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How to earn overtime and request holiday comp payout on a timesheet for a 28 day police Upstate employee:
This job aid outlines how a 28 day police Upstate employee can earn overtime and request holiday comp payout on a timesheet.

Note: Before indicating you would like to receive a payout for hours worked on a holiday, it is very important to receive approval from your manager. Although this
option is available to all non-exempt employees, it is at the departments discretion whether they want to payout the hours worked or request you comp the hours for
future use.

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

Processing Steps Screen Shots

Step 1: On the Employee Self Service
|anding page, click the Time and 5,()1;]3 NA Search in Menu )] HEN )
Absence tile. N '

Z o g 2 b > o o 3 3 ek Lt R

Employee Self Service v : Notifications Q

Time and Absence Payroll Personal Details

@
El

Last Pay Date 10/13/2023

My Profiles Benefit Details No Actions

When new notifications arrive, the °Q3
Refresh button will show a badge

= e
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Step 2: Click the Enter Time tile to
enter time on a timesheet.

Q, Search in Menu

Note: Many police officers have an BT | e e On T | ESIU00 a{VERITY Ot e DEPARTIERT
FTE along with an internal dual
assignment active concurrently. If
. . . Enter Time Comp/Holiday Comp Time Manage Absences Absence Balances
you do not have multiple active jobs, 1111923 - 12116123
you can skip step 2. o Reponed 000 0.00 Uin
®Scheduled 84.00 Balance Hours QIQ

Time Summary Exceptions Cancel Absences
11/19/23 - 12/16/23

No Time Reported 0 I]fln
: ®
H

Payable Time Extended Absence Request Leave Transfer

Last Time Period 10/22/23 - 11/18/23

iy
Total Hours 0 Hours [ [ x| x|
Estimated Gross 0 .0
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Step 3: Be sure to select the correct R C I @ S
timeframe for the 28 day schedule. e —— ' ; S
Use the Arrows to navigate to the
appropriate timesheet. FTE Lo Enforaont Offcer IV | 651C00-UNIVERSITY POLICE DEPARTMENT

Selet At b
Note: 28 day police submit their (<[> ] November 19,2023 - Decmber 16,2023 ‘ ey [roe ]
timesheets on a 28 day basis, rather Scheduled 16800 | Reported 000
than weekly like other employees. ® ] o |
Reported time can be entered daily [oidst 1252023 - hanksgiving D """2"23""""“‘”"“"**‘"“‘|'\
or weekly for the 28—day period, *Time Reporting Code o ol 195m @ WMon @ AT @ 2Wed @ BT @ UFi @ 58 @ 68m @ TMon @
making sure to save for later along 0or0 Dorss ooz 00165 960 vorss our 12 Do 12 00r65
the way. At the end of the 28 day
schedule, click the Submit button to | v += | | |
submit the entire 28 days’ timesheet.

Notice the holiday is highlight in
yellow and under the View Legend
icon the holiday date and name are
spelled out in bold.
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Step 4: Begin by selecting the
appropriate Time Reporting Code
(TRC).

You can only have one TRC per line.

Step 5: Click the Time Reporting
Code drop-down arrow.

Step 6: Select REGHR — Regular
Hours.

Step 7: On this first line, click in the
Time Entry field and enter hours
worked for each scheduled day. For
this example, you will also enter the
hours for the holiday you are
scheduled to work. The unscheduled
hours worked on a holiday will need
to be entered on a separate time
reporting row.

Enter Time

101 Active
FTE | Law Enfoscoment Officer IV | £91000-UNIVERSITY POLICE DEPARTMENT
Selest Another Job

E | < > | November 19,2023 - December 16,2023

Scheduled 16800 Reported 000

©

Holiday(s}: 117232023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving

*Time Reporting Code WS ©

Row Totals
0of0

Compen

HCTK - Holiday Comp Taken

*View By = Period
0Mon & ATe © 2Wed @ 13T & MFi © 28 @ 265m © 21Mon @
Dof 5.5 0of12 Dof 6.5 0ofd Oof 5.5 Oof 12 Oef12 Dof65

=] 8 =

Enter Time

in Menu

101 Active
FTE | Law Enforcement Officer IV | 691000-UNIVERSITY POLICE DEPARTMENT

Select Another Job

[ < \>\ November 19,2023 - December 16, 2023

Scheduled 168.00 Reported 66.50

0}

Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving

*View By

Period v

Save for Later

*Time Reporting Code 19Sun © 20Mon @ 21Tue © 2Wed © 23The © 24 Fri (©] 25 Sat [©] 26Sun @ 27Mon ©
Row Totals
0of 0 120f55 120f 12 650f65 0of0 550f55 120f 12 120f 12 650f65
= 5 = =
| REGHR - Regular Hours v 66.50 ‘+\ — \I 1200 | 1200 | 650| 5.50| 1200 | 1200 6.50
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Step 8: To enter the hours worked
on the holiday, click the Add a Row Enter Time
button to add a second time

101 Active

re port|ng row. FTE | Law Enforcement Officer IV 1691000-UNIVERSITY POLICE DEPARTMENT

Select Another Job

) N . [# | < > November 19,2023 - December 16,2023 *View By | Period v

Step 9: Click the Time Reporting

Scheduled 168.00 Reported 66.50
Code drop-down arrow.

y(s): 11/23/2023 - T giving Day; 11/24/2023 - Day After Thanksgiving
Step 10: Select REGHR — Regular
Hours “Time Reporting Code 195m @ 20Mon @ 2Tee @ 2Wed © 23The © ufi © 85 @ 265m © 27Mon @
* Row Totals
0of0 12055 120f 12 650065 00f0 55055 120f 12 120f 12 650f6.5
E E E E
REGHR - Regular Hours v 6650 - 12.00 12.00 650 550 1200 12.00 650

CMPFM - Compensatory - FMLA
CMPML - Compensatory - Military
CMPTT - Compensatory Time Taken
CMPWC - Compensatory - WC

HCTK - Holiday Comp Taken

HCTKF - Holiday Compensatory - FMLA

HCTKM - Holiday Compensatory - Militar
HCTKW - Holiday Compensatory - WC
REGHR - Regular Hours
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Step 11: Click in the Time Entry field
and only enter hours worked for the
holiday.

Step 12: To request a payout for the
hours worked on the holiday, scroll
all the way to the right, click the Look
up Comp button and select the
Holiday Worked Hours Payout
(HOLPAYOUT) option from the list.

10| Active
FTE | Law Enforcement Officer IV 1 691000-UNIVERSITY POLICE DEPARTMENT
Select Another Job

‘L' ‘L November 19, 2023 - December 16, 2023

Scheduled 168.00 | Reported 73.00

®

Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving

*Time Reporting Code 195m ®

Row Totals

“View By | Period |

UFi @ 2550 @ 265w @ 27Mon &

0of0

550f55 120f 12 120f 12 650f65

| REGHR - Regular Hours v 66.50

1200] | 1zo0] | 650

| REGHR - Regular Hours ~ 650

ss] | | I I

Lookup
Search for: Comp Time

> Search Criteria

~ Search Results

Comp Time 11 Description T}

COMPTIME Comp time

| HOLPAYOUT Holiday Worked Hours Payout
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Notice HOLPAYOUT is now populated Q searchin Menu
in the Comp Time field. This prompts | |enter Time
the system to payout the time
Worked On the holiday. FTF.IIawl‘l.l?f:)vti:rmOfﬁccrI\'lI|9II'KI'I-UNIVF,RS!TYP()I.I(‘F,DF,PAR’TMENT
Select Another Job
| <|| > | November19,2023 - December 16,2023 *View By | Period
Scheduled 168.00 | Reported 73.00
iday(s): 11/23/2023 - Th iving Day; 11/24/2023 - Day After Thanksgiving
*Time Reporting Code Sat ® 10Sun © 11Mon @ 12Tue © 13Wed © 14Thy @ 15 Fri @ 16 Sat [©]
Row Totals Comp Time
of 12 0of 12 00of6.5 00of0 0of55 0of 12 00of6.5 0of0
| REGHR - Regular Hours v| 66.50 E‘ \z | \ 1 | \ \ | [ Q
| REGHR - Regular Hours vl 60 |+ | | - [ | | | ‘ \
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You can enter comments about the
time entries if you feel additional
information is needed.

Step 13: Click the Related Actions
drop-down arrow and select
Add/View Comments from the list.

Use the Comments page to enter
comments for the reported time.
This would be a great place to
indicate that approval was received
to request holiday comp payout.

Step 14: Click in the Comment field
and enter a comment applicable to
the time entered.

Step 15: Click the Add Comment
button. The comment is added, along
with a timestamp and who entered
the comment.

Step 16: Click the X to close the Time
Reporting Comments page.

Enter Time

Q, Search in Menu

Select Anather Job

0] Active

FIE | Law Enforcement Olficer [V | 691000-UNIVERSITY POLICE DEPARTMENT

<| 5 November 19,2023 - Decemnber 16, 2023 *View By [ Period vj
Scheduled 16800 | Repurted 73.00 Actions X |
@ Time Summary Save for Laler

Holiday(s): 11/23/2023 - Thanksgiving Day; 11/24/2023 - Day After Thanksgiving Payable Time

*Time Reporting Code R Tol 198 @ WMo @ N Tee & 2 3% AP @ 258 @ 268 @ 2TMon ©
e Totals
QofQ 120f55 12of 12 - - 650f65 jSf(!‘\ 550f55 12of 12 12of12 6.50f65
-
= ~ =
= . - g N =
- “

REGHR - Regular Hours v 66.50 H —_ 00 1200 6.50 ~ 550 12.00 12,00 6
\ | [+] | | = | | | > I .
| REGHR - Regular Hours | 650 |4 —] | l -7 | [ I I 650J o I [

l P ) .
~
P - N
- -
-
A p
Time Reporting Comments X

Comments related to Time entered for 11/22/2023

Comment once entered cannot be altered or removed.

Add a new Comment

Entered on 11/30/2023 12:34 PM by
Add important information here.

Add Comment

7~
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Notice when a comment has been
added, a little comment sheet is
populated.

Step 17: You are done entering time,

but you are not ready to submit. Click
the Save for Later button to save the
time entered on this timesheet.

Step 18: Click the Yes button to
indicate you would like to validate
the time. This will populate the
Reported hours at the top of the
timesheet.

01 Active
FTE | Law Enforcement Officer IV | 691000-UNIVERSITY POLICE DEPARTMENT

Select Another Job

=] Z‘ ‘Z| November 19,2023 - December 16,2023

*View By lperind v

Scheduled 16800 | Reported 73.00
Th Day; - Day After Th
+Time Reporting Code 195m © 20Mon © 21 Tue NWed © 2T © 24Fri 55 © %5m © 27Mon ©
Row Totals
00f0 12055 120f 12 650165 65010 550f55 120f 12 12of 12 650165
& i i

| REGHR - Regular Hours | wso [+ [—] | 1200] | 1200 | 650/ | i ss0| | 1200| | 120 | 6
| REGHR - Reglar Hous | o [+] [-] || || | I 630] || || |

Would you like to validate worked time?
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Step 19: A warning message appears
to advise that you reported regular
working hours (including comp time
hours) on 11/23/23 and 11/24/23
which are university holidays. Click
the OK button to save your reported
time. This message will appear
multiple times if time has been
entered for multiple holidays.

‘Warning - 2023-11-23 is scheduled as a holiday
Reported Date is scheduled as a Holiday. Press OK fo Save the Reported Time and return to Timesheet page. Press cancel to return to Timesheet page o save or change your Reported Time.

Caneel
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Step 20: 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 icon 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.

L—J The timesheet has been saved for
later.

ﬁ The time entered has been
submitted and is pending approval.

ﬁ The entered time has been
approved.

Enter Time 7
7
/

~
B

# o om n

Legend X
Time Details
Saved
Approved
Pending Approvals
Denied
Pushed Back
Exception
Absence
Reported
Reported Under Schedule
Reported Over Schedule
OFF Day

Holiday

Timashaet is Saved for the pariod 2023-11-18 - 20231216

Select Anothaf Job,

T Law Enforcemrst Oficer 1V 167 1000-UNIVIRSITY POLICE DEPARTMENT

1
B 4<¢| » November 19,2023 - December 16, 2023 “View By | Period |
L
Schpduled 16800 | Reoried 7300
- Save for Laser |
Haliday(: W2EVHES ~Thaksgiviog Days 1242023  Diny Afee Thanksgiving
~ o
~=
*Tlms Repanting Code m‘;u‘; . 195w © WM @ ATe @ nWd @ DT © uFi @ HSu @ 265m @ Mo ©
= ovia, 120155 12012 630£65 63 0f0 33055 12012 12of12 650£63
S~ ®BE BE BE ) BE ® B
| REGHR - Reguler Hours - 5650 |T‘ F‘ | 120/ | 1200 s | | 550 20| | 1200 6
| REGHR - Regulas Hous - 650 |+‘ ‘_| | | | 30| ||
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Step 21: You are ready to submit
your timesheet for the full 28 day
cycle from Nov 19 — Dec 16, 2023.
Upon clicking the Submit button a
warning message appears to advise
that you reported regular working
hours on 11/23/23 and 11/24/23
which are university holidays. Click
the Yes button to complete
submission.

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.

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

Warning -- 2023-11-23 is scheduled as a holiday

Timesheet is Submitted for the period 2023-11-19 - 2023-12-16

FTE [ Law Enforcement Officer IV 1 691000-UNIVERSITY POLICE DEPARTMENT
Select Anather Job

=] E November 19, 2023 - December 16, 2023 “View By @|

Note: 28 day police must submit T E————
reported time for the full 28 day ®
schedule. Scroll through the days to Holicay(s): 112312025 - Thanksgiving Days 12412023 - Day Afer Thanksgiving
verify reported time and submit. The e g o ose o v © e o v © . i v o s © e ©
Scheduled and Reported hours oo ouro — e e P — e — PP
should indicate if you have forgotten " LE L 8e L nE n L
to submit one or more days. [RecHR -RepacHours | mso [+] [=] [ || 20| | 1200 | oso] | I 20| 1200 |

| REGHR - RegolarHours ] s [+] [=] | J I | /| o3 | | I
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Step 22: When submitted, the
Pending Approvals icon appear for
the days’ time entered indicating the
timesheet is waiting 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.

rE-' The timesheet has been saved for
later.

ﬁ The time entered has been
submitted and is pending approval.

ﬂ The entered time has been
approved.

You successfully learned how to earn
overtime and request holiday comp
payout on a timesheet as a 28 day
police employee.

Enter Time /
!
!
A T Law Enforcement Offioer [V 1 631000-UNIVE
Setect anaunll Job
!

4 Legend X
| - Time Details

Saved

©  Approved

0 Pending Approvals

®  Denied

o Pushed Back

A Exception

Absence

=]

Reported

Reported Under Schedule

H o oH N

Reported Over Schedule

OFF Day

Holiday

Timashaat is Submitted for tha period 2023-11-18 - 2023-12-16

RSITY POLICE DEFARTMENT

1 < > Neovember 19,2023 - December 16, 2023
L

View By | Pesiod |

Scipduled 16800 | Reporied 18200
= -
Holiday(s): 1U23/2023 ™Yiambagjving Day: 117242023 - Day After Thaksgiving
= -
~——
+Timo Reporting Code S ~a 9s5m © 2Mon © AT © nwd @ BT © um © WSu @ H5m @ NMen ©
Raw Totals -
=
Tl ~ 120155 12ofiz 650165 65cE0 S50E5S 2ofiz 120f12 650665
-
1S as LS| o og a 8

| REGHR - Reguiar Hours v 17550 ‘ + ‘ = ‘ 120 1200 650 | 550 20| | 12400 6
| REGHR - Regular Hours v 650 ‘ + ‘ |- ‘ | 650 1
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