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How to enter or adjust time on a timesheet for an hourly employee:
This job aid outlines how a TL/ABS Approver can enter or adjust time on a timesheet on behalf of an hourly employee. A TL/ABS approver has the ability to search for
employees in their designated department(s) in the Time and Absence Workcenter to include approving, reporting, and viewing activities.

Navigation: Employee Self Service > My Workplace> Time and Absence Workcenter

Processing Steps Screenshots
Step 1: On the Employee Self Service Payrol Personsl Detaef "y, Worgiace Benafit Details
landing page, click the Choose Other — Employes Sef Senice ] AL
Homepages drop-down arrow and [Beg) USC Canten HRAdriisrsir [} &
select My Workplace from the list.
Last Pay Date 04/30/2021
USC Profile Time and Absence
« «©

Step 2: Click the Time and Absence
Workcenter tile.

+ My Workplace

SOUTHCAROLINA

COVID-19 Campus Leave Workctr [ ePAF Homepage

— —

Affiliate Actions Homepage Benefits Enroliment Homepage

oracLE —
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Time and Absence Workcenter Scope cH
provides a central area to access the it

most used time and absence related My Work

activities. It enables TL/ABS
Approvers to access various pages B
and keep multiple windows open Reported Time
while doing their daily work.

Exceptions

w Links

Approve Time and Absence

Manage Time and Absence

« Queries

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

~ Reports/Processes

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

Step 4: Click the Timesheet option + iy Seope Enter Time

from th e IISt Use filters 1o change the search criteria or Gel Employees 1o apply the default Manager Search Opfions,
s A Get Employees

Step 5: To enter time for a specific Exceptions v

employee, begin by clicking the Filter | |*"*" v

b tt Reporied Time 2

utton.

« Links

Approve Time and Absence

Manage Time and Absence

Timesheet |

Payable Time Summary

Payable Time Detail m
Leave and Compensatory Time

‘Weekly Time Calendar

Request Absence

View Absence Requesis

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

Step 7: Click Done to move on to the
Enter Time page.

Time Reporter Group | Q |

Employee 1D IA:MS??I QI

Empl ID
Empl Record
A31377578

FistName [ Q]
Department [ Q]

Supervisor ID |

Reports To Position
Number
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Step 8: Click the Employee oo CO | ooree
Name/Tile line to view the Enter M S Select Employes
Time page. e :mmrnu Exceptions Hours to be Approved

Approvals .
Trades Specialist IV 135,00

w Links

Approve T

me and Absence
Manage Time and Absence

Timesheet
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In this scenario the hourly employee Enter Time
forgot to enter their time worked for el Res: 0 Dept 4103400  pesr ot
the week of 5/2/2021 and the week ‘ B '
has now passed. As the TL/ABS e 000 [T oo _
Approver, you can enter time on Save for Later | | Submit
behalf of employees in your area. +Time Reporting Code SMonday e Tunssay Pr— o Thursday S— o-Saturday Comp Time
You can go back to enter and adjust — ——
timesheets 60 days prior to the
current day on behalf of an EnEe bents O > C o ) C
employee.

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

Begin by selecting the appropriate
Time Reporting Code (TRC).

Step 10: Click the Time Reporting
Code drop-down arrow.

Step 11: Select REGHR - Regular
Hours.
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Step 12: Click in the Time Entry field
and enter hours worked for each day. Enter Time

Empl Rec: 0 | Dept Id 1163400 | peer futor

] 2 May - 8 May 2021 3
Weekly Period - PS Delivered
Scheduled 0.00 | Reported 0 Hours
ager Save for Later Submit
*Time Reporting Code 2-Sunday 3-Monday 4-Tuesday 5Wednesday 6-Thursday 7-Friday 8-Saturday Comp Time
(> 3 3 Iy Sete
Rser Resorts Resors © ey Repertag 0
REGHR - Regular Hours - 500 5.00 500 500 500
- 4 S N
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. . Enter Time
Step 13: The timesheet is complete.
. . I Timesheet is Submitted for the period 2021-05-02 - 2021-05-08 x
Click the Submit button. T —
= My Work s Eese =
. Ll 2 May - 8 May 2021 »
Once the timesheet has been Exceptions Weekly Period -5 Defivered
. . Approvals Scheduled 0.00 | Reported 25 Hourd Unapproved Time 0.00
submitted correctly, you will see a : —
Reported Time View Legend e for Later
message across the top of the screen
H H EEA Ti S N 1y 13 y - ne: y r T-Frida 8-Saturday Comp Time
Say'ng that the tlmeSheet has been . . *Time Reporting Code 2 Sunday 3 Monday 4 Tuesday 5 Wednesday & Thursday Eriday 8- Saturday
pprove Time ai SEnce .
submitted successfully. Also, an email | | . ..cmuiree = —— — — ‘
is generated that will automatically Agprove Mutip Absence Recusst ~ [e o ) )
REGHR - Regular Hours w 5.00 500 5.00 5.00 5.00
be Sent to the employee TLABS Administrator Monitor Approva
Manage Time and Absence Comments e (@] O (e C (o] (@]
Timeshest
« Manage Approvals
Fayable Time Summary
Payable Time Detail
When a tlmesheet |S entered by a Leave and Compensatory Time Date Reported Status Total TRC Description Scheduled Work Hours
TL/ABS Approver on behalf of an ety Tove Ctencer os0zzzt sorrones 500 mesm S o0
H H Request Assence [ /20! Agprove EGH legular Hours 0.00
employee, additional approval is not - R e B0 meeE Reguert e
required View Ausence Requests 05/05/2021 Approved 500 REGHR Regular Hours 0.00
. Absence Balances 0810812021 Approved 500 REGHR Regular Hours o.00
Hansge Envetment 05/07/2021 Approved 5.00 REGHR Regular Hours 0.00
Time and Labor Processing
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Step 14: When submitted, the

Approved icon appears for the days A Legend [x)
time entered indicating the / = TimeDetais N
timesheet is approved. Click the View v o s
Legend link to view the legends used /
. . ’ @ Approved
and a short description of each one. K
/ #  Pending Approvals
The most common icons that ff’ & Denied
may appear in the Daily Status box ,’f 5 Peindoak
are: ;
, A Exception
A The user has an exception that K
. Lo @ Absence
needs to be fixed before submitting ./
the timesheet. i W Reported
!
& The timesheet has been saved for ! W Feported Under Schecle -
later. '
"

The time entered has been
submitted and is pending approval.

ﬂ The entered time has been
approved.

Note: As a TL/ABS Approver, you can
go back to enter or adjust timesheets
60 days prior to the current day for a
terminated employee within your
departmental access.

You successfully learned how to enter
and submit a timesheet on behalf of
an hourly employee.

Manage Enrcament
Time and Labor Processing

Date Reported Status

Timesheat is Submitted for the pericd 2021-06-02 - 20210508

Description

Reguiar Hours 000

Raguiar Hours 200

Raguiar Hours 000

Reguiar Hours 0

Raguiar Hours 2
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