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How to manage exceptions in the Time and Absence Workcenter:
This job aid outlines how a TL/ABS Approver can fix exceptions in the Time and Absence Workcenter.

Navigation: Employee Self Service > My Workplace > Time and Absence Workcenter

Processing Steps Screenshots
®
Step 1: On the Employee Self Service Payroll Personal Detaitef oo Benelit Details
landing page, click the Choose Other — Employee Self Senvce | &t
Homepages drop—down arrow and Goe USC Central HR Administrator [ o
select My Workplace from the list.
Last Pay Date 04/30/2021
-
USC Profile Time and Absence
@« «©©

SOUTH CAROLINA = My Workplace

Step 2: Click the Time and Absence
Workcenter tile.

Time and Absence Workcenter COVID-19 Campus Leave Workcir [ ePAF Homepage

— —

Student Initiator Reports Affiliate Actions Homepage Benefits Enroliment Homepage

- oRacLE —
[ ] = PeomEsor
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Two types of exceptions: < My Homepage Time and Labor WorkCenter A Y @
*  Low Severity — this is an scope C® | FixException
. * My Scope
allowable exception on the 269 rows
timesheet that will submit and = My Work Y| e i
can be processed by Payl’0|| but — . Name © Actions Job Description < Exception £ Severity © Date <
W|I| need tO be marked a”OWa ble Allowable Exceplion John Angelidis O] Undergraduaie Research Asst SC000001 - Invalid Employee Status High 08/17/2021
. H|gh Seve nty - t| mesheet Wi ” Fix Exception 268 John Angelidis @ Undergraduate Research Asst SC000001 - Invalid Employee Status High 08/19/2021
Su ml u WI no e processe v Emery Bassett ® Undergraduate Assistant SC000001 - Invalid Employee Status High 08/16i2021
bmit but will not be p d Approvats
by Time and Labor until fixed S Emery Basset c . -
mery Basse! © Undergraduate Assistant SC000001 - Invalid Empleyee Status High 081772021
= Link
= Emery Bassett ® Undergraduate Assistant SC000001 - Invalid Employee Status High 08/18/2021
The mOSt common exceptions you Approve Time and Absence ¥ E B H ® Und duate Assistant SC000001 - Invalid Empl Stab High 0&8/19/2021
mery Basse! = Indergraduate Assistan| - Invalid Employee Status ig /19
see in the Time and Absence Approve Reported Time n
Al ministrator Monitor roval Emery Bassett ® Undergraduate Assistant SC000001 - Invalid Employee Status High 08/20i2021
Workcenter: TLABS Adi trator Monitor Appi Y
° InVa | |d E m ployee Status _ H |gh Manage Time and Absence ~ Stefanc Belmente (O] Undergraduate Research Asst SC000001 - Invalid Employee Status High 08/18/2021
Seve r|ty DT L v Stefano Belmonte ® Undergraduate Research Asst SC000001 - Invalid Employee Status High 08/17/2021
. . Time and Labor Processing ~
L Quant|ty can not be zero — ngh Desiiny Black ® Undergraduate Assistant SCO000001 - Invalid Employee Status High 08/19/2021
Rapid Time
Seve rity Tine Reporler Status Ryan Bowen © Undergraduate Assistant SC000001 - Invalid Employee Status High 08/17/2021
° M Ore than 24 HOU rS Reported - Request Time Administration Ryan Bowen ® Undergraduate Assistant SC000001 - Invalid Employee Status High 08/18i2021
H Igh Seve rlty Request Batch Approval Process Ryan Bowsn © Undergraduate Assistant SC000001 - Invalid Employee Status High 08202021
* Partlal SICk Absence (LOAS - Timesheet Lockdown Iarkin Rurica =) linAararadnata desietant QOANNNNA  Inualid Fmnlnves Sialie Hinh NR/189021
scheduled work week) — High Adjust Paid Time
Severity (Salaried Exempt Temps
only)
* Personal Leave Validation (LOAP
— full scheduled day) — High
Severity (Salaried Exempt Temps
only)
e  HOLEX only on holiday — High
(exempt employee)
All exceptions must be managed.

Managing Exceptions — Invalid Employee Status

August 2021




v
A%
’_fr) [1‘ University of South Carolina
T M. Time and Labor — TL/ABS Approver
UNIVERSITY OF

South Carolina Managing Exceptions — Invalid Employee Status

i H My H Time and Labor WorkCenter &
Exception #1: Invalid Employee e A v
Scope . :
Status ce Fix Exception
— » My Scope
269 rows
Y i
. . « My Work " o B
Step 3: Click the Exceptions drop-
. Exceptions Name < Actions Job Description Exception © Severity < Date <
down arrow and select Fix i
. . Allo eplion John Angelidis (O] Undergraduate Research Asst SC000001 - Invalid Employee Status High 0872021
Exceptions from the list.
| Fix Exception 2839 | John Angelidis ® Undergraduate Research Asst SC000001 - Invalid Employee Status High 08/19/2021
. e v Emery Bassett ® Undergraduale Assistant SC000001 - Invalid Employee Stalus High 08162021
Step 4: Make note of the first ! :
Reported Time
employee’s name on the list and the Emery Bassell ® Undergraduale Assistant $C000001 - Invalid Employee Stalus High 08/1772021
. w Links
eXCE pt|0n . Emery Basseit ® Undergraduate Assisiant SC000001 - Invalid Employee Stalus High 08/8/2021
Approve Time and Absence W
Emery Basseft @ Undergraduate Assisiant SC000001 - Invalid Employee Stalus High 08/19/2021
Approve Reported Time
TL ABS Administrator Monitor Approva n Emery Bassetl ® Undergraduate Assisant SC000001 - Invalid Employee Status High 08/20/2021
Manage Time and Absence ~ Stefano Belmonte (&) Undergraduate Research Asst SC000001 - Invalid Employee Stalus High 08/16/2021
Manage Enroliment R - p
e Stefano Belmonte ® Undergraduate Research Asst SCO000001 - Invalid Employee Stalus High 08/17/2021
Time and Labor Processing ~
Destiny Black = Undergraduate Assistant SC000001 - Invalid Employee Status High 08/19/2021
Rapid Time
Time Reperter Status Ryan Bowen & Undergraduate Assistant SC000001 - Invalid Employee Status High 03/17/2021
Request Time Administration Ryan Bowen ® Undergraduate Assistant SC000001 - Invalid Employee Status High 08/18/2021
Request Batch Approval Process Ryan Bowen & Undergraduate Assistant SC000001 - Invalid Employee Status High 08/20/2021
Timesheet Lockdown
Iarlen Burka (=) Vindarmraduata desistant SAAAAANT _ Invalid Emnlaves Statis Hink ARHAIN

Adjust Paid Time
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Step 5: To fix the exception on the
employee’s timesheet, click the
Manage Time and Absence drop-
down arrow and select Timesheet
from the list.

Step 6: Click the Filter button to
search for the employee.

Step 7: Click in the Last Name field

and enter the employee’s last name.

Step 8: Click in the First Name field

and enter the employee’s first name.

Step 9: Click the Done button.

Time Reporter Group |
Employee ID |

Empl Record ’

Last Name IAmeldis QI

First Name lJoM

Department ‘
Supervisor ID |

Reports To Position ‘
Number
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Step 10: Click the Employee row that ¢ My Homepage Timesheet S S )
has the exception. For this example, e co Enter Time
. . v My Scope
the Terminated job has the Select Employee 2rows
H v !
exception. ~ My Work
Name/Title’Employee 1D - Employee Record - Deptid - Status Exceptions Hours to be Approved
Exceptions "
John Angelidis r o
Allowable Excep Magellan Student Research Asst .
Fix Exception 269 J63306939 - 0 - 125300 - Terminated L2 |
Approvals ~ John Angelidis
Magellan Research Asst
Reported Time
J53306939 - 1 - 125300 - Active
w Links
Approve Time and Absence -
Approve Reporied Time
TL ABS Administrator Monitor Approva n
< My Homepage Enter Time A : ®
. . .
Step 11: Click the Previous Week Scope Cco Enter Time
1 1 * My S o
arrow to find the weekly period that VEETE John Angelidis ® provious | [ Next &
h h t Undergraduate Research Asst
as the exception. B~ t Employee
22 August - 28 August 2021 b
Exceptions o ) Weekly Period - PS Delivered
owable Excenlon Scheduled 0.00 | Reported UHours\ Unapproved Time 0.00
Fix Exception 269 View Legend Save for Later ﬂ
Approvals -
R ted T "Time Reporting Code 22-Sunday 23-Monday 24.Tuesday 25 Wedneaday 26-Thursday 27-Friday 28-Saturday Comp Time
leported Time
CUAT Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled D
Regorted O Ragored 0 Reponad 0 Reportad 0 Reported 0 Raponed 0 Reponad 0
Approve Time and Absence -
Approve Reported Time v
TLABS Administrator Monitor Approva m Comments c‘ R, (,;‘ (V (@) O O
Manage Time and Absence -
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Notice the exception icon identified
for August 17 and August 19. This
exception is indicating the employee
has entered time for days they were
not actively employed for that job.

Step 12: To remove the exception,
scroll to the right and click the —
Minus button.

If only removing hours from some of
the time entry fields, delete the
hours, and click the Submit button to
save the changes.

Note: Be sure to make note of the
hours entered in the terminated job
because they may need to be added
to the active job.

< My Homepage Enter Time A Y 0@
Scope co Enter Time
v My Scope LS
John Angelidis ® Previous Next &
Undergraduate Research Asst
Retum to Select Employee
« My Work
Ll 15 August - 21 August 2021 »
- i Weekly Period - PS Delivered
& Expeptin Scheduled 0.00 | Reported 6 Hoursl Unapproved Time 0.00
Fix Exception 269 ew Legend Save for Later Submit
Approvals G
Reported T *Time Reporting Code 15-Sunday 16-Monday 17-Tuesday 18-Wednesday 19-Thursday 20-Friday 21-Saturday Comp Time
Reported Time
w Links
Scheduied 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduied 0 Scheduled 0
Reportsd 0 Reponied 0 Reponsd & Repotsd 0 Regoned 0 Reponsd 0
Approve Time and Absence % HSD
Approve Reported Time REGHR - Regular Hours v 4.00
TL ABS Administrator Menitor Approva m Comments O C ‘\ 2 C (;
Manage Time and Absence o
< My Homepage Enter Time a v ®
Scope Cc °
v My Scope
Previous Next .'.
« My Work
4 15 August - 21 August 2021 »
SEEEE v Weekly Period - PS Delivered
able Exception Scheduled 0.00 | Reported 6 Hours| Unapproved Time 0.00
Fix Exception 269 Save for Later | Submit
Approvals 2N
Reported T iorting Code 15-Sunday 16-Monday 17-Tuesday 18-Wednesday 19-Thursday 20-Friday 21-Saturday Comp Time
Reported Time
w Links P
Scheduled 0 Soneduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Schedued 0 Scheduled 0
Reported 0 Regorted 0 Repored & Repotted 0 Reported 2 Reported 0 Repored 0
Approve Time and Absence o AD AQ
Approve Reported Time ol bt 4.00 2.00 Q + B
TLABS Administrator Monitor Approva n Comments »:\J ‘::\‘ O C @) ') S

Manage Time and Absence
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Step 13: Click the Yes — Delete

¢ My Homepage Timesheet A v @
button. eoos co
~ My Scope Are you sure you want to delete this row of reported fime for the period 2021-08-15 - 2021-08-217
e, l No - Do Not Delete
Exceptions -
Allowable Exceptior
Fix Exception 269
Approvals ”
Reported Time
w Links
i . < My Homepage Enter Time "N of ®
Step 14: Click the Submit button to —
g co Enter Time
prompt the system to accept the * My Scope .
Previous Next &
changes. This will clear the exception.
« My Work
4 15 August - 21 August 2021 »
. ; i S v Weekly Period - PS Delivered
Note: The exception will not fall off Makly PaiiOIL - PS Dillvaret _
he Fix Exceptions list until Pavroll ble Exception Scheduled 0.00 | Reported 0 Hoursl Unapproved Time 0.00
the Fix |
. p . . . y Fix Exception 269 View Legend Save for Later
runs the Time Administration
. . Approvals >
process. If the EXCGptlon IS NO |0nger‘ =TT *Time Reporting Code 15-Sunday 16-Monday 17-Tuesday 18-Wednesday 19-Thursday 20-Friday 21-Saturday Comp Time
visible on the timesheet, then it is
good to go. . OO T T TR T
Approve Time and Absence < AQD
Approve Reported Time 0.4
TLABS Administrator Monitor Approva n Comments (”: ® (:j (® (:1 (jw ]
Manage Time and Absence v
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\\//

7
T (T,

UNIVERSITY OF

South Carolina

University of South Carolina
Time and Labor — TL/ABS Approver

Managing Exceptions — Invalid Employee Status

Notice the exception is no longer
visible.

Step 15: Click the Return to Select
Employee link to view the active job
timesheet.

Note: It is very important to review
the timesheet for the active job to
ensure the student entered the hours
worked for the days they entered on
the terminated job. If the hours have
not been entered, enter the time on
their behalf.

Step 16: Click the Employee Row for
the active job.

< My Homepage Enter Time A Y @
Stove co Enter Time
v My Scope gradi o
John Angelidi , Previous Next &
~ My Work
« 15 August - 21 August 2021 »
Exoeplons i Weekly Period - PS Delivered
wable Exceptio Scheduled 0.00 | Reported 0 Hours| Unapproved Time 0.00
Fix Exception 269 View Legend Save for Later ‘ﬂ
Approvals 7
R ted T *Time Reporting Code 15-Sunday 16-Monday 17-Tuesday 18-Wednesday 19-Thursday 20-Friday 21-Saturday Comp Time
deported Time
LLE Scheduied 0 Scheduled 0 Scheduled 0 Schaduled 0 Scheduled 0 Schedued 0 Scheduled 0
Regorted 0 Regorted 0 Reported 0 Reported 0 Reported 0 Reported 0 Repored 0
Approve Time and Absence 5
Approve Reported Time P’
TL ABS Administrator Monitor Approva u Comments l® @) Ty (@) C '®) O
Manage Time and Absence <
¢ My Homepage Select Employee A» @
Scope
co Select Employee
» My Scope
Select Employee 2 rows
: L 1
« My Work
NameiTitle/Employee 1D - Employee Record - Deptid - Status Exceptions Hours to be Approved
Exceptions v
John Angelidis
Allowable Exception Magellan Student Research Asst %
Fix Exception 268 J83306939 - 0 - 125300 - Terminated 2
Approvals . John Angelidis
Magellan Research Assl.
Reported Time
J83306939 - 1 - 125300 - Active
-« Links
A T ol Al
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Step 17: Click the Previous Week
arrow to find the weekly period that
should have the hours for August 17
and August 19 entered.

Step 18: In this example, the student
has not entered time for active job.
To enter the time on their behalf,
select the REGHR - Regular Hours
time reporting code.

Step 19: Enter the appropriate hours
in the Time Entry fields.

Step 20: Click the Submit button.

When a TL/ABS Approver enters time
on behalf of an employee the
timesheet auto approves at
submission.

¢ My Homepage Enter Time A ™ ®
EERE co Enter Time
= My Scope -
John Angelidis & e Next
Undergraduat
Return to Se
My Work
E 22 August - 28 August 2021 »
2L v Weekly Period - PS Delivered
Allowable Excepfion Scheduled 0.00 | Reported 0 Hoursl Unapproved Time 0.00
Fix Exception 269 View Legend Save for Later ‘ﬂ
Approvals o
Reported Time *Time Reporting Code 22-Sunday 23-Monday 24-Tuesday 25-Wednesday 26-Thursday 27-Friday 28-Saturday Comp Time
ERIREX Schaduied 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Schedued 0 Scheduled 0
Reported O Reported 0 Reponed 0 Repontzd 0 Reported 0 Repored 0 Raponed 0
Approve Time and Absence ~
Approve Reported Time v
TL ABS Administrater Menitor Approva u Comments l®) o e O C —, o
Manage Time and Absence .
¢ My Homepage Enter Time a > ©)]
SEone co Enter Time
¥ My Scope John Angelidis ® & Previous Next
Undergraduate Research Asst —
Return to Select Employee
« My Work
4 15 August - 21 August 2021 W
R v Weekly Period - PS Delivered
owable Exception Scheduled 0.00 | Reported 0 Hours| Unapproved Time 0.00
Fix Excepfion 269 View Legend Save for Later
Approvals -
- *Time Reporting Code 15-Sunday 16-Monday 17-Tuesday 18-Wednesday 19-Thursday 20-Friday 21-Saturday Comp Time
eported Time
ink
U Scheduled OFF Scheduled 0 Schazules 0 Scheduled 0 Schaduled 0 Screduied 0 Scheduled 0
Reported 0 Reponed 0 Reponed £ Reported 0 Reported 2 Repored 0 Repon=d 0
Approve Time and Absence o
Approve Reported Time I REGHR - Regular Hours v 4.00 2.00
TLABS Adminisirator Monitor Approva Comments ) ) l®

Manane Time and Ab
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This exception is corrected. Return to ¢ My Homepage

Enter Time a ™ I @®
the Fix exce ptions area to manage Timeshest is Submitted for the period 2024-08-15 - 2024-08-24 X
those that are remaining. T e & Previous | Next
Return to Select Em =
« My Work
1 15 August - 21 August 2021 »
e v Weekly Period - PS Delivered
Allowable Excepfion Scheduled 0.00 | Reported 6 Hours| Unapproved Time 6.00
Fix Exception 269 View Legend Save for Later | Stinl su:mn‘
Approvals o
Roportad Tima *Time Reporting Code 15-Sunday 16-Monday 17-Tuesday 18-Wednesday 19-Thursday 20-Friday 21-Saturday Comp Time
S Scheduled OFF Scheduled D Schaduled 0 Scheduled 0 Schaduled 0 Scheduled 0 Scheduled 0
Reported 0 Reported 0 Repored & Reportsd 0 Reported 2 Reporied 0 Reported 0
Approve Time and Absence -
Approve Reported Time REGHR - Regular Hours 4 400 200
TL ABS Administrator Monitor Approva u Comments @) (o] O [®) '®) @)
Manage Time and Absence ~
Timesheet - Manage Approvals
Payable Time Summary
Payable Time Detail
Date Reported Status Total TRC Description Scheduled Work Hours
Leave and Compensatory Time
08/17/2021 Approved 400 REGHR Regular Hours 0.00
H Weekly Time Calendar
You successfully learned how to fix ! -
" Enroliment 081912021 Approved 200 REGHR Regular Hours 0.00
. anage v
the Invalid Employee Status
. , T et § e Pl e
exception on an employee’s
timesheet.
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