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Earn Comp Time on an Elapsed Timesheet for Multiple Work Orders

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

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

Step 1: On the Employee Self Service landing page, click the Time and Absence tile.
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Step 2: Click the Enter Time tile, to enter time on a timesheet.

l Q_ search in Menu

Enter Time Comp/Holiday Comp Time Time Summary Exceptions
04/27/25 - 05/03/25 04/27/25 - 05/03/25

0.00 0

@ Scheduled 0.00 Balance Hours

@ Reported 0.00

Payable Time
Last Time Period 04/20/25 - 04/26/25

Total Hours 0 Hours

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.

Step 4/Work Order Line#1: Click the Time Reporting Code drop-down arrow.

Step 5: Select REGHR — Regular Hours.

| Q, Search in Menu

-

Enter Time

[May 18, 2025 - May 24, 2025| “ViewBy | Period |

Scheduled 40.00 | Reported 0 Hours

@ Save for Later

*Time Reporting Code 18Sun © 19Mon @ 20Tue © 21Wed © 2Thu © 23 Fri
Row Totals

0of0 Oof8 0of8 Oof8 0of8 0of8

CMPFM - Compensatory - FMLA
CMPML - Compensatory - Military

= CMPTT - Compensatory Time Taken
CMPWC - Compensatory - WC ;
HCTK - Holiday Comp Taken BllQ|lnN
HCTKF - Holiday Compensatory - FMLA | —————
HCTKM - Holiday Compensatory - Militar|

HCTKW - Holiday Compensatory - WC |

REGHR - Regular Hours

Iy Time Absences Payable Time

Total 11 Sun18 1l Mon 19 11 Tue 20 1L Wed 21 1L Thu22 1y Fri23 11 Sat24 1l
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Step 6: Click in the Time Entry field and enter hours worked for each day. This week you worked a few
hours more than your scheduled hours and you would like to have the hours added to your comp
balance.

© Q ® .VQ Search in Menu

Enter Time

< ‘ > | May 18, 2025 - May 24, 2025 “ViewBy | Period v

Scheduled 40.00 | Reported 20.00 Hours

® Save for Later m

*Time Reporting Code 19 Mon @ 20 Tue @ 21Wed @ 22Thu @ 23Fi @
Row Totals

40f8 40of8 40f8 40f8 40f8

REGHR - Regular Hours v 20.00 |+| |—| || 4.00| 400| | 4.00 [ 4.00 4.00 |L

To earn comp time, the hours entered will need to be more than the scheduled hours.

Step 7: To earn comp time for the extra hours worked, scroll to the right and click the magnifying glass
icon to bring up the Comp Time Lookup.

Note: Comp Time will need to be added to every line added to the timesheet.

<00 QO @ ‘.VQSearcninMenu ]

Enter Time
¢ \ | > | May 18, 2025 - May 24, 2025 ViewBy | period v
Scheduled 40.00 |  Reported 20.00 Hours
O] Save for Later
*Time Reporting Code 22Thu @ 23Fi @ 245a © )
Row Totals Comp Time Work Order
40f8 4o0f8 Oof0
REGHR - Regular Hours v 200 [+] [—] 4.00 400 N o,l
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Step 8: Click to select Comp Time from the list.

Cancel

Search for: Comp Time
v Search Criteria Hide Operators

Comp Time ‘ begins with v‘ l

Description | beginswith | l

v Search Results

Comp Time Tl Description Tl

COMPTIME Comp time

HOLPAYOUT Holiday Worked Hours Payout

Notice COMPTIME is now populated in the Comp Time field.

Step 9: Click in the Work Order field and enter the order number that corresponds with the hours
worked for the first line.

Step 10: Click the + (plus) button to add an additional line for the second work order you worked that
week.

Q, search in Menu

Enter Time

\ < May 18, 2025 - May 24, 2025 “ViewBy | Period v

Scheduled 40.00 |  Reported 20.00 Hours

o
“Time Reporting Code 2T © 28F0  © 2483t ©
Row Totals Gomp Time Work Order
408 4018 0010
REGHR - Regular Hours v 20.00 B 4.00] [ 400] [ | “COMPTIME Q j||| FMD0123458 ”
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Step 11/Work Order Line #2: Scroll back to the left to enter time worked for the second work order.
Click the Time Reporting Code drop-down arrow.

Step 12: Select REGHR - Regular Hours.

© Q0 ® | Q Search in Menu

Enter Time

T\ | > | May 18, 2025 - May 24, 2025 “Viewsy [Period |
Scheduled 40.00 | Reported 20.00 Hours

GMPFM - Gompensatory - FMLA
CMPML - Compensatory - Military
* GMPTT - Compensatory Time Taken 19 Mon &2 20Tue 21 Wed @ 22Thu ) 23 Fri
CMPWGC - Compensatory - WC Row Totals

HCTK - Holiday Gomp Taken

HCTKF - Holiday Compensatory - FMLA
HCTKM - Holiday Compensatory - Militar, -

HCTKW - Holiday Compensatory - WG 20.00 l o ‘ l - I 4.00 I 4.00} 4.00| | 400/ | 4.00] \

# = — | ——

40f8 40f8 40f8 40f8 40f8

Step 13: Click in the Time Entry field and enter hours worked for each day.

© Q0 ® | Q, Search in Menu

Enter Time
< H > | May 18, 2025 - May 24, 2025 “ViewBy | Period |
Scheduled 40.00 |  Reported 30.00 Hours
:
“Time Reporting Code 19 Mon @ 20T @ 21Wed © 2T @ 2BF1 @
Row Totals
6of8 6of8 Gol8 6ol 8 Bof 8
[ REGHR - Regular Hours v 20.00 I + ‘ I — I I 4.00] 4.00 [ 4‘00| 4.00| | 4.00 |
[REGHR.REQMWHWB - 10.00 l-}-] | —I || 2.00] 2.00 [ zool 2.00| I 2.00 ||
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Step 14: To earn comp time for the extra hours worked, scroll to the right and click the magnifying glass

icon to bring up the Comp Time Lookup.

Note: Comp Time will need to be added to every line added to the timesheet.

| Q Search in Menu

\ E May 18, 2025 - May 24, 2025

Scheduled 40.00 |

Reported 30.00 Hours

“View By | Period ~

o
“Time Reporting Gode 2T © 2BF © 2488t ©
Row Totals Comp Time Work Order
Gof6 6of8 0ofo
REGHR - Regular Hours <] 20,00 B <00 | 400 | | [comprive Q| [Fmoo1234s8 ]
| REGHR - Regular Hours v| 10.00 [ + [ - 200 [ 2.00] [ I l | Ql | ]

Step 15: Click to select Comp Time from the list.

Cancel

Search for: Comp Time
v Search Criteria

Hide Operators

Comp Time | begins with v‘ [

Description [beglns with "H

v Search Results

Comp Time T,

Description 1L

COMPTIME Comp time

HOLPAYOUT

Holiday Worked Hours Payout
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Step 16: Click in the Work Order field and enter the order number that corresponds with the hours
worked for the second line.

Step 17: Click the + (plus) button to add an additional line for the third work order you worked that
week.

© Q0 ® Q Search in Menu

Enter Time
< | > | May 18, 2025 - May 24, 2025 viewsy [Peiod <]
Scheduled 40.00 |  Reported 30.00 Hours
o
*Time Reporting Code 22Thu & 23Fi & 24 Sat @
Row Totals Comp Time ‘Work Order
Bof 8 6ol 8 00f0
| REGHR - Regular Hours v 200 [+] [—] 4.00 [ 4.00] | [comprime Q| [Fuoo123458 ]
| REGHR - Regular Hours v 10.00 — 200 [ 2.00| I“COMPTIME o,\" FM00234567 H

Step 18/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 19: Select REGHR - Regular Hours.

| Q Search in Menu

Enter Time
< || > | May 18, 2025 - May 24, 2025 “ViewBy | Period |
Scheduled 40.00 |  Reported 30.00 Hours
o
*| CMPFM - Compensatory - FMLA Row Total 22Thu @ 23Fri @ 24 3at @ G n Work Ord
CMPML - Compensatory - Military ow Totais omp Time ork Order
CMPTT - Compensatory Time Taken Gofg Gof8 0of0
CMPWG - Compensatory - WG
HCTK - Holiday Comp Taken
HCTKF - Holiday Compensatory - FMLA 20.00 I + ‘ I - I 4.00 [ mcl | ICOMPTIME Q| |Fmoo123458 j
HCTKM - Holiday Compensatory - Militar . —
HCTKW - Holiday Compensatery - WC 10.00 l + ] [— I 2.00 [ zuol | ICOMPTIME Q| |Fmoo2sas67 ]
REGHR - Regular Hours
- +] [-] [ | I al ]
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Step 20: Click in the Time Entry field and enter hours worked for each day.

| 0O QO @ |.0\SEarcninMenu

Enter Time
< || > | May 18, 2025 - May 24, 2025 “Viewsy | Period  ~
Scheduled 40.00 |  Reported 45.00 Hours
o
*Time Reporting Code 19 Mon ) 20Tue @ 21 Wed @ 22Thu @ 23Fri @
Row Totals
90f 8 90f8 908 90l 8 90f8
[ REGHR - Regular Hours v 2000 |+ ‘ l - I 4.00 I 4.00} 4.ooj [ 4.00 | 4.00]
[REGHR_;:@gmar Hours " 10.00 [-}-] |—| 2.00 I 2.00] 2.00| [ 2.00 | 2.00]
| REGHR - Regular Hours v 15.00 +\ |—| | 3.00 l mu‘ ' 3,001 [ a.0| | 3,un]|

Step 21: To earn comp time for the extra hours worked, scroll to the right and click the magnifying glass
icon to bring up the Comp Time Lookup.

Note: Comp Time will need to be added to every line added to the timesheet.

| Q search in Menu

<0 O ®

E-n-te-r. Time
< |[>] May 18,2025 - May 24, 2025 Viewsy [perod |
Scheduled 40.00 |  Reported 45.00 Hours
o
*Time Reporting Code 22Thu @ 23Fri @ 248at @
Row Totals Comp Time Work Order
9of8 9of 8 0of0
[ REGHR - Regular Hours v 20.00 l:‘ lfl 400 [ 4,00| I ICOMPTIME Q" FM00123458 ‘
| REGHR - Regular Hours v 100 |+ ] |- l 200 [ 2.[:0] | |comprive Q| |Fmoozsase? ]
[ REGHR - Regular Hours v 15.00 [.}.} | _I 3.00 [ 3.oo| ] [ Bl ]
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Step 22: Click to select Comp Time from the list.

[canca]
Search for: Comp Time
~ Search Criteria Hide Operators

Comp Time I begins with v]
Description I begins with v]

v Search Results

Comp Time 11 Description 11

COMPTIME Comp time

HOLPAYQUT Holiday Worked Hours Payout

Step 23: Click in the Work Order field and enter the order number that corresponds with the hours
worked for the third line.

Note: If you need to enter hours for additional work orders, follow steps 17 through 23.

| Q_ Search in Menu

\ E May 18, 2025 - May 24, 2025 “ViewBy | Period  ~

Scheduled 40.00 | Reported .45.00 Hours

® Save for Later

*Time Reporting Code 22Thu @ 23Fri @ 24 Sat @)
Row Totals Comp Time Work Order
E— —T
9of 8 90f8 Oof0

<

[ REGHR - Regular Hours

20.00 B 4.00] [ 4.00] [ I lCOMPTIME Qj [FM00123458 ]

| 10.00 [E [E] 200 [ 2.00] [ I ICOMPTIME Q] |Fmo0za4s57 ]

<

[ REGHR - Regular Hours

[REGHR-RegurarHours v| 15.00 E E’ s,on_| [ s,uol \ ] lGDMPTIME Q} |Fmo034s5678 ]

S —
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You can enter comments about the time entries if you feel additional information is needed.

Step 24: Click the three dots icon next to the date to bring up further actions.

Step 25: Click the Add/View Comments option. Use the Comments page to enter comments for the

reported time.

<10 QO ®

Q, search in Menu

Enter Time
¢ ‘ | 5 | May 18, 2025 - May 24, 2025 “ViewBy | Period  ~
Scheduled 40.00 | Reported 45.00 Hours Actions X
Time Summary
@ Save for Later
Payable Time
*Time Reporting Code 22 Thi| Add/View Comments | ¢ 248at @
Row Totals Comp Time Work Order
90f8 90f8 0of0
| REGHR - Regular Hours v 200 [+] [—] 400 [ 4.00] | [comprive Q| [Fmoot23ass ]
\ REGHR - Regular Hours v 10.00 + - 2.00 [ 2,no| l IGOMPTIME Q} FM00234567 }
‘ REGHR - Regular Hours ~ 15.00 + — | 3.00 ‘ 3,no| | |COMPT’IME Q‘ FMO00345678 ‘
Time Summary Leave/Compensatery Time Absences Payable Time
mlaln]
Category 11 Total 1, Sun18 1 Mon 19 1L Tue 20 1L Wed 21 1} Thu 22 1| Fri23 1 Sat24 1

I
Earn Comp Time on an Elapsed Timesheet for Multiple Work Orders

April 2025



11
Step 26: Click in the Comment field and enter a comment applicable to the time entered.

Step 27: Click the Add Comment button. The comment is added, along with a timestamp and who
entered the comment.

Step 28: Click the X to close the Time Reporting Comments page.

Time Reporting Comments

Comments related to Time entered for 05/23/2025

Comment once entered cannot be altered or removed.

Select to add comments

4

| Add Comment |

Notice when a comment has been added to a specific time entry, a speech bubble icon appears
underneath that day.

Step 29: The timesheet is complete. Click the Submit button to submit the timesheet for approval.

{ <[> | May 18, 2025 - May 24, 2025 “View By
Scheduled 40.00 \ Reported 45.00 Hours
o
*Time Reporting Code 2Thu @ 23Fi  © 24s8at ©
Row Totals Comp Time Work Order
9of8 90f8 0of 0
| REGHR - Regular Hours ~| 200 |+ E] 4.00| [ 4.00] \ | lCOMPTIME o.] [Fmo0123458 ]
[ REGHR - Regular Hours vl 10.00 B 20| [ z,ool ‘ I ICOMPTIME Q] Imouzsase? \
‘ REGHR - Regular Hours V| 15.00 Ey 31)[)] ‘ 3,UO| ‘ l ICOMPTIME Q ] IFMDUMES?B \
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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. 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. The Reported time reflects the additional hours worked that week.

|Z‘| © Q0 ® |_0\ Search in Menu

Enter Time

| Timesheet is Submitted for the period 2025-05-18 - 2025-05-24 l X

ustodial Vorker

T\ |T] May 18, 2025 - May 24, 2025 “ViewBy | Period v

[Scheduled 40.00 | Reported 45 Hours |

.
*Time Reporting Code 18Sun @ 19 Mon 20Tue @ 21 Wed @ 22Thu @

Row Totals
00f0 90f 8 9018 90f8 90l8

| REGHR - Regular Hours vl 20.00 |+} |—| I I 4.00 I 4.00] 4.00| [ 400/ |
| REGHR - Regular Hours » 1000 |4 - l | 2.00 | 2.00‘ 2.00| [ 200| |
| REGHR - Regular Hours v 1500 | 4 - | | 3.0/ | 3.00| 3.00/ | 500 |

.

Time Summary Leave/Compensatory Time Absences Payable Time
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Step 30: When submitted, the Pending Approvals icon appears for the days’ time is entered indicating

the timesheet is waiting for approval. Click the Information Symbol icon to view the legends used and a
short description of each one.

<O ¢ @ [Q search in Menu

T

Enter Time

FTE | Custodial Worker | 701100-HOUSING-CUSTODIAL OPERATIONS

Z\@ May 18, 2025 - May 24, 2025 “Viewsy [Perod v

Scheduled 40.00 | Reported 45 Hours

*“Time Reporting Code 18Sun @ 19 Mon & 20Tue @ 21Wed @ 22Thu &
Row Totals
00f0 90f8 9018 9018 9018
. - -
[ REGHR - Regular Hours v 20.00 l + I | — I I l 4.00 I 4.00} 4.00 [ 4.uu|
| REGHR - Regular Hours v 00 |+ l [— l I l 2.00 | 2.00] 200 [ 2.00]
[ REGHR - Regular Hours v 1500 |4 I [— I [ l 3.00 | a,oo‘ 3.00 [ 3.00]
Time Summary Leave/Compensatory Time Absences Payable Time

The most common icons that may appear in the Daily Status box are:

=) The timesheet has been saved for later.
The entered time has been approved.
The time entered has been submitted and is pending approval.

*0

® The time entered has been denied

o The time entered has been pushed back

Fiy The user has an exception that needs to be fixed before submitting the timesheet.
i The user has submitted an absence.

i) The absence has been saved.

iTs) The absence is in process.

i) The absence has been approved.

i) The absence has been denied.

e The absence has been pushed back.

b The day is a holiday.

Note: You can go back to enter or adjust timesheets 30 days prior to the current day.

Below the timesheet, there are multiple tabs that give more information.
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The Time Summary tab shows employees a clear summary of their reported hours for the selected pay
period.

Time Summary Absences Payable Time

&|la|n]
Category 7} Total T} Sun 20 1} Mon 21 T} Tue 22 1) Wed 23 1) Thu 24 1) Fri25 1, Sat 26 1,
Regular Hours 37.50 7.50 7.50 7.50 7.50 7.50
Total Reported Hours 37.50 7.50 7.50 7.50 7.50 7.50
Total Scheduled Hours 37.50 7.50 7.50 7.50 7.50 7.50
Schedule Deviation

The Absences tab on the Fluid Timesheet gives employees a summary of their sick and annual leave
balances.

Time Summary Absences Payable Time

*Entitlement

Sick Leave Balance V|
Balance as of 04/30/2025
227.63 Hours

Disclaimer: The current balance does not reflect absences that have not been processed.

Summary
Period 01/01/2025 - 12/31/2025 (Year to Date) Earned 37.52
Taken 133.00 Adjustment 0.00
Balance History
12 rows

30 April Opening Balance Earned Taken Adjustment

227.63 Hours 220.25 9.38 2.00 0.00

The Payable Time tab is the final, approved work time that's been processed and is ready to be paid
through payroll. It's created by the Time Administration process and includes hours, units, or amounts
that have been validated for payment.

Time Summary Absences | Payable Time |
——

Date Time Reporting Code Quantity (Hours) Payable Status
04/28/2025 Sick Leave 2.00 Approved
Total 2.00
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The Leave and Compensatory tab shows employees and managers a summary of earned leave and

comp time.

Note: This tab is only available to employees with earned leave and comp time.

Time Summary Leave/Compensatory Time Absences Payable Time
Plan Type | SALNEHOL v N

Leave Balance

Balance Minimum Balance Maximum Balance

4.00 0 0

Leave Balance Details
Accrual Date Expiration Date Earned Taken Balance
12/30/2024 12/30/2025 4.00 0.00 4.00
12/15/2024 0.00 4.50 0.00
11172024 0.00 6.00 4.50
01/14/2024 0.00 3.00 10.50

You successfully learned how to earn comp time on an elapsed timesheet for multiple work orders.
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