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How to view weekly time calendar for a 28 day police employee:
This job aid outlines how a manager can view a weekly time calendar for a 28 day police employee. A manager has the ability to search for direct and indirect
employees in the Time and Absence Workcenter to include approving, reporting, and viewing activities.

Navigation: Employee Self Service > Manager Self Service > Time and Absence Workcenter

Processing Steps Screenshots
UNIVLR -i.w + Employee Self Service
Step 1: On the Employee Self Service SOUIHEAROURA S — o
. . ime an Sence ‘ayrol M omepage alent Profile
landing page, click the Choose Other e
Homepages drop down arrow and @ ‘ o
select Manager Self Service from the e Selfserce

list. Last Pay Date 04/30/2021

-
Benefit Details USC Profile
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Step 2: Click the Time and Absence SOUTH CAROLINA v Manager Self Service

Workcenter tile. L
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Time and Absence Workcenter
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Time and Absence WorkCenter
provides a central area to access the
most used time and absence related
activities. It enables managers 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.

< Manager Self Service
Scope

v My Scope

[ My Work
Exceptions
Approvals
Reported Time
v Links
Approve Time and Absence
Manage Time and Absence
Leave Donations
Extended Absences
[* Queries
Query Manager
Time and Labor
Absence Manageent
I* Reports/iProcesses

Reports

c

All
Reported Time

Reported Time

Reported Time

Reported Time

Pending Approvals

Quantity for Appraval 2.00 Hours
06/01/2021 - 06/01/2021

Quantity for Approval 5.00 Hours
05/20/2021 - 05/20/2021
Quantity for Approval 7 50 Hours
06/11/2021 - 0611172021

Quantity for Approval 6 00 Hours
05/03/2021 - 05/03/2021

4 rows
Routed
05/30/2021
Routed
06/02/2021
Routed
06/03/2021
Routed
06/04/2021
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Step 4: Click the Weekly Time
Calendar option from the list.

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

¢ Manager Self Service

Scope

* My Scope

I+ My Work

Exceptions

Approvals
Reported Time

Ir Links

Approve Time and Absence

Manage Time and Absence
Timesheet
Payable Time Summary
Payable Time Detail

Leave and Compensatory Time

cd

Weekly Time Calendar

Request Absence
View Absence Requests

Absence Balances

Tl Mss Emp Sel Flu

Time Summary

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

GetEmployses
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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.
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Step 8: Click the Employee
Name/Tile line to view the Enter =D C® | rmesummary
Time page. e Selsct Employse

I+ My Work

« Manager Self Service T Mss Emp Sel Flu

xceptions Hours to be Approved
Exceptions

Approvals —
Law Enforcement Officer | 84.00

Reported Time 2

Ir Links
Approve Time and Absence
Manage Time and Absence
Timesheet
Payable Time Summary

Payable Time Detail u

Leave and Compensatory Time

Weekly Time Calendar
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This Time Summary page is used to
view time summary for a particular
period, weekly, bi-weekly and
monthly time entries.

The default view on this page for 28
day police is the current 28 day
period. The current day is highlighted
in blue.

Use the Arrows to navigate to the
timesheet you would like to view.

In this view, you can see:
e scheduled off days are grayed
out

e all approved time indicated by

L)

< Manager Self Service

Payable Time Summary
Payable Time Detail

Leave and Compensatory Time
Weekly Time Calendar
Request Absence

View Absence Requests

Absence Balances

Time Summary

Reguiar Hours - 12 Hours

_
n Scheduled: 12 Hours

Reported: 12 Hours

Regutar Hours - 12 Hours

Scope c o p—- <
v MV Scope Law Enforcement Officer |
v P Return to Select Employee
I7.My. Work “ViewBy | Period v < 6 June - 3 July 2021 y
A Scheduled 168.00 | Reported 96 Hours! Unapproved Time 72.00
Exceptions &
YV | Filters Reported Time Payable Time
Approvals G =
Reported Time 2 Sunday Monday Tuesday Wednesday Thursday
o 6 I 7|8 8
" Links Hazardous Weather - 12 Hours Hazardous Weather - 12 Hours
Approve Time and Absence >
Manage Time and Absence v Scheduled: 12 Hours Scheduled: 12 Hours
Reported: 12 Hours Reported: 12 Hours
Timesheet
] 13 0 16 ||£»

Regular Hours - 12 Hours

Reported: 12 Hour

] 21 22

Holiday Comp Taken - 12 Hours

Scheduled: 12 Hours
Reported: 12 Hours

Scheduled: 12 Hours
Reported: 0 Hours

Scheduled: 12 Hours

Scheduled: 12 Hours
s Reported: 12 Hours

Friday

0

Reguiar Hours - 12 Hours

1"

A Q¥ § (
Previous Next
View Legend
Saturday
1 12

Regular Hours - 12 Hours

Scheduled: 12 Hours
Reported: 12 Hours

25

Scheduled: 12 Hours
Reported: 12 Hours

26

Scheduled: 12 Hours
Reported: 0 Hours

Scheduled: 12 Hours
Reported: 0 Hours

27 30 1
. . . Ir Queries

e all time that is pending approval

. o Time and Labor

indicated by  £* v

Seacncs Megodselt ¢ [l iy o ounsanciing

e days that are missing time entry
e days with reported time greater

than scheduled indicated by
e all requested absences and leave

taken indicated by ]
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Step 9: To see a weekly view of the
, ¢ Manager Self Service Time Summary
officer’s timesheets, click the View — o -
o ¢ Lawe En-arc.emenrmnzeJu FLLELD LE
By drop-down arrow and select ™ My Seape REtU 1o Select Ereployes
Weekly from the list.
= My Work “View By | Periad E P & June - 3 July 2021 »
. Excoptions . Bi-WVeekly Scheduled 168.00 | Reported 96 Hourd Unapproved Time 72.00
Use the Arrows to navigate through | il pomatay Reportzd Time | Payable Time View Legend
. Approvals - o -
timesheets by week. | Pedod |
Rapartad Time 2 ! Monday Tuesday Wednesday Thursday Friday Saturday
Weekly
o T 8 2 1o 12
< Manager Self Service Time Summary A Q™ @®
Scope ce Time Summary 6 June - 12 June 2021
¥ My Scope m
Law Enforcement Officer | HIETE Lo
I+ My Work Return to Select Employee
Exceptions - “View By | Weeky  + 4 6 June - 12 June 2021 »
Scheduled 48.00 | Reported 48 Hoursl Unapproved Time 48.00
Approvals o
¥ | Filters Reported Time Payable Time View Legend
Reported Time 2
Link: Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Iv Links
6 | 7|8 8 b4 1|8 12
Approve Time and Absence v Hazardous Westher - 12 Hours Hazardous Weather - 12 Hours Regular Hours - 12 Hours Regular Hours - 12 Hours
Manage Time and Absence ¥
Timesheet Scheduled: 12 Hours Scheduled: 12 Hours Scheduled: 12 Hours Scheduled: 12 Hours
Reported: 12 Hours Reported: 12 Hours Reported: 12 Hours Reported 12 Hours.
Payable Time Summary
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Step 10: Click the View Legend link to
view the legends used and a short
description of each one.

You successfully learned how to view
the weekly time calendar for a 28 day
police employee.

Legend
g  Saved
& Approved
#  Pending Approvals
© Denied
@  Pushed Back
i Exception
@ Absence
B Reported
B Reported Under Schedule
&1 Reoorted Over Schedule
QFF Day

Time Summany

Scope [ ﬂ . g Pradous Hazxl
My Sngs - Enw'cr“,-hm '
) L
Ry Wik “View By | Pariod  w I 6 June - 3 July 2021 » Y
et . Scheduled VELOD | Reporied 55 Hourd Unapproved Thme T80 Al
. e e —— Moo
— i sy T | P o]
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