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How to view payable time:

This job aid outlines how an employee can view payable time.

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

Processing Steps

Screenshots

Step 1: On the Employee Self Service
landing page, click the Time and
Absence tile.
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Step 2: Click the Payable Time tile, to
view balance hours.

*Selecta Job Empl Rec

Enter Time Comp/Heliday Comp Time Request Absence Absence Balances

05/23/21 - 06/29/21

— 3.00
@ Reported 7.50 " I
Balance Hours v

@ Scheduled 37.50

View Requests Cancel Absences

Time Summary Exceptions

05/23/21 - 06/29/21
Sick Leave -
3.75 Hours I x

3.75 Hours

Extended Absence Request Leave Transfer

Payable Time

Last Pay Period 05/01/21 - 05/15/21
Total Hours 80.5 Hours lE/j

Estimated Gross 1871.359831 USD
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This Payable Time Summary page i
summarizes the payable time by [« ossznan -osmuzoar |
Time Reporting Code (TRC), TRC Fayable Time Summary
Types of Units, Hours and Amount for = =
a particular week. e orornoiCov JRCITS G
Holiday comp eamed Hours 7.50
The default view on this page is the Annual Leave Taken Hours 378
current week. Hogay Pay Hours 750
Sick Leave Hours 375
Use the Arrows to navigate to the Total Hours 250
timesheet you would like to view.
Step 3: Click the Details tab to see
additional information.

In this view, you can see the date,
Time Reporting Code, Hours and
Payable Status. 3 Payable Time

»
Jo
®@

4 051672021 - 05/31/2021 »

The Payable Status types that can be
seen here are:
e Taken by Payroll

Payable Time Details

Summary Detail

Date Time Reporting Code Quantity (Hours) Payable Status

e C(Closed

05/2672021 Annual Leave Taken 375 Taken by Payroll
e Estimated

05/28/2021 Sick Leave 375 Taken by Payroll
e Rejected by Payroll

05/31/2021 Holiday Pay 750 Taken by Payroll

053172021 Holiday comp earned 750 Closed

Total 22.50
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Step 4: Click the Time tab to return
to the Time Self Service page where
you can continue to enter, request
and/or view time and absence
information.

You successfully learned how to view
your payable time.

< Time

Payable Time Details

Summary Detail

Date

05/28/2021

05728/2021

05¢31/2021

05/31/2021

Time Reporting Code

Annual Leave Taken

Sick Leave

Holiday Pay

Holiday comp eamed

Total

Payable Time

05/16/2021 - 05/31/2021

Quantity (Hours)

375

375

750

750

22,50

Payable Status

Taken by Payroll

Taken by Payroll

Taken by Payroll

Closed

¢ Employes Self Service

*Select a Job

Enter Time
05/23/21 - 06129121

Comp/Holiday Comp Time

3.00

Balance Hours

Request Absence

Absence Balances

LU

Time Summary
0523721 - 05/28/21

Sick Leave
3.75 Hours

3.75 Hours

Exceptions

0

View Requests

Cancel Absences

Lo

Payable Time

Last Pay Period 05/01/2

1 - 051521

Total Hours 80.5 Hours

Estimated Gross 1371.359831 USD

Extended Absence Request

(o)

Leave Transfer
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