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How to earn overtime and request holiday comp payout on a timesheet for a 28 day police Upstate employee:
This job aid outlines how a 28 day police Upstate employee can earn overtime and request holiday comp payout on a timesheet.

Note: Before indicating you would like to receive a payout for hours worked on a holiday, it is very important to receive approval from your manager. Although this
option is available to all non-exempt employees, it is at the departments discretion whether they want to payout the hours worked or request you comp the hours for

future use.

Navigation: Employee Self Service > Time and Absence > Enter Time

Processing Steps

Screen Shots

Step 1: On the Employee Self Service
landing page, click the Time and
Absence tile.

SOUTHCAROLINA

Employee Self Service ¥
Time and Absence Payroll Personal Details Talent Profile

eDe ‘

Last Pay Date 07/15/2022

Benefit Details USC Profile

poy
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Step 2: Click the Enter Time tile to < Empiayee Sef Service Time
entertimeon a timesheet, *Selecta Job | Empl Rec 0[FTE|Active|925050]Law Enforcement Corporal-BFT v

Note: Many police officers have an T SO ioRdey Come Thie Bt Abuu—cs Alitecs Caterces
FTE along with an internal dual 063 l
assignment active concurrently. If BAES Hoke =
you have multiple active jobs, use the
Select a Job drop-down arrow to
select the applicable job for which to eoigpores B8 R . S
need to enter time on a timesheet. e O lm

Payable Time Extended Absence Request Leave Transfer

Last Time Period 06/05/22 - 07/02/22

Bl
Total Hours 8.4 Hours l o
Estimated Gross 0USD
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Step 3: Be sure to select the correct < Time Enter Time
timesheet for the Work Week' Use the Empl Rec: 0|FTE|Active|925069|Law Enforcement Corporal-BFT
. « 28 August - 24 September 2022 »
Arrows to navigate to the L s
. . Scheduled 168.00 | Reported 36 Hours
appropriate timesheet.
l ;;;lnﬁayi'{):“‘osuos:zozz - Labor Day [
. N . ¢« Week2of4 »
Note: 28 day police submit their Schaciad 4800 Rapored 000 Hors
tlmesheets on a 28 day bas's' rather Time Reporting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 8-Thursday 9-Friday 10-Saturday
tha n Weekly |ike Other employees. Scheduled OFF Scheduled 12 Schedules OFF Scheduled OFF Scheduled 12 Scheduled 12
Reponed 0 Reported 0 Reponed 0 Regonted 0 Regoned 0 Reported 0

Generally, you will enter your hours
worked each week and click the Save
for Later button. At the end of week Gaieaenia ©

REGHR - Regular Hous v

4 you will enter hours worked and
click the Submit button to submit the
entire 28 days’ timesheet.

Notice the holiday is highlight in
yellow and under the View Legend
link the holiday date and name is
spelled out in bold.
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Step 4: Begin by selecting the
appropriate Time Reporting Code
(TRC).

You can only have one TRC per line.

Step 5: Click the Time Reporting
Code drop-down arrow.

Step 6: Select REGHR — Regular
Hours.

Step 7: On this first line, click in the
Time Entry field and enter hours
worked for each day that is not a
holiday. This week you were
authorized to work overtime to assist
with an unforeseen absence of a
fellow officer.

< Time Enter Time a Q
Empl Rec: 0/FTE|Active|925069]Law Enforcement Corporal-BFT

] 28 August - 24 September 2022 »

ent 28 Day FLSA
Reported 36 Hours

- Save for Later ‘m

Holiday(s): 09/05/2022 - Labor Day

« Week2of4 )
Scheduled 48.00 | Reported 0.00 Hours

*Time Reporting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 8-Thursday 9-Friday 10-Saturday Comp Time
Schedules OFF Scheduled 12 Schedued 12 Schedules OFF Scheduied OFF Scheduled 12
Reponed 0 Reported 0 Reponed 0 Reponed 0 Regorted 0 Reponed 0
REGHR - Reguiar Hours v
Compensatory - Enents C <
< Time Enter Time  Q A
Empl Rec: 0|FTE|Active|925069|Law Enforcement Corporal-BFT
< 28 August - 24 September 2022 »
Law Enf
Scheduled
View Legend Save for Later m
Holiday(s): 09/05/2022 - Labor Day
4« Week2of4 )
Scheduled 48.00 | Reported 38.00 Hours
“Time Reporting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 8-Thursday 9-Friday 10-Saturday p Time
Schedules OFF Scheduled 12 Schedued 12 Scheduled OFF Schaduied OFF Schedued 12 Scheduled 12
Reponed 0 Reported 0 Ragoned 14 Reponed 0 Regoned 0 Regoned 12 Rapoted 12
REGHR - Reguiar Hours v i 14.00 14.00 12 OOI
Comments O | O ®) o ol
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Step 8: To enter the hours worked on
the holiday, click the Plus (+) button

to add a second line.

Step 9: Click the Time Reporting
Code drop-down arrow.

Step 10: Select REGHR — Regular
Hours.

< Time

069Law Enforcement Corporal-BFT

Enter Time
28 August - 24 September 2022 »
Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 36 Hours

por Day
« Week2of4 )
Scheduled 48.00 | Reported 38.00 Hours
rting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 8-Thursday 9-Fri 10-Saturday Comp Time
Scheduled 12 Schedued 12 Schedules OFF Schaduied OFF Schedued 12 Schadules 12
Reported 0 Reconed 14 Reponed 0 Reported 0 Recored 12 Repoted 12
v 14.00 12.00 Q
mments
< Time Enter Time N Q A
Empl Rec: 0|FTE|Active|325069|Law Enforcement Corporal-BFT
4 »
Holiday(s): 09/05/2022 - Labor Day
« Week2ofd »
Scheduled 48.00 | Reporied 40.00 Hours
*Time Reporting Code 4-Sunday 5-Monday 6-Tuesday e 8-Thursday 9-Friday 10-Saturday Comp Time
Scheduled 12 Seheduisd OFF Schedued 12 Scheduled 12
Reported 0 Reponsd 0 Regoned 14 Repoted 12
REGHR - Reguiar Hous v 14.00 14.00 12.00
Iv]

Compensatory -

Compensatory T:

- Compensatory - W

cliday Comp Taken

- Holiday Compen:
Holiday C
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Step 11: Click in the Time Entry field
and only enter hours worked for the
holiday.

Step 12: To request a payout for the
hours worked on the holiday, click
the Look up Comp button and select
the Holiday Worked Hours Payout
(HOLPAYOUT) option from the list.

< Time

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

View Legend
Holiday(s): 09/05/2022 - Labor Day

Time Reporting Code

Schadued OFF
Repoed 0

REGHR - Reguiar Hours v

REGHR - Reguiar Hours v

Comments

Enter Time

< 28 August - 24 September 2022 »

Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 36 Hours

« Week2ofd )
Scheduled 48.00 | Reported 48.00 Hours

5-Monday 6-Tuesday 7-Wednesday
Schaduled 12 Schedued 12 Schadules OFF
Reported 3 Regoried 14 Reporiad 0

8-Thursday 9-Friday 10-Saturday Comp Time

Scheduled OFF
Reperted 0

Schedued 12 Schaduled 12
Regoned 14 Repoted 12

14.00 12.00| |

Description

Comp time

e m

Holiday Worked Hours Payout

|

| np Time

069|Law Enforcement Comporal-BFT
Search for: Comp Time
(>_Search Criteria
w Search Results
[(m]| =
jbor Day Comp Time
} COMPTIME
rting Code 4-Sunday| HOLPAYOUT
Schedules OFF
Reported 0
v
v
Comments ‘ o
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Notice HOLPAYOUT is now populated | Kk Enter Time A QA
in the Comp Time field. This prompts | [ Srercementcoperert - )
the system to payout the time i meiine Se””’”““ '

worked on the holiday.

bor Day
« Week2ofd »
Scheduled 43.00 | Reported 43.00
rting Code 4-Sunday 5-Monday 6-Tuesday -Thursday 9-Friday 10-Saturday Comp Time

Scheduled 12 Scredued 12 " || schesdesoFF Scretued 12 Sthedued 12

Reported 8 Regoned 14 Repored 0 Regoned 14 Reponted 12
v| | 14.00 14.00 12.00 Q| |+ -
v| 800 EHOLP—‘C’OUT C\I + | -
R = = —
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You can enter comments about the
time entries if you feel additional
information is needed.

Step 13: Click the Comments button.

Use the Comments page to enter
comments for the reported time.
This would be a great place to
indicate that approval was received
to request holiday comp payout.

Step 14: Click in the Comment field
and enter a comment applicable to
the time entered.

Step 15 Click the Add Comment
button. The comment is added, along
with a timestamp and who entered
the comment.

Step 16: Click the X to close the Time
Reporting Comments page.

Enter Time
Empl Rec: O|F TEJActive|925089(Law E GCorperal-BFT
4 28 August - 24 September 2022 b
Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 48 Hours
Holiday(s): 09/05/2022 - Labor Day
4 Week2ofd
Scheduled 4800 | Reporied 4800 Hours
*Time Reporting Code 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 8-Thursday 9-Friday 10-Saturday Comp Time

Schesuled OFF Seheduled 12 Schaded 12 Senesules OFF Seneduiad OFF Soneded 12 ‘Scheauled 12

Regoned 0 Reported 8 Regonad 14 Repored 0 Repertzd 0 Regonad 14 Reponad 12
REGHR - Regular Hours v| | | | 14.00/ | | 14.00| 1200 |
REGHR - Regular Hours v| | .00/ | | | | | |HoLPavouT

— ST~ = = =
Comments O ’ ~~. |9 o = O O
4 ~-o
2 ~
I RE
7’ -o
g ~ -
’ -
4 ~o
' ~- -
’ ~
s -
-
s ~ -
4 ~
4 ~ -
4 -
x e

Time Reporting Comments

Comments related to Time entered for 09/05/2022

Comment once entered cannot be aliered or removed.

Received permizsion from my manager fo work the holiday and worked overfime hours to cover for a fellow

officer.
Add Comment I Clear
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Notice when a comment has been < EpterTime @ QAL i Q
added to a Speclflc tlme entry Empl Rec: 0|FTE|Active|925069(Law Enforcement Corporal-BF T
’
) . < 28 August - 24 September 2022 »
squiggles appear in the comment Law Enforement 23 Day FLSA

b bbl Scheduled 168.00 | Reported 48 Hours
Holiday(s): 09/05/2022 - Labor Day
« Week20f4 )
Scheduled 48.00 | Reporied 43.00 Hours
€ 4-Sunday 5-Monday 6-Tuesday 7-Wednesday 8-Thursday 9-Friday 10-Saturday Comp Time

Step 17: You are done entering time, TR REpRS oG Cle
but you are not ready to submit. Click

Scheduled 12 Scheduled OFF Scnedued 12 Schedules 12
Reported 8 Reported 0 Regoned 14 Reponted 12
the Save for Later button to save the -
entered time on this timesheet. REGHR - Regusr Hovs - 0 1400 1200
REGHR - Regular Hours v i 8.00 i HOLPAYOUT
omments ( C L€

Step 18: Click the Yes button to ¢ EnterTime Enter Time
indicate yOU WOUId I|ke tO Validate Empl Rec: 0|FTE|Active|925068|Law Enforcement Corporal- BFT

. . . 4 28 August - 24 September 2022 »
the time. This will populate the o oot 28 B

Scheduled 168.00 | Reported 48 Hours

Reported hours at the top of the |
i View Lagon Save for Later m
timesheet. Heuq;yin:domsrzozz - Labor Day

4 Week2of4
Scheduled 48.00 | Reporied 48.00 Hours

*Time Reporting Code 4-Sunday 6-Monday 6-Tuesday 7-Wednesday 8-Thursday 9-Friday 10-Saturday Comp Time
Scheduled OFF Scheduled 12 Scheduled 12 Scheduled OFF Scheduled OFF ‘Scheduled 12 Scheduled 12
Reponsd 0 Reported 8 Resoried 14 Repored 0 Reseried 0 Recored 14 Feponsd 12
REGHR - Reguiar Hous v [ | | | | 14.00| | | | | 14.00| 12.00|
REGHR - Regular Hous i ‘ | | * Would you like to validate worked time? ‘ ‘ | | | HoLpavouT

Comments [C [C =1 %] [ o] =
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Step 19: A warning message appears
to advise that you reported regular
working hours (including overtime
hours) on September 5% which is a
university holiday. Click the OK
button to save your reported time.

‘Waming -- 2022-09-05 is scheduled as a holiday

Reporied Date is scheduled as a Holiday. Press OK to Save the Reported Time and retum fo Timesheet page. Press cancel to return to Timesheet page to save or change your Reported Time.

=
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Step 20: When Saved for Later, the
Saved icon appears for the days’ time
is entered indicating the timesheet
has been updated but not yet
submitted for approval. Click the
View 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.

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

ﬂ The entered time has been
approved.

>

-
E ® 1 8

Legend @

Time Details

Saved

Approved

Pending Approvals
Denied

Pushed Back

Exception

Absence

Reported

Reported Under Schedule
Reported Over Schedule
OFF Day

Holiday

*Time Reporting Code -~

REGHR - Reguiar Hous ~

BEGHR - Reguiar Hours ~

Comments <

Enter Time

4 2BAugust.24 September 2022

Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 84 Hours

4« Week2ofd »
Scheduled 48.00| Reported 4808 Hours

5-Monday B-Tuesday 7-Wednesday 8-Thursday 9-Friday Comp Time

Schaded 12 ‘Scherkder OFF

] w ] 7]

1400 | 1200 1200

HOLPAYOUT
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When entering hours for the
remaining 3 weeks, be sure to enter
the hours on the line that doesn’t
have the HOLPAYOUT indicator.

Step 21: You are ready to submit
your timesheets for the 28 day cycle
from August 28 — September 24,
2022. Upon clicking the Submit
button a warning message appears to
advise that you reported regular
working hours (including overtime
hours) on September 5™ which is a
university holiday.

Once the timesheet has been
submitted correctly, you will see a
message across the top of the screen
saying that the timesheet has been
submitted successfully. Also, an email
is generated that will automatically
be sent to you and your supervisor's
inbox.

Note: 28 day police must submit
reported time for weeks 1 — 4
separately. Click through the weeks
to verify reported time and submit.
The Scheduled and Reported hours
should indicate if you have forgotten
to submit one or more weeks.

< Enter Time

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

Time Reporting Code 18-Sunday

Scheduled OFF
Reponed 0

REGHR - Reguiar Hours v

Comments O

Enter Time

] 28 August - 24 September 2022 »

Schedules

« Week4of4

Scheduled 48.00 | Reported 48.00 Hours

19-Monday 20-Tuesday 21-Wednesday

Scheduled 12 Scheduled 12
Reported 12 Regorted 12 Repored 0

Scheduled OFF

14.00 12.00

22-Thursday

Scheduisd OFF

Reported 0

SR Tt ‘m

23-Friday 24-Saturday Comp Tim

Scheduled 12 Scheduled 12
Regorted 12 Repotted 12

12.00 12.00|

HOLPAYOUT

< Enter Time

Holiday(s): 09/05/2022 - Labor Day

Time Reporting Code 18-Sunday

Scheduled OFF
Reponed 0

REGHR - Regular Hours v

Comments (@)

Enter Time

| Timesheet s Submitted for the period 2022-08-28 - 2022.09-24 |

1 20 RUYUST - 24 SEpPENTuer 2Uzz ¥
rement 28 Day FLSA
0 [ Reported 170 Hours |

[ scneduled

« Week4of4
Scheduled 48.00 | Reported 50.00 Hours

Scheduled 12 Scredued 12
Reported 14 Regoried 12

14.00 12.00

22-Thursday

Schaduied OFF
Regoned 0

23-Friday 24-Saturday Comp Time

Schadules 12
Repoted 12
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Step 22: When submitted, the
Pending Approvals icon appear for
the days’ time entered indicating the
timesheet is waiting for approval.
Click the View 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.

rﬁ] The timesheet has been saved for
later.

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

ﬂ The entered time has been
approved.

4 Legend ®
)
I
) F  Time Details
i
" =1
! W Saved
©  Approved
] Pending Approvals
&  Denied
o) Pushed Back
A Exception
@  Absence
B Reported
B  Reported Under Schedule
[El  Reported Over Schedule
OFF Day
Holiday

Enter Time

7
; «  28August-24 September2022  »
7 Law Enforement 28 Day FLSA
h Scheduled 163.00 | Reported 170 Hours
| view Legend | Save for Later Jm
Holiday(s}: 09:05/2%€2 L abor Day
it
- o « Weekdofs
Sl Seneduled 48.00 | Reporied 50.00 Hows.
“Time Reporting Code = wiggunday 19-Monday 20-Tuesday 21-Wednesday 22-Thursday 23.Friday 24-Saturday Comp Time
-~
-
‘Scheduled OFF Schadusd™ ‘Schedued 12 ‘Scheduled OFF Scheduied OFF Schedued 12 ‘Scheduled 12
Reporss © Ropered 14 P SS——— = Sopecta 2 =
[o o o o
REGHR - Reguiar Hours v il 1400 | 12.00 | | 12.00 1200] |
Comments O |o = o = =3 o
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To view comp and holiday comp time

balances, click the Comp/Holiday “Selecta Job

Comp Time tile, to view balance

h Enter Time Comp/Holiday Comp Time Request Absence Absence Balances
Ours. 07131122 - 08i27/22

®Reported 0.00

—— B 56.30
[ [

@ Scheduled 84.00 Balance Hours

Time Summary Exceptions View Requests
0731122 - 08/27/22

—
No Time Reported l

Payable Time Extended Absence Request Leave Transfer

Last Time Perlod 07/03/22 - 07/30/22

(-
Total Hours 190.4 Hours I [on
Estimated Gross 0USD

Leave / Comp Time

You can click each tile to view
additional details.

*Job | Law Enforcement Officer | v

POLNEHOL

Plan Type Comp Time
Recorded Balance 56.30
As of Date 05/03/2022

Expiration Period Months 12

You successfully learned how to earn
comp time and request holiday comp
payout on a timesheet as a 28 day
police Upstate employee.

Earn Overtime and Request Holiday Comp Payout — 28 Day Police Upstate 14 August 2022




