | Law Enforcement Officer IV | 691000-UNIVERSITY POLICE DEPARTMENT

Q Search in Menu

Enter Time

Select Another Job

< || > | November 19,2023 - December 16,2023

*View By | Period v

Scheduled 168.00 Reported 73.00
iday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving
*Time Reporting Code st © 0sm  © 11Mon © 2Te © 1BWed © 14T © 15Fi © 165 ©
Row Totals Comp Time
of 12 0of 12 00f6.5 00f0 00f55 00of 12 00f65 00f0
REGHR - Regular Hours v| o0 |4+| |— I | | ‘ | ‘ I a
REGHR - Regular Hours v| 6.50 + ‘ -— ‘ ‘ ‘ ‘ ‘ ‘

o]
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Step 19: You are done entering time,
but you are not ready to submit. Click
the Save for Later button to save the
entered time on this timesheet.

Step 20: Click the Yes button to
indicate you would like to validate
the time. This will populate the
Reported hours at the top of the
timesheet.

Would you like to validate worked time?

No

Earn Overtime/Request Hol Comp Payout on a Timesheet on Behalf of 28 EE 10 December 2023
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Step 21: A warning message appears
to advise that you reported regular
working hours (including comp time
hours) on 11/23/23 and 11/24/23
which are university holidays. Click
the OK button to save the reported
time. This message will appear
multiple times if time has been
entered for multiple holidays.

Warning — 2023-11-23 is scheduled as a holiday
Reported Date is scheduled as a Holiday. Press OK to Save the Reported Time and return to Timesheet page. Press cancel to return to Timesheet page to save or change your Reported Time.
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Step 22: When Saved for Later, the 4 Legend x
Saved icon appears for the days’ time ! o oo Dot
is entered indicating the timesheet !
has been updated but not yet ! s
submitted for approval. Click the ! e fopoved
View Legend icon to view the ! ® Pending Approvals
legends used and a short description ! S  Denied
of each one. H &  Pushed Back
" A Exception
The most common icons that may '
appear in the Daily Status box are: ' S
A\ The user has an exception that ,‘j =
needs to be fixed before submitting ! | Topomatnersaeae
the timesheet. ! S .
= The timesheet has been saved for ' orroey
Holiday

later.

Earn Overtime/Request Hol Comp Payout on a Timesheet on Behalf of 28 EE

The time entered has been
submitted and is pending approval.
o <
ﬁ The entered time has been e i
I
a p p roved . I Timashest is Saved for the period 2023-11-19 - 20231216 x
1° + PIETLw Lalorcament Offscer TV T 000-UNIVERSITY POLICE DUPARTMINT
nm‘m"»c\:c(n."'llﬂycl:
~ My Work 1 _
FHE November 19, 2023 - December 16, 2023 *WViewBy Period v
Exceptions. - —
Approvals Selpeduled 16800 Reported 7300 | Unapproved Time 0.00
. Links ‘- - Save fior Later Submit
Hallday(s): mzi‘-‘xwmuqy; LU2472023 - Day After Thanksgiving
Approva Time and Absence - == -
Managae Time and Absance o *Time Reporting Code llzw':;.:n:. -_-... 19Sm @ 20Mon © 2ATe © 2Wed O 2T © MFi QO 25 Sat [=]
Timeshest | o ~ ~ o 2erss 120f12 650165 6500 S50(55 120112
=1=] BE 1= B =)=
Payable Time Summary
Peysie Tme Detad REGHR - Reguias Houss - 66350 T =] T |1m| 1200 ‘ am‘ | sso
Leeve and Compensalory Tine ' REGHR - Regular Hour v o+ [= | ‘ ‘ o |
Adeakhs T Caland. - o
12 December 2023
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Step 23: You are ready to submit the
employee’s timesheet for the full 28
day cycle from Nov 19 — Dec 16,
2023. Upon clicking the Submit
button a warning message appears to
advise that you reported regular
working hours on 11/23/23 and
11/24/23 which is a university
holiday. Click the Yes button to
complete submission.

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

Warning — 2023-11-23 Is scheduled as a holiday

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

ERC

« 0O Q

is generated that will automatically Enter Time
be sent to the employee’s email. Timesheet is Submitted for the period 2023-11-19 - 2023-12.16 x
FTE | Law Enforcement Officer IV | 691000-UNIVERSITY POLICE DEPARTMENT
Retum to Select Employee
. . v My Work
When a timesheet is entered by a = £ ][> | November 19,2023 - December 16,2023 View By
Exceptions i
TL/ABS AppI‘OV.EI.' on behalf Of a.n Allowable Exception Scheduled 168.00 | Reported 182.00 ! Unapproved Time 0.00
emp!oyee, a1.dd|.t|onal approval |:<, not — © o | (D
required as indicated by the white — Holiday(): 1232023~ Thanksgiving Day: 11AAQOZ3 - Day After Thanksgiving
check in the green circle. Reported Time ) __ osn © oMen © N © v © — — B ©
Absence Request 0of0 120f55 120f12 650065 650f0 550055 120f12
Cancel Absence ° LS e 5 LA ° LA
 Links | REGHR - Regular Hours ~ 175,50 E| |E‘ [ | I 12.00‘ I lzm‘ [ 6.50 [ \ 5.50
Approve Time and Absence . I | REGHR - Regutar Hours v 650 T| |E‘ [ | [ ‘ [ | [ | ‘ 6.50| ‘
Approve Reported Time . Manacs
Earn Overtime/Request Hol Comp Payout on a Timesheet on Behalf of 28 EE 13 December 2023




AL

N
il

UNIVERSITY OF

South Carolina

on Behalf of a 28 Day Police Upstate Employee

University of South Carolina

Time and Labor — TL/ABS Approver
Earn Overtime and Request Holiday Comp Payout on a Timesheet

Step 24: Notice the time that appears
in the Manager Approvals section of
the page shows as Approved. When
time is entered by a TL/ABS Approver
on behalf of an employee, additional
approval is not required.

Enter Time

Scope

(e

v My Scope

v My Work
Exceptions

Allowable Exception

Fix Exceplion
Approvals

Reported Time -;_?')
Absence Request

Cancel Absence

'\ Links
Approve Time and Absence o
Approve Reported Time

Approve Multiple Absence Requests

Manage Time and Absence e

Timesheet

Payable Time Summary
Payable Time Detail

Leave and Compensatory Time
Weekly Time Calendar
Manage Absences

View Absence Requesls

01 Active
FTE | Law Enforcement Officer IV | 691000-UNIVERSITY POLICE DEPARTMENT

Retum o Selest Employee

< | » | November 19,2023 - December 16, 2023

Scheduled 16800 |

Q@

Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving

*Time Reporting Code

| REGHR - Regular Hours

| REGHR - Regular Hours

 Manage Approvals

Date

11/20/2023
1142172023
114222023
114232023

1142472023

Reported

182.00

Row Totals

17550

6.50

Reported Status

[Approved

Approved

Approved

Approved

Approved

Unapproved Time 000

L)

*View By | Period vl

195m @ 20Mon @ 21Tue @ 22Wed © 23T & UFri @ 258 @
o0 120055 120012 65065 6500 550055 120f 12
° ° 5 o £ e & © El
1200 | 1200| | 6.50 | sso| |
\ I 6] | I
Total TRC Deseription Seheduled Work Hours
1200 REGHR Regular Hours 550
1200 REGHR Regular Hours 1200
6.50 REGHR Regular Hours 650
6.50 REGHR Regular Hours 000
550 REGHR Regular Hours 550
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later.
'ii. The time entered has been

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

%
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Step 25: When submitted, the 4 Legend x
Approved icon appears for the days’ ! = T Dotais
time is entered indicating the !
B  Saved
timesheet is approved. Click the View ! =
Legend icon to view the legends used i e fowoes
and a short description of each one. H f  Pending Approvals
: ©  Denied
The most common icons that may ! &  Pushed Back
appear in the Daily Status box are: h .
' A Exception
iy The user has an exception that ! o  Avsence
needs to be fixed before submitting ! u Repored
the timesheet. !
rﬂ . ' ] Reported Under Schedule
The timesheet has been saved for ]
] [ Reported Over Schedule
I
f‘ OFF Day
Holiday

*ViewBy Period

approved.
En‘ta.r Time
Scope e ¥ 5] 1 @
VLA s PO —————
You successfully learned how to earn = i
. . My Work 1
comp time and request holiday comp I B < | 7| November 19,2023 - December 16,2023
payout on a timesheet on behalf of a Alowatle Excepion Scpicd 1M | Reporied 1500 | Duappered ime 400
28 day police Upstate employee. Fi B "_‘ ~_ _ e |
Approvals . Holidayis): 11/23/2023 - lﬁmhwz!‘_ﬂg‘u'ly: 11/24/2023 - Day After Thanksgiving
Reportad Tima 1) +Time Reporting Crde “- :u]"' ~~o 9%m © WMon © AT @ DWed @ BT © MEi © 25 8nt
Cancel Absence s o= &= L= ® =]
 Links REGHR - Regular Hours v 175350 T‘ ] [ 12m| aso] | 50|
Approve Time and Absance . P REGHHR - Regular Hours v 650 :‘ ] | ‘ 450 |
Jime
December 2023
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