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How to enter a time on a timesheet for a 28 day police employee:
This job aid outlines how a 28 day police employee will enter time on a timesheet.

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

Processing Steps Screen Shots

Step 1: On the Employee Self Service | Reuittete IV URCIRY
landing page, click the Time and - '

Employee Self Service v
Absence tile.

Employee Calendar Time and Absence

@
El

My Profiles Benefit Details

@

Search in Menu

Payroll Personal Details

Last Pay Date 10/13/2023

T B 4 3 4

Notifications Q

No Actions

When new notifications arrive, the
Refresh button will show a badge

&
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Step 2: Click the Select Another Job
link to select the applicable job for
which you need to enter time on a
timesheet.

Note: Many police officers have an
FTE along with an internal dual
assignment active concurrently. If
you do not have multiple active jobs,
you can skip step 2.

Change Job Selection

10| Active

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

|1 Active

DLI | Law Enforcement Officer Il | 691000-UNIVERSITY POLICE DEPARTMENT
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Q, Search in Menu

Step 3: Click the Enter Time tile to
enter time on a timesheet.

0 | Active
FTE | Law Enforcement Officer IV | 31000-UNIVERSITY POLICE DEPARTMENT

Select Another Job

Enter Time Comp/Holiday Comp Time Manage Absences Absence Balances
11/19/23 - 12116/23

S 0.00 U\Dgﬂ@

® Scheduled 84.00 Balance Hours

Time Summary Exceptions View Requests. Cancel Absences
11/19/23 - 1216/23

No Time Reported 0
non
aoo

Payable Time Extended Absence Request

Last Time Period 10/22/23 - 11/18/23

Total Hours 0 Hours

Estimated Gross 0

Enter Time on a Timesheet — 28 Day Police 3 November 2023




A

N
il

UNIVERSITY OF

South Carolina

University of South Carolina

Time and Labor - ESS
Enter Time on a Timesheet — 28 Day Police (Including Entering Comp Time and Working on a Holiday)

Step 4: Be sure to select the correct
timeframe for the full 28 day
schedule. Use the Arrows to navigate
to the appropriate timesheet.

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.

Enter Time

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

Select Another Job

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

Scheduled 168.00 | Reported 0.00

(0]

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

*Time Reporting Code o R 19 Sun
ow Totals

00of0

Q Search in Menu

20Mon @

21 Tue

2Wed @

0of55

0of 12

0of6.5

23Thu ©

00of 0

*View By | Period v|

L J
24Fri © 258at @ 26Sun @
0of55 0of 12 0of 12
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Step 5: Begin by selecting the
appropriate Time Reporting Code
(TRC).

You can only have one TRC per line.

Step 6: Click the Time Reporting
Code drop-down arrow.

Step 7: Select REGHR — Regular
Hours.

Enter Time

<O ©

10 | Active
FTE | Law Enforcement Officer [V 1 691000-UNIVERSITY POLICE DEPARTMENT
Select Another Job

EHE

> | November 19, 2023 - December 16, 2023

Scheduled 168.00

0]

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

*Time Reporting Code

CMPFM - Compensatory - FMLA
CMPML - Compensatory - Military
CMPTT - Compensatory Time Taken
CMPWC - Compensatory - WC

HCTK - Holiday Comp Taken

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

Reported 0.00

*ViewBy | Period |

258 @ 268 &

0of12 Oof 12
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Step 8: Scroll all the way to the right

. . . [cancel Look
to click the Comp Time Lookup icon ] coxp
Search for: Comp Time
and select the Comp Time option. (5 Search Criteria
This will ensure to always capture ~ Ssarch Resulis

any overtime hours as Comp Time.

Comp Time T Description T

| COMPTIME Comp time

HOLPAYQUT Holiday Worked Hours Payout

Step 9: Click in the Time Entry field __
and enter hours worked for each Enter Time
day. This week you were authorized -
to Work overtime to assist due to FTE | Law Enforcement Officer IV | 691000-UNIVERSITY POLICE DEPARTMENT

Select Another Job
unforeseen absence of a fellow 5] 19, 2023 - December 16,2023 “View By [Poiod
officer.

Scheduled IESM| Reported 29.50

@ Save for Later ] Submit
11/23/2023 - iving Day; 11/24/2023 - Day After Thanksgiving
*Time Reporting Code Ko Tot 198m @ 20Mon @ 21 Tue @ 22Wed @ 23Thu @ UFri © 258 @ 265 @
0of 0 550f55 120f 12 120f 6.5 0of0 0of55 Nof12 Oof 12
| REGHR - Regular Hours - 2050 [?} — ] | s3] | 200 | 12 ml | | ‘ | \
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You can enter comments about the
time entries if you feel additional
information is needed. This is a good
place to inform approvers you were
given supervisor approval for the
overtime hours worked.

Step 10: Click the Related Actions
drop-down arrow and select
Add/View Comments from the list.

Use the Comments page to enter
comments for the reported time.

Step 11: Click in the Comment field
and enter a comment applicable to
the time entered.

Step 12: Click the Add Comment
button. The comment is added,
along with a timestamp and who
entered the comment.

Step 13: Click the X to close the
Time Reporting Comments page.

Enter Time

chin Menu

Comments related to Time entered for 11/22/2023

Comment once entsred cannot be altered or removed.

Add a new Comment

Entered on 11/30/2023 12:34 PM by
Add important information here.

Add Comment Clear

“

101 Active
FTE | Law Enforcement Officer [V | 691000.UNIVERSITY POLICE DEPARTMENT
Select Another Job
< » | November 19, 2023 - December 16, 2023 *View By | Period v
Scheduled 168.00 Actions X
(0] Time Summary Save for Later
Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving Payable Time
N
*Time Reporting Code 19Sun @ 0Mon @ 21 Twi | Add/View Comments 3Thy @ 4Fi © 2[5 © 265m ©
Row Totals - I
0of0 55055 -7 2ef12 2Zof6s ~ ~ 0of0 Oof 5.5 Oof 12 Oof 12
- - ~
~
- - ~
- ~
REGHR - Regular Hours 2950 | =+ —_ - 550 12,00 12.00 . o
- ~
- N
- - ~
&~ A
Time Reporting Comments X
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Step 14: 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 15: Click the Yes button to
validate the time worked.

Enter Time

01 Active
FTE| Law Enforcement Officer [V | 691000-UNIVERSITY POLICE DEPARTMENT
Select Another Job

B [ <|[>] November 19,2023 - December 16,2023

Scheduled 16800 | Reported 29.50
@
liday(s): 1 T ing Day; 11/24/2023 - Day After Thanksgiving
*Time Reporting Code 19 Sun
Row Totals
00f0
REGHR - Regular Hours v 2950 | 4 -

© 2WMon @ 21Tee @

“View By | Period |

550f55 120f 12

22 Wed @ 23Thu @ MFri @ 258 @ 265un  ®
120f6.5 0of0 0of55 Oof 12 0of 12
5

sso| | 1200] |

t2m] | || || ||

Would you like to validate worked time?
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Step 16: When Saved for Later, the
Saved icon appears for the days’
time is entered indicating the
timesheet has been updated but not
yet submitted for approval. Click the
View Legend icon to view the
legends used and a short description
of each one.

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 timesheet.

|-,—.-| The timesheet has been saved
for later.

%

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

'ﬁ The entered time has been
approved.

Enter Tlmell

H B & P O

Legend X
Time Details
Saved
Approved
Pending Approvals
Denied
Pushed Back
Exception
Absence
Reported
Reported Under Schedule
Reported Over Schedule
OFF Day

Holiday

]

=
TLaw

Timesheet is Saved for the period 2023-11-19 - 2023-12-16

Select Anogher Job

169) Y POLIC

@Il €] ?\ November 19,2023 - December 16, 2023

REGHR - Regular Hours

s«;ldum 16800 | Reported 29.50

(]

o) v

Holiday(s): 1/23/2023 - Thaisgiving.Dgy; 1172472023 - Day After Thanksgiviog

......
-
*Time Reporting Code ~ 9gm © 20Mon © ATe © nWd ©
e 4 Row Totals &1 -~
00f0 T5Me o 120f 12 120665
8

2T © U ©

*View By | Period v/

[metatae |

35St © 268 ©

0of 0 0of55

0of 12 Oof 12

20| |
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Step 17: You are ready to submit
your 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 (including comp time hours)
on 11/23/23 and 11/24/23 which
are university holidays. Click the OK
button to complete submission.

Step 18: Click the OK button to save
your reported time, submit this 28
day timesheet, and return to the
timesheet page.

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

=

Enter Time

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.

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

Timesheet is Submitted for the period 2023-11-19 - 2023-12-1

Select Another Job

3 November 19, 2023 - December 16, 2023

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

*View By | Period

Scheduled 168.00 Reported 180.00
o
your supervisor's inbox. o et |
11232023 - T Day; 11/24/2023 - Day After Thanksgiving

Note: 28 day police must submit

. *Time Re; i e 195um @ 20 M @ 21 Tug @ 2Wed @ 23 Th @ 4Fi @ 25 Sal @ 268m @
reported time for the full 28 day i Reporing Cof Raw ol - . : :

h d | S ” th h th d t Oof0 550f5.5 120712 120f6.5 6.50f0 550055 120f12 120f12

schedule. Scroll through the days to - - P o - o o
verlfy reported tlme and SmeIt. The |REGH'RfRegularHuun v 180.00 |? | 55(1‘ ‘ 1200 [ 1200 650] [ Sjlll I IZJJI]] [ 121]01 [
Scheduled and Reported hours —
should indicate if you have forgotten
to submit one or more days.
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Step 19: When submitted, the 4 Legend %
Pending Approvals icon appear for ! o o us
the days’ time entered indicating the !
timesheet is waiting for approval. ' Saved
Click the View Legend icon to view H ©  Approved
the legends used and a short ':' £ Pending Approvals
description of each one. ! )

' ©  Denied

1
The most common icons that may N ©  PushedBack
appear in the Daily Status box are: :” A Exception
iy The user has an exception that J @ Absence
needs to be fixed before submitting N B Reported
the timesheet. .rIr B Reported Under Schedule
= The timesheet has been saved ’:' e Reperiad Orr ekl
1;; later. | ! orr oy
" The time entered has been N oy
submitted and is pending approval. N

ﬂ The entered time has been
approved.

Enter Time/
1
@haz Tallant
1556385 101 Active
FTE | Law Enforcement Officer IV 1691000-UNTVERSITY POLICE DEPARTMENT

&L«IM’M{J:}:
',_‘ [5] " .
< || > | November 19,2023 - December 16, 2023 *View By | Period ~
You successfully learned how to yLJl]
. . Scheduled 168.00 Reported 18000
enter time on a timesheet as a 28 !
I' | @ o~ Save for Later l
day pO ice emp Oyee' Ilnllhylshllm;-?hﬂmm; 11/24/2023 - Day After Thanksgiving
*Time Reporting Code . = ..,19&,.._.:?_ - 20Mon @ 2UTee @ NWed © BT @ UFi © 5% @ 265m @
0of0 ?Jh” - 120f 12 12065 650f0 S50f55 120012 120f 12
[+ [ nE .} ) ] o
| REGHR - Regular Hours v ww |+ [= [ 550 1200 1200 | 30| [ 550 1200| 1200
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