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How to earn holiday comptime on an elapsedimesheet formultiple work orders

Thisjob aidoutlines how arL/ABS Approvaranearn holiday comgime onan elapsedimesheetwith multiple work order2 y 'y S Y L)X 2ATE/AB8a 0
approver has thability to search for employees their designated department(s) in the Time and Absence \t&mrter to include approving, reporting, and viewing
activities.

Navigation:Employee Self ServiceMy Workplace > Time and Absence Workcenter

Procesgg Steps Screershots

Step 1:.0n theEmployee Self Service
landing @ge, click th&Choose Other
Homepagesrop-down arrow and [-0-
selectMy Workplacefrom the list.

Payroll Personal Details| My Workplace Benefit Details

Employee Self Service

USC Central HR Administrator [ i ﬂ

Last Pay Date 04/30/2021

USC Profile Time and Absence

@ «©

* My Workplaca

Step 2:Click theTime and Absence | [y
Workcentertile.

COVID-19 Campus Leave Worketr [l ePAF Homepage

—_— —

Affliate Actions Homepage enefits Enrollment Homepage

oRrAcLE [—
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Time and Absence Workcenter
provides a central area to access th
most used time and absence relate
activities. It enable3L/ABS
Approversto access various pages
and keep multiple windows open
while doing their daily work.

The activities provided within the
Time and Absence Warknter
include Approving, Reporting,
viewing time and absence related
transactions, queriesand reports.

Step 3:Click theManage Time and
Absencedrop-down arrow.

Scope co
¥ My Scope
« My Work
Exceptions
Approvals
Reported Time
w Links
Approve Time and Absence
Manage Time and Absence
Manage Enroliment
Time and Labor Processing
Leave Donations
Extended Absences
= Queries
Query Manager
Time and Labor

Absence Manageent
w Reports/Processes

Reports
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Step 4:Click theTimesheetoption
from the list.

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

Scope o o

* My Scope
- My Work
Exceptions
Approvals

Reported Time 2

= Links

Approve Time and Absence v

Manage Time and Absence

Timesheet

Payable Time Summary
Payable Time Detail

Leave and Compensalory Time
Weekly Time Calendar
Request Absence

View Absence Requests

Absence Balances

Enter Time

Use filters fo change the search criteria or Get Employees fo apply the default Manager Search Optfions.

Get Employees
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Step 6:To find a specific
employee, enter theitJSCIDn the
Employee IOield. As you begin
entering the ID, employee names
populate below.

Step 7:ClickDoneto move on to
the Enter Time page.

=)

Time Reporter Group [

Employee ID : A31371 Q I
EmplID  Display Name

A

Empl Record

Last Name
First Name |
Department l

Supervisor ID |

Reports To Position |
Number

al

A31377578
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Step 8:Click theEmployee
Name/Tileline to view the Enter
Time page.

Step 9:Click theExpand Pagé&on
to see a full view of the Enter Tim:
page. This will reduce the amount
of scrolling you will have to do to
complete the task.

Scope ce

¥ My Scope

Enter Time
Select Employee

~ My Work

Name/Title Exceptions Hours to be Approved
Exceptions

Trades Specialist V'

Fix Exception 19

Approvals

Raeported Time z

feepe co Enter Time
v My Scope .
Trades Specafst || Previous
+ My Work st ey 1o s

] 4 July - 10 July 2021 »
Exceptions
Weekly

Scheduled 37.50 | Reported 0 Hours| Unapproved Time 0.00

Fix Exception 19 lew Legend Save for Later |

Approvals

*Time Reporting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 8-Thursday 9-Friday 10-Saturday
Reported Time 1

w Links Schedulod OFF Scheduled 75 ‘
Approve Time and Absence
Approve Reported Time
Approve Multiple Absence Requests Comments C (¢ < C

Manage Time and Absence

Timesheet
u

Payable Time Summary

Payable Time Detail

Next
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In this scenario themployee worked
regularly scheduled hours on the

Enter Time

Empl Rec: O | Dept Id 531010 | Trades Specialist IV

university holidayr/5/2021 for : P— 1
Independence Day The employee Scheduled Ln“::‘;m—:a 0 Hours
forgot to enter their time worked anq | ... ... Prmrpre— p——p—

the week has now passeés

the TL/ABS Approveyou can enter
time on behalf oemployees in your
area.You can go back and enter
timesheets 60 days prior to the
current day on behalf of an
employee.

*Time Reporting Code 4-Sunday §-Monday &-Tuesday 7-Wednesday 8-Thursday §-Friday 10-Saturday Comp Time

Note: If an Absence has been
requested, it imot editable on the
timesheet Scroll to the right and clic
the plus+ button to add another
Time Reporting Code row.

Stepl0: Be sure to select theorrect
timesheet for the work week. Use th
Arrowsto navigateto the
appropriate timesheet.
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Begin by selecting the appropriate
Time Reporting CodéTRC).

Youcan only have one TRC per line

Stepl1l/Work Order Line#1Click the
Time Reporting Coddrop-down
arrow.

Step12: SelectREGHR Regular
Hours.

Step13: Click inthe Time Entryfield
and enter hours workedbr each day
For this example, enter hours worke
July 5the Independence Dadyoliday
for UofSC.

Note: There is no Time Reporting
Code for working a holiday. Just
enterthe time worked on the holiday
and the system will know to add tha
timetod KS S YLX 2 2c®rBpQ
balance.

Enter Time

2
4 Previous

Trades Specialist |l

4 July - 10 July 2021
Weekly

heduled 37,50 | Reported 0 Hoursl Unapproved Time 0.00

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

4 July - 10 July 2021
Weekly
Scheduled 37.50 | Reported 0 Hours

wckubecd OFF

REGHR - Regular Heurs v ao00 300 300 oo 300
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Stepl4: Scroll over to the right, click in Enter Time
the Work Orderfield, and enter the
order number that corresponds with the Lol
hours worked for the first line. e |
SteplS CIICk the+ (plus)button to add 4-Sunday 5-Monday 6-Tuesday 7-Wednesday &-Thursday 9-Friday 10-Saturday Comp Time Work Order
an additional line for the second work | | .-
order you worked that week. B s s L = . B

Step16/Work Order Line #2Scroll back | RS Enter Time
to the left to enter time worked for the EPI R 0 Dept 4 821010 Trades Spacifst 1V
. . « 4 July - 10 July 2021
second work order. Click tHBme oy
. Scheduled 37.50 | Reported 0 H
Reporting Codalrop-down arrow.
Request Absence Save for Late ?ﬂl_
Step 17 SeleCR EGH R Regular HOUI’S. *Time Reporting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday &-Thursday 9-Friday 10-Saturday Comp Time
REGHR - Regular Hours v 3.00 3.00 200 200 00 Q  |FM00123458 + —-—
a -
CM tery - FMLA o C C
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Step18: Click inthe Time Entryfield and

enter hours workedor each day el R 01 Dept 4921010 Trades Soecais ¥
4 4 July - 10 July 2021 »
er—
REGHR - Reguiar Hours w 300 200 300 200 3.00 Q| FM00123456 + -
REGHR - Requiar Hours v 200 200 200 200 chI a &| [=
Gomm < (] < Q
Step19: Scroll over to the right, click in - Enter Time
the Work Orderfield, and enter the i e 0] Dep 14 821010 | Traces Speciafat
order number that corresponds with the o '

Scheduled 37.50 | Reported 0 Hours

hours worked for the second line.

Request Absence Save for Later Submit

Step20: Click thet (plus)button to add 1-Saturcay P
an additional line for the third work orde — ‘
you worked that week. =K e e =5 S i

REGHR - Regular Hours v .00 200 300 200 200

REGHR - Reguiar Hours - 200 200 200 200 200
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Step21/Work Order Line #3Scroll back

to the left to enter time worked for the
third work order. Click th&ime
Reporting Codalrop-down arrow.

Step22: SelectREGHR Regular Hours.

Step23: Click inthe Time Entryfield and

enter hours workedor each day
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