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How to view weekly time summary for an employee:
This job aid outlines how a TL/ABS Approver can view a weekly time summary for an 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 Workplace > Time and Absence Workcenter

Processing Steps Screenshots

Step 1: On the Employee Self Service
landing page, click the Choose Other » —
Homepages drop down arrow and E Usz;mmmmmm - i
select My Workplace from the list.

Payrall Personal Details Benefit Details

My Workplace

Last Pay Date 04/30/2021

-
USC Profile Time and Absence

« «©

* My Workplace

Step 2: Click the Time and Absence SOUIHEARGLINA
Workcenter tile.

COVID-18 Campus Leave Worketr | ePAF Homepage
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Time and Absence Work center
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 WorkCentre
include Approving, Reporting,
viewing time and absence related
transactions, queries, and reports.

Step 3: Click the Manage Time and
Absence drop-down arrow.

¢ My Workplace
Scope
* My Scope
~ My Work
Exceptions
Approvals
Reported Time
= Links
Approve Time and Absence
Manage Time and Absence
Leave Donations
Extended Absences
« Queries
Time and Labor

Absence Manageent

= Reports/Processes

co

Time and Labor WorkCenter
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Step 4: Click the View Weekly Time
Calendar option from the list.

Step 5: To enter time for a specific
employee, begin by clicking the Filter
button.

PR
Scope

¥ My Scope

« My Work

Exceptions

Approvals

w Links

Approve Time and Absence

Mznage Time and Absence
Timeshest
Payable Time Summary
Payable Time Detsil

eave and Compeansatory

TIMss Emp Sel Flu

ce

Time Summary

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

e filters to ch:
Get Employees

me

Weekly Time Calendar

Request Absence

Vigw Absence Requests
Absence Balances

~ Queries

Time and Labor

Absence Manageent

~ Reports/Processes
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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.

Step 7: Click Done to move on to the
Enter Time page.

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

< My Workplace

Tl Mss Emp Sel Flu

Scope
ce Time Summary
¥ My Scope
Use filters to change the search critera or Get Employees 10 apply the defaut Manager Search Options.
o Al Get Employees \ Filter 1
Exceptions
Approvals o
v Links Cancel Filters
Approve Time and Absence o Time Reporter Group Q
Timesneat
Empl Record Q
Payable Time Summary
Payabie Time Detail Last Name Q
Leave and Compensatary Time
First Name Q
Weekly Time Calendar n
Department Q
Request Absence
Viaw Absence Requests Supervisor ID Q
Absence Balances Reports To Position Q
Number
v Queries
Time and Labor P
eset
Absence Manageent
< My Workplace T1 Mss Emp Sel Flu AQ YO
Scope co

Time Summary

v My Scope
Select Employee

1 row

-~

w» My Work =
. Name/Title Exceptions Hours to be Approved
Exceptions
Approvals
Administrative Coordinator |

w Links

Approve Time and Absence
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This Time Summary page is used to < My Workplace Time Summary
view the time summary for a Scope coe Time Summary 6 June - 12 June 2021
¥ My Scope
particular period, weekly, bi-weekly A e
and monthly time entries for an ™ My Work
Exceptions i “iewBy |Pedod W | 1 6 June - 12 June 2021 » |
employee' Anorovals Scheduled 37.50 | Reported 37.5 Hours| Unapproved Time 0.00
PP v | Fiters Reported Time | Payabie Time ew Legend
. . . w Links
The defaUIt VIeW On thls page IS the Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Approve Time and Absence v
current Week' Manage Time and Absence o ' e Tema T 5|e 3 : 0 " w)e ' "
Timeshest Off Day
The current day is highlighted in blue. Payasie Time Summary : ey : : .
Payable Time Detail l i :
Use the Arrows to navigate to the Leave ar Compensatory Trme
timesheet you would like to view. T u
Request Absence
View Absence Requests
Absence Balances
~ Queries
Time and Labor
Absence Manageent
= Reports/Processes
JUNE Totsl Reportad: 0
6 Time Reporting Cade: ctions
Sunday
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. Time Summary A Q> @
Step 9: TO seea monthly view Of ce Time Summary 6 June - 12 June 2021
your timesheets, click the View By
drop-down arrow and select Monthly | [
. Exceptions < 6 June - 12 June 2021 »
from the list. Scheduled 370 | Reporied 375 Hours Unapproved T 000
Approvals
Reported Time Payable Time
w Links
In thIS VieW, you can see: L Monday Tuesday Wednesday Thursday Friday Saturday
. . . 7/(|® ] s @ 10 ||@ 11
e all approved time indicated by Mo e o o ' e
o Timesheet
Payable Time Summary
e all time that is pending approval
|nd|cated by ﬂ « My Workplace Time Summary
Scope ce Time Summary 1 May - 31 May 2021
~ My Scope P :
. . . Administrative Coord Previous Mext
e days that are missing time entry e
Exceptions y WiewBy | Morthly W 4 1 May - 31 May 2021 »
. . Scheduled 15750 | Reported 132.00 Hours| Unapproved Time 0.00
L] days with reportEd time greater e i v | fies Reported Time | Payasle Time S
than scheduled indicated by - Links _ _ : -
Aoprove Time ang Absence Saturday Sunday Monday Tuesday Wednesday hursday Friday
1 [] 3 ||@ 4| @ 5| @ 6@ 7
Manage Time and Absence v Raguiar Hours - 7.3 How Raogular Maurs - 7.5 Hours Roguisr Hours - 7.5 Hour Bagular Hours - 7.5 ¢
Timeshest o
e all requested absences and leave Peyatle Tme Summary s cm S e — e s
taken indicated by H Payasle Time Detail ) w0 ||@ e 12| |e 1ulle 14
Leave and Compensatory Time Raguiar Hous- 10 Haue Raguiar Hours - 8 Haurs Paguiar Hours - 8 Hours Ragular Hours - & Hours Faguiar Hours - 8 Hou
Weekly Time Calendar n .
Request Absence S .: N S Faporiad:
View Absence Requests [] 17 ||@ 12 | @ 19 || @ 2 || 21
Absence Balances ) ) ) ) B e . T :
~ Queries "
Time andlLaber 24 28 2 2 ||m 28
Absence Manageent . s s Toan 37 o 5
~ Reports/Processes
(] L]
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Step 10: Click the View Weekly Time Time Summary

Calendar tab to search for another e C®  Time Summary 1 May - 31 May 2021

e @ revious exi
employee or move on to another task o et 2 o

. . « My Work -
that you need to complete within the :
. Exceptions . ViewBy | Monthly W 4 1 May - 31 May 2021 »
T|me and Absence Workcenter. N " . ' Scheduled 157.50 | Reported 132.00 Hours| Unapproved Time 0.00
PP b Y | Filiers Reported Time Payable Time
« Links

You Successfu”y learned how to view nemrove e s Absence Saturday Sunday Monday Tuesday Wednesday Thursday Friday
a weekly time calendar for an e ' S rman || s | R | A o A

employee. Timeshest

Payable Time Summary

Payable Time Detail o v e nlle 2l e 14
Leave and Compensatory Tme Ao Reg f
Weekly Time Calendar n
T 1 ]
Schaculac: 7.5 Hours Schaduiad: 7.5 Hours S cnadubac: 7.5 Hours Schacse: 75 Hours
Request Absence Rapartad. 18 Ho Raportad: 8 Hours Reaarad. & Hour Rageried: 8 Hou
\fiew Absence Requests ] 17 | @ 2| 19 @ 20 @ 21
Fagun sag " R Song I —
Absence Balances
~ Queries =
A R
Time and Labor
24 25 2 27 || @ 28
Absence Manageent sl Loava T - 375 ours. 5
« Reports/iProcesses
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