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How to use earned comp time on behalf of a 28 day police employee:

This job aid outlines how a manager can use earned comp time on behalf of a 28 day police employee. Note the process is the same for using comp time and holiday
comp time. A manager has the ability to search for direct and indirect employees in the Time and Absence Workcenter to include approving, reporting, and viewing
activities.

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

Processing Steps Screenshots

* Employee Self Service

UNIVERSIEY O
SOUTH CAROLINA

Step 1: On the Employee Self Service

landing page, click the Choose Other

Homepages drop down arrow and _
@ Employee Self Service «

list. Last Py Date 04/30/2021

Time and Absence Payroll My Homepage Talent Profile

select Manager Self Service from the

-
Benefit Details USC Profile

poy

Step 2: Click the Time and Absence SOUTH CAROLINA v Manager Self Service

Workcenter tile. L
r
5

Time and Absence Workcenter |

Q
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Time and Absence Workcenter
provides a central area to access the
most used time and absence related
activities. It enables managers 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.

€ Manager Self Service
Scope
~ My Scope

I= My Work
Exceptions
Approvals
Reported Time
[r Links
Approve Time and Absence
Manage Time and Absence
[* Queries
Query Manager

Time and Labor

Absence Manageent

I* Reports/Processes

co

Time and Labor WorkCenter

»
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< Manager Self Sarvice

Step 4: Click the Timesheet option

1 Scope c ﬁ
from the list. S
Step 5: To enter time for a specific ZtyWork
employee, begin by clicking the Filter (LS .
button. Approvals 5
Reported Time n
|= 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 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.

< Manager Self Service

Timesheet

Scope cD
¥ My Scope

Enter Time

[+ My Work [ ]
¥ Get Employees Filter

Exceptions

Approvals

Reported Time 2
[r Links
Approve Time and Absence

Approve Reported Time

Approve Multiple Absence Requests

Manage Time and Absence -

Timesheet u

Payable Time Summary
Payable Time Detail

Leave and Compensatory Time
Weekly Time Calendar
Request Absence

View Absence Requests

Absence Balances

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

Cancel Filters
Time Reporter Group a
Empl Record a
Last Name a
First Name =8
Department Q
Supervisor ID a
e T et a
Reset |

¢ Manager Self Service

Scope cD

Timesheet

ey Enter Time
+ My Scope
Step 8: Click the Employee e e Emplotes =
. . . I My Worl L) -
Name/Tile line to view the Enter s NamaTie Exceptions Hours to be Approved
Xceptions o
Time page.
pag LR e Law Enforcement Officer | .00
Reported Time 2
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. . € Manager Self Service Enter Time
In this scenario the employee has scope CO | Enter Time
earned holiday comp time and has T M Seoee D provious) | | bert
received verbal approval to utilize 12 LAY T . 6 June - 3 July 2021 )

o une - 3 July
hours on 6/21/2021. The employee Frepoe v Low Eforsment 28 Day FLSA
. oD y Scheduled 168.00 | Reported 84 Hourd Unapproved Time 84.00
forgot to account for this usage on e | Vewlogons sove torLovr | ([SEBNY
their timesheet. As the manager, you =
can enter time on behalf of your o . o S bl Rl e 00 : S
“Time Reperting Code 20.Sunday 21.Monday 22.Tuesday 23 Wednesday 24.Thursday 25.Friday 26.Saturday Comp Time

direct reports. Fprve Repored Tine

e Regular comp time expires at MADW: M"'"":::“"“ Feuess R S0 ST sl s =0 =50

anage Time an sence x
the end of the fiscal year in — - al + =

which it is earned. UofSC Payabls Time Summary i _ o) o) o O o o e}

CMPFIA - Compansatory - FMLA

ﬁscal year rungs July 1, year Payable Time Delail CMPML - Compansatory - Miitary
Leave and Compensatory Time - Compansal ime Taken

through June 30, year. Comp - P - Comsenizon e
Waekly Time Calendar CMPWG - Compensatory - WG

time must be used/entered

HCTK - Hoid: p Tak
Request Absence © otday Comp Taken

H . HCTKF - Holday € satory - FMLA
on the timesheet prior to the View Absence Request Py Comperaty
HCTKM - Holiday Compansatory - Militar|
last payroll in June. Ausence Balances RVRRTRPR——
I* Queries HZRDS - Hazargous Weathar

REGHR - Regular Hours
Time and Labor 9

e Holiday comp time expires v
one year from the day 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.

Step 9: Be sure to select the correct
timesheet for the work week. Use the
Arrows to navigate to the
appropriate timesheet.
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Begin by selecting the appropriate

. . < Manager Self Service Enter Time
Time Reporting Code (TRC). Scope CO | Enter Time
* My Scope :
Law Enforcemant Of Previous Next |
Comp time and holiday comp time I iy Work RSt Enaleree
. . 4 6 June - 3 July 2021 »
can be used for a variety of reasons, Enceptions v Law Enforement 28 Day FLSA
but the TRC m Ust a I |gn Wlth the Approvals . Scheduled 168.00 | Reported 84 Hourd Unapproved Time 84.00
ope . Reported Time 2 View Legend Save for Later || Submit
specific usage reason, as applicable.
. Ir Links 1« Week3ofd »
Com P time TRCs shown below: Scheduled 42.00 | Repartad 0.00 Hours | Unapproved Time 0.00
i 4 *Time Reporting Code 20-Sunday 21-Monday 22.Tuesday 23.Wednesday 24.Thursday 25.Friday 26-5aturday Comp Time
Approve Reparted Time
° CMPFM — Compensato ry_FM LA Apprava Multiple Absence Requests Scrasuss OFF Senadued 13 Zonecued 13 Sonesuies oFF Sereaed 02 Schazuies 12 Scradund 12
Repoed 0 Reported 0 FRepoted O Repoced O Repcried 0 Recored O Reported O
° CMPLML - Compensatory_ Manage Time and Absence . ) )
Milita ry Timesheet m d a) =
° *CMPTT = Com pensatory Time Payatls Time Summary PN Companaatoy FHLA ments e} O o O e} e} [
Taken (thiS should be the Payable Time Detail CMPAL - Compensatory - Mitary
default use of comp time unless Leave and Compensatory Time CMPTT - Comparsatory Tima Teken
using for reason of FM LA' Waakly Time Calendar CMPAWG - Compensatory - WE
Military Leave, or Worker’s Raquest Absence HET: Haraay Gomp Taken
e Absance Requests KCTKF - Holiday Compenzatary - FMLA)
Co m p ) HCTRI - Holiday Compansatory - Milital
e CMPWC - Compensatory Time- Aosence Batences HGTI - Holday Compansatary WG
WC (workers comp) I~ Queries HERDS - Hazargous Viaatner
e  *HCTK — Holiday Comp Taken Time and Labor o | el

(this should be the default use
of holiday comp time unless
using for reason of FMLA,
Military Leave, or Worker’s
Comp)

e  HCTKF — Holiday Compensatory-
FMLA

e HCTKM — Holiday
Compensatory-Military

e  HCTKF — Holiday Compensatory-
WC (workers comp)
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Step 10: To use comp time, click the
Time Reporting Code drop-down
arrow.

Step 11: Select HCTK — Holiday Comp
Taken.

Step 12: Click in the Time Entry field
for 6/21/2021 and enter the holiday
comp time hours used.

Step 13/Optional: Click the
Comment icon to add additional
information.

Step 14: Click the Submit button to
submit the timesheet.

< Manager Self Service
Scope
v My Scope
e My Work
Exceptions
Approvals
Reported Time
I Links

Approve Time and Absence

Approve Reported Time

Manage Time and Absence
Timesheet

Payable Time Summary

Approve Multiple Absence Requests

« Manager Salf Service

co

» My Seeps

Enter Time & Q ™

Enter Time

|-ty work
« 6 June - 3 July 2021 »

nt28 Day FLSA
4 84 Hourd Unapproved Time 54.00

Exceptions

Approvals

Raperted Time A Save for Later

I+ Links 4 Wesk3ofd »

Scheduied 48.00| Reparied 000 Hous | Unagproved Time 0.00

Approve Time and Absence :
“Time Reporting Code 21 Mondoy 22.Tuesday 23 Wednosday

20.Thursday 26 Saturday

Apprave Reported Time

Approve Multpiz Absanes Requests

Manage Time snd Absence
Timeshest
Pagabls Time Summary
Payable Time Detail
Leave and Compensatory Time
Vroaky Tiene Cakondar
Ragquest Absence
View Absence Requests

Absence Balances

- Queries

REGHR - Reguar Hours

Time and Labor

@

Submit

Enter Time

co

Enter Time
_—C
Law Enforcement Officer |
Return to Select Employee

< 6 June - 3 July 2021 »
Law Enforement 28 Day FLSA
Scheduled 168.00 | Reported 84 Hours Unapproved Time 84.00

2 View Legend

4 Week3ofd4 »
Scheduled 48.00 | Reported 12.00 Hours | Unapproved Time 0,00

“Time Reporting Code 20-Sunday 21-Monday 22-Tuesday 23 Wednesday 24 Thursday 25.Friday

Qv i@

»

Previous Next

Sov o Lt

26-Saturday Comp Time

3 Scheduied 12 Schedued OFF Scheduied OFF Scheduled 12
Reported 12 Reported 0 Reported 0 Reported 0
v
HCTK - Holiday Comp Taken v | \]

Comments (@]

Scheduled 12
Reported 0
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Step 15: 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 the
employee.

Step 16: Notice the time for
6/21/2021 is automatically approved
at submission. When time is entered
by a manager on behalf of an
employee, additional approval is not
required.

Note: As manager, if you enter comp
time taken on the timesheet before
the rest of the timesheet has been
completed, the employee must add
another row to include their REGHR —
Regular Hours worked. Scroll to the
right and click the plus + button to
add another Time Reporting Code
row.

< Manager Self Service Enter Time A Q™ ! @
Timesheet is Submitted for the period 2021-06-06 - 2021-07-03 x
- it iour
Law Enforcement Officer | s '
Retumn to Select Emplayee
= My Work °
B ‘ 6 June - 3 July 2021 »
Excaptions v LawE 28 Day FLSA
AT Scheduled 168.00 | Rep joursl Unapproved Time 72.00
Reported Time 2 View Legend Save for Later | | Submit
v Links 4 Week3ofd »

Scheduled 43,00 | Reporied 12.00 Hours | Unapproved Time: 0.00
Approve Time and Absence

*Time Reporting Code 20.Sunday 21.Monday 22 Tuesday 23 Wednesday 24 Thursday 25 Friday 26-Saturday Comp Time
Approve Reported Time

Approve Multiple Absence Requests

Scheduied OFF Scheduied 12 ‘Schedues 12
. 2 Repored 0 Resoed O Ragored ©
Manage Time and Absence o ]
HCTK - Haliday Comp Taken - 1200
Timesheet ¥ oome
Payable Time Summary Comments (] (@] Q (] (o] ®] (@]
~ Manage Approvals
Payable Time Detail
Leave and Compensatory Time o Approve Deny
Weekly Time Calendar Date Reported Status Total TRC Description Scheduled Work Hours
Request Absence o 0812021 Needs Approval 1200 REGHR Regular Hours 1200
View Absence Requests O 06122021 Needs Approval 1200 REGHR Regular Hours 12.00
Almoma Balanees 061312021 Approved 1200 REGHR Regular Hours 12.00
¥ Queries 0 06162021 Needs Appraval 1200 REGHR Regular Hours 1200
Tima and Labor v O 06172021 Needs Approval 1200 REGHR Regular Hours 12.00
Absence Manageent o i
06212021 Approved 1200 HCTK Holiday Comp Taken 1200
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Step 17: When submitted, the
Approved icon appears for the days’

28 Day Police Employee
Legend EI

time is entered indicating the
timesheet is approved. Click the View % TimeOctols
Legend link to view the legends used & Saved
and a short description of each one.
&  Approved
The most common icons that may n Pending Approvals
appear in the Daily Status box are:
@ Deniad
s Pushed Back

iy The user has an exception that
needs to be fixed before submitting

the timesheet.
rE] The timesheet has been saved for

later.
2 The time entered has been

submitted and is pending approval.

ﬂ The entered time has been
approved.

v Exceplion

Absence

Reported Under Schedule

]
B Reported
|
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Ervier Thme

Tiemamburert iy Sasbmiomed o B roriontl FLE) 45060 . 00 AT

& Juna - 3 July 201
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To learn how to enter time for a full

28 day cycle on behalf of an —
employee, please view the job aid e
titled Enter Full 28 Day Timesheet on p— ' - _ .

Behalf of 28 Day Police Employee. S ———
e Siukipts Nevssmmn Siprevs =" e ""h. e — = i

Masga Firss and Rsara

You successfully learned how to use
earned holiday comp time on a — i e
timesheet on behalf of a 28 day

police employee.
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