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Time and Labor — MSS
Viewing Telecommuting Deviation Comments on a Timesheet

This job aid outlines how a manger can view telecommuting deviation comments on a timesheet in
PeopleSoft HCM.

Navigation: Employee Self Service > Manager Self Service > Approvals

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 Approvals tile.

SIX}I‘HWXI‘{\(;I‘.IN\ [CIV ] Search in Menu

==

Notifications Q i

Manager Self Service v

Suggestad Actions Aorts

Approvals Tasks for Employee Offboarding OnBoarding Manager Activity OnBoarding Manager Insight

9 Actlons.

Leave Donation Request for Jalen
Fuller is awaiting your approval >
@ Yasterday at 2:22 PM

Timesheet for Titus Williams is
awalting your approval. >

© 09 Mar at 4:59 PM

Timesheet for Titus Wil
awalting your approval. 3

My Team's Information @ 05 Mar at 9:27 AM

USC Man Dashboard Team Calendar Timesheet for Titus Williams is
awaiting your approval. >
© 02 Mar at 4:33 PM

ooo
ﬂ Timesheet for Gisele Price is awaiting
your approval, >

@ 16 Jan al 4:04 PM

Absence Request for Titus Williams is
awaiting your approval. >
@ 16 Jan a1 1131 AM

Time and Absence WorkCenter

Timesheet for Alexandria Coombs is

g awaiting your approval. >
b, @© 16 Jan st T:12AM
ﬂ Absence Request for Alexis Stokes is

awalting your approval. >
© 13 Jan at 4:28 PM

Leave Donation Request for Fred

Step 3: Click the Reported Time requiring your approval.

Pending Approvals E
View By | Type w All
& =
8 rows
i Absence Request 2 Leave Donations Donate 74.00 Hours Rouled N
0905/2024
Leave Donations )
Absence Request Annual Leave, 3.75 Hours - Eligible Routed 3
Alexis Stokes 01/16/2026 D1/13/2026
@ Reported Time
Reported Time Quantity for Appraval 37.50 Hours. Routed N
Alexandria Coombs 01/13/2028 - 01/18/2026 01/16/2026
Absence Request Annual Leave, 2.5 Hours - Eligible Routed N
Titus Williams 01/20/2026 01/16/2026
Reported Time Quantity for Approval 34.75 Hours Routed N
Gisele Price 01/12/2026 - 01/16/2026 01/16/2026
ported Time Quantity for Approval 41.50 Hours Routed 3
itus Williams 02/23/2026 - 02/27/2026 03/02/2026
Reported Time Quantity for Approval 52.50 Hours. Routed 5
Titus Williams 02/16/2026 - 02/20/2026 03/05/2026
Reported Time Quantity for Approval 52.50 Hours Routed 3
Titus Williams 02/09/2026 - 02/13/2026 03/08/2026
Leave Donations Donate 2.00 Hours Routed N
Jalen Fuller Sick Leave Donate to Empl. 03/17/2026
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Step 4: To view the telecommuting deviation comment, click the TELDV — Telecommuting Deviation
row.

Reported Time
Titus Williams - )
Benefits Manager | | ey |
@ 6 line(s) are pending your approval
Summary
Time Period 02/23/2026 - 02/27/2026
Quantity for Approval 41.50 Hours Quantity Scheduled 37.50 Hours
Quantity Submitted/ Approved 0.00 Hours Quantity Reported 41.50 Hours
Quantity Denied 0.00 Hours
View Lagend
~ Reported Time Details
.
& rows
o
Select Report Date Time Reporting Code Quantity for Approval Reported for Date / Scheduled for Date
[m] 02/23/2026 REGHR - Regular Hours 7.50 Hours 11.50 Hours / 7.50 Hours >
I ] 0202312026 TELDV - Telecommuting Deviation 4.00 Hours 11.50 Hours / 7.50 Hours >
] 02/24/2026 REGHR - Regular Hours 7.50 Hours 7.50 Hours / 7.50 Hours >
O 02/25/2026 REGHR - Regular Hours. 7.50 Hours 7.50 Hours / 7.50 Hours >
[m] 02/26/2026 REGHR - Regular Hours 7.50 Hours 7.50 Hours / 7.50 Hours >
[m] 0212712026 REGHR - Regular Hours. 7.50 Hours 7.50 Hours / 7.50 Hours. >
Approver Comments

Step 5: On the Approval Line Detail page, click the Comments link.

Approval Line Detail

Titus Wiliams

Bensfits Manager |

Reported Time Line Details
Report Date 02/23/2026
Reported for date 11 .50 Hours
Scheduled for date 7.50 Hours
Time Reporting code TELDV - Telecommuting Deviation
Quantity 4,00 Hours

Adjust Reported Time

Comments

View Exception

Time details
Quantity Taskgroup Billable Indicator Time Zone
4 Hours PSNONCATSK - Commitment Accounting No EST

Back to Header
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Step 6: On the Comment page, you can view the comment with a timestamp and the name of the
individual who entered it.

Step 7: Click the X to close the Time Reporting Comments page.

Comments

Comments related to Time entered for 02/23/2026

Comment once entered cannot be altered or removed.

ISalecl to.add comments

Add Comment

\Entered on 03/02/2026 4:32 PM by Titus Willlams
[Contractor or service appointmant at home,

Step 8: Click the Back to Header link to return to the Reported Time details to review time entered on
the timesheet.

Approval Line Detail

Titus Williams

Benefits Manager |

Reported Time Line Details
Report Date 02/23/2026
Reported for date 11.50 Hours
Scheduled for date 7.50 Hours
Time Reporting code TELDV - Telecommuting Deviation
Quantity 4.00 Hours

Adjust Reported Time
Comments

View Exeeption
Time details
Quantity Taskgroup Billable Indicator Time Zone
4 Hours PSNONCATSK - Commitment Accounting No EST

Back to Header|
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