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How to usecomptime on a timesheeton behalf ofa salary norexemptemployee:
Thisjob aidoutlines how arL/ABS Approveranuse comp timeon a timesheebn behalf of a salary neexempt employeeA TL/ABS approver ht® ability to
search for employees itmeir designated department(s) in the Time and Absence \&arter to include approving, reporting, and viewing activities.

Navigation: Employee Self ServiceMy Workplace> Time andAbsence Workcenter

Procestg Steps Screemshots
Step 1:0n theEmployee Self Servic Payroll Personal Dl Benali Detals
landing [age, click th&Choose Other - eoores Sat Semcs &5
HOmepageSjrop‘doWn arrOW and Im USC Central HR Administrator [ + ﬂ
selectMy Workplacefrom the list.
Last Pay Date 04/30/2021
USC Profile Time and Absence
« «©

Step 2:Click theTime and Absence
Workcentertile.

SOUTH CAROLINA

~ My Workplace
COVID-19 Campus Leave Warkear

“
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ePAF Homepage
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Affiliate Actions Homepage

jenefits Enrollment Homepage
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Time and Absence Wodenter
provides a central area to access th
most used time and absence relate
activities. It enable3L/ABS
Approversto access various pages
and keep multiple windows open
while doing tleir daily work.

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

Step 3:Click theManage Time and
Absencedrop-down arrow.

Scope

» My Scope

« My Work

Exceptions
Approvals

Reported Tin

« Links

Approve Time and Absence

Manage Time and Absence

w Queries

Time and Labor

Absence Manageent

¥ Reports/Processes

co
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Step 4:Click theTimesheetoption
from the list.

Step 5:To enter time for a specific
employee, begin by clicking tialter
button.

Scope = °

Enter Time
* My Scope
Use filters to change the search criteria or Get Employees to apply the default Manager Search Oplicns.
v My Work Get Employees
Exceptions
Approvals
Reported Time 2
» Links

Approve Time and Absence

Manage Time and Absence

Timesheet

Payable Time Summary
Payable Time Detail

Leave and Compensatory Time
Weekly Time Calendar
Request Absence

View Absence Requesls

Absence Balances
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Step 6:To find a specific employee,
enter theirUSCIDn the Employee 1D
field. As you begin entering the ID,
employee names populate below.

Step 7:ClickDoneto move on to the
Enter Time page.

Supervisor ID | Q
Reports To Position I—q]
Number |

=
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Step 8:Click theEmployee
Name/Tileline to view the Enter e SO Enter Time

* My Scope
Tlme page Select Employee

-

« My Work : l

1 row

Name/Title

Exceptions Hours to be Approved
Exceptions

Approvals
Media Resources Consultant
Reported Time

w Links

Approve Time and Absence
Manage Time and Absence

Timesheet

Step 9:Click theExpand Pagéeon to

see a full view of the Enter Time e C&  Enter Time

H M 4 My Scnpe C;') revious exi
page. This will reduce the amount g M Rscrons ot é o=
scrolling you will have to do to = My Work S
complete the task S q 30 May - 5 June 2021 N

Weekly Period - PS Delivered
vt Scheduled 37.50 | Reported 0 Hours| Unapproved Time 0.00

Reported Time View Legend Sore forlatsy ‘ Bbmit |

« Links

*Time Reporting Code 30-Sunday 31-Monday 1-Tuesday 2-Wednesday 3-Thursday 4-Friday 5-Saturday Comp Time
Approve Time and Absence

Manage Time and Absence

v Soheduled OFF Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled OFF

Reported 0 Reported 0 Reponed 0 Repoted 0 Repoted 0 Regoned 0 Repored 0
Timesheet

Payable Time Summary v

Payable Time Detail u Comments > (] (9]

Leave and Compensatory Time

Aisably Tims Calandar
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In thisscenario the employebas
earned comp time and has received
verbal approval to utilize Bours on
5/25/2021. As thelL/ABS Approver,
you can enter time on behalf

of employees in your area.

You can go badk enterand adjust
timesheets 60 days prior tihe
current day on behalf of an
employee.

Note: If an Absence has been
requested, it imot editable on the
timesheet Scroll to the right and
click the plust button to add
another Time Reporting Code row.

Stepl0: Be sure to select theorrect
timeshed for the work week. Use
the Arrowsto navigate to the
appropriate timesheet.

Enter Time

| 23 May - 29 May 2021 v |

Previous Next

Save for Later | Submit

29-Saturday Comp Time

g}xp-\< - :nn-onu:ary - FMLA ents (@) C C, Sl

CMPTT - Compensatory Time Taken

Scheduled 7.5
Reported 0

Scheduled OFF
Reponed 0
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Begin by selecting the appropriate

Enter Time

: . (O] revious ex
Time Reporting Cod€TRC)You can M st o i =
only have one TRC per line. 7 25 Way - 29 Way 2021 > ]

Weekly Period - PS Delivered
) . Scheduled 37.50 | Reported 0 Hours| Unapproved Time 0.00
1 Regular comp time expires atth | ... save for Later | [ submit
end of the fiscal year in which it
|S earned UofSC f|sca| year run *Time Reporting Code 23-Sunday 24-Monday 25.Tuesday 26-Wednesday 27-Thursday 28-Friday 29-Saturday Comp Time
‘]u'y 1’ year through June 30’ Sa'qm,.d:?“ 3"‘"“"’3’ th.:alozzb Scheduled 75 Scheduled 75 Scheduled 78 Sc'tduMCF‘
year. Comp tlme must be Reportes 0 Rapored 0 Reponed 0 Rapored 0 Reported 0 Reported 0 Raported 0
used/entered on the timesheet ]
prior to the last payroll in June. C
CMPWC - Tompensaton
1 Holiday comp time expires one HET - ok s
yea from the day on which the REGHR - Repn Hots
comp time is earned.
Use Com@ime on a Timesheeain Behalf of aSalary NorRExemptEmployee 7 June2021
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Enter Time

Stepll: To use comp time lick the ®

Time Reporting Coddrop-down eiesconss s

arrowand ®lect CMPT ¢ [ 23 May - 29 May 2021 '

Conpensatory Time TakerBe sure Schmaieg 3750 | Rapermd & Hoand Uoapproved Time: 608

to select theappropriate comp time Save for Loter | Submit_

option from the dropdown list.

Previous Next

*Time Reporting Code 23-Sunday 24.Monday 25-Tuesday 26-Wednesday 27-Thursday 28-Friday 29-Saturday Comp Time

Comp tlme and hollday Comp tlme Schedued OFF Scresed 18 Scheced 15 Scheduie3 7.5 Scheduled 75 ‘Scheduled 7.5 Scheduled OFF
. Reporied 0 Reported 0 Reponed 0 Repored 0 Reported 0 Reported 0 Rapoted 0

can be used for a variety of reasong

but the TRC must align with the

specific usage reason, as applicabls

Comp time TRCs shown below:

CMPFM; CompensatorsFMLA REGHR - Regular Hours

CMPLMIg CompensatonMilitary
*CMPTTg Compensatory Time Taken
(this should be the default use of comp
time unless using for reason of FMLA,
aAfAGFNE [ S @Sz 2
1 CMPWGQ; Compensatory Tim&V/C
(workers comp)
1 *HCTKg Holiday Comp Taken (this
should bethe default use of holiday
comp time unless using for reason of
Ca[!Z aAfAdGINB [ SI
Comp)
HCTKIE Holiday CompensatofigMLA
HCTKM, Holiday Compensatory
Military
1 HCTKE Holiday CompensatofwC
(workers comp)

= =4 =

= =
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Step12: Click inthe Time Entryfield
and enterthe number of comp time Enter Time
hoursyou would like to use. e ® pravions | ot
4 23 May - 29 May 2021 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours| Unapproved Time 0.00
View L Save for Later Submit ‘
*Time Reporting Code 23-Sunday 24-Monday 25-Tuesday 26-Wednesday 27-Thursday 28-Friday 29-Saturday Comp Time
Scheduled OFF Scheduled 75 Scheduled 75 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled CFF
Regorted 0 Reported 0 Reported 3 Reporied 0 Reported O Reparted D Repored 0
CMPTT - Compensatory Time Taken w 300
Con t ¢ C (@] (@] (@)
m
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Step13: To complete the timesheet

for the work week, scroll to the right| |, . o
and click ther (plus) button to add
an additional line. ‘ 23 May -29 May 2021 ,

Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hoursl Unapproved Time 0.00

Save for Later Submit

rorting Code 23-Sunday 24-Monday 25-Tuesday 26-Wednesday 27-Thursday 28-Friday 29-Saturday Comp Time
Scheduied OFF Scheduled 7.5 Scheduled 7.5 Schedules 75 Scheduled 7.5 Scheduied 7.5 Scheduled OFF
Regoned 0 Reporied 0 Reponed 3 Reponed 0 Repoted 0 Reponed 0 Ragoried 0
ime Taken v 300 Q
m Comments [e»] (@] (® O (@] o
Step14: Click theTime Reporting e Time
o Previous Next

Codedrop-down arrow. ke osens

Retum fo Select

‘ 23 May - 29 May 2021 »

Step15: SelectREGHR Regular

Scheduled 37.50 | Reported 0 Hours! Unapproved Time 0.00
HOUI’S View Legend Save for Later \ Submit

*Time Reporting Code 23-Sunday 24-Monday 25-Tuesday 26-Wednesday 27-Thursday 28-Friday

29-Saturday Comp Time
Schedued OFF Scheduled 7.6 Scheduled 75 Scheduled 1.5 Scheduled 75 Scheduled 75 Schaduied OFF
Reponed 0 Raported 0 Reported 2 Rapored 0 Rapoted 0 Reparted 0 Regcred 0
CMPTT - Compensatory Time Taken 300 Q -
|2 a
n CMPFM - Compensatory - FMLA | —— O ¢ y y e
CMPML - Compensatory - ry . . -
CMPTT - Compensatory Time Taken
c Compens:
e liday Comy
H loliday Cof ry - FMLA
HCTKM - Hollda, ry - Militas
HCTKW - Holiday Compensatory - WC
HZRDS - Hazardous Weather
| REGHR - Regular Hours |
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Step B: Click in theTime Entryfield
and enter hours worked for each daj

Step T7/Optional: Click the
Commenticon to provide additional
information.

Step B: Click theSubmitbutton to
submit the timesheet for approval.

Step19: Once thetimesheethas
been submitted correctly, you will
see a message across the top of the
screen sging that thetimesheethas
been submitted successfully. Also,
email is generated that will
automatically be sent tahe
employee.

Enter Time

Media Re

4 23 May - 29 May 2021
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours| Unapproved Time 0.00

Save for Later Submit

Scheduled OFF Scheduled 75 Scheduled 7.5 Scheduled 7.5 Scheduled 75 Scheduled 7.5 Scheduied OFF

Fagored 0 Fapored 7.5 Fapoted 75 Repoed 75 Raparted 75 Reported 7.5 Raported 0
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