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UNIVERSITY OF

South Carolina

Office of the Controller
Time and Labor — TL/ABS Approver
Request Holiday Comp Payout on an Elapsed Timesheet for Multiple Work
Orders on Behalf of Employee

How to request holiday comp payout on an elapsed timesheet with work order fields on behalf of an
employee: This job aid outlines how a TL/ABS Approver can request holiday comp payout on an elapsed
timesheet with a work order field instead of adding the hours to their holiday comp balance on an
employee’s behalf. A TL/ABS Approver can search for direct and indirect employees in the Time and
Absence Workcenter to include approving, reporting, and viewing activities.

Navigation: Employee Self Service > My Homepage > Time and Absence Workcenter

Step 1: On the Employee Self Service landing page, click the Choose Other Homepages drop down arrow
and select My Homepage/My Workplace 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 TL/ABS Approvers 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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REUEST

As of Date |05/28/2025 Apply

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

Filters
Employee ID| |A00g QI

Empl ID Display Name

Empl Record

Last Name

First Name [
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Supervisor ID [

Reports To Position [
Number
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Step 8: Click the Employee Name/Tile line to view the Enter Time page.

v Links As of Date |05/28/2025 B[ Apy

Approve Time and Absence e

@ Hours to be Approved and Exception counts are as of 05/28/2025.

Approve Multiple Absence Requests
Select Employee 1row

Manage Time and Absence v E N

Timesheet | Name/Titl - Employee ID - Employee Record - Deptid Exceptions Hours to be Approved

Payable Time Summary Custodial Worker

Payable Time Detail Active - 701000

Leave and Compensatory Time D

Weekly Time Calendar ‘

Step 9: Click the Expand Page icon to see a full view of the Enter Time page. This will reduce the amount
of scrolling you will have to do to complete the task.
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In this scenario, the employee worked just one work order for the week of May 25t to May 31%t. To add
hours worked for multiple work orders, view the Enter/Adjust Time on an Elapsed Timesheet for
Multiple Work Orders job aid.

Step 10: Be sure to select the correct timesheet for the work week. Use the Arrows to navigate to the
appropriate timesheet.

The holiday is indicated with a yellow highlight, a holiday icon, and the holiday date and name is spelled
out in bold under the Information Symbol icon.

Begin by selecting the appropriate Time Reporting Code (TRC). You can only have one TRC per line.

Step 11: Click the Time Reporting Code drop-down arrow.

Step 12: Select REGHR — Regular Hours.

‘ Q, search in Menu

Enter Time
\E |E [May 25, 2025 - May 31, 2025] ~ViewBy [ Perod
Scheduled 40.00 | Reported 0 Hours

@ Save for Later

Holiday(s): 05/26/2025 - National Memorial Day

*Time Reporting Code 25Sun @& 26 Mon 27 Tue © 28wWed 29 Thu
Row Totals
0of0 Oof8 0of8 Oof8 0of 8
&

< + =] | ||
. CMPFM - Compensatory - FMLA

CMPML - Compensatory - Military
= CMPTT - Compensatory Time Taken
CMPWC - Compensatory - WC [
HCTK - Holiday Comp Taken E|[lQ | ‘ T I
HCTKF - Holiday Compensatory - FMLA —_——
HCTKM - Holiday Gompensatory - Militar
HCTKW - Holiday Compensatory - WC
REGHR - Regular Hours

ry Time Absences Payable Time

Total 1, Sun2s 1, Mon 26 11 Tue 27 14 Wed 28 1) Thu29 1 Fri3o 1) Sat31 1)

40.00 8.00 8.00 8.00 8.00 8.00
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Step 13: On this first line, click in the Time Entry field and enter hours worked for each day thatis not a

holiday.

| Q_ Search in Menu

Enter Time

a2 oo K, 7 -

\T| ‘T| May 25, 2025 - May 31, 2025

Scheduled 40.00 | Reported 32.00 Hours

®

Holiday(s): 05/26/2025 - National Memorial Day

“View By |m|

Save for Later

*Time Reporting Code 26 Mon 27Tue @ 20Thu @ 30Fi @
Row Totals
0of8 8of8 8of8 8of8
£
REGHR - Regular Hours VI 32.00 | |- | | — ‘ | S.OOI ‘ 8.00‘|

Step 14: Scroll over to the right, click in the Work Order field, and enter the order number that

corresponds with the hours worked for the first line.

Step 15: To enter the hours worked on the holiday, click the Plus (+) button to add a second line.

| Q, Search in Menu

Y

Enter Time

E| ‘Z| May 25, 2025 - May 31, 2025

Scheduled 40,00 | Reported 32.00 Hours

@

Holiday(s): 05/26/2025 - National Memorial Day

*Time Reporting Code 28Thu @ 30Fri &3
Row Totals
Bof& Bof8
5
REGHR - Regular Hours v 32.00 | + | | —_ ‘ B,UOI | 8.00

*View By |m|

Save for Later

Comp Time Work Order

0,‘ FMO0123456
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Step 16: Scroll back to the left to enter time worked on the holiday. Click the Time Reporting Code drop-
down arrow.

Step 17: Select REGHR - Regular Hours.

| Q, Search in Menu
Ry

Enter Time

\T| \T| May 25, 2025 - May 31, 2025 ~ViewBy | Period |

Scheduled 40.00 | Reported 32.00 Hours

@ Save for Later

prial Day

CMPFM - Compensatory - FMLA
CMPML - Compensatory - Military
*| CMPTT - Compensatory Time Taken 28Thu @ S0Fd & 31 sat

CMPWG - Compensatory - WG Row Totals Comp Time Work Order
HCTK - Holiday Comp Taken BB Bofs ooro

HCTKF - Holiday Compensatory - FMLA E

HCTKM - Holiday Gompensatory - Militar
HCTKW - Holiday Compensatory - WC 32.00 |T| |f‘ s_ool |

REGHR - Regular Hours
v E

a.oo| | | 0." [Fro0123458

|| | | al|

Step 18: Click in the Time Entry field and enter hours worked for each day.

| Q, Search in Menu

[ <|[>] May2s,2025 - may 31, 2025 ~ViewBy [Perod |

Scheduled 40,00 | Reported 44.00 Hours

0] Save for Later

Holiday(s): 05/26/2025 - National Memorial Day

*Time Reporting Code 26 Mon 27 Tue (2 28 Wed © 29Thu ) 30 Fri
Row Totals
8ol 8 100f8 100f 8 8ol8 Bofs
2
[ REGHR - Regular Hours v] 36.00 | + | | — ‘ I | [ m.oo‘ | 1o,oo| 8.00] 8.00 I

| REGHR - Regular Hours V| 8.00 |?‘ | 8.00‘ ‘ ] I | | B
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Step 19: To request a payout for the hours worked on the holiday, scroll to the right and click the
magnifying glass icon to bring up the Comp Time Lookup.

Q, Search in Menu

May 25, 2025 - May 31, 2025

Scheduled 40.00 |
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®
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Step 20: Click to select the Holiday Worked Hours Payout (HOLPAYOUT) option from the list.

Cancel

Search for: Comp Time
v Search Criteria

v Search Results

Comp Time L
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Bl
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Description 71

Comp time
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Notice that HOLPAYOUT is now populated in the Comp Time field. This prompts the system to payout

the time worked on the holiday.

Step 21: Click in the Work Order field and enter the order number that corresponds with the hours

worked on the holiday.

Q, Search in Menu

Y

Enter Time

E| \Z| May 25, 2025 - May 31, 2025

Scheduled 40.00 | Reported 44.00 Hours

@

Holiday(s): 05/26/2025 - National Memorial Day

“View By |m|

Save for Later

*Time Reporting Code 29Thu @& 30Fi & 31 Sat
Row Totals Comp Time Work Order
80of8 Bof8 0of0
5
[ REGHR - Regular Hours v] 36.00 | + | | ‘ s.ool | 8.00| | Q‘ [Fro0123455
| REGHR - Regular Hours ~| 800 |4 | - ‘ | | | ||HOLPAYOUT Q "l FM00234567 |

Step 22: The timesheet is complete. Click the Submit button to submit the timesheet for approval.

| & ©

| Q, Search in Menu
— = O RS

Enter Time

E| \Z| May 25, 2025 - May 31, 2025

Scheduled 40.00 | Reported 44.00 Hours

@

Holiday(s): 05/26/2025 - National Memorial Day

*View By |m|

Save for Later

*Time Reporting Code 20Thu @ 30Fi @ 315at @
Row Totals Comp Time Work Order
8ol 8 8of8 0of0
=
[ REGHR - Reguiar Hours v 36.00 |T| |?‘ sluol | 8.00] | | Q| [ Fmooizaass
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Step 23: When you enter time on a holiday, a warning message will appear informing you that the
reported date is a holiday. Click the OK button to save the reported time and return to the timesheet.

Warning -- 2025-05-26 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.

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 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.

Q, Search in Menu

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

FTE [ Custodial Worker
Return to Select Employee

‘3 May 18, 2025 - May 24, 2025 “ViewBy | Weekly ~

ISchedulad 40.00 | Reported 45Hours| Unapproved Time 0.00 I

v My Apprquls

Approvals

<

Reported Time @

Absence Request

Cancel Absence ® Save for Later

v Links
*Time Reporting Code 18Sun © 19Mon © 20Tue @
Approve Time and Absence S Row Totals
0of0 9of 8 90of8
Approve Multiple Absence Requests ° °
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<

20.00

15.00

(+]
10.00 E
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Notice the time for each day is automatically approved at submission. When time is entered by a TL/ABS

Approver on behalf of an employee, additional approval is not required.

Step 24: 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.

Q Search in Menu

> e

Fix Exception a
Previous Next

FTE | Custodial Worker | 701100-HOUSING-CUSTODIAL OPERATIONS

i My Approvals Return to Select Employee

Approvals

< |[>] Mmay 18,2025 - May 24, 2025 “View By | Weekly v

o/

Reported Time (1\

Scheduled 40.00 | Reported 45 Hours| Unapproved Time 0.00
Absence Request

Cancel Absence Save for Later
v Links
*Time Reporting Code 18Sun @ 19Mon © 20 Tue @
Approve Time and Absence o Row Totals
0of0 90of8 90of8
Approve Multiple Absence Requests
) °
TL ABS Administrator Monitor Approval ;
‘ REGHR - Regular Hours v 20.00 ‘ + ‘ - ‘ ‘ 4.00 ‘ 4.00| ‘
Manage Time and Absence o
| REGHR - Regular Hours v 15.00 ‘ + ‘ = ‘ ‘ 300 | 3.00| |
Timesheet
| REGHR - Regular Hours v 10.00 ‘ S ‘ - ‘ ‘ 2,00/ | 200/ |
Payable Time Summary
Payable Time Detail

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

B The timesheet has been saved for later.

ﬁ The entered time has been approved.

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

© The time entered has been pushed back

A 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.

ir} The absence has been approved.

i) The absence has been denied.

17 The absence has been pushed back.

i The day is a holiday.

Note: You can go back to enter or adjust timesheets 60 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 TL/ABS Approvers 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 request holiday comp payout on an elapsed timesheet for multiple

work orders on behalf of an employee.

e
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