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How to earn comp time and request holiday comp payout on a timesheet for a 28 day police employee:
This job aid outlines how a manager can earn comp time and request holiday comp payout on behalf of a 28 day police 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 Screen Shots

SOUTHCAROLNA

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.

stPay Date 05/13/2022

USC Profile

5 @

Step 2: Click the Time and Absence . e
Workcenter tile. Manager Self Service v

Monitor Employee Onboarding anager Dashboard pprovals Tasks for Employee Offboardiny

yyyyyyyy

My Team

: - Q
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Time and Absence Workcenter
provides a central area to access the
most used time and absence related
activities. It enables managers to
access various pages and keep
multiple windows open while doing
their daily work.

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

Step 3: Click the Manage Time and
Absence drop-down arrow.

< Manager Self Service

» My Work
Exceptions
Approvals

Reported Time

Cc &

w Links

Approve Time and Absence

] Manage Time and Absence

Absence Processing
» Queries

Time and Labor

Absence Management

« Reports/Processes

All
Reported Time

Reported Time

Pending Approvals

Quantity for Approval 22.50 Hours
D4/25/2022 - 04/29/2022

Quantity for Approval 37.50 Hours
05/02/2022 - 05/06/2022

2rows
Routed
05M10/2022
Routed
05/10/2022
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Step 4: Click the Timesheet option
from the list.

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

< Manager Self Service

Scope C &

Timesheet

Enter Time

Use filters to change the search criteria or Get Employees to apply the default Manager Search Options
» My Work

Exceptions
Approvals

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

Q
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Step 6: To find a specific employee, Timesheet
. . Scope Cc @
enter their USCID in the Employee ID « My Scape Rt
fleld AS you beg|n enterlng the ID Use fillers fo change the search criteria or Get Empioyees to apply the default Manager Search Opfions.
* ’

[~ My Work | GetEmployees
employee names populate below. ' oz |

Exceptions

Step 7: Click Done to move on to the P Erepter = i =
e ,

Enter Time page. EmplID  Display Name
|~ Links Empl Record
A157
Approve Time and Absence
Last Name
Manage Time and Absence
Timesheet I First Name Q
Payable Time Summary Department Q
Payable Time Detail D
Supervisor ID Q
Leave and Compensatory Time
Reports To Position a
Weekiy Time Calendar Number
Request Absence
View Absence Requests Reset

Absence Balances

Cancel Absences

Manana

Step 8: Click the Employee

. . . < Manager Self Service Timesheet
Name/Tile line to view the Enter = c o
K Enter Time
* My Scope
T|me page. Select Employee 1sow
[r] :
- My Work Lt
Name/Title/Employee 1D - Employee Record - Deptid - Status Exceptions Hours to be Approved
Exceptions
Law Enforcement Corporal-BFT
Al - 0 - 925069 - Aclive
Approvals .
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on Behalf of a 28 Day Police Employee

In this example, the employee
worked the holiday and requested to
receive a payout for the hours
worked. Asthe manager, you can
enter time on behalf of your direct
reports.

Step 9: Be sure to select the correct
timesheet for the work week. Use the
Arrows to navigate to the
appropriate timesheet.

Notice the holiday is highlight in
yellow and under the View Legend
link the holiday date and name is
spelled out in bold.

Note: 28 day police submit their
timesheets on a 28 day basis, rather
than weekly like other employees.
Generally, hours worked are entered
each week and Saved for Later. At
the end of week 4 hours worked are
entered and then the entire 28 day’s
timesheet is Submitted.

Empl Rec: 0|FTE|Active|925069|Law Enforcement Corporal-BFT v

lew Leger
| 07/04/2022 Day

Time Reporting Code

Scheduied 12
Reported 0

L] 3 July - 30 July 2022 »
Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 0 Hours

Week 10f4 »
Scheduled 36.00 | Reported 0.00 Hours

Scheduled OFF Scheduled OFF Schedule: d12 Screduled 12 Schaduled OFF
Reported 0 Repered 0 Reportes 0 Regoned 0 Regcrted 0

4-Monday 5.Tuesday 6-Wednesday 7-Thursday 8-Friday
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Step 10: Begin by selecting the
appropriate Time Reporting Code
(TRC).

You can only have one TRC per line.

Step 11: Click the Time Reporting
Code drop-down arrow.

Step 12: Select REGHR - Regular
Hours.

Step 13: On this first line, click in the
Time Entry field and enter hours
worked for each day thatis not a
holiday. This week the employee was
authorized to work overtime to assist
due to an unforeseen absence of a
fellow officer.

| Emel Rec. OIFTEIActive|925068ILaw Enforcement Corporal-BFT v

3 July - 30 July 2022 »
Law Enforement 28 Day FLSA
Scheduled 188.00 | Reported 0 Hours
: 07104/2022 - Day
Week 10fd4 »
Scheduled 36.00 | Reported 0.00 Hours
*Time Reporting Code 3-Sunday 4-Monday 5.Tuesday 6-Wednesday 7-Thursday 8-Friday 9.Saturday Comp Time
Sehaduied 12 Seheduled OFF Senedued OFF Seheduled 12 Senatuled 12 Sensaues OFF Seheduied OFF
Regonsd 0 Reported 0 Regored 0 Reporss 0 Reponed 0 Regensd 0 Regored 0
'
CMPFM - Compensatory - FMLA Bments I (o) | P o)
CMPML - Compensatory - Military ' - n * *
CMPTT - Compensalory Time Taken
CMPWC - Compensatory - WG
HCTK - Holday Comp Taken
HCTKF - Holiday Compensalory - FMLA
HCTKM - Haliday Compensatory - Militar
HCTKVY - Holiday Compensatory - WC
REGHR - Regular Hours
Empl Rec: 0FTE|Active|925069|Law Enforcement Corporal-BFT v
3 July - 30 July 2022 »
Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 36 Hours
: 07/04/2022 - Day
Week 10f4 »
Scheduled 36.00 | Reported 38.00 Hours
*Time Reporting Code 3-Sunday 4-Monday 5.Tuesday 6.Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Scheduled 12 Scheduled OFF Scheduied OFF Scheduled 12 Schaduled 12 Screauies OFF Scheduies OFF
Repotes 12 Reported 0 Reponed 0 Regortes 14 Rapotea 12 Regoned 0 Reponed 0
| REGHR - Regular Hours v/ 12.00 14.00 12.00°
Comments S
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Step 14: Click in the Lookup icon and
select the Comp Time option.

Note: If receiving Comp Time for
overtime hours worked one of the
four weeks, the system requires the
Comp Time indicator be added to the
remaining 3 weeks before
submission.

069|Law Enforcement Corporal-BFT v

ppendence Day

3 July - 30 July 2022 »

Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 36 Hours

Week10fd4 »
Seheduled 36.00 | Reported 38.00 Hours

i ‘m

rting Code 3-Sunday 4-Monday 5.Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Scheduled 12 Scheduled OFF Scheduled OFF Scheduled 12 Scheduled 12 Schecuied OFF Schedued OFF
Reported 12 Reported 0 Reponed 0 Repones 14 Repoted 12 Regorted 0 Reported 0
v 12.00 14.00| 12.00 |EI + -
Comments (o] C C q C
I ———— [carce) Lookup =
068|Law Enforcement Corporal-8FT ~ | .
Searchfor Comp Time
(Search Criteria )
w Search Results
| gy = 2rows
=
Ependence Day Comp Time © Description
| COMPTIME Comp time | [
HOLPAYOUT Holiday Worked Hours Payout
rting Code 3-Sunday mp Time
Scheduiad 12
Reportsd 12
= | 3 g al [+ [=]
Comments | (o)
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Step 15: To enter the hours worked 069ILaw Enforcoment Corporal-BFT v
on the holiday, click the Plus (+) 4 S S9p ) 2023 b

Law Enforement 28 Day FLSA

button tO add a Second Iine. Scheduled 168.00 | Reported 36 Hours

ppendence Day

Week10f4 »
Scheduled 36.00 | Reported 38.00 Hours

rting Code )-Sunday 4-Monday 5.Tuesday 6.Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Scheduled 12 Scheduled OFF Scheduled OFF Scheduled 12 Scheduled 12 Scheduies OFF Scheduies OFF
Raportes 12 Reported 0 Raponed 0 Repones 14 Reponed 12 Regoned 0 Reponed 0

v 12.00 14.00 12,00 COMPTIME Q —_

Comments

Step 16: Click the Time Reporting

Empl Rec: 0|FTE|Active|925069|Law Enforcement Corporal-BFT v

Code drop-down arrow.

4 3 July - 30 July 2022 »
Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 36 Hours
Step 17: Select REGHR — Regular Lagen ave o Loer | ([
07/04/2022 Day
Hours. Week 10f4 )
Scheduled 36 00 | Reported 38,00 Hours
Time Reporting Code )-Sunday 4-Monday 5.Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Soedaed 1z | Scheduled OFF Schaduind OFF Seheded 12 Screduind 12 Schaduind OFF Schadund OFF
Reported 12 Reported 0 Repoted 0 Reported 14 Reponed 12 Regorted 0 Reported 0
REGHR - Regular Hours v 12.00 1400 12.00 COMPTIME

CMPFM . Compensatory - FMLA
CMPML - Compensatory - Miltary
CMPTT . Compensatory Time Taken
CMPWC - Compensatory - WC

HCTK - Holiday Comp Taken

HCTKF - Holiday Compensatory - FMLA
HCTKM - Holiday Compensatory - Militar

HCTKW - Holiday Compensatory - WC
REGHR - Regular Hours

nments O O (
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Step 18: Click in the Time Entry field Empl Rec: OF TEJActve|925069|Law Enforcement Corporal-BFT v
and only enter hours worked for the ‘ 3 July - 30 July 2022 ’
Law Enforement 28 Day FLSA
holiday Scheduiod 166,00 | Reported 3 Hours
Holiday(s): 07/04/2022 - Independence Day -
Week 10f4 »
Scheduled 36.00 | Reported 44.00 Hours
Time Reporting Code }.Sunday 4-Monday 5.Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Scheaules 12 Scheduled OFF | Scheduied OFF Scheduid 12 Schedug 12 Senaguies OFF Scheduies OFF
Reported 12 Reported & Reported O Reportes Regortes 12 Repored 0 Repored 0
REGHR - Regular Hours v 12.00 1400 12.00 COMPTIME
REGHR - Regular Hours v
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Step 19: To request a payout for the i

hours worked on the holiday, click Low Enforement 28 Day FLSA

the Look up Comp button and select e o R s A .
the Holiday Worked Hours Payout bpendence Day = |
(HOLPAYOUT) option from the list. ST

Scheduled 36.00 | Reported 44.00 Hours

4 3 July - 30 July 2022 »

ting Code 3-Sunday 4.Monday 5.Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
Scheduled 12 vkhodul.d OFF Scheduled OFF Scheduled 12 Scheduled 12 Schedules OFF Schaduled OFF
Repored 12 Reported 6 Reported 0 Reported 14 Reported 12 Regorted O Reponed 0
v 12.00 1400 12.00 COMPTIME

al |+ =
v 6.00 @-{-

Comments C (@) ¢ O

[ o Lookup
069|Law Enforcement Corporal-BFT v = Sor: Cae Thee
arch Criteria
parch Results
o 2rows
T
lspendence Day Comp Time Description
COMPTIME Comp time
HOLPAYOUT Holiday Worked Hours Payout
rting Code 3-Sunday]
Scheduied 12
Rapaded 12
S \
¥ \
Comments “: ‘L]
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Notice HOLPAYOUT is now populated
in the Comp Time field. This prompts . R aRe e ,
the system to payout the time e AN

worked on the holiday. R STl o |

ppendence Day

069|Law Enforcement Corporal-BFT v

Week 10f4 »
Scheduled 35,00 | Reported 44.00 Hours

ting Code 3.Sunday 4.Monday 5.Tuesday 6.Wednesday 7-Thursday 3-Friday 9-Saturday

Scheduled OFF

chedued 12 Scheduled 12 Scheduied OFF Schaduias OFF
Reported & ’ oored 12 Reg: ° Raperied 0
v 12.00 14.00 12,00 COMPTIME Q

v 6,00 HOLPAYOUT Q
Comments ( ) ( ) I )
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Step 20: You are done entering time, EmpiRoc OF aw Corporat BFT v
but you are not ready to submit. Click ‘ 3 July - 30 July 2022 ,
Law Enforemet FLSA
the Save for Later button to save the Schoosed 16000 | Regored 3 s
entered time on this timesheet. N it s orioe | (RN
« Week1ofd4 »
Scheciled 36,90 1 Reoonied: 44,00 Fious
Time Reporting Code 3-Sunday 4-Monday 5-Tuesday 6-Wednesday 7-Thursday 8-Friday 9-Saturday Comp Time
P [ 7‘ = o - = e 1
m:ﬁ Hmc ’Ml Hmﬁ -;.."“.:3 Hn—n‘o imn ‘
[ i o 8 C 2 | I | oo | 2o | | | [comve
[ REaHR - Reguar Hows vl | J 600 | I J J [ I | [Horpavour
e [©] [©] [©] [©] [©] [©] [©]

Step 21.: Click the Yes button to
indicate you would like to validate
the time. This will populate the
Reported hours at the top of the
timesheet.

Would you like to validate worked time?

I
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Step 22: A warning message appears
to advise that you reported regular
working hours (including comp time
hours) on July 4% which is a university
holiday. Click the OK button to save
your reported time.

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

[
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Step 23: When Saved for Later, the
Saved icon appears for the days’ time A
is entered indicating the timesheet |
has been updated but not yet )
:'

submitted for approval. Click the
View Legend link to view the legends

1

1

I

used and a short description of each
one.

The most common icons that may
appear in the Daily Status box are:

]
I
A\ The user has an exception that !
needs to be fixed before submitting !
!

I

]

I

)

I

the timesheet.
rE] The timesheet has been saved for

later.

®

Legend

&  Time Details
=] Saved
] Approved

#  Pending Approvals

©  Denied
&  Pushed Back
' Exception

@  Absence

B  Reported

B  Reported Under Schedule

@ Reported Over Schedule

CFF Day

Holiday

e The time entered has been

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

069|Law Enforcement CorporakBFT v

Empl RecJoF TE jActerazs
T

Enter Time

3 July - 30 July 2022
Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 44 Hours

]

1

)

Lview Lsgend |
Holiday{s); 070412022 - Independence Day
-
~ - Woek 1ofd4 )
- Scheduled 36,00 | Reperted 44100 Hours
-
-~
“Time Reponting Code - s-sunday amonaay S-Tuesday BWednesday T-Thurstay a-Friday 9-saturday Comp Time
-
-
-
==
Stheduzd 12 ~ Sonrduled OFF Seheduind OFF Sorcaued 12 foy e OFF Seheduied OFF
Rsperizd 12 saried 0 Fepores
] w ] |
| REGHR - Reguar Hows ~ 1200 | 1400 | 120] | COMPTIME
| REGHR - Reguar Hows ~ | 5.00) || KOLPAYOUT
[©] S B > S 5] S
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When entering hours for the
remaining 3 weeks, be sure to enter
the hours on the line with the
COMPTIME indicator.

Step 24: You are ready to submit
your timesheets for the 28 day cycle
from July 3 —July 30, 2022. Upon
clicking the Submit button a warning
message appears to advise that you
reported regular working hours
(including comp time hours) on July
4* which is a university holiday.

Once the timesheet has been
submitted correctly, you will see a

Empl Rec: 0|F TE|Active|925069|Law Enforcement Corporal-BFT v

ew Leger
: 07/04/2022 Day

Time Reporting Code 24-Sunday
Scheduled OFF
Reportes 0
REGHR - Regular Hours v|
REGHR - Regular Hours v|

Comments

4 3 July - 30 July 2022 »
Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 44 Hours
« Week4of4
Scheduled 48.00 | Reported 48.00 Hours
25.Monday 26-Tuesday 27-Wednesday 28.Thursday
Screcuies 12 Schaduled 12 Scheduled OFF Scredules OFF
Regoned 12 Reponed 12 Reportes 0 Regoned 0

12.00 12.00

Comp Time

29-Friday 30-Saturday
Scheduied 12 Scheduled 12
Regoned 12 Reponed 12

12.00

12.00| |COMPTIME

HOLPAYOUT

< Manager Seff Service

Enter Time

Timesheet is Submitted for the period 2022-07-03 - 2022-07-30

~ My Work
message across the top of the screen | |, ‘ 3 July - 30 July 2022 >
Law Enforement 28 Day FLSA
saying that the tlmesheet haS been Fchecmed 166.00 | Reported 176 Hours| Unapproved Time 0,00
submitted successfully. Also, an email VowLogoad______. s oo | ([
is generated that will automatically i _ 4 Weotd ) .
Scheduled 48.00 | Reportzd 0 Hours | Unapproved Time
be Sent tO you and your su pe rVISOI"S Mo *Time Reporting Code 24-Sunday 25-Monday 26-Tuesday 27-Wednesday 28-Thursday 29-Friday 30-Saturday Comp Time
i n bOX Approve Time and Absence
’ Manage Time and Absence Schadued OFF Scheduid 12 Schaduied 12 Schedulea OFF Scheduled OFF Scheduled 12 Scheduled 12
oot | Regorted 0 Reported 12 Reccoed 12 Beoated 0 Bapaaed 0 Faconed 12 Ssconsd 12 2]
When a timesheet is entered by a Payable Time Summary REGHR - Regular Hours v 12.00 12,00 12.00 12.00| [comPTIME
manager on behalf of an employee, FRisi T Dotes D 15 < o S
additional approval is not required as e
indicated by the white check in the
green circle.
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4 Legend @
Step 25: When submitted, the S
Approved icon appears for the days’
time is entered indicating the e
timesheet is approved. Click the View ©  Approved
n Pending Approvals
©  Denied

Legend link to view the legends used
and a short description of each one.

The most common icons that may
appear in the Daily Status box are:

iy The user has an exception that
needs to be fixed before submitting

the timesheet.
rE-' The timesheet has been saved for

later.
'ii. The time entered has been

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

approved.

Scope c &

- My Seope

a) Pushed Back
ry Exception
Absence

Reported

Reported Under Schedule

Reported Over Schedule

E B H B

OFF Day

Holiday

Enter Time

4 3 July - 30 July 2022 3

Lew Enforement 25 Day FLSA
Scheduled 168.00 | Reported 176 Hours| Unapproved Time 0,00
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~ My Work
Exceptions .
You successfully learned how to earn J—
comp time and request holiday comp FucErcston R R g masoencence v
payout on a timesheet on behalfofa | |*™ T~ .
ook == -~ unday 25-M 26-Tuesd: 27-Wh day 28-Thursday 5-Frid 0-Sat T
28 day pollce em ployee —— “Time Reporting Code -..?‘5‘.,; 25-Mand 5. dncad: 28 4 25 5 Comp T
Manags Tims and Absence Scrtisd OFF T S| SO Sthecule: OFF Schesied 12 Sheties 11
Timesheet — e [ o - o ol
Pagable Time Summary REGHR - Regular Hous ~ 12.00 1200 | 12.00| 1200 |[couPTIME
Fayable Time Detail Comments |£ Sl il |<_’ = [= =
Leave and Comgensatory Time
16 July 2022




