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Where?

- https://itams.csd.sc.edu

- Payroll Website

- Faculty & Staff link from main USC website. (www.sc.edu)

P-ac ITAMS Online [Sign on]

South Carolina's
Flagship University

‘South Carolina’s Flagship

[TAMS

Department of Payroll Home Information about TAMS

When are timesheets due?

What weeks are being pai
Can'tlog into iTAMS?
Mke sure your Browser is set to
refresh every visit to iTAMS
Pop-up Elockers can cause
problems
Is your supervisor's name
missing or i ? k.

Here

Time & Attendance Online

H Use iTAMS

iTAMS FAG

Whi assword

Reminders for Supervisors &
iTAMS approvers

About Electronic Pay Stubs (Past

Paycheck feature on VIF)

What to do about weather-related

absences

To visit the Payroll ITAMS Page, click here.

USC Identification Numberl |
(2 digits
Employee P]N| |

(4 digits)

To ensure the privacy and security of your USC Identification Number, asterisks (*) will display as you log into
ITAME

Contact Payroll at 777-4227 if you have questions about this matter.

UNIVERSITY OF

SOUTH CAROLINA



N
How? — Logging In

- USC Identification Number = SSN
- Employee PIN = VIP PIN **

Time & Attendance Online

To visit the Payroll ITAMS Page, click here.

USC Identification Number[ ]
(o digits)
Employee PIN ]

(4 digits)

*For first time users, go to www.vip.sc.edu to login and change your pin. The default PIN for new users
is birth month and birth day (MMDD). Once reset allow 24 hours for ITAMS to update to the new PIN. %z

* i ' AR
Please contact HR is employee PIN is forgotten and needs to be reset. ,@l@

UNIVERSITY OF

SOUTH CAROLINA



Hourly Timesheets

Sun Mon Tue Wed Thu Fri Sat
28 29 30 31 1 2 3

62070-PAYROLL [~

B -WORKED - Hours Worked 1 4 1 J I 1 X

0.00

- 7 day timesheet

- Report All Hours Worked

- Sunday-Saturday

- Send for approval by Monday at Noon

UNIVERSITY OF

SOUTH CAROLINA



How? — Entering Worked Time

Name Org Job Code Assignment Pay List EE Status Assignment Status i CIICk TI me Entry
JOHN PUBLIC Usc 00000 29 00ABZ2000024F 001 MNE_HR Active Active
e from Home Page

iTAMS

Welcome to USC iTAMS

« You have 0 timesheets waiting to be approved by a manager
* You have 0 rejected timesheets

Color Scheme: [3CEN e

iTAMS 3.5.0

ITAMS Home | Time Entry | Leave Summary | Log out o Add WORKED Time
|Job Code Report Period Ending Time Code
00AB2000024P W September 17, 2016 -WORKED Hours Worked ~ AddTimeCde #] Save ) Code and fi II in hou I'S
300 PUBLIC s b0An20000240 o N e hae under each day for
. the report period
Status: New Time Sheet
Comments:

o ed: selected

Delete Selected Rows | Send for Approval | View Printable Report

« Save & finish later
Y 75 75 75 25 23 OR Send for
[ oo o workes s lrs N7s B s | b AQQI’OV&'

7.50 7.50 7.50 7.50

Sun  Mon Tue Wed Thu Fri

Delete Selected Row s | Send for Approval | fiew Printable Report

NZ
A
>

UNIVERSITY OF

* Once sent for approval the Employee can no longer make any changes. SOUTH CAROLINA




N
How? — Submitting For Approval

Submit Time for Manager Approval

Job Code: 00&ABZ000024P
Report Period Ending: From 9/11/2016 To 9/17/2016

Yol V0 A ITENMNIFER. COKER b

Send || Cancel

Status: Time Sheet Waiting for Approva
Comments:

Comp. Banked:

| view Printable Report

Sun Mon Tue Wed Thu Fri Sat
11 12 13 14 15 16 17
7o 75 75 75 7.5
30000-THOMAS COOPER LIBRARY

B -WORKED - Hours Worked 75 75 7.5 10 10 42.50

B A/L - Annual Leave Taken 0.00

7.50 7.50 7.50 10.00 10.00 42.50

Use drop down to
select approver to
send time sheet.
Click Send

« Timesheet status
will now show Time
Sheet Waiting for
Approval

* Once timesheet is
sent for approval
no changes can bey,.
made by the

Z>
em |O ee UNlVI;;S’;TYOF
pioy SOUTH CAROLINA



Multiple Positions — Example One

- Select the correct job code timesheet in the top left corner. Enter time under each
job code for hours worked. Save & Send each timesheet by job code for approval.

. TAMS 3.5.0
iTAMS Home | Time Entry | Leave Summary | Log out
N
1ob Code b Report Period Ending Time Code
TEMPOO42804H - 09/02/2016 July 30, 2016 v ~WORKED Hours Worksd v AddTimeCde save

EMPO043621H - 08/05/2016

Nam
JAMES "ESTER

Job Code
TEMPO042804H

Status: New Time ...+
Comments:

Delete Selected Rows | Send for Approval | View Printable ke, -+

Sun  Mon Tue Wed Thu Fri Sa
24 25 26 27 28 29 30

17440-USC SUMTER [

B -WORKED - Hours Worked I I o

Job Code Report Period Ending

TEMP0042304H - 09/02/2016 July 30, 2016
TEMPO043621H - 08/05/2016

Name Employee -
JAMES TESTER 2

UNIVERSITY OF

SOUTH CAROLINA




Multiple Positions — Example Two

ITAMS 3.5.0

‘ |TAMS Home | Time Entry | Leave Summary | Manager Approval | People Search | Log out
nnnnnnnnnnnn i

AddTimeCde Save

ete Selected Rows | Send for Approwval | View Printable Report

ITAMS
00ADO300003P Report Period Endin
September 17, 2016 ¥

Name Emplu',ree
LISA EMPLOYEE c 00000

- Same for DUALOO positions. Select the appropriate job code at the
top right. Enter hour worked for each time sheet. Save & Send each
timesheet by job code for approval. I

UNIVERSITY OF

SOUTH CAROLINA



Pay Calendar- Overtime Pay

« For Salary Non-exempt employees, although the semi-monthly salary
IS paid current, any overtime earned is paid on a lag. For example,
overtime earned during 10/16/2016-10/29/2016 will be paid on
11/15/2016. Please see the schedule below for reference.

« Hourly positions follow the same schedule below.

HOURLY EMPLOYEE PAY SCHEDULE - Jan 2017 Through June 2017
Employess may access their Statement of Deposit and Earnings(paystubs) electronically via the
“Past Paycheck” feature on VIF at www vip.sc.edu
Payday Week Endings Being Paid
January 13 1217, 1224 and 1231
January 31 17 and 1/14
February 15 1/21 and 1/28
February 28 214 and 211
March 15 218 and 2/25
March 31 3/4, 311 and 3M13
April 14 325 and 41
April 28 418 and 415
May 15 422 and 4129 /;"\y\;\\/i
May 31 5/6 and 5/13 I@L@n
June 15 5/20 and 5/27 UNIVERSITY OF
June 30 6/3 and 6/10 SOUTH CAROLINA




Email Notifications

- Tuesday & Wednesday for the previous weeks timesheet.

- Tuesday: Email sent to employee & supervisor for timesheet not sent
or approved.

- Wednesday: Email sent to employee, supervisor & department
timekeeper for timesheet not sent or approved.

From: Messaging Notification [mailto: TAMSADMIN@mailbox.sc.edu]
Sent: Tuesday, August 16, 2016 3:02 PM

To: MANAGER

Subject: ITAMS Unapproved Time Sheet

The August 7, 2016 to August 13, 2016 timesheet for EMPLOYEE NAME (ITAMS Emp# 000000123456, USCID
A123456789), EMPLOYEE NAME (ITAMS Emp# 000000001234, USCID B123456789), was either not submitted or has not

been approved.

Please do not reply to this auto-generated message from the ITAMS Time and Attendance System.

UNIVERSITY OF

SOUTH CAROLINA
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