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How to usecomptime on a timesheet for asalary norexemptemployee:
Thisjob aidoutlines how asalary norexemptemployeecan use comp timen a timesheet.

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

Procestg Steps Screershots

Step.l On theEmponge Self \()l"l“lllbl(l}\\’l‘{‘(‘)‘i INA v Employee Self Service
SerVICdandlng page1 d]Ck the I ime ndbence A Payroll Personal Details Talent Profile
Time and Absenctle.

Bz Q

Last Pay Date 04/30/2021

Benefit Details USC Profile

poy
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Step 2:Click theEnter Time < Employee Self Service
tile, to enter time on a
timesheet.

*Selecta Job  Empl Rec: 0| Dept Id ;115300 | Administrative Assistant

.
Enter Time Comp/Holiday Comp Time Request Absence Absence Balances
06/06721 - 06/12/21

Cancel Absences

Time Summary
06/06/21 - 06/12/21

Regular Hours
34.50 Hours l . s x
Compensatory Time Taken T -y

3.00 Hours

Payable Time Extended Absence Request Leave Transfer

Last Pay Period 05/16/21 - 05/31/21

Bl
Total Hours 7.5 Hours l Px]
Estimated Gross 183 667066
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Step 3:Besure to select the < Time Enter Time A Qv
COfreCttimeSheet for the Empl Rec: 0 | Dept Id :115300 | Administrative Assistant
work week. Use thérrowsto L — |
naVIgate tO the approprlate Scheduled 37.50 | Reported 0 Hours
tlmesheet View Legend Request Absence Save for Later Submit
Begln by Se|ect|ng the *Time Reporting Code 6-Sunday 7-Monday 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time
appropriateTime Reporting Soried OFF e e T ey e Scretsud OFF

Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Regorted 0

Code(TRC)You can only have
one TRC per line.

CMPFM - Compensat:

1 Regular compime expires| | cus. cooema
. CN mpensatory Time Taken

at the end of the fiscal MY Copanasky - WG
year in which it is earned.| | ‘rar ¥

UofSC fiscal year rungs

FMLA —~ — P —~ —~ —~ )
Military . . - G G S

HZRDS - Hazardous
REGHR - Regular Ho

July 1, year through June
30, yearComp time must
be used/entered on the
timesheet prior to the last
payroll in June.

1 Holiday comp time expire
one year from the dy on
which the comp time is
earned. In this example
the employee worked on
Memorial Day 2021, so
they have until May 31,
2022,to use the holiday
comp time.
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Step4: To use comp time,

click theTime Reporting Code IERES Enter Time A Q w @
drop.down arrow. Empl Rec: 0 | Dept Id 1115300 | Administrative Assistant
4 6 June - 12 June 2021 »
Comp time and holiday comp Schedulea 3750 | Reported  ours
time can be used for a Variety e Legend Request Absence Save for Later || Submit |
of reasons, but the TRC must
a"gn Wlth thespeciﬁcusage “Time Reporting Code 6-Sunday 7-Monday 8-Tuesday 9.Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time
reason, as applicable. Comp
. Schecuied OFF Scheduled 75 Scheduied 7.5 Schedued 7.5 Sareduied 7.5 Schedusd 7.5 Scrachisd OFF
t|me TRCS Shown beIOW Reportzd 0 Reported 0 Reportzd 0 Reported 0 Reported 0 Reported O Reportad 0
4
ﬂ CMPFNt COmpenSatOrSFM LA CMPFM - Compensatory - FMLA L nts O O O 'S o ) S
f  CMPLMIg Compensatory GMPTT - Companasoy e T ' : - - : g g
Military HCTK Hokday G Takan

. HCTKF - Holiday Compensatory - FMLA
f *CMPTT Compensatory Time HETK - Hotdey Comoanasion - e

HCTKW - Holiday Compensstory - WC

Taken (thIS ShOU|d be the H;PDS - Hazardous Weather
default use of comp time unlesq | "~ e

using for reason of FMLA,
aAft AGFINE [SI @S
Comp)

1 CMPWG, Compensatory Time
WC (workers comp)

1 *HCTK; Holiday Comp Taken
(this should be the default use
of holiday compitme unless
using for reason of FMLA,
aAt AGFINE [SI @S
Comp)

1 HCTKE HolidayCompensatory
FMLA

1 HCTKM; Holiday
CompensatoryMilitary

1 HCTKE HolidayCompensatory
WC (workers comp)
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Step5: SelectCMPTT Comp
Time TakenBe sure to select
the appropriate comp time
option from the dropdown
list.

Step6: Click inthe Time Entry
field and enterthe number of
comp timehoursyou would
like to use.

. ~
< Time Enter Time a Q ™ @

Empl Rec: 0 | Dept Id :115300 | Administrative Assistant

[l 6 June - 12 June 2021
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
View Legend Request Absence Save for Later Submit
*Time Reporting Code 6-Sunday 7-Monday 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time
Scheduled OFF Scheduisd 7.5 Scheduied 7.5 Scheduiad 7.5 Scheduied 7.5 Scheduiad 7.5 Sahaduied OFF
Reported O Reported 0 Reported 3 Reported 0 Reported 0 Repored 0 Regorted 0
CMPTT - Compensatory Tme Taken W 3.00 Q + -
al +| -

CMPFM - Compensatory - FMLA . - — - —~ —~ —~ —~

CMPML - Compensatory - Miitary amments o D (&) (@ (9] & O

CMPTT - Compensatery Time Taken

CMPWC - Compensatory - WC

HCTK - Haliday Comp Taken

HCTKE - Holiday Compensatary - EMLA

HCTKM - Holiday Compensato =

HCTKW - Holiday Compensatory

HZRDS - Hazardous Waather
| REGHR - Regular Hours |
¢ Time Enter Time A Q ™ ®

Empl Rec: 0 | Dept Id :115300 | Administrative Assistant

6 June - 12 June 2021 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
|
View Legend Request Absence Save for Later Submit |
*Time Reporting Code 6-Sunday 7T-Monday 8-Tuesday 9 Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time
Schaduied OFF Schadusd 7.5 Schaduied 7.5 Scheduled 75 Schaduled 7.5 Schediied 7.5 Schaduied OFF
Reported 0 Reported 0 Report=d 3 Reportzd 0 Raporad 0 Reponed 0 Reported 0
CMPTT - Compensatory Time Taken ~ 3.00
Comments (] (@] O O O (@) (]
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Step 7:To complete the timesheet for
the work week, scroll to the right and
click the+ (plus) button to add an
additional line.

Step 8: Click theTime Reporting Code
drop-down arrow.

Step 9: SelectREGHR Regular Hours

< Time

Enter Time "3 Q A o @
15300 | Administrative Assistant
4 6 June - 12 June 2021 »
Weekly Period - P5 Delivered
Scheduled 37.50 | Reported 0 Hours
Request Absence Save for Later Submit ‘
orting Code 6-Sunday 7-Monday 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time
Scheduled OFF Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduied 7.5 Scheduied OFF
Reported 0 Reported 0 Reporisd 3 Reparisd 0 Reporied 0 Reporied 0 Reporied 0
reTaen v 300 a -
Comments D D C [ C [«
) o
< Time Enter Time a Q »™ ®
Empl Rec: 0 | Dept Id 1115300 | Administrative Assistant
[ 6 June - 12 June 2021 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
View Legend Request Absence Save for Later ‘Submit
*Time Reporting Code 6-Sunday 7-Monday 8-Tuesday 9-Wednesday 10-Thursday -Friday 12-Saturday Comp Time
Scheduied OFF Schedui=d 7.5 Scheduied 7.5 Scheduied 7.5 Schedulsd 7.5 Scheduled 7.5 Scheduied OFF
Reported 0 Reported 0 Reported 3 Report=d 0 Reported 0 Reported O Reporied 0
CMPTT - Compensatory Tme Taken W 3.00 Q + -
B al +| -

CMPFM - Compensatory - FMLA - — - -, ~ -~

e amments O O O [ (@] C @

CMPTT

CMPWC - Compensatary - WC
HCTK - Holiday Comp Taken
HCTKF - Holiday Compensatory - FMLA
HCTKM - Holiday Compensatory - Militar
HCTKW - Holiday Compensstory - WG
HZRDS - Hazardous Weaather

| REGHR - Regular Hours
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Step 10: Click in theTime Entryfield and Enter Time

enter hours worked for each day Empl Rec: 0 | Dept Id :115300 | Administrative Assistant
4 6 June - 12 June 2021 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
!
View Legend Request Absence Save for Later | Submit
Time Reporting Code 6-Sunday 7-Monday 8-Tuesday § Wednesday 40-Thursday #1-Friday 12-Saturday Comp Time

Scheduied OFF Scheduied 7.3 Scheduled 7.5 Scheduled 7.5 Scheduied 7.5 Scheduied 7.5 Schedued OFF

Reparied 0 Reporied 75 Repared 75 Reparied 75 Repcried 75 Reporied 7.5 Reported 0
CMPTT - Compansatory Time Taken W 3.00 Q + -
REGHR - Regular Hours ~ 750 450 750 7.50 750 Q - -

Comments (& (& e O O ] (@]
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You can enter comments about the time
entries ifyou feel additional information
is needed

¢ Time Enter Time

»
0
1

@
Empl Rec: 0 | Dept Id 1115300 | Administrative Assistant

4 6 June - 12 June 2021 »

Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours

. View Legend Request Absence Save for Later | Submit |

Sep 11: Click theCommentsbutton. —
Time Reporting Code 6-Sunday 7-Monday 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time
Use thecomment$a’ge to enter Scheduied OFF Sc.'edubei:i Sdedulid:E Screeubdzi Sc'edumzf Scremedzf Sc'edued?FF
comments for the reported time. il i M S il - -
CMPTT - Compensatory Time Taken 300 al + -

. . . REGHR - Regular Hous v 750 450 750 750 750 Q| + -

Step12: Click in he Commentfield and
. . Comments (@] (@] 2 ROI ™ O ‘@) @] (@)
enter a comment applicable to the time i T
entered. - <.
- e N ~ ~
e o

. o ~ ~
Step13: Click theAdd Commenbutton. i Moo
The comment is added, along with a =" ‘\‘
timestamp and who entered the e gt E D
comment.

Comments related to Time entered for 06/08/2021

. . Comment once entered cannof be altered or removed.

Step X: Click theXto close the Time i
i
Reporting Comments page. 5
Add additional information here.
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Notice when a comment has been adde g Enter Time
to aspeCIfIC tlme entry, Squ|gg|es appea Empl Rec: 0 | Dept Id 1115300 | Administrative Assistant
i 1 6 June - 12 June 2021 »
n the comment bUbee Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
View Legend Request Absence Save for Later Submit :
Time Reporting Code 6-Sunday T-Monday 8-Tuesday 9-Wednesday 10-Thursday 11-Friday 12-Saturday Comp Time
Scheduled OFF Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Schedued OFF
Reported 0 Repored 75 Regorted 75 Reported 7.5 Repored 7.5 Reported 7.5 Repored 0
CMPTT - Compensatory Time Taken ¥ 3.00 Q “+ -
REGHR - Regular Hours w 750 450 750 750 750 Q + -
Comments O (& O O O [®]

Stepl15: The timesheet is complete. Clic
the Submitbutton to submit the
timesheet for approval.

Once thetimesheethas been submitted
correctly, you will see a message acros
the top of the screen sging that the
timesheethas been submitted

successfully. Also, an email is generate
that will automatically be sent to you an
your supervisor's inbox

When submitted, he summanat the top
of the pagewill show theScheduledotal
and Reportedtotal for the week in view
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