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How to view a time summary for an exempt 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 Time Summary tile,
to begin.

< Employee Self Service

Enter Time Comp/Heliday Comp Time

05/16/21 - 08/31/21
0.00

Balance Hours

@ Reported 30.00

® Scheduled 75.00

Time Summary Exceptions
05/16/21 - 05/31/21

Hazardous Weather
7.50 Hours

Worked cn Holiday
7.50 Hours

Payable Time
Last Pay Period 05/01/21 - 05/15/21
Total Hours 80 Hours

Estimated Gross 2157.69232 USD

Request Absence

View Requests

Extended Absence Request

| o

Absence Balances
I /\
-

Cancel Absences

Leave Transfer
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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
exempt employees is the current pay
period week.

The current day is highlighted in blue.

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

< Time

Y | Filters

Sunday Monday

17

Time Summary

4 16 May - 31 May 2021
Scheduled 82.50 | Reported 37.5 Hours

| Reported Time Payable Time

Tuesday Wednesday

18 19 @

Thursday

20

Hazardous Weather - 7.5 Hours

»
Jo
1
(@)

Scheduled: 7.5 Hours
Reporied: 0 Hours

@ 24

Death in Family - 7.5 Hours

Scheduled: 7.5 Hours
Reporied: 0 Hours

Scheduled: 7.5 Hours
Reported: 0 Hours

& 25 @ 26

Death in Family - 7.5 Hours Death in Family - 7.5 Hours

Scheduled: 7.5 Hours
Reported: 7.5 Hours

27

View Legend
Friday Saturday
21
Scheduled: 7.5 Hours
Reported: 0 Hours
28

Scheduled: 7.5 Hours
Reporied: 7.5 Hours

) 31
Worked on Holiday - 7.5 Hours

Scheduled: 7.5 Hours
Reporied: 7.5 Hours

Scheduled: 7.5 Hours
Reporled: 7.5 Hours

Scheduled: 7.5 Hours
Reported: 7.5 Hours

Scheduled: 7.5 Hours
Reporied: 0 Hours

Scheduled: 7.5 Hours
Reported: 0 Hours
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Step 3: To see a monthly view of
your timesheets, click the View By
drop-down arrow and select Monthly
from the list.

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

L)

e all time that is pending approval
indicated by £¥

e days that are missing time entry

e all requested absences and leave

taken by &

Time Summary

wewy | pest B i 16 May - 31 May 203 ¥
Ei-WWhagily | Scheduled 5150 | Reported 375 Hours
- Reporsed Tima | Fapatie Tevw oo lListei
Pl
1. Pon day T ooy e naes day Thursday Fridary Saurday
Wl
1 I CH1 e 1
< Time Time Summary A Qw ! @
*View By | Monthly v 1 1 May - 31 May 2021 »
Scheduled 157.50 | Reported 37.5 Hours
¥ | Fiters Reported Time Payable Time View Legend
Saturday Sunday Monday Tuesday Wednesday Thursday Friday
3 4 5 6 7
Schedued: 7.5 Hours Screduled: 7.5 Hows Scheduled: 7.5 Hours Scheduled: 7.5 Hours
Repansed: 0 Hours Repena: 0 Hours Reponted: 0 Hows Reponed: D Hours
10 1" 12 13 14
Sehasuied: 7.5 Hours Schaduled: 7.5 Hours Schedules: 7.5 Hours Scheduied: 7.5 Hours.
Repanad: 0 Hours Repensd: 0 Hours Reportsd: 0 Hows Reponsd: 0 Hours
7 128 19 | @ 20 21
Hazardous Weather - 7.5 Hours
Sehasued: 7.5 Hours Screduled: 75 Hours Schaduledt 7.5 Howrs Schedules: 75 Hours Schedsisd: 7.5 Hours.
Reponad: 0 Hours Repored: 0 Hours Ragarted: 0 Hours Ragorted: 7.5 Hours Raporad: 0 Howrs
] 24 @ 5| @ 6 g 28

Death in Famiy - 7.5 Hours Desth in Family - 7.5 Hours Desth in Family - 7.5 Hours

Schecuad
Reponad: 7.6 Hours

Scheduled: 7.5 Hours
Regerted: 7.5 Hours

Schedulea: 7.5 Hours
Reported: 0 Hows

Scheduied: 7.5 Hours
Repond: D Hours

5 Hours

BT 3

Worked on Hoiday - 7.5 Hours

Schesyiad: 7.5 Hours
Reponad: 7.5 Hows
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Step 4: Click the Time tab to return Time Summary
to the Time Self Service page where N
you can continue to enter, request

and/or view time and absence “ViewBy | Monthly
information.

v 4 1 May - 31 May 2021 4
Scheduled 157.50 | Reported 37.5 Hours

¥ | Filters ‘ Reported Time Payable Time View Legend

You SUCCESSfU | Iy |ea rned hOW to view Saturday Sunday Monday Tuesday Wednesday Thursday Friday
your time summary as an exempt s . 5 s ;
employee.

Scheduled: 7.5 Hours Scheduled: 7.5 Hours Scheduled: 7.5 Hours Scheduled: 7.5 Hours Scheduled: 7.5 Hours

Reported: 0 Hours Reported: 0 Hours Reported: 0 Hours Reported: 0 Hours Reported: 0 Hours

< Employse Self Service

*SelectaJob Empl Rec: 0| Dept Id :620100

Enter Time CompiHeliday Comp Time Request Absence Absence Balances
0518121 - 05131121

— 0.00
@Reported 30.00 - l
@ Scheduled 75.00 Balance Hours =

s
Time Summary Exceptions View Requests Cancel Absences
05/16/21 - 05/31121

Hazardous Weather -
7.50 Hours l ﬂ
Worked on Haliday

7.50 Hours

>
Payable Time Extended Absence Request Leave Transfer

Last Pay Period 08/01/21 - 0818121

Total Hours 80 Hours I
Estimated Gross 2157.69232 USD
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