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How to use earned holiday comp time on a timesheet for an exempt employee:
This job aid outlines how an exempt employee can use earned holiday comp time on a timesheet. Note holiday comp time cannot be used the same week in which it is

earned.

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

Processing Steps

Screenshots

Step 1: On the Employee Self Service
landing page, click the Time and
Absence tile.
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¢ Employee Self Service

Step 2: Click the Enter Time tile, to

enter hOIlday comp timeona *Selecta Job = Empl Rec: 0 | Dept Id :620100 | Human Resource Manager |l v
timesheet.

Enter Time Comp/Holiday Comp Time Request Absence Absence Balances
06/01/21 - 06/15/21

@ Reported 2.00 " Iil I )
® Scheduled 82 50 Balance Hours &

Time Summary Exceptions View Requests Cancel Absences
06/01/21 - 06/15/21

—
2.00 Hours ﬂ

Payable Time Extended Absence Request Leave Transfer

Last Pay Period 05/16/21 - 06/31/21

| |
Total Hours 22.5 Hours l W
Estimated Gross 606.850965
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Step 3: Be sure to select the correct
timesheet for the work week. Use the
Arrows to navigate to the
appropriate timesheet.

Begin by selecting the appropriate
Time Reporting Code (TRC). You can
only have one TRC per line.

Step 4: To use holiday comp time,
click the Time Reporting Code drop-
down arrow. Holiday comp time can
be used for a variety of reasons, but
the TRC must align with the specific
usage reason, as applicable. Holiday
comp time TRCs shown below:

e *HCTK - Holiday Comp Taken
(this should be the default use
of holiday comp time unless
using for reason of FMLA,
Military Leave, or Worker’s
Comp)

e  HCTKF — Holiday Compensatory-
FMLA

e  HCTKM — Holiday
Compensatory-Military

e  HCTKF — Holiday Compensatory-
WC (workers comp)

Step 5: Select HCTK — Holiday Comp
Time.

Enter Time

Emgpl Rec. 0 | Tapt i 5201 00 | Human Resouweco Manegs 1|

"Tiewe Reporong Code

HETH - Pakday Comp Tabas

HCTEF - Holday Compsasong - FELA,
HOTEM - Ml

HETHY - Helldiy Comprnsatarg - W0

HOIEY < Werkmd ns Hiddey

i 1 June - 15 June 2031
USE Seml Morth

Scheduled B1.50 | Reportad 2 Mowrs

1 WeskZalld §
Schackided 37 &3 | Repatad 55 Mawn

B-Toasday S-iNednesday 10-Thursday 11-Friday

HIRDS - Hemrdo i Wit

Semeduied T5 St 75 Smemmicd 7 5 Sumedwed .5
Ragates E Rapriad A Fopamadd 8 Rugeren &

Reguest &Dsenos

12-Saturday 13-Sunday

Semteuied OFF Sxtwshaied OFF
Rapames b Bapatss 4

Sarve for Laisr

14-Manday

Sevciuled 7 5

[

Comp Tiem:
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Note: Holiday comp time expires one

. < Time Enter Time A QW™ ®
year from the day on which the comp
. . d | thls example the Empl Rec: 0 | Dept Id :620100 | Human Resource Manager Il
time is earned. In
4 1 June - 15 June 2021 »
employee worked on Memorial Day USC Semi Month
. Scheduled 82.50 | Reported 2 Hours
2021, so they have until May 31,
. . Réi Lobaind R t Ab: Save for Lat Submit
2022, to use the holiday comp time. Vi e sauestAosence || seveor Loer | (SRR
4 Week20f3 »
Scheduled 37.50 | Reported 7.50 Hours
*Time Reporting Code 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday 13-Sunday 14-Monday Comp Time
Step 6: Click in the Time Entry field
and enter the number Of hOIiday Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled OFF Scheduled OFF Scheduled 7.5
comp time hours you Would |ike to Reported 0 Reported 0 Reported 0 Reported 7.5 Reported 0 Reported 0 Reporled 0
use. HCTK - Holiday Comp Taken v | 7.50| [ \]
Comments (@) (@) O () () (@) @]
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You can enter comments about the
use of holiday comp time if you feel
additional information is needed.

Step 7: Click the Comments button.

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

Step 8: Click in the Comment field
and enter a comment applicable to
the holiday comp time entered.

Step 9: Click the Add Comment
button. The comment is added, along
with a timestamp and who entered
the comment.

Step 10: Click the X to close the Time
Reporting Comments page.

Enter Time
Empl Resc 0| Dept ld E20000 | Human Resounoe kanager
i 1 June - 15 June 2021 J
WEC Serms Mervih
Seheduled BLED | Repersd T Houws
Bwguent Abserics Save or Later SuEm
4 Week2ofd »
Scteduied 37 AD) Bepariss 740 rawrs
“Tme Repsmiag Cade B Tlswkediry S-We e diry 10-Thaitmdary 11-Friday 12-Ssurday 13-Surday 14 Naraday Camg Time
Sahadidng F 4 Sovataled £ Sahaaidug P4 Sorvadiled f 3 Sidadded SFF Scha i BFF Somackied F4
Gapuind 0 Bapavsa Ragemd Baportd 76 Regered @ Begonist B Fegared
- A
- - L]
- \
- 4
- - '
- !
e '
A -
Time Reporting Comments ®

Comments related to Time entered for 06/11/2021

Comment ance entered cannot be altered or removed

Add Commant Clear

Uzang earned holiday comp time
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Notice when a comment has been
added to a specific time entry,
squiggles appear in the comment
bubble.

< Time

Empl Rec: 0 | Dept Id :620100 | Human Resource Manager Il

View Legend

Enter Time

4 1June - 15 June 2021
USC Semi Month
Scheduled 82.50 | Reported 2 Hours

4 Week20of3 »
Scheduled 37.50 | Reported 7.50 Hours

»
0
4
@

Request Absence | Save for Later | Submit

. . *Time Reporting Code 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday 13-Sunday 14-Menday Comp Time
Step 11: The timesheet is complete.
Click the Submit button to submit the —
Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled OFF Scheduled OFF Scheduled 7.5
timesheet for approval. Reported 0 Reported 0 Reported 0 Reported 75 Reported 0 Reported Reparted 0
. HCTK - Holiday Comp Taken v 7.50
Once the timesheet has been
submitted correctly, you will see a Comments O O ) & o )
message across the top of the screen
saying that the timesheet has been < Time Enter Time AaQ Y™ : 0
submitted successfully. Also, an email Timesheet is Submitted for the period 2021-06-01 - 2021-06-15 x
is generated that will automatically . SRS — =
be sent to you and your supervisor's USC Semi Month
. Scheduled 82.50 | Reported 9.5 Hours
inbox. _
View Legend Request Absence | Save for Later | | Submit |
When submitted, the summary at the
. 4 Week2o0f3 )
top of the page will show the Scheduled 37.50 | Reported 7.50 Hours
Scheduled total and Reported total *Time Reporting Code 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday 13-Sunday 14-Monday Comp Time
for the week in view. As an exempt
employee, remember the Only hours Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled OFF Scheduled OFF Scheduled 7.5
Reported 0 Reported 0 Reported 0 Reported 7.5 Reported 0 Reported 0 Reported 0
you report are for absences or hours o
worked during hazardous weather HCTK - Holiday Comp Taken v 7.50
event or on a university holiday. All
. . Comments
other days will appear with zero © © © © © © ©
reported hours.
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Step 12: When submitted, the Legend -
Pending Approvals icon appears for -
the days’ time is entered indicating f © Approved
the timesheet is waiting for approval. ! [&  Pendng Approvais
Click the View Legend link to view ;
the legends used and a short j & Denied
:-' &  Pushed Back
& Bxception
‘,"‘ @ Absence
B Reported

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.
rE-' The timesheet has been saved for

later.
ﬁ The time entered has been
submitted and is pending approval.

ﬂ The entered time has been

approved.
You successfully learned how to use

earned holiday comp time on a
timesheet as an exempt employee
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T JUmE = TS JUNe 20T

Ll
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1 Week2efd #
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I
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