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How to earn holiday comp time gunchtimesheet
Thisjob aidoutlines how arL/ABS Approveran earn holiday comp timen apunchtimesheeton behalf of an employed TL/ABS approver hdse ability to search
for employees irtheir designated department(s) in the Time and Absence \&arter to include approving, reporting, and viewing activities.

Navigation:Employee Self ServiceMy Workplace> Time and Absence Workcenter

Procestg Steps Screemshots

SOUTH CAROLINA [ Empioyee I ETT
Step 1:0n theEmployee Self sora iy Wrkpace
Servicdanding [age, click the — Employee SeftSenvce
Choose Other Homepagebsop 0.
down arrow and seledtly
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Workplacefrom the IISt' USC Profile .Time and Absence
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Step 2:Click theTime and AbSeNCe | gy
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Time and Absence Wodenter
provides a central area to access t
most used time and absence relatg
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 Warnter
include Approving, Reporting,
viewing time and absence related
transactionsgueries,and reports.

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

Scope

* My Scope

« My Work

Exceptions

Approvals

Reported Time

w Links

Approve Time and Absence

ce

Manage Time and Absence

v Queries

Time and Labor

Absence Manageent

~ Reports/Processes
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Step 4:Click theTimesheetoption
from the list.

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

Scope co

» My Scope

- My Work
Exceptions
Approvals
Reported Time ]
= Links

Approve Time and Absence

Manage Time and Absence

Timesheet

Payable Time Summary
Payable Time Detail

Leave and Compensatory Time
Weelkdy Time Calendar
Request Absence

View Absence Requesis

Absence Balances

Enter Time

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

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

Time Reporter Group I Q |

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

Employee 1D | A31371 Q I
Empl 1D Display Name

R
Last Name 3]

FirstName | @

Department | Q|

Empl Record
AN3ITTSTE

Supervisor 1D |

Reports To Position
Number
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Step 8:Click theEmployee S C® | EnterTime
Name/Tileline to view the Enter st Employee Lo
Time page' T . Name/Title/Employee ID - Employee Record - Deptid - Status Exceptions Hours to be Approved
Exceptions
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APunch Timesheeis used to create
shifts that define specific work
times. Punch shifts argefined by
an In punch and the first subseque
instance of an Out punch. Thecan
be other punches, such as lunch,

Enter Time

Enter Time

r 4 July - 10 July 2021
Weekly
Scheduled 32.00 | Reported 0.00 Hours| Unapproved Time

0.00

Choar || swvetor Later | [JERE
between the In and Oupunches.
ey n " n out Time Raportng Code Quantly  Comments  eportsd Status o

Due to regulatory guidelines 04 Sunday
employees that are eligible for call Aot 600 ‘ochaded GFF © b
back, on call, and/or shift
differential will utilize Time and 05 Honday
Labor punch timesheets to track © v
time worked.

06 Tuesday
You can go back and enter Resorea010 eaiod 0 © :
timesheets 60 days prior to the o
current day on behalf of an 07 o -
employee. Raserted 600 Szhaduied 500

08 Thursday
Step9: Besure to select theorrect © o
timesheet for the work week. Use o TR
the Arrowsto navigate to the na
appropriate timesheet. ]
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For this examplethe employee
worked regularly scheduled hours
Monday, July5, the Independence

Enter Time

Dayholiday for UofS®ut forgotto

enter their time worked and the
week has now passeds theTL/ABS
Approver, you can enter time on
behalf ofemployees in your area.

To add hours worked for multiple
work orders, begin by adding the in
and out times fothe first line. In
this example, an employee is

Enter Time

‘ 4 July - 10 July 2021 »
Weekly

Scheduled 32.00 | Reported 0.00 Hours| Unapproved Time 0.00

Clear Save for Later

Day Summary In Lunch In Time Reporting Code Quantity Comments Reported Status

Sunday

Reported 0.00 /Scheduled OFF

Monday

working three work orders on
Monday.

@/ [zo000am [10:00:00au | [v]

Reported 0.00 /Scheduled 8.00

Tuesday

Stepl0/Work Order Line#1: For
the first work order, the employee
worked from 8am to 10am. To entg

Reported 0.00 /Scheduled 8.00 Heliday Comp T

y C
Heliday Compens:

Wednesday

this on the punch timesheegnter
8:00am aghe IN time and 1®0am

in the OUT Time Entry field. 08

Reported 0.00 /Scheduled 8.00

Thursday

dul

Reported 0.00 /Schaduled 8.00

Submit

Comg

Now select the appropriat&ime
Reporting Cod€TRG. Youcan only
have one TRC per line.

Stepll: Click theTime Reporting
Codedrop-down arrow.

Stepl2: SelectREGHR Regular
Hours.
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Step13: Scroll over to the right, clic Enter Time

in the Work Orderfield, and enter

the order number that corresponds i e

with the hours workedor the first ) £ July 10 July 2021 ,

Ilne Scheduled 32.00 | Reported ?i:i«yaua\ Unapproved Time 0.00

Stepl4: Click thet (plus)button to

add an addltlonal Ilne for the secon Lunch In Out Time Reporting Code Quantity Comments Reported Status Comp Time Call Back Instance Work Order

work orderthe employeeworked

that same day. ~ c a a + =

n 10:00:004M Regular Hours v o New a a -

v Q Q | -
v Q Q + -
- a Q | -

Earn Holiday Com@ime on aPunchTimesheet 8 June2021




Az
Cfrj”[\) University of South Carolina
UNI?ERS?% i Time and Labocg TL/ABS Approver
= EarnHoliday Conp Time on a Punch Timesheeh Behalf of Employee
South Carolina y-om ploy
Stepl15Work Order Line#2: For Enter Time
the second work order, the Enter Time

employee started work at ukdrarnd g et
10:00:01am and ended at their y 4 July - 10.July 2024 )
scheduled lunch timef 12:00pm. Seheduted 5200 | Repoied 000w Unapproved Tine 0.0
To enter this on the punch o | Pem—
timesheet, enterl0:00:01am in the
| N Tl me Entryfleld andenter Day Summary In Lunch in Out Time Reporting Code Quantity Comments Reported Status Comy
12:00pm in the OUTTime Entry 04 sunday
fleld . Jul Reported 0.00 /Schaduled OFF @ ~
Now selectthe appropriateTime il 05 o
Reportlng COdQTRC)- Jul Raported 0.00 /Schaduled 8.00 ® FO0EoRM 100000 e Ll v
Youcan onlyhave one TRC per line = -
Step16: Click theTime Reporting 06 Tosacay
Codedrop-down arrow. —— ©
Stepl7: SelectREGHR Regular 07 Wednesday
HOUfS Jul Reported 0.00 /Scheduled £.00 @
Nno Thursday
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Step18: Scroll over to the right, clic cnter Tme
in the Work Orderfield, and enter . -
the order number that corresponds
with the hours worked for the first ‘ iy 10y 2021 ’
Iine_ Scheduled 32.00 | Reported 35-:-:;.\/; Unapproved Time 0.00
Steplg: CIICk the+ (plus)bUtton to Lunch In Out Time Reporting Code Quantity Comments Reported Status Comp Time Call Back Instance Work Order
add an additional line for the secon
work orderthe employeeworked 5 N 5 .
that same day.
n 10:00:00AM Regular Hours ~ c New Q Q| | FM00123458 | -
ooorm | [[Ragulr o T . a a -
~ Q Q +| -
v Q Q | -
4
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Step20/Work Order Line#3: For
the third work order, the employee
came back from lunch:@0pm and
endedtheir workdayat 5:00pm To
enter this on the punch timesheet,
enter 1:00pm in the IN Time Entry
field and enter5:00pm in theOUT
Time Entryfield.

Now select the appropriat&ime
Reporting CodgTRC).

Youcan only have one TRC per ling

Step21: Click theTime Reporting
Codedrop-down arrow.

Step22: SelectREGHR Regular
Hours.
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