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How to use earned comp timen behalf ofa 28 day policeemployee:
Thisjob aidoutlines howa managercanuse earned comp timen belalf of a28 day policeemployee Note the process is the same for using comp time and holid
comp time. A manager has thability to search for direct and indirect employees in the Time and Absencec#bek to include approving, reporting, and viewing
activities.

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

Procesgg Steps Screershots

SOUTHCAROLNA |~ ©

Step 1:.0n theEmployee Self Servicg | Empioves serservices
landing @ge, click th&Choose Other
Homepagesirop down arrow and
selectManager Self Servicitom the
list.

Last Pay Date 10/13/2023

SOUIHCAROLING - @ @

Manager Self Service ~

Step 2:Click theTime and Absence ererEnets Srsown
Workcentertile. s
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Time and Absence Wodenter
provides a central area to access th
most used time and absence relatec :

e Scope G € | Fix Exception
activities. It enablesnanagerdo + My Scope
access various pages and keep
multiple windows open while doing | [*" e
their daily work. Exceptions v

Approvals

&« @ Q Q_ Search in Menu
7 2 > = 7 o

Time and Labor Fluid Workcenter

There is no data for this link.

The activities provided within the
Time and Absence Warnter

) A ) Approve Time and Absence
InCIUde ApprOVIng’ Reportlng’ Manage Time and Absence
viewing time and absence related

transactionsgueries,and reports. S D

v Links

Time and Labor

Absence Management

Step 3:Click theManageTime and e oe/Eioteason
Absencedrop-down arrow.
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Step 4:Click theTimesheetoption Q Searchin Men
from the list. Tt
Scope Q {9
Step STO enter tl me for a SpeCIfIC + My Scope Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.
employee, begin by clicking tialter [_cetemiovees | ||
v My Work
button.
Exceptions -
Approvals %3
v Links

Approve Time and Absence

Manage Time and Absence

Timesheet I

Payable Time Summary D
Payable Time Detail

Leave and Compensatory Time

Weekly Time Calendar

Manage Absences
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Step 6:To find a specific employee,
enter theirUSCIDn the Employee ID
field. As you begin entering the ID,
employee names populate below.

(cancel] Filters
Step 7:ClickDoneto move on to the Eplpso :...,..n MM‘;_
Enter Tlme page Empl Record
Last Name

First Name ‘
Department \ ]

Supervisor ID ‘

Reports To Position
Number

Step 8:Click theEmployee el I
Name/Tileline to view the Enter Scope O@ | selectEmployee 1w
. * My Scol ((1g |
Time page. e (]
- My Work Name/Title/S - Employee ID - Employee Record - Deptid Exceptions Hours to be Approved
Exceptions o Law Enforcement Officer IV
Approvals - Active - -0-691000
MElnks Law Enforcement Oficer I1
Approve Time and Absence o Active - - 1-681000
Manage Time and Absence o
Timeshest ||L
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In this scenario the employdeas
earned holiday comp time and has
received verbal approval to utilife
hours on11/24/23. The employee
forgot to account for this usage on
their timesheet.As the manager, yoy
can enter time on behalf of your
direct reports.

1 Regular compime expires at
the end of the fiscal year in
which it is earned. UofSC
fiscal year rungs July 1, yeal
through June 30, yea€omp
time must be used/entered
on the timesheet prior to the
last payroll in June.

1 Holiday comp time expires
one year from the day on
which the comp time is
earned. In this example the
employee worked on
Memorial Day 202, so they
have until May 312024, to
use theholidaycomp time.

Step 9:Be sure to select theorrect
timesheet for the work week. Use th
Arrowsto navigate to the
appropriate timesheet.

Q. Search in Menu

<0 Q

Enter Time

10| Active
FTE | Law Enforcement Officer IV | 631000-UNIVERSITY POLICE DEPARTMENT

Select Another Job

[ | < || > | November 19,2023 - December 16, 2023

Scheduled 168.00 Reported 0.00

®

11/23/2023 - T

ing Day; 11/24/2023 - Day After Thanksgiving

19Sun  © 20Mon @ 21Tue @

0of 12

*Time Reporting Code 22Wed © 23Thu @& 24 Fri 25 Sat (@] 26 Sun 27Mon &

Row Totals

of0 Dof 12 0of0 0of0 0of 12 0of 12 Dof12 Oof 0

CMPFFM - Compensatory - FMLA
CMFML - Compensatary - Military
CMPTT - Compensatory Time Taken
CMPWC - Compensatary - WC

HCTK - Holiday Comp Taken

HCTKF - Holiday Compensatory - FMLA

HCTKM - Holiday Compensatory - Militar
HCTKW - Holiday Compensatory - WC
REGHR - Regular Hours
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Begin by selecting the appropriate
Time Reporting CodéTrRC).

Comp time and holiday comp time
can be used for a variety of reasons
but the TRC must align with the
specificusage reason, as applicable
Comp time TRCs shown below:

CMPFM; CompensatorsFMLA
CMPLMIg Compensatory
Military

1 *CMPTT, Compensatory Time
Taken(this should be the
defaultuse of comp timeunless
using for reason of FMLA,
aAt AGFNE [ SI @S
Comp)

1T CMPWGQ Compensatory Time
WC (workers comp)

1 *HCTK Holiday Comp Taken
(this should be the defaulise
of holiday comp timaunless
using for reason of FMLA,
aAt AGINE [ SI @S
Comp)

1 HCTKE HolidayCompensatory
FMLA

1 HCTKM Holiday
CompensatonMilitary

1 HCTKE HolidayCompensatory

WC (workers comp)

1
1

Enter Time

Q, Search in Menu

101 Active
FTE | Law Enforcement Officer IV | 63 1000-UNTVERSITY POLICE DEPARTMENT

Select Another Job

| <|| > Movember 19,2023 - December 16,2023

Scheduled 168.00 | Reported 0.00

@

11/23/2023 - Th

ing Day; 11/24/2023 - Day After Thanksgiving

*+Time Reporting Code 19 Sun

Row Totals
0of0

@ 20 Mon

Dof 12

21Tue @

Oof 12

2Wed @

0of 0

23Thu @

0of0

MUFri @

“ViewBy | Period |

Save for Later

258 @ 268um @ 2TMon @

Dof12

0of 12 Oof 12 0of 0

[+

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

CMPWC - Compensatory - WC

HCTK - Hollday Comp Taken

HCTKF - Holiday Compensatory - FMLA
HCTKM - Holiday Compensatory - Militar
HCTKW - Holiday Compensatory - WC
REGHR - Regular Hours
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Stepl0: To use comp time, click the
Time Reporting Coddrop-down
arrow.

Stepll: SelectHCTK; Holiday Comp
Taken.

< || > | November 19,2023 - December 16, 2023

FTE | Law Enforcement Officer IV | 691000-UNIVERSITY POLICE DEPARTMENT

Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving

195m & 20 Mon 21 Tue 22 Wed
— —

0of0 Oof 12 Oof 12 Dof0

23 Thu

Dof0

© UFri @

25 Sat

@

Previous

“View By | Period |

[netoiam

265m @

0of 12

0of 12

Dof 12

27 Mon

Oof 0

Next 2

€

CMPFM - Compansatory - FMLA

CMPML = Compensatory = Military

CMPTT - Compensatory Time Taken
CMPWC - Compensatory - WC

HCTK - Holiday Comp Taken

HCTKF - Holiday Compensatory - FMLA
HCTKM - Holiday Compensatary - Militar
HCTKW - Holiday Compensatory - WC
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Step12: Click inthe Time Entryfield
for 11/24/23 and enterthe holiday
comp time hours used

Step 13/Optional:Click theRelated
Actionsdrop-down arrowto adda
comment.

Enter Time

101 Active
FTE | Law Enforcement Officer IV | 691000-UNIVERSITY POLICE DEPARTMENT
Retum to Select Employee

| < || > | MNovember 19,2023 - December 16,2023

Scheduled 168.00 | Reported 600 | Unapproved Time 0.00

@

Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving

Previous Next 2

*View By | Period

*Time Ri ing Code 198m © 20Mon & 21T 22Wed @ 23 Thu 4Fri @ 258at @ 26Sun @ 27Mon &
eporting Row Totals
0of0 Oof 12 Dof 12 Oof 0 Dof0 6of 12 Oof 12 Dof 12 Dofd
E
P HCTK - Holiday Comp Taken v 600 ‘E |Z ‘ | ‘ 600 | |
Step 14:Click theSubmitbutton to
submit the timesheet
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