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How to view a time summary for a 28 day police employee:
This job aid outlines how an exempt employee can view their time summary.

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

Processing Steps Screenshots

Step 1: On the Employee Self Service UNIVERSITY OF

landing page, click the Time and SOUTH (CAROLINA M b

Absence tile ! Personal Details Talent Profile Benefit Details
[-0-] ‘

Last Pay Date 04/30/2021

USC Profile . Time and Absence

@« «©
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Step 2: Click the Select a Job drop-
down arrow to select the applicable
job for which you need to enter time
on a timesheet.

Note: Many police officers have an
FTE along with an internal dual
assignment active concurrently. If
you do not have multiple active jobs,
you can skip step 2.

¢ Employes Seif Service Time

“Selecta Job | Empl Rec 0| DeptId 525068 | Law Enforcement Oticer 1] | Apply

Enmgd Rec: 0] Deplt ld 525068 | Law Enforoement Officer |

Enter Ti i
ar lime Ergpl Rec: 1| Depa id 525004 | Law Enforcement Cificer |

Tiene Summary Wiew Requesta Cancel Abaences
G0 - DB/0S

Ragular Hours
111,50 Hours l —

Amurican Rad Cross Disxstar
60 00 Hours

Payable Tema Extended Absanck Request Leave Transher

Last Fay Pertod  DS0021 - DG

Total Howre O Hoewirs I
Estimated Gross 0
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Step 3: Click the Time Summary tile,
to begin.

¢ Employee Self Service Time /A\ Q o : @

*Select aJob | Empl Rec: 0| Dept Id :925069 | Law Enforcement Cfficer | | Apply .

Enter Time
05/09/21 - 06/05/21

Absence Balances

Comp/Heliday Comp Time Request Absence

0.00
Balance Hours

@ Reported 121.00

i

® Scheduled 84.00

Time Summary Exceptions View Requests Cancel Absences

05/09/21 - 06/05/21

Extended Absence Request

[ o

Regular Hours
111.50 Hours

American Red Cross Disaster
60.00 Hours

Payable Time Leave Transfer

Last Pay Period 05/01/21 - 05/15/21 Bl
[ ]

Total Hours 0 Hours EEER

Estimated Gross 0
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This Time Summary page is used to
view your time summary for a
particular period, weekly, bi-weekly,
and monthly time entries.

The default view on this page for 28
day police is the current 28 day
period.

The current day is highlighted in blue.

Use the Arrows to navigate to the
timesheet you would like to view.

In this view, you can see:
e all approved time indicated by

]

e all time that is pending approval
indicated by ¥

e days that are missing time entry

e days with reported time greater
than scheduled indicated by

e all requested absences and leave

taken indicated by 2]

¢ Time

Law Enforcement Officer | v

“View By | Period ~
Y | Filters
Sunday

Time Summary

»

Q W

View Legend

Saturday

Regular Hours - 15 Hours

15

16
Scheduled: 12 Hours

Reported: 0 Hours

fod 30

Regular Hours - 12 Hours

Schedulzd: 12 Hours
Regported: 15 Hours

29

L] 9 May - 5 June 2021 b
Scheduled 168.00 | Reported 171.5 Hours
| Reported Time Payable Time

Monday Tuesday Wednesday Thursday Friday
- 10 ||# 1" || 12 |[#% ) 14
Regulsr Hours - 5.5 Hours Regular Hours - 15 Hours Regular Hours - 12 Hours Regular Hours - 5.5 Hours.
Scheduled: 5.5 Hours Scheduled: 12 Hours Scheduled: 5.5 Hours. Scheduled: 5.5 Hours
Reported: 5.5 Hours. Reported: 15 Hours Reporied: 12 Hours Reported: 5.5 Hours
® 17 ||® ® 19 ||@m 20 @ 21
American Red Cross Disaster - 8.5 American Red Cross Dizaster - 5.5 | | American Red Cross Disaster- 12 American Red Cross Dizaster - 8.5
Hours Haours Haurs Haurs.
Schaduled: 8.5 Hours Sehaduled: 5.5 Hours. Schedulad: 12 Hours Scheduled: 6.5 Hours
Reported: 6.5 Hours. Reported: 5.5 Hours. Reported: 12 Hours Reported: 5.5 Hours.
] 24 ||@ 25 |@ 26 ||@ 2] 28
American Red Cross Disaster - 5.5 | | American Red Cross Disaster- 12 American Red Cross Disaster - 6.5 American Red Cross Disaster - 5.5
Hours Hours. Hours Hours
Scheduled: 5.5 Hours Scneduled: 12 Hours Scheduled: 6.5 Hours Scheduled: 5.5 Hours
Reported: 5.5 Hours Reported: 12 Hours. Reporied: 8.5 Hours Reported: 5.5 Hours.
I M o 2 ||& 3 (|4 4

Regular Hours - 12 Hours

Scheduled: 12 Hours
Reported: 12 Hours

Scheduled: 8.5 Hours
Reported: 12 Hours

Regular Hours - 5.5 Hours

Regular Hours - 12 Hours

Regular Hours - 8 Hours

Scheduled: 5.5 Hours
Reported: 5.5 Hours

Scheduled: 12 Hours
Repertad: 12 Hours

Scheduled: §.5 Hours
Reported: 8 Hours

Schaduled: 12 Hours
Reported: 0 Hours.
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Time Summa
Step 4: To see a weekly view of your i
timesheets, click the View By drop-

Laww Erdorcament Offoer | «
down arrow and select Weekly from

the list.
“Wiew By | Fenod EI L] 9 May - 5 June 2021 ¥
Use the Arrows to navigate through Bi-Wesidy Scheduled 16200 | Reported 171.5 Hours
timesheets by week. T | Fit] ponmly Feponed Time | Fayable Time Wiew Legend
Parnd |
4‘5\“ Monday Tuesday Wednesday Thursday Friday Saturday

¢ Time Time Summary

»
Jo

v

(@)

Law Enforcement Cfficer | «

“View By q 30 May - 5 June 2021 3

Scheduled 42.50 | Reported 50.5 Hours
-

¥ | Filters | Reported Time Payable Time View Legend

Sunday Monday Tuesday Wednesday

Thursday Friday Saturday

el 30 || 31 -

2 | |2 3 | 4
Regular Hours - 12 Hours Regular Hours - 12 Hours

Regular Hours - 5.5 Hours Regular Hours - 12 Hours

Regular Hours - 9 Hours

| EE
Scheduled: 12 Hours Scheduled: 6.5 Hours
Reported: 12 Hours Reported: 12 Hours

I | | F 8 5
Scheduled: 5.5 Hours Scheduled: 12 Hours Scheduled: 6.5 Hours
Reported: 5.5 Hours Reported: 12 Hours Reported: 9 Hours
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Step 5: 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 time summary as a 28 day police
employee.

|<'ﬁmeu

Law Enforcement Officer | ~

“View By | Weekly v

Y | Filters

Sunday

Reqular Hours - 12 Hours

30

Monday

Time Summary

4 30 May - 5 June 2021
Scheduled 42.50 | Reported 50.5 Hours

‘ Reported Time Payable Time

Tuesday

Eh |

Regular Hours - 12 Hours

Scheduled: 12 Hours
Reported: 12 Hours

Scheduled: 6.5 Hours
Reported: 12 Hours

Regular Hours - 5.5 Hours

Wednesday

2|8

Thursday

»
Jo)
1

View Legend

Friday Saturday

Regular Hours - 12 Hours

3

Reqular Hours - 9 Hours

4

Scheduled: 5.5 Hours
Reported: 5.5 Hours

Scheduled: 12 Hours
Reported: 12 Hours

Scheduled: 6.5 Hours
Reported: 9 Hours

< Employee Self Service

*SelectaJob | Empl Rec: 0] Dept Id :925069 | Law Enforcement Officer | v ‘ Apply |

Enter Time
05/08/21 - 08/05/21
@ Reported 121.00

@ Scheduled 84.00

[Time Summary
05109121 - 06/05/21

Regular Hours
11150 Hours

American Red Cross Disaster
60.00 Hours

Payable Time

Comp/Holiday Gomp Time

0.00

Balance Hours

Request Absence

Absence Balances

Lo

Exceptions

0

View Requests

Cancel Absences

L

Last Pay Period 05/01/21 - 05/15/21

Total Hours 0 Hours

Estimated Gross 0

Extended Absence Request

o)

Leave Transfer
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