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UNIVERSITY OF

South Carolina

Office of the Controller
Time and Labor - ESS
Use Comp/Holiday Comp Time on Elapsed Timesheet for Multiple Work Orders

How to use comp/holiday comp time on an elapsed timesheet for multiple work orders: This job aid
outlines how an employee can use comp/holiday comp time on an elapsed timesheet with multiple
work orders

Navigation: Employee Self Service > Time and Absence > Enter Time

Step 1: On the Employee Self Service landing page, click the Time and Absence tile.

UNIVERSITY OF
SOUTH CAROLINA | Menu v Search in Menu
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Employee Self Service v

Suggested Actions & News

Announcements OnBoarding

]

No Announcements available

[eNONe}

My Self-Service

Time and Absence Payroll Personal Details Benefit Details

No notifications

When new notifications arrive, the  °C
Refresh button will show a badge

Last Pay Date 04/15/2025

My Profiles Remote Worker
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Step 2: Click the Enter Time tile, to enter time on a timesheet.

I Q, Search in Menu |

Enter Time Comp/Holiday Comp Time Manage Absences Absence Balances
04/16/25 - 04/30/25

®Reported 0.00 O ) 0 0 fﬂ
o

@ Scheduled 88.00 Balance Hours

Time Summary Exceptions View Requests Cancel Absences
04/16/25 - 04/30/25

No Time Reported O

Payable Time Extended Absence Request

Last Time Period 04/01/25 - 04/15/25

Total Hours 88 Hours
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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. Begin by selecting the appropriate Time Reporting Code (TRC). You can only
have one TRC per line.

e Regular compensatory time must be used by the end of the fiscal year in which it is earned.
USC’s fiscal year runs from July 1 through June 30. All comp time must be used and entered on
the timesheet before the final payroll in June.

e Holiday compensatory time expires one year from the date it is earned. For example, if an
employee works on April 18, 2025, they must use the holiday comp time by April 18, 2026.

Step 4/Work Order Line #1: To use comp time, click the Time Reporting Code drop-down arrow.
Comp time and holiday comp time can be used for a variety of reasons, but the TRC must align with the
specific usage reason, as applicable. Comp time TRCs shown below:

e CMPFM —Compensatory-FMLA

e CMPLML — Compensatory-Military

e CMPTT — Compensatory Time Taken (this should be the default use of comp time unless using
for reason of FMLA, Military Leave, or Worker’s Comp)

e CMPWC - Compensatory Time-WC (workers comp)

e HCTK - Holiday Comp Taken (this should be the default use of holiday comp time unless using
for reason of FMLA, Military Leave, or Worker’s Comp)

e HCTKF — Holiday Compensatory-FMLA

e HCTKM — Holiday Compensatory-Military

e HCTKF — Holiday Compensatory-WC (workers comp)

‘ Q search in Menu

-

Enter Time

| < H > \ [ June 1, 2025 - June 7, 2025 | *ViewBy | Perod v

Scheduled 40.00 | Reported 0 Hours

o

*Time Reporting Code 18un @ 2Mon © 3Tue @ 4Wed © 5Thu
Row Totals

0of0 Oof8 Oof8 Oof8 Oof8

I V| +| =] | ||

CMPFM - Compensatory - FMLA

CMPML - Compensatory - Military

< CMPTT - Compensatory Time Taken
CMPWC - Compensatory - WC - = -
HCTK - Holiday Comp Taken K |lQ ‘ T ‘
HCTKF - Holiday Compensatory - FMLA ————
HCTKM - Holiday Compensatory - Militar|
HCTKW - Holiday Compensatory - WC
REGHR - Regular Hours

ry Time Absences Payable Time

Total 1L Sun1 1l Mon 2 1 Tue3 14 Wed 4 1 Thu5 1L Frié 1l Sat7 1L
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Step 5: Select CMPTT — Compensatory Time Taken.

‘ Q search in Menu

mlJune1,2ozs-June 7,2025| —

Scheduled 40.00 | Reported 0 Hours

°

*Time Reporting Code 18un @ 2 Mon
Row Totals

@ 3 Tue @ 4Wed © 5 Thu ¢

0of0 Oof8 0of8 Oof8 Oof8

l 2 +| |- | |

CMPFM - Compensatory - FMLA
CMPML - Compensatory - Milital

= CMPTT - Compensatory Time Taken
CMPWC - Compensatory - WC
HCTK - Holiday Comp Taken K|lQ ‘ i ‘
HCTKF - Holiday Compensatory - FMLA e —
HCTKM - Holiday Compensatory - Militar Total 1, Sun1 1 Mon 2 1 Tue 3 14 Wed 4 1L Thu5 1l Frié 1l Sat7 1L
HCTKW - Holiday Compensatory - WC
REGHR - Regular Hours

iry Time Absences Payable Time

Step 6: Click in the Time Entry field and enter hours worked for each day.

‘ Q, search in Menu

=y =y

Enter Time

‘ < H > ‘ June 1, 2025 - June 7, 2025

Scheduled 40.00 | Reported 2.00 Hours

@ Save for Later

*Time Reporting Code 2Mon @ 3Tue @ 4 Wed

@ 5Thu @ 6Fi ¢
Row Totals

2of8 O0of8 Oof8 0of8 Qof8

CMPTT - Compensatory Time Ti ~ 2.00 -+ ‘

|| ||
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Step 7: Scroll over to the right, click in the Work Order field, and enter the order number that
corresponds with the comp time hours taken for the first line.

Step 8: Click the + (plus) button to add an additional line for the second work order you worked that
week.

‘ Q, search in Menu

o o. e, . TR . CRR L .
Enter Time
\ < \ | > \ June 1, 2025 - June 7, 2025 “ViewBy | Period  ~
Scheduled 40.00 | Reported 2.00 Hours
o
*Time Reporting Code ] 6 Fri [&] 7S8at  ©
Row Totals Comp Time Work Order
_—— I
0of8 00f0
CMPTT - Compensatory Time T: v] 2.00 ] ‘ I [ Q] [FM00123456 ]

Step 9/Work Order Line #2: Scroll back to the left to enter time worked for the second work order. Click
the Time Reporting Code drop-down arrow.

Step 10: Select REGHR — Regular Hours.

‘ Q, search in Menu

e
Enter Time
< |[>] June1, 2025 - June 7, 2025 ViewBy [ Peiod  ~

Scheduled 40.00 | Reported 2.00 Hours

Save for Later

CMPFM - Compensatory - FMLA
CMPML - Compensatory - Military

*| CMPTT - Compensatory Time Taken © 6 Fri 2] 7Sat @ )
CMPW(G - Compensalory - WC Row Totals — — Comp Time Work Order
HCTK - Holiday Comp Taken Oof8 0of0

HCTKF - Holiday Compensatory - FMLA
HCTKM - Holiday Compensatory - Militar

HCTKW - Holiday Compensatery - WC 2.00 ﬂ E‘ ‘ ‘ | ‘ O“ ‘FM00123456 ‘
REGHR - Regular Hours — I

- +] (=) ] /| | | al| |
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Step 11: Click in the Time Entry field and enter hours worked for each day.

‘ Q Search in Menu

Enter Time
| <[> June1,2025- June 7,2025 “ViewBy | Period v
Scheduled 40.00 | Reported 17.00 Hours
® Save for Later }
*Time Reporting Code 2 Mon ) 3Tue ©@ 4Wed © 5 Thu ) 6 Fri
Row Totals
50f8 3o0f8 3of8 3o0f8 3of8
‘ CMPTT - Compensatory Time Ti v’ 2.00 -+ ‘ —_— ‘ | 2.00‘ \ ‘ ‘ ‘ ‘ ‘
| REGHR - Regular Hours v 15.00 | 4 ‘ - ‘ I‘ 3.00| | 3.00‘ 3.00 ‘ 3.00| | 3.00}|

Step 12: Scroll over to the right, click in the Work Order field and enter the order number that
corresponds with the hours worked for the second line.

Step 13: Click the + (plus) button to add an additional line for the third work order you worked that
week.

Q_ search in Menu

Enter Time

‘ } | > | June 1, 2025 - June 7, 2025 *View By | Period v.‘
Scheduled 40.00 | Reported 17.00 Hours

o

*Time Reporting Code 5Thu @ 6Fri ® 7sat @ )
Row Totals Comp Time Work Order
3o0f8 3o0f8 0of 0
[ CMPTT - Compensatory Time T: VI 2.00 +] = ] I I \ I Q] |FM00123456 I
| REGHR - Regular Hours “| s (4] [=] 300 | 3.00] | || Q| [ Fmocza4ser |
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Step 14/Work Order Line #3: Scroll back to the left to enter time worked for the third work order. Click
the Time Reporting Code drop-down arrow.

Step 15: Select REGHR - Regular Hours.

© Q© ® |Q Search in Menu

Enter Time

\ H > | June 1,2025 - June 7, 2025 *ViewBy | Period |
Scheduled 40.00 | Reported 17.00 Hours

: e - |

*| CMPFM - Compensatory - FMLA 5Thu @ 6Fi  © 7sat @

CMPML - Compensatory - Military
CMPTT - Compensatory Time Taken
CMPWC - Compensatery - WG
HCTK - Holiday Comp Taken
HCTKF - Holiday Compensatory - FMLA 2.00 + l -
HCTKM - Holiday Compensatory - Militar

HCTKW - Holiday Compensatory - WC 15.00 :‘
REGHR - Regular Hours

Row Totals Comp Time Work Order

3of8 Jof8 0of0

Q] ‘FM00123456 ]

300 | a.oo‘ ' ' [ O.] FM00234567 ]
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al] |

+]
]

< |0 QO ® |.QSearcn|n!‘u‘Ienu

i

Enter Time

‘ < | > | June 1, 2025 - June 7, 2025 *View By | Period v
Scheduled 40.00 | Reported 25.00 Hours

@ Save for Later
“Time Reporting Code 2ZMon @ 3Tue @ 4Wed @ 5T @ 6Fi @

Row Totals
5018 5018 5018 5018 5018

[ CMPTT - Compensatory Time T: v] 300 |+ | - 3_00‘ [ | [ I I
[ REGHR - Regular Hours "l 12.00 +] —] ] 3.00 [ 3.00| | wol 3.00 l
| REGHR - Regular Hours v 10.00 +| .—\ | 2_00‘ 2.00 [ 2.00] [ 2.oo| 2.00 ||
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Step 17: Scroll over to the right, click in the Work Order field, and enter the order number that
corresponds with the hours worked for the third line.

Step 18: Click the + (plus) button to add an additional line for the third work order you worked that
week.

o Q0 ® Q, Search in Menu

Enter Time
‘ < | > June 1, 2025 - June 7, 2025 *View By | Period v
Scheduled 40.00 | Reported 25.00 Hours
o
*Time Reporting Code §Thu @ 6 Fri [©} Tsat @
Row Totals Comp Time Work Order
Sof8 Sof8 Oof0
[ CMPTT - Compensatory Time T vl 3.00 + | — ‘ I 1 [ Q} ‘FM00125456 ‘
[ REGHR - Regular Hours vl 12.00 +l —] 300 | :3.00] [ 0.] ‘FMDDZS%S? ]
‘ REGHR - Regular Hours V| 10.00 —_ } 2.001 I 2.00‘ \ Q ‘ ‘FM00345678 ]

Step 19/Work Order Line #4: Scroll back to the left to enter time worked for the third work order. Click
the Time Reporting Code drop-down arrow.

Step 20: Select REGHR — Regular Hours.

Enter Time

| < || >] June 1,2025 - June 7, 2025 “ViewBy | Period v
Scheduled 40.00 | Reported 25.00 Hours

o

*Time Reporting Code 5Thu o} 6 Fri ® 7 Sat ®
Row Totals Comp Time Work Order

CMPFM - Compensatory - FMLA bt 908 /010
CMPML - Compensatory - Military
CMPTT - Compensatory Time Taken -
CMPWG - Compensatory - WG 300 |4 ‘ — ‘ ‘ ‘ ‘ ‘ Q ‘ |FM00123456 ‘
HCTK - Holiday Comp Taken F=—— —
HCTKF - Holiday Compensatory - FMLA 1200 |4 ‘ = ‘ 3.00| | 3,00‘ ‘ Q ‘ | FM00234567 ‘
HCTKM - Holiday Compensatory - Militar|
HCTKW - Holiday Compensatory - WG 1000 |4 ‘ — ‘ 200 | 2.00| \ Q| |[Fmooasse7s ‘
REGHR - Regular Hours —

- + [ I | | al | |
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Step 21: Click in the Time Entry field and enter hours worked for each day.

l Q_ search in Menu

el _ S S R
Enter Time
\7\ [> June1,2025- June 7, 2025 “ViewBy [Period v i
Scheduled 40.00 | Reported 40.00 Hours
o
*Time Reporting Code 2Mon @ 3Tue ®@ 4Wed © 5Thu @ 6 Fri
Row Totals
8of8 8of8 8of8 8of8 8of8
| CMPTT - Compensatory Time T: v | 3.00 i‘ j‘ | 300 | | ‘ | | ‘
lREGHR-ReguIar Hours "l 12.00 +‘ —‘ ‘ N 3.00| 3.00 | 3.00] | s.oo‘
| REGHR - Regular Hours v 10.00 T‘ f‘ ‘ 200/ | 2.00| 2.00| | 2,00/ | 2.00| [
| REGHR - Regular Hours v 15.00 T‘ —‘ l‘ 300 | 3.00] 3.00| | 3.00| | 3.oo‘|ﬂ

Step 22: Scroll over to the right, click in the Work Order field, and enter the order number that
corresponds with the hours worked for the fourth line.

Note: If you need to enter hours for additional work orders, follow steps 18 through 22.

o Q0 ® |Q. Search in Menu |

Enter Time
‘ < | > June 1, 2025 - June 7, 2025 *View By | Period v
Scheduled 40.00 | Reported 40.00 Hours
o
*Time Reporting Code iThu @ 6 Fri (2] 7 Sat
Row Totals Comp Time Work Order
jof 8 B8of8 Qof 0
[ cMPTT - Compensatory Time T: | 300 4| =] | \ N Q| [FMoo123456 |
[ REGHR - Regular Hours v] 12.00 +] — 3.00] 300 [ || Q| |FMoozs4567 |
" REGHR - Regular Hours v 10.00 +| ._.] 2.00] 200] | | Q| [Fmooassers |
‘.REGHR-ReguIar Hours v| 16.00 +| —‘ 3.oo| 3.00 ‘ | | Q |FM00456789 |
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You can enter comments about the time entries if you feel additional information is needed.

Step 23: Click the three dots icon next to the date to bring up further actions.

Step 24: Click the Add/View Comments option. Use the Comments page to enter comments for the
reported time.

‘,O\ Search in Menu )]
E;1ter Time ‘ o ] h
} ‘z June 1, 2025 - June 7, 2025 “View By i
Scheduled 40.00 | Reported 40.00 Hours Actions X

Time Summary

® Save for Later Submit

Payable Time
*Time Reporting Code 5 Thu|| Add/View Comments 7sat ©®
Row Totals Comp Time Work Order
Y
jof8 8of8 0of 0

[ GMPTT - Compensatory Time T v| 3.00 E] E[ ] | | [ | [ Q| [Fmoorzsese ]
(o o e (1] (2] wwl[ ]| | &) |
(o o) wo (1] [ aml[ | I a) s
[ REGHR - Regular Hours vl 1500 [ +] B 3.00| | a00] | | { Q] [Fmoosse7es |

Step 25: Click in the Comment field and enter a comment applicable to the time entered.

Step 26: Click the Add Comment button. The comment is added, along with a timestamp and who
entered the comment.

Step 27: Click the X to close the Time Reporting Comments page.

Time Reporting Comments

Comments related to Time entered for 06/06/2025

Comment once entered cannot be altered or removed.

Select to add comments |

Add Comment
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Notice when a comment has been added to a specific time entry, a speech bubble icon appears
underneath that day.

Step 28: The timesheet is complete. Click the Submit button to submit the timesheet for approval.

0 Q0 ® | Q, Search in Menu |

Enter Time 7
m |T June 1, 2025 - June 7, 2025 “ViewBy | Period v )
Scheduled 40.00 | Reported 40.00 Hours
® Save for Later
*Time Reporting Code 5 Thu 2] 6 Fri ® 7 sat ) .
Row Totals Comp Time Work Order
BofB Bofd 0of0
[ CMPTT - Compensaltory Time T V| 3.00 ?| i‘ | | ‘ | Q ‘ |FM00123456 ‘
[RE;:,;-|R_RE{_Mar Hours vl 12.00 +| ;] 3.00| | 3.00‘ I Q‘ IFM00234567 ]
| REGHR - Regular Hours v 10.00 +] '._.} 200 | 200 [ Q| |Fmooassors ]
| REGHR - Regular Hours v| 15.00 T| T‘ 300 | 3.00 | Q| [Fmoosserss |

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.

When submitted, the summary at the top of the page will show the Scheduled total and Reported total
for the week in view.

|Z‘| © 0 ® |.0\ Search in Menu

Enter Time

| Timesheet is Submitted for the period 2025-05-25 - 2025-05-31 | X
[ FTE[Cusiodial Worker | 707100-HOUSING-CUSTODIAL OPERATIONS
< H > | May 25, 2025 - May 31, 2025 “Viewsy | Period  ~
[Scheduted 40.00 | Reported 40 Hours |

@ Save for Later

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

*Time Reporting Code 258un @ 26 Mon © 27 Tue @ 28 Wed & 29Thu @
Row Totals
00f0 Bof8 8of8 8of 8 Bof8
| REGHR - Regular Hours - 1500 |+ —| | | 3.00 | a_oo‘ 3.00| | s.oo| |
[REGHR-ReularHours v 1500 |+ — | I 3.00 | 3.00‘ 300 [ 3.00| |
[REGHR—ReguIarHours v 10.00 I+‘ |—| I I 2.00 I 2.00] 2.00| [ 2.00| |
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Step 29: 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.

Enter Time

<O ¢ @ [Q search in Menu

ar T

FTE | Custodial Worker | 701100-HOUSING-CUSTODIAL OPERATIONS

Z\ @ May 25, 2025 - May 31, 2025 “Viewsy [Perod v

Scheduled 40.00 | Reported 40 Hours

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

*Time Reperting Code 25Sun @ 26 Mon & 27 Tue © 28Wed © 29Thu &
Row Totals
0of0 Bof8 8ofd 8of 8 Bof&
) 2] ) o)
[ REGHR - Regular Hours v 15.00 l i I I — I | 3.00 I 3.00} 3.00 [ s.oo|
[ REGHR - Regular Hours v 15.00 l + I I — [ I 3.00 [ 3.00] 3.00 l 3.00|

[ REGHR - Regular Hours

<

wo (4] [] | = | [

Time Summary

Leave/Compensatory Time Absences Payable Time

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

« 1< B

reh el Gl B BB OF

P 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 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 1, Sun 20 1) Mon 21 1} Tue 22 1) Wed 23 1) Thu 24 1) Fri 25 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 use comp/holiday comp time on an elapsed timesheet for

multiple work orders.

I
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