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UNIVERSITY OF

South Carolina

Office of the Controller
Time and Labor - ESS
Enter Time on a Timesheet — 28 Day Police
Including Entering Comp Time and Working on a Holiday

How to enter a time on a timesheet for a 28 day police employee: This job aid outlines how a 28 day
police employee will enter time on a timesheet.

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.

Note: Many police officers have an FTE along with an internal dual assignment active concurrently. If
you have multiple active jobs, use the Select Another Job link to select the applicable job.
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Step 3: Be sure to select the correct timesheet for the work week. Use the Arrows to navigate to the
appropriate timesheet.

Note: 28 day police submit their timesheets on a 28 day basis, rather than weekly like other employees.
Generally, you will enter your hours worked each week and click the Save for Later button. At the end of
week 4 you will enter hours worked and click the Submit button to submit the entire 28 days’ timesheet.
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Step 4: Begin by selecting the appropriate Time Reporting Code (TRC). You can only have one TRC per
line.

Step 5: Click the Time Reporting Code drop-down arrow.

Step 6: Select REGHR — Regular Hours.
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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.
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Step 8: Select the Comp Time option. This will ensure any overtime hours is captured as Comp Time.

Cancel
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Notice COMPTIME is now populated in the Comp Time field.
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Step 9: Click in the Time Entry field and enter hours worked each day. This week you were authorized to
work overtime to assist due to the unforeseen absence of a fellow officer.
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You can enter comments about the time entries if you feel additional information is needed. This is a
good place to inform approvers you were given supervisor approval for the overtime hours worked.

Step 10: Click the three dots icon next to the date to bring up further actions.

Step 11: Click the Add/View Comments option. Use the Comments page to enter comments for the
reported time.
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Use the Comments page to enter comments for the reported time.
Step 12: Click in the Comment field and enter a comment applicable to the time entered.

Step 13: Click the Add Comment button. The comment is added, along with a timestamp and who
entered the comment.

Step 14: Click the X to close the Time Reporting Comments page.

Time Reporting Comments

Comments related to Time entered for 04/28/2025

Comment once entered cannot be altered or removed.

Select to add comments |

“

Add Comment
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Step 15: You are done entering time, but you are not ready to submit. Click the Save for Later button to

save the entered time on this timesheet.
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Step 16: Click the Yes button to validate the time worked.

Would you like to validate worked time?
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Step 17: When Saved for Later, the Saved icon appears for the days’ time is entered indicating the

timesheet has been updated but not yet submitted for approval. Click the Information Symbol icon to
view the legends used and a short description of each one.
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The most common icons that may appear in the Daily Status box are:

] The timesheet has been saved for later.

ﬂ The entered time has been approved.

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

© The time entered has been pushed back
Fiy The user has an exception that needs to be fixed before submitting the timesheet.
Il The user has submitted an absence.

A The absence has been saved.

rlz'{:";, The absence is in process.

ir} The absence has been approved.

Ifﬁ The absence has been denied.

1z=8 The absence has been pushed back.

+ The day is a holiday.

Note: You can go back to enter or adjust timesheets 30 days prior to the current day.
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You are ready to submit your timesheet for the full 28 day cycle from April 6™ to May 3, 2025.

Step 18: Click the Submit button to submit all the time for the period.
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Upon clicking the Submit button a warning message appears to advise that you reported regular
working hours (including comp time hours) for a holiday on Friday, April 18", 2025.

Step 19: Click the OK button to save your reported time, submit this 28 day timesheet, and return to the
timesheet page.

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.

Cancel
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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 and your supervisor's inbox.

Note: 28 day police must submit reported time for the full 28 day schedule. Scroll through the days to
verify reported time and submit. The Scheduled and Reported hours should indicate if you have
forgotten to submit one or more days.
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Step 20: 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.
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The most common icons that may appear in the Daily Status box are:

The time entered has been submitted and is pending approval.

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

= The timesheet has been saved for later.
ﬂ The entered time has been approved.
L2 g

(N The time entered has been denied

© The time entered has been pushed back
A

i The user has submitted an absence.

i The absence has been saved.

rF'{f) The absence is in process.

i} The absence has been approved.

Ifr_"-, The absence has been denied.
ig=8 The absence has been pushed back.
+ The day is a holiday.

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

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 time on a timesheet as a 28 day police employee.

I
Enter Time on a Timesheet - 28 Day Police April 2025



