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ExemptEmployee

How to adjustatimesheeton behalf of an exemptemployee:
Thisjob aidoutlines howa TL/ABS Approveranadjusta timesheeton behalf of an exemptemployee TL/ABS Approvers have access to enter and/or adjust
timesheets on behalf acfmployeesn their assigned department/college/division/campus.

Navigation:Employee Self ServiceMy Workplace> Time and Absence Workcenter

Processg Steps Screershots

Step 1:0n theEmployee Self Servicg

. . Payroll Personal Details] My Workplace Benefit Details
landing @ge, click the&Choose Other |
Homepagesirop down arrow and 1 Esployes Saf Banica &
selectMy Workplacefrom the list. [Gd) essmr— *f
Last Pay Date 04/30/2021
USC Profile Time and Absence
@« «©

Step 2:Click theTime and Absence
Workcentertile.

v My Workplace

UNIVIRSITY OF
SOUTH CAROLINA

Time and Absence Workcenter COVID-19 Campus Leave Workctr il ePAF Homepage

— —

Affiliate Actions Homepage Benefits Enrollment Homepage

ORACLE
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Time and Absenc®/orkcenter
provides a central area to access th
most used time and absence relateq
activities. It enable3L/ABS
Approversto access various pages
and keep multiple windows open
while doing their daily work.

The activities provided within the
Time and Absenc@/ork center
include Approving, Reporting,
viewing time and absence related
transactionsgueries,and reports.

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

Manage Time and Absence
Leave Donations
Extended Absences

I* Queries

Query Manager

Time and Labor

Absence Manageent

v Reports/Processes

Reports

Scope [ c
* My Scope
All
I+ My Work 4rows
Reported Time Quantity for Approval 2.00 Hours Routed
Exceptions . 06/01/2021 - 06/01/2021 05/3072021
Reported Time Quantity for Approval 5.00 Hours Routed N
Approvals v 05/20/2021 - 06/20/2021 06/02/2021
Reported Time a Reported Time Quantity for Approval 7.50 Hours Routed R
06/11/2021 - 06/11/2021 06/03/2021
I= Links Reported Time Quantity for Approval 6.00 Hours Routed 3
05/03/2021 - 05/03/2021 06/04/2021
Approve Time and Absence
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Step 4.Click theApprove Reported
Timeoption from the list.

Step 5:Toedit leave of absence
reported hours/daydor a specific
employee, begin by clicking the
Employee IOield and enter the
employee€@ USCID.

Absence Manageent

I* Reports/Processes

Reports To Position Number

Scope C‘ ﬂ' New Window -]
~ My Scope Approve Reported Time
Timesheet Summary
v My Work
¥ Employee Selection
Exceptions o~
Employee Selection Criteria | Get Employees ‘
Approvals -
- Selection Criterion Selection Criterion Value v——"
Reported Time 2 | Clear Criteria ‘
Time Reporter Group Q N
v Links | Save Criteria ‘
Empl D
Approve Time and Absence - S V15065092 Q
Approve Reported Time Empl Record Q
Approve Multiple Absence Requests Last Name Q
Manage Time and Absence o
First Name Q
Ir Queries
Department Q
Time and Labor -
Supervisor ID Q
Q
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Step 6:To view all timesheets beforg B co
the current date, click th&iew By el @
drOp-dOWH arrow and Sele%” Tlme = bty Wieek Flepoms T Poslion M Q
Beforefrom the list. Bxceptions §
Appioy s o
Repaned Time i Chanpa View
Link 1 By ek Inchsda Abzance B 5o Sohedgls Informrgrninn
w Links rhE
[STea O Torme Afet
Approve Tims and Ahsence -
Agpeoae Repored Time [y
Ao ovs Mttt Aaer e Fieguses Empioyess Ford . ] Approval From DE/DSZIEN - 051122021
g | e R Lty r.‘ q
Manage Time and Absence - n
Tirra Sussen sy [erosyaphis i
= Qissfies
eyt § Sert LastName First Name Employeein | ESPLHoUmlohe | Resomes | BHEMM | facep
Abasnce Marageent -
Lt hearras 3 0 200000 0 002000 QOO0
v Reports/Processes
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My S0 "I First Name Q
. w My Scope
Step 7:Click theEmploye®& Last _
. . . Departmient [+
Namelink to view the Timesheet b My Work
Supervisor ID aQ
page . Excepiions -
Reports Ta Postan Murmber 1+
Approvals o
Reponed Timie ]
I Links Change View
Approve Time and Abzence “View By | Al Time Before v Include Absence B Shew Seheduls Infermation
Approve Reported Time Date | 08062021 |

Appeave Multiphe Aldence Requests

TLABS Aderenlstiater Mornitoe J\|>|x0\r.'|lnn

Employaes For Nime Needing Approval Befora 06/06/2021

Manage Time and Absence v ® Q e
Leave Donations - | Time Summary | Demagraphics | IIx
Extended Absences v Select Last Name First Mame Erployes ID Ernpl Record Hours 1o be Approved
b Quaries o ] T WG3075233 0 1o
Cruery Manapes
Tima and Labor - Approval (T
Abzence Managesnt = SelectAll Dezalect All Approve | Dany | Push Back
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) . Scope (<X - ) New Wind
Step 8:To find the timesheet that * iy Scope Timesheet
requires an adjustment, click the EmployeeID Wes07s2s3  Empl Record 0
. . . . My, Work Human Resource Manager Il DeptID 620100
Previous Periodr Next Periodlinks - y Actons= Eatlest Change Dste 0571672021
to select another timesheet. Approvals . seloct Anather Timesheet
Reparted Time N “View By | Calendar Period vl
Note: Exempt employees do not - Links el
report hours Worke(bxcept for those T . |5:hedu!ed Hours 75.00 Reported Hours  6.00
hours Worked durlng a hazardous Aeprove Reported Time From Saturday 05/01/2021 to Saturday 05/15/2021 @
weather event or burs worked on a :L“:BS::“"“’” “A‘ | g,a; sn en e e ™ o = s Mo I =
university holiday Scheduled hours o ll —
. . lanage Time an nce =
will show the hours the employee is| |.....couom
scheduled to workluring the ey ; - s
Calendar perIOd Calendar perIOd fO |~ Queries Reported Time Status Summary H Absence Exceptions Payable Time
exempt employees refers to the pay] | cuey wansger Reported Time Status
peI’IOd 5/1/2021( 5/15/2021 You Time and Labor - H Q
Can Change the VleW tO Week Oryja. Abseuce Manageent < Select Date Reported Status Total TRC Description Scn'e’: Review Comments
by CIICkIng the/lew Bydrop-down Shspciiemivcesses ] 05/03/2021 Needs Approval 6.00 HZRDS Hazardous Weather 750 &
arrow. Reports v
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Step 9:To view the entire timesheet] |7 ... G et
for the calendar period, scroll to the
right. P
Exceptions o
Approvals v
Reported Time 4
In this scenario the employee had tq |, ...
work during an authorized hazardoy  |asovenmesmsassencs
weather event on 5/3/2021. The Approve Repored Time
employeeaccidentallyreported 6 foprow Mg Misencs s e vied T o S ol Time Reporting Coce Comp Time
hours, but theTL/ABS Approver M““T“"""”:‘:‘"’““’“"””"’"’”““'sﬂ o0 (oD e e
knows that the employee actually L
worked a full 7.5 hourthat day. As Y
the manager, you mst update the I
hours accordingly. Query Manager
Time and Labor .
e sgren: .| I
|+ Reports/Processes
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Step10: Click inthe Time Entryfield

Scope [<X -] New Window
i Timesheet
for 5/3/2021 and adjust hours as @ G
H H I [ |
OUt|Ined 18} Step 9 le My Work Employee ID  WB3075233 EmplRecord 0
DeptID 620100
Exceptions . Actions= Earliest Change Date  D5/16/2021
Step 1L: Click theSubmitbutton to Approvals v Select Anotner Timesheet
H H H Reported Time 4 B Calendar Penod Previous Period  Next Penod
submit the adjusted timesheet. Viewey | CoederPerd__ Y e e Nexfes
S Linke “Date | 05/01/2021 (g
Scheduled Hours  75.00 Reported Hours  6.00
Approve Time and Absence -
Approve Reported Time
From Saturday 05/01/2021 to Saturday 06/15/2021 &
Approve Muliple Absence Requasts Sat Sun Meon Tue Wed Thu Fri Sat Sun Men Tue Wed
51 512 51 5/4 5/5 516 57 518 5/9 5110 511 512
TL ABS Administrator Monitor Apmwalsm
Manage TimeandAbsence
Leave Donations o
Extended Absences v
v Queries Reported Time Status Summary | | Absence ‘ ‘ Exceptions Payable Time
Query Manager Reported Time Status
Time and Labor - H Q 1w
Absence Manageent N Select Date Reported Status Total TRC Description S:};‘::] Review Comments
f
PRI AEEIID O 05/03/2021 Needs Appraval 6.00 HZRDS Hazardous Weather 7.50 @
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Step12: This page confirms the
successful submission of the adjustme
click theOKbutton to return to the
Timesheet page.

Note: Steps 112 were foradjusting the
timesheet on behalf of the employeesA
the TL/ABS Approvefou must also
approve the adjusted timesheet.
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