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How to use comp/holiday comp time on an elapsed timesheet for multiple work orders:
This job aid outlines how an employee can use comp/holiday comp time on an elapsed timesheet with multiple work orders.

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

Processing Steps Screenshots
Step 1: On the Employee Self Service SOUTH CAROLINA v Employee Self Service

landing page, click the Time and
Absence tile.

| Time and Absence I Payroll Personal Details Talent Profile

«

Last Pay Date 04/30/2021

Benefit Details USC Profile

poy
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Step 2: Click the Enter Time tile, to
enter time on a timesheet.

< Employee Self Service

*Selecta Job Empl Rec: 0| Dept Id 1321010 | Trades Speciaks

Time Summary

61321 - 06119721
Regular Hours
3450 Hours.

Comy

3.00 Hours

Compiticliday Comp Time

28.50

Balanoz Hours

RequestAbsence

Absence Balances

L

Exceptions.

0

View Requests

[ g

Cancel Absences

L

Payable Time
Last Pay Period 06/01/21
Total Hours 685 H

Estimated Gross 1251.09

153

- 06/15/21

02 USD

Extended Absence Request

[ o)

Leave Transfer
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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.

e Regular comp time expires at the
end of the fiscal year in which it
is earned. UofSC fiscal year rungs
July 1, year through June 30,
year. Comp time must be
used/entered on the timesheet
prior to the last payroll in June.

e Holiday comp time expires one
year from the day on which the
comp time is earned. In this
example the employee worked
on Memorial Day 2021, so they
have until May 31, 2022, to use
the holiday comp time.

Enter Time

Empl Rec: 0| Dept id 821010 | Trades Specialist IV

q 6 June - 12 June 2021 3
Weekly
| Reported 0 Hours

Scheduled 37.50

iew Lagend Request Absence Save for Later | | Submit |

*Time Reporting Code &€-Sunday 7-Monday &-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time

Seheched 7.5 Sebechiied 7.5 Schechulesd 7.5 Schecuied 75 Scherhuled OFF

Reported 0 Reporied 0 Reported 0 Reported 0 Reported 0 Reporied 0

v

/\
9]
p

omg Taken
Compensatary - FMLA
M - Holiday Compensatory - Militar
v - Holiday Ca tary - WG

REGHR - Ragular Hours
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Step 4/Work Order Line #1: To use
comp time, click the Time Reporting
Code drop-down arrow.

Comp time and holiday comp time
can be used for a variety of reasons,

Empl Rec: 0 | Dept Id :821010 | Trades Specialist IV

Enter Time

6 June - 12 June 2021

Scheduled

Weekly
37.50 | Reported 0 Hours

Request Absence

Save for Later ‘ Submit |

«Time Raposting Coda 6-Sunday Tatonday o S-Wednesd 10-Thursday t2-Saturday Comp Time
but the TRC must align with the
specific usage reason, as applicable. =ias = =0 ] T
Comp time TRCs shown below: =
e CMPFM - Compensatory-FMLA i \ \ i
e CMPLML — Compensatory-Military ¢ oiiayComparssony A
e *CMPTT — Compensatory Time «EGM;J!“; R

Taken (this should be the default use

of comp time unless using for reason

of FMLA, Military Leave, or Worker’s

Comp)
e CMPWC-Compensatory Time-WC

(workers comp)
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)
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Step 5: Select CMPTT -
Compensatory Time Taken.

Step 6: Click in the Time Entry field
and enter hours worked for each day.

Enter Time

Empl Rec: 0 | Dept 14 :831010 | Trades Spacialist IV

4 6.June - 12 June 2021 »

Wieekly

Scheduled 37.50 | Reported 0 Hours

Request Absence Save for Later Submit ‘
*Time Reporting Code E-Sunday T-Monday 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time
Schedsied OFF Schedue Schedu e 7. rechiid 7. Schedud 7.5 Schexhient OFF
Reporied 0 Reportes 0 Reperies 0 Reportes 0 Reperies 0 Raporied 0 Roported 0
S S

REGHR - Regular Hours

Enter Time

Empl Rec: 0 | Dept id :821010 | Trades Specialist IV

4 6 June - 12 June 2021 »
Weekly

Scheduled 37.50 | Reported 0 Hours

Wiew Legend Reqguest Absence Save for Later Submit

*Time Reporting Code 6-Sunday 7-Monday 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time

CMPTT - Compensatory Time Taken v .00
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Step 7: Scroll over to the right, click in ' Enter Time
the Work Order field, and enter the ) P X

order number that corresponds with the - S

comp time hours taken for the first line.

Request Absence Save for Later ‘ Submit |

Step 8: Click the + (pluS) button to add §-Buncry T-Monday 8-Tuesday 9.Wednesday 10-Thursday 11-Friday 2-Saturday Comp Time Work Order
an additional line for the second work —
order you worked that week. . o =

Enter Time

Empl Rac: 0| Dapt Id :631010 | Trades Specialist I\

< 6 June - 12 June 2021 »
Weekly

Step 9/Work Order Line #2: Scroll back
to the left to enter time worked for the Gummtanaonce ) (e scr=ery) (NN
second work order. Click the Time
Reporting Code drop-down arrow.

Step 10: Select REGHR — Regular Hours. NPT - Camparsson Ta Toker 200 a| [z + -
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Step 11: Click in the Time Entry field and
enter hours worked for each day.

Step 12: Scroll over to the right, click in
the Work Order field and enter the
order number that corresponds with the
hours worked for the second line.

Step 13: Click the + (plus) button to add
an additional line for the third work
order you worked that week.

Enter Time
Empl Rec: 0| Dept Id 1531018 | Trades Specialist IV
] 6 June - 12 June 2021 »
Weekly
Schedul 7 Report H
u Legend Request Absence Save for Later Submit ‘
Time Reporting Code 6-Sunday 7-Monday 8-Tuesday 5-Wednesday 10-Thursday 14-Friday 12-Saturday Comp Time Work Order

Scheduled OF Sch Schedied 7.5

Reperin Rege L
CMPTT - Compensatory Time Taken 300 + -
REGHR - Reguiar Hours v 20 3.00 300 300 Q + -

e = S S > 5 b N

Enter Time
Empl Rec: 0 | Dept Id :821010 | Trades Specialist IV
4 6 June - 12 June 2021 »
Weekly
Scheduled 37.50 | Reported 0 Hours
Request Absence Save for Later Submit
Time Reporting Code 6-Sunday 7-Monday 8-Tuesday 3-Wednesday 10-Thursday 11-Friday 12- Saturday Comp Time Work Order

Schedbed OFF Schedied Sl Scb

Reparied 0 Rey A [ Repe
CMPTT - Compensatory Time Taken w 200 Q| | FM00123456 + -
REGHR - Regular Hours v 00 .00 00 300 Q| | FM00123456 —

Comments ¢ < < > ¢ ¢ o)
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Step 14/Work Order Line #3: Scroll back
to the left to enter time worked for the
third work order. Click the Time
Reporting Code drop-down arrow.

Step 15: Select REGHR — Regular Hours.

Step 16: Click in the Time Entry field and
enter hours worked for each day.

Empl Rec: 0 | Dept id 531010 | Trades Specialist IV

Time Reporting Code

CMPTT - Compensatory Time Taken W

REGHR - Regular Hours v

Commente

HCTKM - Holidzy Comper
HCTIW - Holidsy Comps:
|| REGRA - Reguiar Hours

6-Sunday

Enter Time

Ll 6 June - 12 June 2021
Weekly
Scheduled 37.50 | Reported 0 Hours

Request Absence
7-Monday 8-Tuesday 9-Wednesday 10-Thursday 1-Friday 2-Saturday Comp Time
hid 7.5 u S
A Rage
a0 Q  |FMD0123456
200 .00 3.00 200 Q| FM00123450
Q

Save for Later

Submit

Work Order

+ -
| -
+ -

Empl Rec: 0 | Dept Id 831010 | Trades Specialist IV

Time Reporting Code

CMPTT - Compensatory Time Taken

7 - Regulsr Hours v

Enter Time

4 6 June - 12 June 2021 »
Weekly
Scheduled 37.50 | Reported 0 Hours

Request Absence Save for Later Submit
inda 7-Monday 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time Work Order
duked OFF Scheduied 7.5 5 e Schechied 7.5 Scheckiies! OFF
Reperied 5 R Res Ruporlid § Reporl
200 Q| FMD0123456 + -
200 300 300 200 Q| |FM00123456 -
|| 200 200 200 200 :CJ" Q -+ -
e ) G G
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Step 17: Scroll over to the right, click in Enter Time

the Work Order field' and enter the Empl Rec: 0| Dept Id :331010 | Trades Specialist IV
. 4 6 June - 12 June 2021 »
order number that corresponds with the skl
Scheduled 37.50 | Reported 0 Hours

hours worked for the third line. —— premy—p——]
Step 18: CI|Ck the + (plus) button to add Time Reporting Code &-Sunday 7-Monday 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time Work Order
an additional line for the third work
order you worked that week. e — 2| ooz + =

REGHR - Ragular Hours. v 200 3.00 300 3.00 Q  |FM00123458 + -

REGHR - Regular Hours v 200 200 200 200 200 Q J -

[ ts O C O [ ») [ »)

Enter Time

Step 19/Work Order Line #4: Scroll back el R0 Bage 1010 [Traces Spasaa v

to the left to enter time worked for the T !
third work order. Click the Time e s e
Reporting Code drop-down arrow.

RequestAbsence | Save for Later | | Submit |

Time Reporting Code 6-Sunday 7-Monday 8-Tuesday 9-Wedne sday 10-Thursday 11-Friday 12-Saturday Comp Time Work Orde

Step 20: Select REGHR — Regular Hours. S s

CMPTT - Compensatory Time Taken v 200 Q| |FMO01Z3456 -+ -
REGHR - Reguar Hours v 200 .00 200 200 Q| |FMO01Z3456 + -
REGHR - Reguar Hours v 200 200 2.00 200 200 Q| |FmMooz4seT + -
Q +| -

c C o ¢ < ¢

itar
noensa
REGHR - Regular Hours
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Step 21: Click in the Time Entry field and
enter hours worked for each day.

Step 22: Scroll over to the right, click in
the Work Order field, and enter the
order number that corresponds with the
hours worked for the fourth line.

Note: If you need to enter hours for
additional work orders, follow steps 18
through 22.

Empl Rec: 0| Dept Id :621010 | Trades Specialist IV

Time Reporting Code

CMPTT - Compensatory Time Taken v

REGHR - Regular Hours v
REGHR - Reguiar Hours v
REGHR - Reguiar Hours v

Comments

6-Sunday

Enter Time

4 6 June - 12 June 2021 »
Waekly
Scheduled 37.50 | Reported 0 Hours
Request Absence Save for Later Submit
7-Monday 8-Tuesday 9-Wednesday 10-Thursday -Friday 12-Saturday Comp Time Work Order
T e i Sehe Scheshaiod OFF
Rep i R Rap r A
00 Q  |FM00123458 -+ -
200 20 200 200 + -_—
200 200 20 200 a -+ -
250 280 25 280 250 + -
O - e > e —

Empl Rec: 0| Dept Id 621010 | Trades Specialist IV

Time Reporting Code

6-Sunday

8-Tuesday

Enter Time

6 June - 12 June 2021 »
Weekly
Scheduled 37.50 | Reported 0 Hours
Request Absence Save for Later Submit
3-Wednesday 0-Thursday 1 -Friday 12-Saturday Comp Time Work Order

CMPTT - Compansatory Time Taken v Q| FMD0123456 + -
egular Hours 4 .00 00 .00 00 Q| |FM00123456 + -
egular Hours W 200 0 00 200 200 Q| |FM00234587 + -

REGHR - Regular Hours v 250 50 250 250 250 a + -
Comme o) . . .
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You can enter comments about the time
entries if you feel additional information
is needed.

Step 23: Click the Comments button.

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

Step 24: Click in the Comment field and
enter a comment applicable to the time
entered.

Step 25: Click the Add Comment button.
The comment is added, along with a
timestamp and who entered the
comment.

Step 26: Click the X to close the Time
Reporting Comments page.

Emed uae 3 | Dupt i 8210010 | Tradea Spaciakat &

s Hmpisrting Coie & Sunday 7-Menday 8 Tuesday 8 Wednesday 10 Thursday 11 Friday 12 Saturday

CMPTT. Conpartaainy Tena Tabs

FEGHR - Fagatar oura

¢ ¢ ¢«
Wl e
2 2
8

+ + + o+

Time Reporting Comments

Comments related to Time entered for 06/07/2021

Comment once entered cannot be altered or removed.

“

I Add Comment I Clear |

Emter additional information here.
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Notice when a comment has been added
to a specific time entry, squiggles appear
in the comment bubble.

Step 27: The timesheet is complete.
Click the Submit button to submit the
timesheet for approval.

CMPTT - Compensatory Time Taken
REGHR - Reguilar Hours
REGHR - Regular Hours

REGHR - Regular Hours

Time Reporting Code

Empl Rec: 0| Dept Id :521010 | Trades Specialist IV

Comment

Enter Time

L] 6 June - 12 June 2021 »
Weekly

Scheduled 37.50 | Reported 0 Hours

9-Wednesday 10-Thursday -Friday 12-Saturday

Request Absence

hed, wchaked chilesd
!l Raporied Repor
00
200 300 300 300
200 200 200 200 200

Q| |FM00123456
Q| |FM00123456
Q| | FM00224887
Q| |Fmo0345678

(]
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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.

When submitted, the summary at the
top of the page will show the Scheduled
total and Reported total for the week in
view.

Enter Time

| Timeshestis Submitied for the period 2021-06-06 - 20210842 |

REGHR - Regular Hours

REGHR - Reguiar Hours

REGHR - Regular Hours

CMPTT - Compensatary Time Taken

1 O JUTTE - TZ JUTE ZUZT
Weekly
| Scheduled 37.50 | Reported 27.5 Hours |

¥

10-Thursda;
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Step 28: When submitted, the Pending p Tegerd (<]
Approvals icon appears for the days ) : .
time is entered indicating the timesheet S ®  Time Details
is waiting for approval. Click the View . & Saved
s
Legend link to view the legends used /
and a short description of each one. /! @ foprored
," #»  Pending Appravals
The most common icons that may ’:' © Denied
appear in the Daily Status box are: /! R
iy The user has an exception that ]
needs to be fixed before submitting the ) 4 Exception
timesheet. f! @ Absence
I
rﬁ] The timesheet has been saved for /;
’ B Reported
later. /!
B Reported Under Schedule

ﬁ' The time entered has been Jr’ i 0
submitted and is pending approval. K
ﬂ The entered time has been Eater Time
a pproved . ’ ‘ § dune - 42 June 3024 »

! Wheily

I Scheduled 3740 | Reporied 37 5 Hosrs

‘ - Awcuwsl Abwance Surww for Laler Sesbant

You successfully learned how to enter . S - < sunsy — — — S — F— Comp T
use comp/holiday comp time on an s = = = = —
elapsed timesheet for multiple work . — ol TV inanl SR ol Y sl B il Y | s
Orders' EGI-QI-;I:::::;”H . o ;m 200 pdai ] 200 200
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