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How to earn comp time on a timesheet for a salary non-exempt employee:
This job aid outlines how a salary non-exempt employee can earn comp time on a timesheet.

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

Processing Steps Screenshots

Step 1: On the Employee Self Service SOUTH CAROLINA * Employee Self Service

Ianding page, click the Time and Time and Absence Personal Details Talent Profile
Absence tile.

(c®¢] &

Last Pay Date 04/30/2021

Benefit Details USC Profile

poy
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Step 2: Click the Enter Time tile, to
enter time on a timesheet.

¢ Employee Self Service

*SelectaJob Empl Rec 0

Enter Time
0512321 - 05/20/21

T
Comp/Holiday Comp Time

@ Reported 7.50

@ Scheduled 37.50

Time Summary
05/23/21 - 05/29/21

Sick Leave
3.75 Hours

3.75 Hours

0.00

Balance Hours

Request Absence

Absence Balances

LL

Exceptions

0

View Requests

Cancel Absences

IR}

Payable Time

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

Total Hours 0 Hours

Estimated Gross 0

Extended Absence Request

[ o

Leave Transfer

Earn Comp Time on a Timesheet — Salary Non-Exempt Employee

May 2021




A

N
il

UNIVERSITY OF

South Carolina

University of South Carolina
Time and Labor - ESS

Earn Comp Time on a Timesheet — Salary Non-Exempt

< Time Enter Time A Q™ @
Step 3: Be sure to Select the correct Empl Rec: 0| Dept Id 1115300 | Administrative Assistant
timesheet for the work week. Use the ‘ 9 May - 15 May 2021 '
. Weekly Period - PS Delivered
ArrOWS tO naVlgate tO the Scheduled 37.50 | Reported 0 Hours
appropriate timesheet. View Legend Request Absence Save for Later | Submit
Begin by selecting the appropriate *Time Reporting Code 9-Sunday 10-Monday 11-Tuesday 12-Wednesday 13-Thursday 14-Friday 15-Saturday Comp Time
Time Reporting Code (TRC). = = = = = )
Scheduled OFF Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled OFF
Reporzd O Rapontzd O Reported 0 Reportad 0 Reported 0 Reporad 0 Reported 0
You can only have one TRC per line.
‘ CHPML - Compansatory Wity 15 ‘o) ') o o O O
Step 4: Click the Time Reporting T o e e Taten
Code drop-down arrow. HCTK - Hollay Comp Taben
HCTKF - Holiday Compensatory - FMLA
HCTKM - Holiday Compensatory - Militar
HCTKW - Holiday Compensatory - WC
Step 5: Select REGHR — Regular A0S - Hazaious Mosthe
Hours.
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Step 6: Click in the Time Entry field and

< Time Enter Time A Qv @
enter hours worked for each day. Empl Rec: 0 | Dept Id 1115300 | Administrative Assistant
4 9 May - 15 May 2021 »
. Weekly Period - PS Delivered
To earn comp time, the hours entered Scheduied 37.50 | Reported 0 Hours
will need to be more than 40 hours. View Legend Request Absence || Save for Later | [ Submit |
*Time Reporting Code 9-Sunday 10-Monday 11-Tuesday 12-Wednesday 13-Thursday 14-Friday 15-Saturday Comp Time
Scheduled OFF Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Scheduled 7.5 Schedulzd OFF
Reported 0 Reponed 13 Reponed 8 Reponed & Reponted 8 Reported 3 Reported 0
REGHR - Regular Hours v [ 13.00 8.00 8.00 8.00 8.00 I :
Comments (@] (@) (@] (&) () (&) ()
Step 7: To earn comp time for the extra
hours worked, click the Comp Time T Enter Time A Q ™ ®
LOOku p bUtton Rec: 0 | Dept Id :115300 | Adminisirative Assistant
q{ 9 May - 15 May 2021 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
Legend Request Absence Save for Later || Submit
*“Time Reporting Code 9-Sunday 10-Monday 11-Tuesday 12-Wednesday 13-Thursday 14-Friday 15-Saturday Comp Time
Scheduled OFF Scheduied 7.5 Scheduled 75 Scheduled 75 Scheduied 7.5 Scheduied 7.5 Scheduied OFF
Reported 0 Reponted 13 Reported 8 Raported 8 Repored B Reported B Repored 0
4R - Regular Hours v 13.00 800 800 8.00 8.00 E
Comments C > o (] C P
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Step 8: Select Comp Time from the list.

»
0
1
@

¢ Time Enter Time

|| Cancel Looku
Rec: 0 | Dept Id :115300 | Administrative Asl acs P
Search for Comp Time
(»_Search Criteria )
w Search Results
i3] = =
Legend 1row Eave for Later
Comp Time Description
*Time Reporting Code CoMETIME Comp time I Hay Comp Time
R - Reguiar Hours v Q
Comments? >

Step 9: Notice COMPTIME is now
populated in the Comp Time field.

Enter Time

Rec: 0 | Dept Id :115300 | Administrative Assistant
4 9 May - 15 May 2021 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours
Legend Request Absence Save for Later Submit
*Time Reporting Code 9-Sunday 10-Monday 11-Tuesday 12-Wednesday 13-Thursday 14-Friday 156-Saturday Comp Time
Scheduled OFF Scheduled 7.5 Scheduled 7.5 Schaduled 7.5 ! Scheduled 7.5 Schaduled 7.5 l Scheduled OFF
Reported 0 Reported 13 Regorted & Reported & Reported § Repcrted & Feported
R - Regular Hours v 13.00 8.00 8.00 800 8.00 [COMPTIME Q
Comments o (] C (] (] C (]
May 2021
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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.

< Time

Enter Time

Rec: 0 | Dept Id 1115300 | Adminisirative Assistant

4 9 May - 15 May 2021 3

Weekly Period - P5 Delivered
Scheduled 37.50 | Reported 0 Hours

Comments related to Time entered for 05/11/2021

Comment once entered cannot be altered or remaoved.

|'_\dd a new Comment

“

I Add Comment l Clear |

L’ dd additional information here.

Legend Request Absence Save for Later Submit |
*Time Reporting Code 9.Sunday 10-Monday 11.Tuesday 12-Wednesday 13-Thursday 14-Friday 15.Saturday Comp Time
Schedusd OFF Sehaduzd 75 Sehachied 7.5 Semaduied 7.8 Seheduizd 7.8 Schedued 7.5 Sehaduizd OFF
Fagorted 0 Ragorted 13 Roporied 8 Aogorted 8 Fagorted B Reporied & Reporiad 0
HR - Reguiar Hours b 13.00 &00 8.00 500 800 [COMPTIME a
- -
—,
Comments o o L ~. © o o o
e S
e =
-~ - T~ ~
Pad T~
- = -
-7 ™ -
-~ -~
- ~a
-7 s
r ¢ A
Time Reporting Comments E
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Notice when a comment has been added
to a specific time entry, squiggles appear
in the comment bubble.

¢ Time

Enter Time

Rec: 0 | Dept Id 1115300 | Administrative Assistant

1 9 May - 15 May 2021 »
Weekly Period - PS Delivered
Scheduled 37.50 | Reported 0 Hours

Save for Later || Submit

Legend Request Absence
Time Reporting Code 9-Sunday 10-Monday 11-Tuesday 12-Wednesday 13-Thursday 14-Friday 15-Saturday Comp Time
Scheduled OFF Scheduled 75 Scheduled 75 Scheduled 75 Scheduled 7.5 Scheduled 7.5 Scheduled OFF
Reportsd 0 Reported 12 Reported 6 Repcrted & Repored B Reported 8 Reported 0
R - Regular Hours hd 13.00 8.00 8.00 5.00 8.00 COMPTIME Q
Comments C ¢ O e
Step 14: The timesheet is complete. Click
the Submit button to submit the
timesheet for approval. 0 Enter Time A Qv ®
Timesheet is Submitted for the period 2021-05-09 - 2021-05-15 X
. . 1 TVEY - Ty ZULT ¥
Once the timesheet has been submitted ook pesin 08 neleces |
. Scheduled 37.50 | Reported 45 Hours
correctly, you will see a message across e e
the top of the screen saying that the Ve begend feguestAveencs ) (o Smmfontate
tlmeSheet has been SmeIttEd *Time Reporting Code 9-Sunday 10-Monday 11-Tuesday 12-Wednesday 13-Thursday 14-Friday 15-Saturday Comp Time
successfully. Also, an email is generated
that will automatically be sent to you and N T Sl S S
. . “n Y Y o
your supervisor's inbox.
REGHR - Regular Hours v 13.00 8.00 8.00 8.00 800 COMPTIME
. Commer O O @ D) O o ®)
The summary at the top of the page will - - ' -
show the Scheduled total and Reported
total for the week in view. The Reported
hours is showing the extra hours worked
that will be added to your comp time.
Earn Comp Time on a Timesheet — Salary Non-Exempt Employee 7 May 2021
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Legend

5 Time Details

Step 15: When submitted, the Pending
Approvals icon appears for the days’ time
is entered indicating the timesheet is
waiting for approval. Click the View
Legend link to view the legends used and )
]
! #  Pending Approvals

a short description of each one.
1

Saved

4
I

) -
!

1

I

]

I

]

&  Approved

The most common icons that may appear : © Denied
in the Daily Status box are: ]
I
. @  Pushed Back
iy The user has an exception that needs ,'
to be fixed before submitting the ’l A Exception
timesheet. i
rE'I . I @ Absence
The timesheet has been saved for !
later. I B Reported
% ‘
H 1
" The time entered has been | B Reported Under Schedule
submitted and is pending approval. !
. I
ﬂ The entered time has been approved. I
Enter Time
You Successfu”y Iea rned how to earn Emplhec:o Dept Id :115300 | Administrative Assistant
comp time on a timesheet as a salary J ‘ & May - 15 May 2021 '
]’ Weekly Period - PS Delivered
non-exem pt employee 1 Scheduled 37.50 | Reported 45 Hours
- Request Absence Save for Later Submit |
= 3 Sindmye, __ 10-Monday 11-Tuesday 12-Wednesday 13-Thursday 14-Friday 15.Saturday Comp Time
Scheduled CFF Scheduled 73 = Scheduel T S Scheduked 75 Schedukd 7.3 Schedued 7.5 Scheduled OFF
Reperad O Repertsd 13 “ Faported B "Empmea (] n Regerted 3 - Rapoted 8 ~ Reponed O
REGHR - Regular Hous ~ 13.00 8.00 200 200 800 COMPTIME
Comments O O ® o O O o
8 May 2021
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