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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: < Manager Self Service Time and Labor WorkCenter
*  Low Severity — this is an Scope C® | FixException
allowable exception on the s s —
timesheet that will submit and « My Work Y| ® &
can be processed by PayroII but Exceplions y Name © Actions Job Description < Exception © Severity © Date ©
will need to be marked allowable Allowable Exceptio Natalie Brenes ® Undergraduate Assistant SCTLO0OS - Terminated Employee High 08/14/2021
* ngh Seve rlty - timesheet will Fix Excepfion e Karen Broadus @ Security Specialist Il TLX01560 - Quantity cannot be zero High 08/02/2021
submit but will not be processed k) i Karen Broadus ® Security Specialist I TLXD1560 - Quantity cannot be zero High 08/03/2021
by Time and Labor until fixed B Karen Broadus ® Securily Specialist Il TLX01560 - Quaniity cannot be zero High 08/04/2021
- Links
The most common exce otions you aoprove T ot Ansence ) Karen Broadus G Security Specialist Il TLX01560 - Quantity cannot be zero High 08/05/2021
. . Approve Reporied Time Karen Broadus ® Security Specialist Il TLX01560 - Quantity cannot be zero High 08/06/2021
\sAe/f)r.lli]cter:]et(;r:me and Absence Approve Mulfiple Absence Requests n Karen Broadus ® Security Specialist Il TLX01560 - Quantity cannot be zero High 0811672021
. |nva|id Emp|0yee Status — ngh TLABS Admmisfrator Monitor Approva Jasmine Carter [©] Graduate Instructional Asst SCTLO0OS - Terminated Employee High 08/08/2021
Seve rlty A D B ¥ Daniel Decianlis O] IT Services Specialist | SGTLO00S - Terminated Employee High 0810872021

. . Manage Enroliment o
hd Qua ntlty cannot be zero — ngh Danie! Deciantis G IT Services Specialist | SCTLO00S - Terminated Employee High 08/09/2021

Time and Labor Processing

G

SeVe rlty Rapid Time Daniel Deciantis ® IT Services Specialist | SCTLO000S - Terminated Employee High 08/10/2021
*  More than 24 Hours Reported - : i
Time Reporter Status Daniel Deciantis [©] IT Services Specialist | SCTLODOS - Terminated Employee High 08/11/2021
High Severity
Reguest Time Administration -~
. . Daniel Deciantis ® IT Services Specialist I SCTL000S - Terminated Employee High 081272021
e Partial Sick Absence (LOAS —
Reguest Baich Approval Process ~
H Daniel Deciantis [©] IT Services Specialisi | SCTL000S - Terminated Employee High 081372021
scheduled work week) — High Tmesheot Lockéonm
Seve rlty (Sa laried Exem pt Tem ps st Pt T Daniel Deciantis ® IT Services Specialist | SCTLO0OS - Terminated Employee High 081472021

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.
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H 1 . Self Servi
Exception #2: Quantity Cannot anager Self Servioe Time and Labor WorkCenter
Scope . .
Egual Zero co Fix Exception
v My Scope %
131 rows
- "
. . - My Work v %
Step 3: Click the Exceptions drop-
. Exceptions Name °© Actions < Job Description < Exception < Severity © Date &
down arrow and select Fix =
. . lowable Exception Natalie Brenes ® Undergraduate Assistant SCTLO0OS - Terminated Employee High 0871472021
Exceptions from the list.
L ERT o ® Security Specialist Il TLX01560 - Quantity cannot be zero High 080272021
. Approvals v _— . " . -
step 4: M a ke note of th e fl rst Karen Broadus ) Security Specialist Il TLX01560 - Quantity cannot be zero High 08/03/2021
, Reported Time
em p | Oyee shameont h e I Ist an d t h e Karen dus @ Security Specialist Il TLX01560 - Quantity cannot be zero High 08/04/2021
. « Links
exce pt I O n . Karen Broadus @ Security Specialist Il TLX01560 - Quantity cannot be zero High 08/05/2021
Approve Time and Absence y
Karen Broadus = Security Specialist Il TLX01560 - Quantity cannot be zero High 08/06/2021
Approve Reported Time
Approve Multiple Absence Requests n Karen Broadus @ Security Specialist Il TLX01560 - Quantity cannof be zero High 08r16/2021
TLABS Administrator Monitor Approva Jasmine Carler ® Graduate Instructional Asst SCTLO00S - Terminated Employee High 081082021
Manage Time and Absence -
Daniel Deciantis @ IT Services Specialist | SCTLO00S - Terminated Employee High 08r08/2021
Manage Enrollment "
Daniel Deciantis ® IT Services Specialist | SCTLO0OS - Terminated Employee High 08/09/2021
Time and Labor Processing .
Rapid Time Danigl Deciantis ® IT Services Specialist | SCTLO00S - Terminated Employee High 03871072021
Time Reporter Status Daniel Deciantis ® IT Services Specialist | SCTLO0OS - Terminated Employee High 08172021
Request Time Administration . " . X N
Daniel Deciantis ® IT Services Specialist | SCTLO008 - Terminated Employee High 08/12/2021
Request Batch Approval Process
Daniel Deciantis ® IT Services Specialist | SCTLO0OS - Terminated Employee High 08/13/2021
Timesheet Lockdown
Daniel Deciantis @ IT Services Specialist | SCTLO00S - Terminated Employee High 08/14/2021
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.

| Cancel|

Group |

Employee ID |

Empl Record [

Lotrane

C—
e S—

Department '

Supervisor D |

Reports To Position
Number

Wogown [ Q]
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Step 10: Click the Employee row that < Manager Self Service Timesheet
H H Scope
has the exception. For this example, cH Enter Time
. . « My Scope
the Term|nated JOb haS the Select Employee 2 rows
i "7 1l
exception. ~ My Work
Name/Title/Employee ID - Employee Record - Depfid - Status Exceptions Hours to be Approved
Excepftions -
Karen Broadus
Allowable Excepfior -Ti 202
Prkng Attendant-Ticketed 2021 6 15.00
Fix Exception 131 N09323146 - 0 - 622400 - Active 5
Approvals - Karen Broadus
Parking -Special Request 2021
Reported Time
N09823146 - 1 - 622400 - Active
= Links
. . ¢ Manager Self Service Enter Time A« A wl]
Step 11: Click the Previous Week - A Q @
2 . SET c Enter Time
arrow to find the weekly period that * My Scope i,
Karen Broadus & ey Next &
i Security Specia —
has the exception. s
Retu oyes
« My Work
D 22 August - 28 August 2021 b
ERlen b Weekly Period - PS Delivered
Allowable Exceplion Scheduled 0.00 | Reported 0 Hoursl Unapproved Time 0.00
Fix Exception 121 View Legend Save for Later Submit
Approvals +
el ane *Time Reporting Code 22-Sunday 23-Monday 24-Tuesday 25-Wednesday 26-Thursday 27-Friday 28-Saturday Comp Time
Reported Time
- Links -
Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Schedulez 0
Reported D Regorted 0 Repont=d 0 Reportzd 0 Reported 0 Regoried 0 Reporzd 0
Approve Time and Absence =
Approve Reported Time v
Approve Multiple Absence Requests m Comments (,_.-' (7-\_ (,-" (--\‘ O (:"_. I
TL ABS Administrator Monitor Approva

Managing Exceptions — Invalid Employee Status 5 August 2021




\\//

’_fr) [\_‘ University of South Carolina
T M. Time and Labor — TL/ABS Approver
UNIVERSITY OF

South Carolina Managing Exceptions — Quantity Cannot Equal Zero

Zeros in some of the fields: < Manager Sel Service Enter Time
Notice the exception icon identified Scope C®© | EnterTime
. . . + My Scope P
for August 16. This exception is it Provious | | Mext &
indicating the employee has entered | |-y work F i SR
. . . 4 15 August - 21 August 2021 »
zeros in the time entry field. If no Exceptions . Weekly Period - P'S Delivered
hOUI‘S Worked ona Specific day, the Allowable Excepfion Scheduled 0.00 | Reported 15 Hoursl Unapproved Time 15.00
employee needs to leave that specific Fix Exceplion =l View Legend Save for Later | (EERAR
time entry field empty. pon -
R e *Time Reporting Code 15-Sunday 16-Monday 17-Tuesday 18-Wednesday 19-Thursday 20-Friday 21-Saturday Comp Time
SEREY Schedules 0 Schedules 0 Schesules Shaed 0| Schesded0 Schedied 0 Seneduiad 0
Repoted 0 Repoted 0 Reporad 5 Repones 5 Sapanes £ ps— Rasorted D
Approve Time and Absence - > " Fiy " L2d - Lo - L1 ’
Approve Reporied Time REGHR-RsguarHous 0.00 5.00 5.00 500
Approve Multiple Absence Requests Comments o o o o o o O
TLABS Administrator Monitor Approva
- . e «Manage Approvals

¢ Manager Self Service Enter Time
Step 12: To remove exception, clear Scope C® | EnterTime
i H v My S —
the zeros from the time entry field. T Karon Broadis @ Previous | Next &
« My Work :
Step 13: Click the Submit button to _ . 15 August - 21 August 2021 »
Exceptions ) N
. v Weekly Period - PS Delivered
remove the exception. Allowable Excepfion Scheduled 000 | Reported 15 Hourd Unapproved Time 15.00
Fix Exception 131 View Legend Save for Later
Approvals o
Reported Time *Time Reporting Code 15-Sunday 16-Monday 17-Tuesday 18-Wednesday 19-Thursday 20-Friday 21-Saturday Comp Time
= Links _ -
Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduied 0
Reported 0 Reported 0 Reporied & Reporied 5 Reporied 5 Reporied D Feported 0
Approve Time and Absence o Y. [1d o »

Approve Reported Time REGHR - Regular Hours v : 5.00 500 5.00

Approve Mulliple Absence Requests Comments O ) O O P (@]

TL ABS Administrator Monitor Approva

~ Manage Approvals
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Notice the exception icon is no longer
visible. This exception will fall off the
exception list at submission.

< Manager Seif Service

Scope

co

Enter Time
v N -
fly Scope Karen Broadus &
Security Speciaist ||
Raturn to Select Employee
« My Work
Excepfions e
Allowable Excepfion
Fix Exception 121 View Legend
Approvals

Reported Time *Time Reporting Code

= Links

Approve Time and Absence

Approve Reported Time REGHR - Regular Hours v

Approve Mulliple Absence Requests Comments

TL ABS Administrator Monitor Approva

Enter Time

A Q *
Previous Next &
1 15 August - 21 August 2021 b
Weekly Period - PS Delivered
Scheduled 0.00 | Reported 15 Hoursl Unapproved Time 15,00

Save for Later | Submit ‘
15-Sunday 16-Monday 17-Tuesday 18-Wednesday 19-Thursday 20-Friday 21-Saturday Comp Time

Scheduled 0 Scheduled 0 Scheduled D Schaduled 0 Scheduled 0 Scheduled 0 Scheduled 0

Regorted 0 Reported 0 Reported 5 Reported 5 Repoted 5 Regored 0 Repori=d 0

-] o
5.00 5.00 5.00
@) @] ®] p] o o ¢

@
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Zeros in All Fields:

Notice only zeros are entered for this
weekly period.

Step 14: To remove the exception,
scroll to the right and click the -
Minus button.

< Manager Self Service

University of South Carolina
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Enter Time

A Q>
SCOpS ce Enter Time
¥ My Scope )
Karen Broadus © Previous Next &
Security Speciakst
Retum to Se mployss
« My Work
i 1 August - T August 2021 »
ESET v Weekly Period - PS Delivered
Allowable Exception Scheduled 0.00 | Reported 0 Hours Unapproved Time 0.00
Fix Exception 13 View Legend Save for Later Submit
Approvals -
e *Time Reporting Code 1-Sunday 2-Monday 3-Tuesday 4-Wednesday 5-Thursday 6-Friday 7-Saturday Comp Time
eported Time
D Scheduled 0 Scheduled D Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0
Repottsd 0 Repoted 0 Reportsd 0 Reportad 0 Reportad 0 Regored 0 Reported 0
Approve Time and Absence " aAD Y. ALy AD
Approve Reported Time REGHR - Regular Hours W 0.00 0.00 0.00 0.00 0.00
Approve Muliiple Absence Requests Comments (' Y (‘\J D) Y (' Y (®) ('j
TL ABS Administrator Monitor Approva
Manage Approvals
Manage Time and Absence v h e ApE
¢ Manager Self Service Enter Time a O\ A of
Scope [ & °
v My Scope P -
oadus © Previous Next .'.
» My Work
4 1 August - 7 August 2021 »
Excepfions v Weekly Period - PS Delivered
able Exception Scheduled 0.00 | Reported 0 Hoursl Unapproved Time 0.00
Fix Exception 3 Save for Later Submit |
Approvals
i jorting Code 1-Sunday 2-Monday 3-Tuesday 4-Wednesday 5-Thursday 6-Friday 7-Saturday Comp Time
Reported Time
Links
2 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0
Repotsd 0 Repotsd 0 Reporizd 0 Reportad 0 Reported 0 Regorted 0 Regorted 0
Approve Time and Absence 5 A A AD AL A
Approve Reported Time lours v 0.00 0.00 0.00 0.00 0.00 Q - B
Approve Multiple Absence Requests Comments O O (& 'S O & O
TL ABS Administrator Monitor Approva
[V Py Fiomo ot /als
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Step 15: Click the Yes — Delete
button.

Step 16: Click the Submit button to
prompt the system to accept the

changes. This will clear the exception.

¢ Manager Self Service

Scope cS
v My Scope
w My Work
Exceptions ~
Allowable Exceptio
Fix Exception 1M

Timesheet

Are you sure you want to delete this row of reported fime for the peried 2021-08-01 - 2021-08-077

I Yes - Delete No - Do Not Delete

< Manager Self Service

Scope

co
v My Scope
« My Work
Exceptions
owable Exceptior
Fix Exception 131
Approvals
Reported Time
w Links

Approve Time and Absence -
Approve Reported Time
Approve Mulfiple Absence Requests n

TLABS Administrator Monitor Approva

Enter Time

Vie

Karen Broadus ®

Security

v Legend

*Time Reporting Code

Comments

Enter Time

A Q

Previous

] 1 August - 7 August 2021 »
Weekly Period - PS Delivered

Scheduled 0.00 | Reported 0 Hoursl Unapproved Time 0.00

Save for Later

1-Sunday 2-Monday 3-Tuesday 4-Wednesday 5-Thursday 6-Friday 7-Saturday
Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0 Scheduled 0
Reponed 0 Repotad 0 Reported 0 Reponed 0 Reported 0 Regorted 0 Reported 0
AD AD AD A AD
e ) e % @) D 5

v

Next .'.

Comp Time

72\
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Notice the exception is no longer
visible.

This exception is corrected. Return to
the Fix exceptions area to manage
those that are remaining.

You successfully learned how to fix
the Quantity Cannot Equal Zero
exception on an employee’s
timesheet.

¢ Manager Self Service

Scope

ce
+ My Scope
» My Work

Exceptions

Fix Exception i3]
Approvals
Reported Time
w Links
Approve Time and Absence
Approve Reported Time
Approve Mulliple Abzence Requests

TL ABS Administrator Monitor Approva

Enter Time A Q ™ ®
Enter Time
Karen Broadus © Previous Next &
Security Specia
Return to -
[l 1 August - 7 August 2021 »
Weekly Period - PS Delivered
Scheduled 0.00 | Reported 0 Hours| Unapproved Time 0.00
View Legend Save for Later Submit
*Time Reporting Code 1-Sunday 2-Monday 3-Tuesday 4-Wednesday 5-Thursday 6-Friday 7-Saturday Comp Time
Scheduled 0 ‘Scheduled 0 Scheduled 0 Schaduled 0 Scheduled 0 Scheduled 0 Scheduled 0
Reported 0 Regorted 0 Reporied 0 Reporied 0 Reported 0 Reported 0 Reporied 0
v
Comments @] O C ¢ C (] (]
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