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How to enter full 28 day timesheebn behalf of a28 day policeemployee:
Thisjob aidoutlines howa TL/ABS Approveranenter a full 28 day timesheetn belalf of a 28 day policemployee TL/ABS Approvers have access to enter and/
adjust timesheets on behalf @imployeesn 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 m’""‘ Frnployee Sef Senics _ - =
selectMy Workplacefrom the list. rr——— +
Last Pay Date 04/30/2021
USC Profile Time and Absence
L7 «©

Step 2:Click theTime and Absence

Workcentertile. oL A + My Workplace

Time and Absence Workcenter COVID-19 Campus Leave Workctr

=t

Student Initiator Reports Affiliate Actions H.

—— ORACLE
SOF

—
' = PEOPLESOFT
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Time and Absenc&/orkcenter

. Scope cD
provides a central area to access th o D
most used time and absence relate Al o
activities. It enable3L/ABS LA Reported Time ;}(u:n;l::}lur»ﬁ:;:r(;::aluzﬂﬂ Hours E':N;‘Jjw ,
H xceptions 6/01/2021 - 06/01/2021 5/30/5
Approversto access various pages EA " | At Reported Time Quantity for Approval 5 00 Hours Routed y
. . pprovals o 06/20/2021 - 06/2012021 06/02/2021
and keep multiple windows open repored e 1 Reporme T oty fo Anproval 750 Hors Roed |
while doing their da”y work. 081172021 - 061172021 06/03/2021
= Links Reported Time Quantity for Approval 6.00 Hours Routed >
0510312021 - 05/03/2021 06/04/2021

Approve Time and Absence

The activities provided within the —
Time and Absenc@/orkcenter o
include Approving, Reporting,

viewing time and absence related
transactionsgueries,and reports.

Extended Absences - u
[* Queries

Query Manager

Time and Labor

Absence Manageent

Step 3:Click theManageTime and
Absencedrop-down arrow.

v Reports/iProcesses

Reports
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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 c n
¥ My Scope
[« My Work

Exceptions
Approvals

Reported Time: 4

I* 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 Requests
Absence Balances

Leave Donations

Extended Absences

Enter Time

Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.

| Get Employees
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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 Tmerspermsro [ 4]
Enter Time page. ‘ Employee 10

Y

T E—
T E—
e E—

e B
pare -] —
Number
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Step 8:Click theEmployee X - E—
Name/Tileline to view the Enter 7 s Seiect Employes
Time page. Lty Work T .
Name/Title Exceptions Hours 1o be Approved
[Exceptions -
In this scenario thefficer forgot to sl v Law Enforcoment Offor | %00
. . . Reported Time 2
enter and/or submittheir timesheet "
for the 28 day cycle from 5/9/2024
6/5/2021. As theTL/ABS Approver
you can enter time on behalf of —
employees in your area. Wy Scope 5 e R
Law Enforcemant Officer | -t =
My Work Raturn to Select Employes
Step 9:Be sure to select theorrect Esceptons . ‘ e
timeSheet for the WOI’k Week. Use th Allowabls Excaption Scheduled 161,50 | Reported 54.5 Hours! Unapproved Time 0.00 )
Arrowsto navigate to the Fs Excepion ViewLogend sovotortoter | [ Subit |
approprlate timeSheetStart Wlth Ap:;:::dnme : Scheduled 36.00 | Reported 0.00 Hours | Unapproved Time 0.00
Week 1 Of 4 “Time Reporting Code 10-Monday 11-Tuesday 12 Wednesday 13-Thursday 14-Friday 15.Saturday Comp Time
= Links
. . . Approve Time and Absence w Schedued OFF Scheduied FF Scnesuied 12 Schedued 12 I Schasuad DOFF Sereduied OFF
B_egln by sek_ectlng the appropriate NP s @ =0 e 0 s © e @ |
Time Reporting Cod€TRC). —— T S couTIvE
. Payabe Time Summary CIMPFI - Compensatary - FMLA " © © “ © ©
You can only have one TRC per ling Payable Time Dalai P~ Compansatory - Wiy
Leave and Compensatary Time CMPTT - Compansatary Time Taken
. . Weakly Tirme Calendar CMPWE « Compensalory - WG
Step10: To use comp time, click the S TR ooy Coms ke
Time Reporti ng Coddal rop_down Vo Ao Fouess HCTKE - Holiéay Compensatary - FMLA
HCTKM - Holiday Compensatory - Militar
arrow. Absence Balances HCTKIM - Holiday Compansatory - WE
~ Queries HZRDS - Hazardous Wealher
Step1l: SelectREGHR Regular . 5
Hours.
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Step12: Click inthe Time Entryfields
for 5/9/2021, 5/12/2021, and
5/13/2021and enter hours worked
matching the scheduled If#urs
each day.

Step 13/Optional:Click the
Commenticon to add additional
information.

Step 14 Use theArrowsto navigate
to the timesheet for week 2 of 4.

Note: Some days in week 2 have
already been approved, but other
days are showing zero hours
reported. As theTL/ABS Approver
you should add missing hours.

Step 15/Optional:If another time
reporting code is needed, scroll to
the right, and click theAdd a Row+
button. Click theTime reporting
Codedrop-down arrow to add
another time code.

Scope

~ My Scope

l* My Work

Exceptions

Approvals

Reported Time

co

Enter Time

Law Enforcement Officer |

Retum to Select Employee

] 9 May - § June 2021
Law Enforement 28 Day FLSA

Scheduled 161.50 | Reported 54.5 Hours| Unapproved Time 0.00

Scheduled 36,00 | Reported 36.00 Hours | Unapproved Time 0.00

Previous

Next

Save for Later || Submit |

I Links
Approve Time and Absence
Manage Time and Absence
Timesheet
Payable Time Summary

Payable Time Detail

Comments

(@)

Teheduig 55 oveced 12 Seheduna 83 Scheded OFF
Repertad 8 Reported 14 Repoted 25 Reponed 0
o L) L)
800 14.00 850
< o o o

Schaduied 5.5
Regoned ©

(@]

Scheduled 12
Regored 0

COMPTIME

()

“Time Reporting Code 9.Sunday 10.Monday 11-Tuesday 12.Wednesday 13.Thursday 14.Friday 15-Saturday Comp Time
v Links.
Approve Time and Absence % cheduled 12 Scheduied OFF Schedued OFF Schedued 12 hecuied 12 Scheduled OFF Schedued OFF
Reporied 12 Reporied 0 Roported 0 Reporied 12 Reporied 12 Reported 0 Repored 0
Manage Time and Absence o
REGHR - Regular Hours v 12.00 12.00 I 12 0o| ( | COMPTIME
Timesheet m
Payable Time Summary Comments (@] (®) (@] o (@) o o
Scope co
~ My Scope E
2 Previous | Next
1 Officer |
Empioyee
Ie My Work
‘ 9 May - 5 June 2021 »
Excoptions v Law Enforement 28 Day FLSA
Allowable Exception Scheduled 161.50 | Reported 54.5 Hoursl Unapproved Time 0.00
Fix Exception Save for Later \ Submit
Approvals S 4 Week2ofd »
Reported Time A Scheduled 41,50 | Reported 30.50 Hours | Unapproved Time 0.00
Reporting Code 16-Sunday 17-Monday 18-Tuesday 19-Wednesday 20-Thursday 21-Friday 22-Saturday Comp Time

:
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Step16:Click in the Time Entry field} — -5
for 5/21/2021 and 5/22/2021, and e

- . Previous
Law Enforcement Officer |

enter hours worked matching the My Work s ¢ o vl
schedulechourseach day. . - wsoeonr

Allowable Exception Scheduled 161.50 | Reported 54.5 Hours Unapproved Time 0.00

Fix Exception View Legend Save for Later | Submit
Step 17/Optional:Click the — 5
Commenticon to add additional , i

*Time Reporting Code 16-Sunday 17-Monday 18-Tuesday 19-Wednesday 20-Thursday 21-Friday 22-Seturday Comp Time
information. Loks
pprove Time and Absence . Scheduled OFF Sovetued 58 | Schedded 12 Shedung 85 (| schedued oFF Tohetens 1
Reported 0 Reported 8 Reported 14 Reported 89 Reported 0 Regoned
fanage Time and Absence ) () @

Step B: Use theArrowsto navigate Timeshoat REGHR- ReglrHowrs v [ 55 | 720] [comPTive
to the timesheet for weelB of 4. Payat T ok o o © o o o o

Note: Some days in week 3 have = o
already been approved, but other an
days are showing zero hours e . R .

Exceptions - Law Enforement 28 Day FLSA

reported. As thelL/ABS Approver Scheduied 16150 | Rapored 545 Hourd Unapproved Time 000
you should add missing hours. P oapen seveer oo (Y

Previous Naxt

[Approvals = 4 Weeklofd »
Raported Tima 2 Scheduled 4250 | Reported 18.50 Hours | Unapproved Time 0.00
Step 19/Optlona| If another tl me e orting Code Z3-Sunday 24-Monday 25-Tuesday 26.Wednesday 27-Thursday 28-Friday 29.Saturday Comp Time
reporting code is needed, scroll to Ropeoes T and scsercs SRR T e
. . e . 0 poried 88 e Reported 0 Reported O Reporied 0 Reported O Reported 0
the right, e_tnd C|ICl$ theAdd a'Row+ e -
button. Click theTime reporting PR — = = 5 = = = =

Codedrop-down arrow to add
another time code.
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Step20: Click in the Time Entry field
for 5/26 ¢ 28/2021, and enter hours
worked matching the scheduled
hourseach day.

Step A/Optional: Click the
Commenticon to add additional
information.

Step22: Use theArrowsto navigate
to the timesheet for week 4 of 4.

Note: Some days in week 4 have
already been approved, but other
days are showing zero hours
reported. As theTL/ABS Approver
you should add missing hours.

Step B/Optional: If another time
reporting code is needed, scroll to
the right, and click theAdd a Row+
button. Click theTime reporting
Codedrop-down arrow to add
another time code.

Scope
~ My Scopo

I My Work

Exceptions

[Approvals

Reported Time

I Links

Timesheet

Payable Time Summal

[Approve Time and Absence

Manage Time and Absence

1y

co

orting Code

‘ aMm
Law En
Scheduled 161.50 | Repo

§ June 2021 »
ment 28 Day FLSA
54,5 Hoursl Unapproved Time 0,00

<« Weekdof4
Scheduled 4150 | Reported 5.50 Hours | Unapproved Time 0.00

30-Sunday 31-Monday 1-Tuesday 2-Wednesday 3-Thursday

5.50

(%) o o o o

save for Later || submit |

4-Friday 5.Saturday Comp Time
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