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How to enter full 28 day timesheebn behalf of a28 day policeemployee:
Thisjob aidoutlines howa managercanenter afull 28 day timesheebn behalf of a 28 day policemployee A manager has thability to search for direct and
indirect employees in the Time and Absence Verker to include approving, reporting, and viewing activities.

Navigation:Employee Self ServiceManager Self Service > Time and Absence Workcenter

Processg Steps Screershots

» Employee Self Service

SOUTH CAROLINA

Step 1:0n theEmployee Self Servicg
landing @ge, click the&Choose Other

Time and Absence Payroll Talent Profile

My Homepage

Homepagesdrop down arrow and @ ,‘
selectManager Self Servicigom the Freioyee Serseniee =

list. Last Pay Date 04/30/2021

-
Benefit Details USC Profile

& /)

Step 2:Click theTime and Absence | RRueteIey + Manager Self Service
WO rkce nte r tl I e . Manager Dashboard Approvals

| ¢

5

Absence Analytics || Time and Absence Workcenter ||

Q
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Time and Absence Wodenter
provides a central area to access th
most used time and absence relatec
activities. It enablesnanagerdo
access various pages and keep
multiple windows open while doing
their daily work.

The activities provided within the
Time and Absence Warnter
include Approving, Reporting,
viewing time and absence related
transactionsgueries,and reports.

Step 3:Click theManageTime and
Absencedrop-down arrow.

< Manager Self Service
Scope

v My Scope

[ My Work
Exceptions
Approvals
Reported Time
v Links
Approve Time and Absence
Manage Time and Absence
Leave Donations
Extended Absences
[* Queries
Query Manager
Time and Labor
Absence Manageent
I* Reports/iProcesses

Reports

c

All
Reported Time

Reported Time
Reported Time

Reported Time

Pending Approvals

Quantity for Appraval 2.00 Hours
06/01/2021 - 06/01/2021

Quantity for Approval 5.00 Hours
05/20/2021 - 05/20/2021
Quantity for Approval 7 50 Hours
06/11/2021 - 0611172021

Quantity for Approval 6 00 Hours
05/03/2021 - 05/03/2021

4 rows

Routed
05/30/2021
Routed
06/02/2021
Routed
06/03/2021
Routed
06/04/2021

>

>

>

EnterFull 28 Day Timesheein Behalfof 28 Day Polic&Employee

June2021




A

N
il

UNIVERSITY OF

South Carolina

University of South Carolina
Time and Labor MSS
Enter Full 28 Day Timesheet on Behalf of
28 Day Police Employee

Step 4:Click theTimesheetoption
from the list.

Step 5:To enter time for a specific
employee, begin by clicking tialter
button.

< Manager Self Sarvice

Scope (o - ]

* My Scope

w My Work
Exceptions
Approvals

Reported Time 4
[* 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

Timesheet
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
Enter Time page. TmeReporerGrowp @]

Employeo
P
e —
T E—
e E—
e B
S —
Number
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Step 8:Click theEmployee
Name/Tileline to view the Enter
Time page.

In this scenario thefficer forgot to
enter and/or submittheir timesheet
for the 28 day cycle from 5/9/2024
6/5/2021. As the manager, you can
enter time on behalf of your direct
reports.

< Manager Self Service

Scope

co
¥ My Scopa
b My Work

[Exceptions
Approvals
Reported Time 2

Liny

Enter Time

Select Employee

Name/Title

Timesheet

Exceptions

Hours to be Approved

Law Enforcement Officer |

96.00

< Manager Self Service

Enter Time

Scope co Enter Time
* My Scope [ e Maxt
Law Enforcement Otficer |

Step 9:Be sure to select theorrect - Fetun o SoRctEnpieo
timesheet for the work wele. Use the| | c.cepion 5 < Dtiay-shuezoat
Arrowsto navigate to the Allowable Exception Scheduled 16150 | Reported 54.5 Hoursl Unapproved Time 0.00 .
appropriate timesheetStart with Vi Logond sovotor o | (5B
Week 1 of 4. Approve .

Raported Time 3 Scheduled 36.00| Reported 0.00 Hours | Unapprowed Time 0.00

*Time Reporting Code 9.Sunday 10-Monday 11-Tuesday 12 Wednesday 13-Thursday 14-Friday 15-Saturday Comp Time
Begin by selecting the appropriate U
. . Approve Tima and Absence - Seracided 12 Sehaduted DEF Seheduied GFF Seneduied 12 Srhaduiad 12 Schacuied OFE Scheduled OFF

Time Reporting Cod@TRC)_ enoge T nd boonc ’ — Rasares 0 — — — — ——

Timesheet [ REGHR - Regular Hours ~ COMPTIME
You can only have one TRC per line Payabe Trne Summary it Compaaony A © O > o © o o

Payable Time Detail CMPML - Compensatory - hilitary
Stepl0: To use comp time, click the e e Compenzciony Time CHFIT - Compantates T Tk

H H Waakly Tire Calendar CMPWC - Compensatory - WG
Time Reporting Coddrop-down . e sty Conp en
aquest Absence
arrOW . View Absence Requests HCTKF - Holoay Compensatory - FMLA
HCTKM - Holiday Compnsatory - Militar

Absence Balances HCTKW - Holiday Compensatory - WC
Step 11 SeIeCR EG H R Reg u Iar + Queries HZRDS - Hazardous Wealher
Hours. Time s Lovor .

EnterFull 28 Day Timesheein Behalfof 28 Day Polic&Employee June2021




A

N
il

UNIVERSITY OF

South Carolina

University of South Carolina
Time and Labor MSS

Enter Full 28 Day Timesheet on Behalf of

28 Day Police Employee

Step12: Click inthe Time Entryfields

for 5/9/2021, 5/12/2021, and & - - Eoker Thne AQw™ O

= =
5/13/2021and enter hours worked - My Sope = ——
matching the scheduled I®urs L Rikem b o Enere
eaCh day Exceptions ] 9 May - 5 June 2021 »

Y Law Enforement 28 Day FLSA

Allowable Exception Scheduled 161.50 | Reported 54.5 Hours| Unapproved Time 0.00
Step 13/Optional:Click the View Logend Sovefor Lotr_| (JEEEE
Commenticon toadd additional Aot v I [ 7o)
. . Reported Time 2 S ul | Reported 36.00 Hours | Unapproved Time 0.00
|nf0rmat|o n. “Time Reporting Code 9-Sunday 10-Monday 11-Tuesday 12-Wednesday 13-Thursday 14-Friday 15-Saturday Comp Time

» Links
. Approve Time and Absence 5 Scheduled 12 Schedued OFF Scheduiad OFF Scheduied 12 Scheduied 12 Scheduled OFF Schedused OFF

Step 14 Use theArrOWs to na\“gate RS Raporied | 12 Rl Regoried 0 Rogeried | 13 Reporied 12 iacanzo e oa70
to the timesheet for week 2 of 4. r— 2 — 2] | ] cowprie

Payable Time Summary Comments (@) (@] O (] © O e
Note: Some days in week 2 have
already been approved, but other
days are showing zero hours « Manager s serviee E—— AaQw™ : @
reported. As the manager you shoul |*.... col I
add missing hours. o e

4 9 May - 5 June 2021 3
Exceptiony e Law Enforement ay FLSA
1 . H A ble Excentior Scheduled 161.50 |Repil:e(f 545 :ia;f:n:.m.ma Time 0.00

Step 15/Optional:If another time lovabe Excepian i
reporting code is needed, scroll to e

rovals = 4 Week2ofd »
the r|ght, and CI|Ck th@\dd a ROW{— Reported Time 2 Scheduled 41.50 | Reported 30.50 Hours | Unapproved Time 0.00
b tt CI k th T t_ Reporting Code 16-Sunday 17-Monday 18-Tuesday 18-Wednesday 20-Thursday 21-Friday 22-Saturday Comp Time

utton. Click theTime reporting - Links
Codedrop-down arrow to add Aorase T o owece SN =5 =55 =R =0 =S5 = ==
. Manage Time and Absence -

another time code. El a

Payable Time Summary Comments O (e O (o] O O ]

Payable Time Detail m
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Step16: Click in the Time Entry field
for 5/21/2021 and 5/22/2021, and
enter hours worked matching the
scheduledhourseach day.

Step 17/Optional:Click the
Commenticon to add additional
information.

Step B: Use theArrowsto navigate
to the timesheet for week 3 of 4.

Note: Some days in week 3 have
already been approved, but other
days are showing zero hours

reported. As the manager you shoul
add missing hours.

Step 19/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.

< Manager Self Service Enter Time AQwY 0O
cope C©  Enter Time
v My Scope o
Previous Next
Law Enforcement Officer |
Retum fo Select Employee
My Work ™
‘ 9 May - 6 June 2021 »
xoepliona v Law Enforement 28 Day FLSA
Scheduled 161.50 | Reported 545 Hours Unapproved Time 0.00
View Legend Save for Later Submit
pprovals v 4 Week2ofd )
Reported Time o Scheduled 41.50 | Reported 45.00 Hours | Unapproved Time 0.00
“Time Reporting Code 16-Sunday 17-Monday 18-Tuesday 19-Wednesday 20-Thursday 21-Friday 22-Saturday Comp Time
Links
pprove Time and Absence - Scheduled OFF Scheduled 55 ‘Scheduled 12 Soharktan 0.8 R Scheduied OF Scheduied 55 Schedoes 12
Regoned 0 Reponed 8 Reported 14 Reponed 85 Reponed 0 ed Regored 12
orogre Thne aud Abasuce . o o o
—— REGHR - Regular Hours v 8.00 14.00 850 | s50] [ 1200] |coMPTIME
Payable Time Summary Comments o @) o) o o o o
=
< Manager Self Service Enter Time AQY ! @
Scope co
~ My Scope
Previous | Next
serl
ore
I My Work
‘ 9 May - 5 June 2021 »
[Excontions v Law Enforement 28 Day FLSA
Scheduled 161.50 | Reported 54.5 Hoursl Unapproved Time 0.00
Fix Excoption Save for Later || Submit
Approvals 7 4 Week3ofd »
Reported Time = Scheduled 42.50 | Reported 18,50 Hours | Unapproved Time 0.00
orting Code 23-sunday 24.Monday 25Tuesday 26-Wednesday 27-Thursday 28Friday 29.Saturday Comp Time
I Links
[Approve Time and Absence > et 12 SoheauRd0s Shecueass Soetuesas
Repored 12 Reportsd 85 pansd 0 Reponed O
Manage Time and Absence v
Timesheet E’ 120 e =
Payable Time Summary Comments o o o o o o o
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Step 19 Click in the Time Entry field
for 5/26 ¢ 28/2021, and enter hours
worked matching the scheduled
hourseach day.

Step 20/Optional:Click the
Commenticon to add additional
information.

Step21: 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 the manager you shoul
add missing hours.

Step 22/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.
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