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UNIVERSITY OF

South Carolina

Office of the Controller
Time and Labor - MSS
Enter Full 28 Day Timesheet on Behalf of 28 Day Police Employee

How to enter full 28 day timesheet on behalf of a 28 day police employee: This job aid outlines how a
manager can enter a full 28 day timesheet on behalf of a 28 day police employee. A manager has the
ability to search for direct and indirect employees in the Time and Absence Workcenter to include
approving, reporting, and viewing activities.

Navigation: Employee Self Service > Manager Self Service > Time and Absence Workcenter

Step 1: On the Employee Self Service landing page, click the Choose Other Homepages drop down arrow
and select Manager Self Service from the list.
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Step 2: Click the Time and Absence Workcenter tile.
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Time and Absence Workcenter provides a central area to access the most used time and absence
related activities. It enables managers to access various pages and keep multiple windows open while
doing their daily work.

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

Step 3: Click the Manage Time and Absence drop-down arrow.
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Step 4: Click the Timesheet option from the list.

Step 5: To enter time for a specific employee, begin by clicking the Filter button.
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@
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Step 6: To find a specific employee, enter their USCID in the Employee ID field. As you begin entering
the ID, employee names populate below.

Step 7: Click Done to move on to the Enter Time page.
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Step 8: Click the Employee Name/Tile line to view the Enter Time page.

In this scenario the officer forgot to enter and/or submit their timesheet for the 28 day cycle from April
6t to May 3", 2025. As the manager, you can enter time on behalf of your direct reports.
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Step 9: Be sure to select the correct timesheet for the work week. Use the Arrows to navigate to the
appropriate timesheet. Start with Week 1 of 4.

Begin by selecting the appropriate Time Reporting Code (TRC). You can only have one TRC per line.
Step 10: To use comp time, click the Time Reporting Code drop-down arrow.

Step 11: Select REGHR — Regular Hours.

‘ Q, Search in Menu

s

= - o oo o
Time and Labor WorkCenter

ApprOvE MumpTE =
Approve Multiple Absence Requests < | AI;IAW 6, 2025 - May 3, 2025 “View By

Manage Time and Absence Scheduled 160.00 | Reported 0.00 Hours] Unapproved Time 0.00

Timesheet |
@ Save for Later

Payable Time Surnma
i i Holiday(s): 04118/2025 - Good Friday

Payable Time Detail
“Time Reporting Code 63un TMon & 8Tue © GWed © 10Thu & 1
Leave and Compensatory Time Row Totals -
0of0 Oof8 Oof 8 Oof 8 Oof8 [
Weekly Time Calendar ° o o o '
Manage Absences
View Absence Requests REGHR - Regular Hours L r— + - ‘ | ‘ | ‘ | |
— f
Absence Balances CMPFM - Compensatory - FMLA ‘
CMPML - Compensatory - Military bie Time
Cancel Absences
= CMPTT - Compensatory Time Taken
Queri CMPWC - Compensatory - WC I F —
u ¥
A HCTK - Holiday Comp Taken | Llag|m ‘
Time and Labor . HCTKF - Holiday Compensatory - FMLA otal 1, Week 1 (4/8-4112) 1 Week 2 (4113-4/19) 11 Week 3 (4/204/26) 11 Week 4 (4/27-6/3) 11
HCTKM - Holiday Compensatory - Militar,
Saved Not Submitted - Reported Time HCTKW - Holiday Compensatory - WG ‘ 30.50 3050
Reported Time Approval Status 2050 2050
Pending Approvals - Reported Time
Tolal Scheduled Hours 152.00 40.00 32.00 40.00 40.00
Payable Time by Date Range
Schedule Deviation -121.50 -9.50 -32.00 -40.00 -40.00

Ouertime bers by Diate Bano,

S —
Enter Full 28 Day timesheet on Behalf of 28 Day Police Employee April 2025



Step 12: Click in the Time Entry fields and enter hours worked matching the scheduled hours.
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Note: Some days have already been approved, but other days are showing zero hours reported. As the
manager you should add missing hours.

Step 13/Optional: If another time reporting code is needed, click the Add a Row + button. Click the
Time reporting Code drop-down arrow to add another time code.
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Step 14: Use the scroll bar to access all days within the period.
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Step 15: Click the Submit button to submit the full 28 day timesheet.
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Step 16: Upon clicking the submit button a warning message appears because one of the days in the 28
day timesheet was a university holiday. Click the OK button to approve the time as submitted.

Warning -- 2025-04-18 is scheduled as a holiday

Reported Date is scheduled as a Holiday. The time entry field on the timesheet should remain blank if a holiday eligible employee did not work and observed a USC holiday. Employee will receive
Holiday COMP hours if time is entered and approved.
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Step 17: 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 the employee.

When time is entered by a manager on behalf of an employee, additional approval is not required.
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Notice the time for each day is automatically approved at submission. When time is entered by a
manager on behalf of an employee, additional approval is not required.

Step 18: When submitted, the Approved icon appears for the days’ time is entered indicating the
timesheet is approved. Click the Information Symbol icon to view the legends used and a short
description of each one.

Cancel Absence

v Links

Approve Multiple Absence Requests

Manage Time and Absence

Q Search in Menu

R Previous Next

FTE | Police Officer | 691000-UNIVERSITY POLICE DEPARTMENT
Return to Select Employee

Approve Multiple Absences < T‘ ‘? April 6, 2025 - May 3, 2025 “ViewBy | Period v

Scheduled 160.00 | Reported 160 Hours| Unapproved Time 0.00

v

Timesheet

| ©

Payable Time Summary

D Holiday(s): 04/18/2025 - Good Friday

Payable Time Detail *Time Reporting Code 6Sun @ 7Mon @ 8 Tue
Row Totals
Leave and Compensatory Time 0of0 8of8 8of8
[l o
Weekly Time Calendar
Manage Absences REGHR - Regular Hours v 160.00 -+ —_— | | 8.00 8.0q

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

o LI

hShar &t @ B B o OF

» 5

The timesheet has been saved for later.

The entered time has been approved.

The time entered has been submitted and is pending approval.
The time entered has been denied

The time entered has been pushed back

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

The absence has been saved.

The absence is in process.

The absence has been approved.

The absence has been denied.

The absence has been pushed back.

The day is a holiday.

Note: You can go back to enter or adjust timesheets 60 days prior to the current day.

Enter Full 28 Day timesheet on Behalf of 28 Day Police Employee April 2025



Below the timesheet, there are multiple tabs that give more information.

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, sSun 20 14 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 enter and submit a full 28 day timesheet on behalf of a 28 day police

employee.
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