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How to enter a time on a timesheet for a 28 day police employee:
This job aid outlines how a 28 day police employee will enter time on a timesheet.

Navigation: Employee Self Service > Time and Absence > Enter Time

Processing Steps Screen Shots

Step 1: On the Employee Self Service ol I —

landing page, click the Time and UTH CAROLING

Absence tlle ! Payroll Personal Details Talent Profile Benefit Details
o ‘

Last Pay Date 04/30/2021

USC Profile . Time and Absence

@« «©
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Step 2: Click the Select a Job drop-
down arrow to select the applicable
job for which you need to enter time
on a timesheet.

Note: Many police officers have an
FTE along with an internal dual
assignment active concurrently. If
you do not have multiple active jobs,
you can skip step 2.

€ Emgployes Sl Service

*| Bl Fiee: 1| Dept b 525004 | Lisw Esforceament Ofees

Tima Summary

0.00
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A0 Hours
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Eatended Abparce Reguett

lo

Last Py Pariod 05013 - DEHET
Total Howis 0 Haur

Estimatid Jreds 0

Leave Tranifer
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Step 3: Click the Enter Time tile to
enter time on a timesheet.

< Employee Self Service

*Selecta Job ’Empl Rec: 0| Dept Id :925069 | Law Enforcement Cfficer | VI | Apply .

[ Enter Time Comp/Holiday Comp Time Request Absence Absence Balances
05/09/21 - 08/05/21

@ Reported 60.00 " Iil I !
@ Scheduled 84 00 Balance Hours e

Time Summary Exceptions View Requests Cancel Absences
05/09/21 - 06/05/21

American Red Cross Disaster —
60.00 Hours E
53.50 Hours

Payable Time

Extended Absence Request Leave Transfer

Last Pay Period 05/01/21 - 05/15/21

| 1 |
Total Hours 0 Hours l W
Estimated Gross 0
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Step 4: Be sure to select the correct < Time Enter Time A Q™ : @®
timesheet for the work week. Use the
Arrows to navigate to the
appropriate timesheet.

| Empl Rec: O | Dept Id -:925069 | Law Enforcement Officer | V|

4 9 May - 5 June 2021 >

Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 60.0 Hours

m 28 day p0|lce SmeIt thelr View Legend . Request Absence | | Save for Later ‘ Submit
timesheets on a 28 day basis, rather '

than weekly like other employees. 4 Week4of4
Generally, you will enter your hours Btk e L febled Ll e
worked each week and click the Save
for Later button. At the end of week |
4 you will enter hours worked and 1
click the Submit button to submit the

entire 28 days’ timesheet.

*Time Reporting Code 30-Sunday 31-Monday 1-Tuesday 2-Wednesday 3-Thursday 4-Friday §-Saturday Comp Time

Scheduled 6.5
Reported 0

heduled OFF
Reported 0

heduled 5.5
Reported 0

Scheduled 12
Reported 0

Scheduled 6.5

Reported O Reported 0

Scheduled OFF ‘

Comments O O O O O O O
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Step 5: Begin by selecting the
appropriate Time Reporting Code
(TRC).

Enter Time

Emmpl Rec O] Dept W 925000 | Lew Erforcemant Oficer | v

You can only have one TRC per line. S—— Rogust Aaswose || sevatorvonr | (AR
4 Weekdofd
. . . Schackbid 81 53 | Rapatad 888 Hous
Step 6: Click the Time Reporting ——
Code drop-down arrow.

Step 7: Select REGHR — Regular
Hours.

Step 8: Click in the Time Entry field
and enter hours worked for each day.
This week you were authorized to
work overtime to assist due to
unforeseen absence of a fellow
officer.

< Time Enter Time

»
Jo
1
®

Empl Rec: 0| Dept Id 925069 | Law Enforcement Officer | v

4 9 May - 5 June 2021 »
Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 60.0 Hours

i Laged Request Absence Save for Later || Submit

4 Week4of4d
Scheduled 4250 | Reported 50.50 Hours

“Time Reporting Code 30-Sunday 31-Monday 1-Tuesday 2-Wednesday 3-Thursday 4-Friday 5-Saturday Comp Time
Scheduled 12 Scheduted 6.5 Scheduled OFF Scheduled 5.5 Scheduled 12 Scheduled 6.5 Scheduled OFF
Reported 12 Repoted 12 Reparied 0 Reported 55 Reporied 12 Reparted Reported 0
EGHR - Regular Hours v 12.00 12.00 550 12.00 9.00 [ ll Q
Comments (o) (e e} O e} 5] e}
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Step 9: Click in the Lookup icon and
p : P < Time Enter Time A Q v
select the Comp Time option.
Empl Rec: 0 | Dept Id :925068 | Law Enforcement Officer | «
4 9 May - 5 June 2021 4
Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported €0.0 Hours
iew Legend Request Absence ‘ ‘ Save for Later ‘ Submit
4 Week4of4
Scheduled 42.50 | Reported 50.50 Hours
*Time Reporting Code 30-Sunday 31-Monday 1-Tuesday 2-Wednesday 3-Thursday 4-Friday 5-Saturday Comp Time
|
Scheduled 12 Scheduled 6.5 Scheduled OFF Scheduled 5.5 Scheduled 12 6.9 OFF
Reported 12 Reported 12 Reported 0 Reported 5.5 Reported 12 Repored 9§ Reporled 0
EGHR - Regular Hours v 12.00 12.00 5.50 12.00 9.00 E
Comments (® () o o (@) ()
| Cancel Lookup

Search for: Comp Time

|» Search Criteria |

w 3earch Results

@\ =

1 row
Comp Time Description ©
COMPTIME Comp time
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You can enter comments about the
time entries if you feel additional
information is needed.

Step 10: Click the Comments button.

Use the Comments page to enter
comments for the reported time.

Step 11: Click in the Comment field
and enter a comment applicable to
the time entered.

Step 12 Click the Add Comment
button. The comment is added, along
with a timestamp and who entered
the comment.

Step 13: Click the X to close the Time
Reporting Comments page.

Enter Time

B Ree: 0] Degt B 505000 | Lew EflaRement O |«

L] @ May - 5 Jume 2021 3
Luw Enfaremant 28 Day FL3A
Eehedulad 16800 | Reparwd 800 Hours

Request Absence Sawe fior Laber Skt
4 ‘Waskdofd
Scheduind &4 | Kapseod %050 Maut
“Time Reporiing Code 30-Surstay 11-Monday 1-Tuesiay ety * Thursasy 4-Friday - Saturday Comp Time

rre—— prosrr=rry fabmshind CFF st L5 eerer— =TTy S

— [e— —— [r—— S— [rm— M—

ECHR - Roaguiet Hoars - 1200 200 5.50 00 00 AT
Commarts ] L] tn ;] . g L
- 4
-
- Ll
i - '
- \
- y
e v
-7 i
- K
= 4
- \
-
-
A 4

Time Reporting Comments

Commeants related to Time entered for 08/31/2021
Cormment ance entered cannol be altered or removed

Add a new Comrment

Add Comment

My Sgt asked me to work extra today to fill in due to absence of a bike officer

Clear
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i a H
Notice when a comment has been S Enter Time A QY 0O
added to a specific time entry, Empl Rec: 0 | Dept Id :925069 | Law Enforcement Officer |
squiggles appear in the comment ‘ 9 May - 5 June 2021 )
bubble. Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 60.0 Hours
View Legend . Request Absence | Save for Later [ Submit l
Step 14: You are done entering time, I WeERders
. ) Scheduled 4250 | Reported 50.50 Hours.
but you are not ready to submit. Click
*Time Reporting Code 30-Sunday 31-Meonday 1-Tuesday 2-Wednesday 3-Thursday 4-Friday 5-Saturday Comp Time
the Save for Later button to save the
entered time on this timesheet.
Scheduled 12 65 OFF 55 heduled 12 Scheduled 6.5 Scheduled OFF
Reported 12 Reported 12 Reporfed 0 Reporied 5.5 Reported 12 Reported 9 Reported 0
REGHR - Regular Hours hd 12.00 12.00 5.50 12.00 9.00 COMPTIME ¢
Comments ) S (] o o S )
Enter Time on a Timesheet — 28 Day Police 8 May 2021
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Step 15: When Saved for Later, the
Saved icon appears for the days’ time

is entered indicating the timesheet
has been updated but not yet

submitted for approval. 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.

approved.

= The timesheet has been saved for ;
later. f
i The time entered has been
submitted and is pending approval Empl Rek: 0| Dept 1 825063 | Law Entorcerent Oficer | ¥
I
ﬁ . . q 9 May « 5 June 2021 »
The entered time has been I Law Enforement 25 Day FLSA
J‘l Scheduled 168.00 | Reporbed 171.5 Hours
Request Abhsence Save for Later Submit
Tl 1 Vieskdofd
e = Scheduled 4250 | Rupated 50.50 Hows
“Time Reporting Code H0=Sunday :Ii-;o?d!y—- - __|1-T|.ﬂ.|1.1',' ZM¥iednesday 3= Thursday &Friday &=Saturday Comp Time
Schecuged 17 m‘::n-- Schaciuled OFF ‘I’HI.-:"‘1'I aSgheduies 17 Soaacules &5 1 Schackied OFF
Hspadied 12 Reparled 13 Fazorled T Heporied 5% Aspatel- 13 Repated 1 Reporied 4
il [ =] 4]}
REGHR « Regular Howrs b 1200 12.00 5.50 12.00 H00 COMPTIME
Comments (o ® (o ] . &= .
9 May 2021
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Step 16: You are ready to submit
your timesheets for the 28 day cycle
from May 9 — June 5, 2021. Upon
clicking the Submit button a warning
message appears to advise that you
reported regular working hours
(including comp time hours) on May
315t which is a university holiday.

Step 17: Click the OK button to save
your reported time, submit this 28
day timesheet, and return to the
timesheet page.

Once the timesheet has been
submitted correctly, you will see a
message across the top of the screen
saying that the timesheet has been
submitted successfully. Also, an email
is generated that will automatically
be sent to you and your supervisor's
inbox.

Note: 28 day police must submit
reported time for weeks 1 — 4
separately. Click through the weeks
to verify reported time and submit.
The Scheduled and Reported hours
should indicate if you have forgotten
to submit one or more weeks.

< Enter Time Enter Time

»
©
g {
®

Empl Rec: 0| Dept Id :925069 | Law Enforcement Officer | v

| 9 May - 5 June 2021 »
Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 171.5 Hours

View Legend | RequestAbsence = Save for Later ‘

4 Week4of4
Scheduled 42.50 | Reported 50.50 Hours

*Time Reporting Code 30-Sunday 31-Monday 1-Tuesday 2-Wednesday 3-Thursday 4-Friday 5-Saturday Comp Time

55 l 12 65 OFF
(Pt ks ks Lz nctotiin

12 6.5 OFF

| Reporfed 12 | 12 | Repoded 0

Warning — 2021-05-31 is scheduled as a holiday
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
=
< Enter Time Enter Time AQw : @
Timesheet is Submitted for the period 2021-05-09 - 2021-06-05 x
4 9 May - 5 June 2021 »

Law Enforement 28 Day FLSA
ISchedu\ed 168.00 | Reported 171.5 Hours

View Legend Request Absence Save for Later | Submit |

{ Weekd4of4
Scheduled 42.50 | Reported 50.50 Hours

*Time Reporting Code 30-Sunday 31-Monday 1-Tuesday 2-Wednesday 3-Thursday 4-Friday 5-Saturday Comp Time
12 55 OFF 55 12 65 OFF
Reported 12 Reported 12 Reported 0 Reporled 5.5 Reporied 12 Reported 9 Reported 0
-] -] [ ]
REGHR - Regular Hours v 12.00 12.00 5.50 12.00 9.00 COMPTIME
Comments (@) (&S] (@) (@] [®] [ (@)
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Step 18: When submitted, the
Pending Approvals icon appear for

the days’ time entered indicating the 4 Legend
timesheet is waiting for approval. ! .
Click the View Legend link to view ! G dosreies
the legends used and a short [
. . I
description of each one. ; & o
1 P =
} u
The most common icons that may ; & Ecapian
appear in the Daily Status box are: ' & e
) \msanca
iy The user has an exception that H Re
o . . I
needs to be fixed before submitting ; B snees nser senee
the timesheet. i = —
B Reporied Over Schaduie I
. 1
= The timesheet has been saved for ) —
later. !
)
ﬁ The time entered has been
. . . Enter Ti
submitted and is pending approval. ne e
ﬁ The entered time has been ; . S— ,
approved ! Law Enforemant 282 Day FLSA
: Schaduled 168,00 | Reponed 171,05 Hours
e Regquest Absence Save far Later Saibenit
-_'""u._h 4 Weekdofd
T~ -~ - Schisdfulad 42 50| Reparted 5050 Hours
YOU SucceSSfu”y |earned hOW to “Time Reparting Code 30-Sunday b -._32_:5'91#25 1-Tusaday I-Wedneaday 3-Thuraday a-Friday S-Saturday Camp Tirme
enter time on a timesheet as a 28 day Sl
police employee. Sobeduied 17 'M."(\h«ﬂb-:'-f-f Sobaduied OFF b El'-\"!wqjl‘a: Sebeaduied 12 Sohendaied 6 5 — Schdaied GFF
Reponsd 17 Ragars 17 [ ] Ragoriad Th Rsporisd 17 Esporied ¥ Fapories
[ L] L] [] [1] 2]
RECHRA - Risgalas Haurs v 1200 1200 550 1200 2,00 COMPTIME
Commerts [ 1] > o o & o
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