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How to earn comp time and request holiday comp payout on an elapsed timesheet with work order field:
This job aid outlines how a manager can earn comp time and request holiday comp payout on an elapsed timesheet with a work order field on behalf of an employee.
A manager has the ability to search for direct and indirect employees in the Time and Absence Workcenter to include approving, reporting, and viewing activities.

Navigation: Employee Self Service > Manager Self Service > Time and Absence Workcenter

Processing Steps Screenshots

SOUTHCAROUNA

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.

astPay Dale 05/13/2022

USC Profile

o @

Step 2: Click the Time and Absence SOUTHENRGN
Workcenter tile.

Manager Self Service ¥
Monitor Employee Onboarding an, pprovals Tasks for Employee Offboarding

veceLeson

My Team

& -
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Time and Absence Workcenter < Mipmc ScR Sow Pending Approvals
. S
provides a central area to access the R &0
most used time and absence related u .
aCtiVitieS, |t enableS ma nagel"s to A el Reported Time Quantity for Approval 22.50 Hours Routed
H Exceptions . 04/25/2022 - 04/29/2022 05/102022
acceSS Varlous pages and keep a : Reported Time Quantity for Approval 37.50 Hours Routed
. . . . pprovals 0 1027, - 05/06/ 101,
multiple windows open while doing LA L
Reported Time 2

their daily work.

w Links

Approve Time and Absence

The activities provided within the
Time and Absence Workcenter
include Approving, Reporting,
viewing time and absence related
transactions, queries and reports.

k Manage Time and Absence o I

Absence Processing 2
v Queries D

Time and Labor

Absence Management

« Reports/Processes

Step 3: Click the Manage Time and
Absence drop-down arrow.
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Step 4: Click the Timesheet option "age' = . i Q@ =
from the list. « Wy Scope PR
Use filters to change the search criteria or Get Employees to apply the default Manager Search Options
Step 5: To enter time for a specific :Z;Dnz | cneroore: | IR
employee, begin by clicking the Filter |, ;
button. Reported Time 2
w Links
Approve Time and Absence .
Manage Time and Absence .
Timesheet

Payable Time Summary D

Payable Time Detail

Leave and Compensatory Time
Weekly Time Calendar
Request Absence

View Absence Requests
Absence Balances

Cancel Absences
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Step 6: To find a specific employee,
enter their USCID in the Employee ID
field. As you begin entering the ID,
employee names populate below.

Step 7: Click Done to move on to the
Enter Time page.

Step 8: Click the Employee
Name/Tile line to view the Enter
Time page.

Timesheet
ce Enter Time
ope
Use fliters to change the search criteria or Get Employees o apply the default Manager Search Options.

~ My Work " Get Employees | m

Exceptions

Approvals
 Links [Cancet

Approve Time and Absence

EmplID  Display Name
Manage Time and Absence * Empl Record
A8
Timesheet
Last Name Q
Payable Time Summary
First Na
Payable Time Detail e a
Leave and Compensatory Time Departm Q
Weekly Time Calendar D _
Supervisor ID Q
Request Absence
Reports To Position a
View Absence Requests Number

Absence Balances
Cancel Absences
Absence Processing

Leave Donations

Extended Absences

Timesheet

c {3} Enter Time

$Select Employee

ele 1o
« My Waork | J ‘ |
Name(Title/Employee ID - Employee Record - Deptid - Status. Exceptions Hours to be Approved
Exceptions
Approvals Carpenter / Renovation Spec.
ABS -0-831010 - Active
w Links

Approve Time and Absence
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For this example, the employee
worked just one work order for the

Empl Rec: 0|FTE|Active|631010iCarpenter / Renovation Spec

‘ 3 July - 9 July 2022 »
week of July 4 —July 10. As Woekly J
. Scheduled 37.50 | Reported 0 Hours
the manager, you can enter time on — ' =2l oo |
behalf of your direct reports. [Hodayiey: 07042022 Day
*Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday Friday turday P Thy
Step 9: Be Sure to seIeCt the correCt Scheduled OFF Scheduled 7.5 Scheduies 75 Schedule led 7.5 Scheduled 75 75 OFF
timesheet for the Work Week. Use the Reponed 0 Reported 0 Reported 0 Reportes 0 Reported 0 Regores 0
Arrows to navigate to the =
appropriate timesheet. ConmmtE
Notice the holiday is highlight in
yellow and under the View Legend
link the holiday date and name is
Spe”ed out in bold. Empl Rec: OFTE|Active|631010|Carpenter / Renovation Spec
4 3 July - 9 July 2022 »
Weekly
Begin by Selecting the appropr‘iate Scheduled 37.50 | Reported 0 Hours
. . o e | EETR

Time Reporting Code (TRC). You can *— . =3
only have one TRC per Iine' *Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday mp T
Step 10: Click the Time Reporting e e el s g s cameuid
Code drop-down arrow. [~]

CMPFM - Compensatory - FMLA nments C Ve ( (

CMPML - Compensatory - Military S
Step 11: Select REGHR - Regular CHPWG - Conpanaston W

HCTK - Holday Comp Taken .
Hours. HETION- ke Gompanay -l

HCTKW . Holiday Compensatory - WC
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Empl Rec: 0|FTE|Active|631010/Carpenter / Renovation Spec

Step 12: On this first line, click in the ) i 2o b s ;
Time Entry field and enter hours Gk ST | e Tioins
worked for each day thatis not a

holiday.

07/04/2022 - Day

Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday

ThIS Week the employee WOrked a Seneduied OFF Soheduled 7.5 Scheduld 7.5 o Schacuied 15 Sereed 1§ Screciied 18 Schadiad OFF
Reportes 0 Reported 0 Repored 10 Regones 78 Repores 7.5 Ragored 75 Regoneo 0

few hours more than their scheduled

hours and would like to have the

hours added to their comp balance.

REGHR - Regular Hours v 10.00 10.00 750 750

To earn comp time, the hours

entered will need to be more than ’ 3 Jiity - 9 July 2022 ,
the scheduled hours. kpeesd

Scheduled 37.50 | Reported 0 Hours

3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time Work Order

Step 13: To earn comp time for the
extra hours worked, scroll to the
right, and click the Comp Time e — s o
Lookup button.

ed OFF

1000 10.00 750 7.50| | E]
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Step 14: Click to select Comp Time . ———
] [cancel Lookup
from the list.
[»_Search Criteria ]
w Search Results
E = | 2rows
Comp Time Description
. . . COMPTIME Comp time
Note: Comp Time will need to be — N— | o o
. HOLPAYOUT Holiday Worked Hours Payout
added to every line added to the —_— —
. Regoned 0 Reported 0
timesheet. ] - -
| | | | + -
[®) &
Notice COMPTIME is now populated
in the Comp Time field. ‘ 3 July -9 July 2022 »
Scheduled }l,a(r?’.?RU::)Voned 0 Hours
Step 15: Click in the Work Order field saveor o | ([
and enter the order number that ) ) i
. 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time Work Order
corresponds with the hours worked
for the first line. o & e S 1 Raporas 75 Reorna 75 e e
10.00 10.00 750 750 !COMPTIME Ql I'\‘1012345 | + —
C C (@) <
Earn Comp and Request HolComp Payout on an Elapsed WO on Behalf of EE 7 July 2022



T (T,

UNIVERSITY OF

South Carolina

University of South Carolina
Time and Labor - MSS

Order Field on Behalf of an Employee

Earn Comp Time and Request Holiday Comp Payout on an Elapsed Timesheet with a Work

Step 16: To enter the hours worked on
the holiday, click the Plus (+) button to
add a second line.

Step 17: Scroll back to the left to enter
time worked on the holiday. Click the

Time Reporting Code drop-down arrow.

Step 18: Select REGHR — Regular Hours.

] 3 July - 9 July 2022 »
Weekly
Scheduled 37.50 | Reported 0 Hours

3-Sunday 4.Monday 5.Tuesday

6-Wednesday 7-Thursd

] |

day 8-Friday

cheduied OFF
epones 0

Scheduled 7.5 Schedulea 7.5
Reported 0 Reponed 10

Schedued 7.5

10.00 10.00)

Scheculed 78
Reportes 75 Repanes 7.8

COMPTIME

Work Order

Q| |WO12345

Empl Rec: O|FTE|Active|631010jCarpenter / Renovation Spec.

View Legend
Holiday(s): 07/04/2022 - Independence Day

“Time Reporting Code 3-Sunday 4-Monday

3 July - 9 July 2022 »
Weekly
Scheduled 37.50 | Reported 0 Hours

5-Tuesday 6-Wednesday

7-Thursday 8-Friday

e tor Later | ]

9-Saturday

Schaduled OF
Raponsd 0

Scheduied 7.5
Reported 0

REGHR - Reguiar Hours v
i~

pments

CMPFM - Compensatory - FMLA
CMPML - Compensatory - Military
CMPTT - Compensatory Time Taken
CMPWC - Compensatory - WC

HCTK - Holiday Comp Taken

HCTKF - Holiday Compensatory - FMLA
HCTKM - Holiday Compensatory - Militar
HCTKW _ Haliday Compensatory _WC

Schadued 75

Scheduled 7.5 Schaduled 73 Schacuied 75

Reporad 10 Reportad 75 Raponsd 7.5 Regoned 73

10.00] | 10.00 750

Schadules OFF
Repoted 0

750

COMPTIME
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Step 19: Click in the Time Entry field and
enter hours worked for each day.

Empl Rec: 0|FTE|Active|631010|Carpenter / Renovation Spec.

View Legend
Holiday(s): 07/04/2022 - Independence Day

‘ 3 July - 9 July 2022
Weekly
Scheduled 37.50 | Reported 0 Hours

Time Reporting Code 3-Sunday 4-Monday 5.-Tuesday 6-Wednesday 7-Thursday 8-Frida: turday np Ti
sy Reponed 13 o vy s Roals
"REGHR - Regular Hours v 10.00 10.00 7.50 750 COMPTIME
REGHR - Regular Hours v 750
Step 20: To request a payout for the
hours worked on the holiday, scroll to the ‘ S '
. . Scheduled 37.50 | Reported 0 Hours
right and click the Look up Comp button. SR e S
= I
3.Sunday 4.Monday 5.Tuesday 6-Wednesday 7-Thursday 3-Friday 9.Saturday Comp Time Work Order
cheduled OFF Scheduled 7.5 Scheduled 74 Schaduled Screculed L} uad OFF
aported 0 Reported 75 Reported 75 Repored L d 0
10.00 10.00 750 750 COMPTIME Q| [W012345 —
750 E] -
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|_| ancel Lookup
Step 21: Click to select the Holiday P )
Worked Hours Payout (HOLPAYOUT) l'*“"””“"'“
. . m [
option from the list. H . ==
omp Time Description
. COMPTIME Comp time
3.Sunday 4-Monday brk Order
|HOLF‘A‘(OUT Holiday Worked Hours Payout
i 73
| 3 + [
| 1 i [+ [-]
(=} C
Notice that HOLPAYOUT is now —
. . . . 1 3 July - 9 July 2022 »
populated in the Comp Time field. This Weeky
Scheduled 37.50 | Reported 0 Hours
prompts the system to payout the time =l oo |
worked on the holiday.
Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time Work Order

Step 22: Click in the Work Order field and | o e oA — <sre
enter the order number that corresponds — — — — T <) o =
with the hours worked on the holiday. o T | 1 [+ [=
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Step 23: The timesheet is complete. Click
the Submit button to submit the
timesheet for approval.

Step 24: When you enter time on a
holiday, a warning message will appear
informing you that the reported date is a
holiday. Click the OK button to save the
reported time and return to the
timesheet.

Empl Rec: 0|FTE|Active|631010|Carpenter / Renovation Spec.

3 July - 9 July 2022 »
Weekly
Scheduled 37.50 | Reported 0 Hours
Holiday(s): 07/04/2022 - Independence Day
Time Reporting Code 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Scheduled 7.5 Scheduied 7.5 | Soheduear s Screduied 73 Schadued OFF
Reported 7.5 Reponed 10 Repertes T8 Regoted 75 Regoned 0
REGHR - Regular Hours 10.00 10.00 7.50 7.50 COMPTIME
REGHR - Regular Hours HOLPAYOUT
¢ P
Emol Rec: 0|FTE|Activei631010{Carpenter / Ranovation Spec,
3 July - 9 July 2022 »
Weekly
Scheduled 37.50 | Reported 0 Hours
Holiday(s): 07/0412022 - Independence Day
Time Reporting Code 4.Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9.Saturday Comp Time
Schedaled 75 Scheduea Tt Schedued 75 Scheduies 75 Schedses 75 Scheced OFF
Reported 7.5 Repertsd 10 Reponted 7.5 Regorted 75 Repored 75 Repoaed 0
REGHR - Reguiar Hours 10.00 10.00] | 7.50 750] | | | COMPTIME
REGHR - Reguiar Hours . - - 2 -

Warning — 2022-07-04 is scheduled as a holiday D
Reported Date is scheduled as a Holiday. Press OK to Save the Reported Time and retum to Timesheet page. Press cancel to retum to Timesheet page to save or change your Reported Time.

| |HOLPAYOUT

‘ e
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Once the timesheet has been submitted « My Homepage Enter Time

correctly, you will see a message across Timssheet s Submitied fo the priod 2022.07.03 202207 08 x
the top of the screen saying that the -

timesheet has been submitted L sons ) ‘ 3 July - 9 July 2022 N

Weekly Perind . PS Deliverad
Is:neumad 37.50 | Reported 42,5 Hours| Unapproved Time 0.00

successfully. Also, an email is generated hoprovais

that will automatically be sent to you and | |iue I eepentoncs seeoriae | ([N
.
your SuperVIsor S Inbox. e e e Ay e *Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Manage Time and Absence "

. . Timesheet cheduis cheduled 75 eduled 75 cheduled 75 Scheduled 75 Schedued OFF

When a timesheet is entered by a | = Sepored 73 Famad 2 e B 11 o 13 v 8
Payable Time Summary I [-] [ [] []

manager on behalf of an employee, payatie T et v | 75| | \ [oLpavouT
additional approval is not required as Leave and Compensatory Tme v | \ 1000 1000 750 750] [compTmae
indicated by the white check in the green ety Time Gaiendar D o) o [©] e O <

Request Absence

circle.

View Absence Requests

When submitted, the summary at the top
of the page will show the Scheduled total
and Reported total for the week in view.
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Step 25: When submitted, the Approved f Legend ®
icon appears for the days’ time is entered ! = Time Dot
indicating the timesheet is approved. h
Click the View Legend link to view the H i
legends used and a short description of h 9 o
each one. : n Pending Approvals
I
: ©  Denied
The most common icons that may appear i e B
in the Daily Status box are: .
] 0 :cepfion
iy The user has an exception that needs ! S
to be fixed before submitting the ! n SnE
timesheet. ! B Reported
ri] The timesheet has been saved for ! B Reported Under Schadule
later. ' El  Reported Over Sthedule
)
L2 The time entered has been ! OFF Day
: Holiday
]

submitted and is pending approval.
ﬂ The entered time has been approved.

Enter Time
Previous
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Scoy [« @
~ My Work
You successfully learned how to earn i 3 uty - duy 2022 :
Comp tlme and request hollday Comp Approvals Scheduled 37.50 | Reporter 425 Hours| Unspproved Time 0.00
ey agend Submit
payout on an elapsed timesheet with a Lk O R i g o3
Sosesline s pees el 3-Sunday 4 Monday 5-Tuesday T-Thursday 8-Friday 9-Saturday Comp Tim
work order field on behalf of an e R
employee. e e e e
Payabie Time Summary e [} ] [ [
Payable Time Detail EGHR - Raguar Hours ht | sol | | | HOLPAYOUT
Leave and C Time REGHR - Ragular Hours v| | | [ 10.00 10.00 70| | 50| | COMPTIME
‘Weeldy Time Calendar P Commin ™ ‘ ,\«) ‘ C) C: | | C_; | (‘) CJ | (:7 |
13 July 2022




