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How to view payable time for an exempt employee:
This job aid outlines how an exempt employee can view their payable time.

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

Processing Steps Screenshots
. ; VT AR TN v Employee Self Service
Step 1: On the Employee Self Service SOUTH CAROLINA
landing page, click the Time and Payroll Personal Details Talent Profile Benefit Details
Absence tile.

= |
Last Pay Date 04/30/2021

USC Profile . Time and Absence

@ «©
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< Employee Self Service

Step 2: Click the Payable Time tile, to
VieW begin. *SelectaJob Empl Rec: 0| Dept Id :620100 | Human Resource Manager Il +~

Enter Time Comp/Holiday Comp Time Request Absence Absence Balances
05/16/21 - 05/31/21

@ Reported 30.00 O = O 0 | !
@ Scheduled 75.00 Balance Hours &

Time Summary Exceptions View Requests Cancel Absences
05/16/21 - 06/31/21

Hazardous Weather
7.50 Hours

Werked on Holiday
7.560 Hours

Payable Time I Extended Absence Request Leave Transfer

Last Pay Period 05/01/21 - 05/15/21

Total Hours 80 Hours l
Estimated Gross 2187.69232 USD
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This Payable Time Summary page
summarizes approved payable time
by Time Reporting Code (TRC), TRC
Types of Units, and Hours and for a
particular pay period.

The default view on this page is the
current pay period.

Use the Arrows to navigate to the
pay period you would like to view.

Step 3: Click the Details tab to see
additional information.

< Time

Payable Time

1 0511672021 - 05/31/2021 »
Payable Time Summary
| Summary Detail
Time Reporting Code TRC Type Quantity
Make up ermcd for REG hrs Hours 5.00
Regular Hours Hours 75.00
Holiday Pay Hours 7.50
Total Hours 87.50
¢ Time Payable Time
4 05/16/2021 - 05/31/2021 (3

Payable Time Summary

Summary Detail
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In the detail view, you can see the
date, Time Reporting Code, Hours
and Payable Status of approved
payable time.

The Payable Status types that can be
seen here are:

e Taken by Payroll

e C(Closed

e Estimated

e Rejected by Payroll

< Time

Payable Time Details

Summary Detail |

Date Time Reporting Code
05/17/2021 Regular Hours
05/18/2021 Regular Hours
05/19/2021 Regular Hours
06/20/2021 Regular Hours
05/21/2021 Make up emncd for REG hrs
052112021 Regular Hours
0572412021 Regular Hours
06/25/2021 Regular Hours
06/26/2021 Regular Hours
05/27/2021 Regular Hours
05/28/2021 Make up emncd for REG hrs
05/28/2021 Regular Hours
05/31/2021 Holiday Pay
Total

Payable Time

4 05/16/2021 - 05/31/2021

Quantity (Hours)

7.50
7.50
7.50
750
250
7.50
7.50
750
750
7.50
250
7.50
750

87.50

»
b

b

Payable Status

Taken by Payroll

Taken by Payroll

Taken by Payroll

Taken by Payroll

Closed

Taken by Payroll

Taken by Payroll

Taken by Payrall

Taken by Payroll

Taken by Payroll

Closed

Taken by Payroll

Taken by Payrall
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»
Jo

Step 4: Click the Time tab to return
to the Time Self Service page where <« 05M6/2021 - 05/31/2021  »
you can continue to enter, request
and/or view time and absence

Payable Time Details

Summary Detail

information.

Date Time Reporting Code Quantity (Hours) Payable Status
You successfully Iearned hOW to view 05/17/2021 Regular Hours 7.50 Taken by Payroll
your payable time as an exempt
emp | oyee. < Employee Self Service

*Selecta Job Empl Rec: 0| Dept Id :620100 | Human Rescurce Manager Il

Enter Time Comp/Holiday Comp Time Reguest Absence Absence Balances
05/18/21 - 05/31/21

@ Reported 30.00 " Iil I !
@ Scheduled 75.00 Balance Hours &

Time Summary Exceptions View Requests Cancel Absences
05/16/21 - 05/31/21

Hazardous Weather =
7.50 Hours ﬁ
Worked on Heliday

7.50 Hours

| Payable Time [ Extended Absence Request Leave Transfer

Last Pay Period 05/01/21 - 05/15/21

Hpmll
Total Hours 80 Hours I W
Estimated Gross 2157.69232 USD
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