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How to enter full 28 day timesheet on behalf of a 28 day police employee:
This job aid outlines how a TL/ABS Approver can enter a full 28 day timesheet on behalf of a 28 day police employee. TL/ABS Approvers have access to enter and/or

adjust timesheets on behalf of employees in their assigned department/college/division/campus.

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

Processing Steps

Screenshots

Step 1: On the Employee Self Service
landing page, click the Choose Other
Homepages drop down arrow and
select My Workplace from the list.

Step 2: Click the Time and Absence
Workcenter tile.
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Time and Absence Workcenter
provides a central area to access the
most used time and absence related
activities. It enables TL/ABS
Approvers 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.

Approve Time and Absence

Manage Time and Absence

Leave Donations

Extended Absences - u
[* Queries

Query Manager

Time and Labor
Absence Manageent
v Reports/iProcesses

Reports

Scope [S n
v My Scope
All 4 rows
|+ My Work o
Reported Time Quantity for Approval 2 00 Hours Routed N
Exceptions - 06/01/2021 - 06/01/2021 05/30/2021
Reported Time Quantity for Approval 500 Hours Routed N
Approvals v 05/20/2021 - 05/20/2021 06/02/2021
Reported Time 4 Reported Time Quantity for Approval 7.50 Hours Routed >
0611/2021 - 06/11/2021 06/03/2021
lw Links Reported Time Quantity for Approval 6,00 Hours Routed »
05/03/2021 - 05/03/2021 06/04/2021
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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.

Scope c ﬂ

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
¥ My Scope

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

ML | Get Employees

Exceptions o)

Approvals o)

Reported Time 4
I* Links
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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.
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Step 8: Click the Employee Seope - Am—
Name/Tile line to view the Enter Al Select Employes o
Time page. bty Work 7| .
NamelTitle Exceptions Hours to be Approved
[Exceptions -
In this scenario the officer forgot to D v Law Enforcement Offcer | .00
. . . Reported Time F)
enter and/or submit their timesheet
for the 28 day cycle from 5/9/2021 —
6/5/2021. As the TL/ABS Approver,
you can enter time on behalf of
. SCOPE LS Enter Time
employees in your area. - My Scope u 9 e T
aw Enforcement Otficer = =
My Work ;er.um to Select [Enlp!l)_-l‘l(!
Step 9: Be sure to select the correct Esceptons . ‘ e
timesheet for the Work WEEk. Use the Allowatle Exception Scheduled 161.50 | Reported 54.5 Hours] Unapproved Time 0.00 )
Arrows to navigate to the Viow Lagand save fortoter | [ submit |
. . . Approvals -
approprlate tlmeSheet' Start Wlth Reported Time 3 Scheduled 36.00 | Reported 0.00 Hours | Unapproved Time 0.00
WEEk 1 Of 4, “Time Reporting Code 9. Sunday 10.Monday 11.Tuesday 12.Wednesday 13.Thursday 14.Friday 15.Saturday Comp Time
= Links
. . . Approve Time and Absenca - 2:»::: 12 Sc‘:a";n oFF sc::n::‘ oeF :m: 12 :z!r-a‘m 2 ;':n: oFF i::nm:n oFF
Begin by selecting the appropriate e : e © e ’ o o ° ° |
Time Reporting Code (TRC). E— T T covpTive
Payabe Time Summary CIMPFI - Compensatary - FMLA " © © © “ © © ©
You can only have one TRC per line. Payable Thne Detsl CHPL- Cmpansatory - ity
Leave and Compensatary Time CMPTT - Compansatary Time Taken
. . Weakly Tirme Calendar CMPWE « Compensalory - WG
Step 10: To use comp time, click the R HETK - Hotday Comp Teken
Time Reporting Code drop-down View Absance Requsss HCTHE - Hlay Campansatay - FHLA
a rrow HCTKM - Holiday Compensatory - Militar
: Aosence Balances HCTK - Holiday Compensatory - WC
~ Queries HZRDS - Hazardous Wealher
Step 11: Select REGHR — Regular — .
Hours.
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Step 12: Click in the Time Entry fields

Scope co E T
for 5/9/2021, 5/12/2021, and e i
w Enforcement ficer | Previous Next
5/13/2021 and enter hours worked g— ey s S ol
matching the scheduled 12 hours S ieion ’ 9 May - 6 June 2021 ,
v aw Enforement 28 Da:
each day. Allowable E g Scheduled 161.50 \lRe.:m:ml 545 DI|()|[|)45[YII:\:1,1\;N0V0<IImm 0.00
Fix Exception View Legend Save for Later || Submit |
Step 13/Optional: Click the frponl v
. age Reported Time 2 Scheduled 36 .00 | Reported 36.00 Hours | Unapproved Time 0.00
Comment icon to add additional icis R ol Code o.Sunday 10.Monday . Tuesday 12Wednosday  13-Thursday 14.Friday 15-Saturday Comp Time
information. e
Approve Time and Absence % Schaduied OFF Scheduied 12 Scheduied 12 Scheduind OFF Schedued OFF
X Manage Time and Absence S N R S o -
Step 14: Use the Arrows to navigate —— REGHR - Regular Hours v 1200 | 1200] [ | COMPTIME
to the timesheet for week 2 of 4. Payable Time Summary Comments o o o o o o o
Note: Some days in week 2 have
already been approved, but other
days are showing zero hours el co
reported. As the TL/ABS Approver tomer & frevoeny | e
.. I+ My Work T
you should add missing hours. ! $ May -5 June 2021 N
Excoptions v Law Enforement 28 Day FLSA
Allowable Exception Scheduled 161.50 | Reported 54.5 Hoursl Unapproved Time 0.00
Step 15/Optional: If another time sevr e |
. . Approvals o Week 2 of 4
reporting code is needed, scroll to e - e e e
the r|ght, and C||Ck the Add a ROW + | Linke Reporting Code 16-Sunday 17-Monday 18-Tuesday 19-Wednesday 20-Thursday 21-Friday 22-Saturday Comp Time
button. Click the Time reporting CEDLCTID —— — —— — e i
Manage Time and Absence v o ()
Code drop-down arrow to add s g . — = pv— 3
another time COde- Payable Time Summary Comments O (®) (o) (@) o o o
Payable Time Detail m
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Step 16: Click in the Time Entry fields — ——

for 5/21/2021 and 5/22/2021, and iy Scope :

enter hours worked matching the by Work e St rplrn

scheduled hours each day. scapons . .

Scheduled 161.50 | Reported 54.5 Hours Unapproved Time 0.00

View Legend Save for Later | Submit
Y 4 Week2o0fd4 )

, Previous Next

Allowable Exception

Step 17/Optional: Click the pp.u:m; |

Comment |c0n to add addltlonal Reported Time 2 : Scheduled 41,50 | Reported 43 00 Hours | Unapproved Time 0.00 : :
*Time Reporting Code 16-Sunday 17-Monday 18-Tuesday 19-Wednesday 20-Thursday 21-Friday 22-Saturday Comp Time

information. Loks

pprove Time and Absence . Scheduled OFF v 58 B e Schedond 85 5 e Sohesie s

Ty, edie = ek =g ol =
Step 18: Use the Arrows to navigate Timesneet REGHR - Regular Hours v 800 14.00 850 | 550] [ 1200] | COMPTIME
to the timesheet for week 3 of 4. Paratle Tk Svuay L o o o o o o o
Note: Some days in week 3 have - To

v Scopa
already been approved, but other frevew | e
. I My Work

days are showing zero hours ’  May - 5.June 2021 '

Exceptions - Law Enforement 28 Day FLSA

reported AS the TL/ABS Approver Allowable Exception scheduled 161.50 | Reported 54.5 Hoursl Unapproved Time 0.00
you should add missing hours. FxExcapon savo oo (N

Approvals v 4 Wook3ofd »
Raportad Tima 2 Scheduled 4250 | Reporied 18.50 Hours | Unapproved Time 0,00
Step 19/0pt|°na|: If a nother t| me e orting Code 23-Sunday 24-Monday 25-Tuesday 26-Wednesday 27-Thursday 28-Friday 29-Saturday Comp Time
reporting code is needed, scroll to Reptors Tiw s exer:s SR S T e
H H + [Manage Time and Absence -
the right, énd cI|ck.the Add a 'Row B e . = —
button. Click the Time reporting F— — 5 S 5 S 5 S S

Code drop-down arrow to add
another time code.
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) ) ) ) Scope C® | Enter Time
Step 20: Click in the Time Entry fields T Scove o e |
for 5/26 — 28/2021, and enter hours -y Work s tos
. < 9 May - § June 2021 »
worked matching the scheduled Exceptions v Law Enforement 28 Day FLSA
Allowable Exception Scheduled 161.50 | Reported 54.5 Hours Unapproved Time 0.00
Aliowable Exceptiol ! !
hours each day. —— —— save for Later| (B
Approvals 0
. . . Reported Time 2 Scheduled 42.50 | Reported 42.50 Hours | Unapproved Time 0.00
Step leoptlonal' CIICk the : *Time Reporting Code 23-Sunday 24-Monday 25-Tuesday 26-Wednesday 27-Thursday 28-Friday 29-Saturday Comp Time
Comment icon to add additional ["Linke
. . Approve Time and Absence 5 Schecied 85 Scheduled OFF Schaduled 65 Scheded 12 = Scheduied OFF
|nformat|on_ a0 Reponsd 85 Reported 0 Reported 55 Reported 12 Repored 85 Regorsd 0
Manage Time and Absence o )
Timesheet HZRDS - Hazardous Weather v 1200 6.50
Step 22: Use the Arrows to navigate PRy Tioe Sty FES- ot o v [ sso | 20 [ 550] [ ]
to the timesheet for week 4 of 4. — il oo 2 % 2 2 £ £ 2
Note: Some days in week 4 have ,
—_— Scope O
already been approved, but other My Scopo » e
days are showing zero hours Ly Work
‘ 9 May - 5 June 2021 »
reported. As the TL/ABS Approver Exceptons ’ Low Enforement 28 Day FLSA
. . llowable Ex . Scheduled 161.50 | Reported 54.5 Hours! Unapproved Time 0,00
you should add missing hours. . o] R
Approvals < « Woek4of 4
Step 23/0pti0na|: If another t|me Reported Time ~ Scheduled 41.50 | Reported 5.50 Hours | Unapproved Time 0.00
X orting Code 30-Sunday 3 -Monday 1-Tuesday 2-Wednesday J-Thursday A-Friday 5-Saturday Comp Time
reporting code is needed, scroll to [rLicks
. . Approve Time and Absence 3 s o Schaduled 5.9 Scheduled 12 Scheduled 0.8 Seheduied OFF Scheduled 12
the rlght, and Clle the Add a ROW + Ee—— Regoried 0 Raponed 5 A Reponed 0 Repored 0 Reponed 0 Regoried 0
button. Click the Time reporting Tmeshee & L] a =
Code drop-down arrow to add otk L Comments © © © © © © ©
another time code.
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Step 24: Click in the Time Entry fields
for 6/1/2021, 6/2/2021, 6/4/2021
and 6/5/2021 and enter hours
worked matching the scheduled
hours each day.

[Approvals

View Legend

Law Enforement 28 Day FLSA
Scheduled 161.50 | Reported 54.5 Hoursl Unapproved Time 0.00

Save for Later

L) T W T Enter Time
* My Scope
- Previous Next
Law Enforcement Officer |
Retur 1o Select Employee
I My Work
‘ 9 May - 5 June 2021 »
Exceptions

v 4 Weekdofd
Reported Time 2 Scheduled 4150 | Reported 41.50 Hours | Unapproved Time 0.00
- . *Time Reporting Code 30-Sunday 31.Monday 1-Tuesday 2.Wednesday 3.Thursday A.Friday 5.Saturday Comp Time
Step 25/Optional: Click the FLinks
Comment icon to add additional [Approve Time and Absence 9 Screduind OFF T ohwtung 12 ey Schaded OFF oneses 85
. . [Manage Time and Absence Y
information. i REGHR - Regular Hours v 550/ [ 200] [ 5.50) | 550] | 1200
Payable Time Summary Comments (@] (@] (@] () (@] (@] (&
Step 26: Click the Submit button to
submit the full 28 day timesheet.
Step 27: Upon clicking the submit ] GO T Enter Time
A Seooe e 5, Previous Next 2
button a warning message appears . Lo O]
because one of the days in the 28 day ‘ $ May - 5 June 2021 »
[Exceptions v Law Enforement 28 Day FLSA
timesheet was a unive rsity hohday e Scheduled 161.50 | Reported 545 Hours Unapproved Time 0.00 _
. o o Usoen | save forLater || Submit
Click the OK button to approve the Pt e = e
. . |Approvals > 4 Weekdofd
tlme aS Submltted- Reported Time 2 Scheduled 41.50 | Reported 41.50 Hours | Unapproved Time 0.00
*Time Reporting Code 30-Sunday 31-Monday 1-Tuesday 2-Wednesday 3-Thursday 4 Friday 5.Saturday Comp Time
I Links
[Approve Time and Absence v Schesuled OFF || Sereaveass Schecused 12 ‘ Schedued 8.5 Sthedued OFF Sthediedd s Schesuled 12
Repomae 0 Rapomed 68 | Reponea 12 Raperias 88 Raponsd 0 Raporad 85 Regored 12
[Manage Time and Absence 23 J
Timesheet REGHR - Regular Hours. A | L 550, 1200, 5501 | 550 12.00
Payable Time Summary Warming - 2021-05-31 Is scheduled as a holiday O
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 or change your Reported Time
Payable Time Detail
Leave and Compensatory Time m 2 MHIUNJE‘ A])["M Sanoe
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Step 28: Once the timesheet has
been submitted correctly, you will

- o
Law Enforcement Officer |
Retum to Select Employes

| Timesheet is Submitted for the period 2021.05-09 - 2021.06-05 |

X Previous Next X

e My Work
see a message across the top of the Exceptons -  emonns |
. . Alowable Exceplion Scheduled 161.50 | Reported 168.0 Hours| Unapproved Time _0.00|
screen saying that the timesheet has —— ‘ R—
. Fix Excep Legend Save for Later | | Submit
been submitted successfully. Also, an — —
email iS generated that W||| Reporled Time Schetued 41.50 | Reported 41.50 Hours | Unapproved Time 000
t tica”y be Sent to the o *Time Reporting Code 30-Sunday 31-Monday 1-Tuesday 2-Wednesday 3-Thursday 4-Friday 5 Saturday Comp Time
automa ALLD
employee. APprove Time a1 Absencs =t == =50 e Ter =" == s
p y Manage Time and Absence (-] Q (] (-]
Timesheet REGHR - Regular Hours v 550 1200 850 550 1200
Step 29: Notice the time that appears Payati Time Summary Comments o o) o o < o) o)
in the Manager Approvals section of U < anage Appronas
asve and Compansatory e
the page ShOWS as Approved' When WWeekly Time Calendar
time is entered by a TL/ABS Approver Request Absence Date Reported Status Total TRC Description Scheduled Work Hours
on behalf of an employee, additional Ve Abance Requests 0510912021 Aoproved 1200 REGHR Regular Hours 1200
approva| is not required. aance Batances 0811212021 Approved 1200 REGHR Regular Hours 1200
7 Quaries 05132021 Approved 1200 REGHR Regular Hours 1200
Time and Labor
081772021 800 REGHR Regular Hours 550
Absence Manageent
Unapproved Absences 05/18/2021 1400 REGHR Regular Hours 1200
Hyper Link 051182021 850 REGHR Regular Hours 650
v ReporisiProcesses 0512172021 Approved 550 REGHR Reqular Hours 550
0512272021 Approved 1200 REGHR Regular Hours 1200
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Step 30: When submitted, the
Approved icon appears for the days

time entered indicating the
timesheet is approved. 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.
e The time entered has been

submitted and is pending approval.

ﬂ The entered time has been
approved.

You successfully learned how to
enter and submit a full 28 day
timesheet on behalf of a 28 day

police employee.

Legend

4 =  Time Details
I
]
1 5] Saved
!
i
@  Approved

##  Pending Approvals
&  Denied

&  Pushed Back

s Excephon

@  Absence

B Reported

Bl Repored Under Schedule
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