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Using Time and Labor WorkCenter

The Time and Absence WorkCenter provides the quickest access to Time and 

Labor queries available to your role.

• Use the Time and 

Absence WorkCenter to 

access Time and Labor 

queries and reports. 

• From your PeopleSoft 

homepage, select the Time 

and Absence WorkCenter 

tile. 

• On the left side of the 

WorkCenter, expand the 

Queries dropdown menu. 

• Select the needed query to 

review or export results.
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Time and Labor Queries 

If you need to . . . Use this query! 

Review timesheets waiting for your approval SC_TL_PENDING_APPROVALS_WC

Find timesheets saved but not submitted SC_TL_RPTD_TIME_SAVED

Check a timesheet’s status or approval history SC_TL_RPTD_TIME_AUDIT_WC

View employees’ current comp and holiday comp balances SC_TL_COMP_BALANCE_WC

Review approved and processed hours for a date range SC_TL_PYBL_TIME_AUDIT_WC

Review overtime hours for a specific employee SC_TL_PAYABLE_TIME_OVT_WC

Identify salary non-exempt employees who did not meet their 

schedule
SC_TL_MISSING_TIMESHEETS_WC

Review comp or holiday comp hours earned, taken, or paid out SC_TL_PAYABLE_TIME_CMP_WC



Pending Approvals – Reported Time
SC_TL_PENDING_APPROVALS_WC

Key Tip: Review this query weekly 

and approve pending time before 

payroll deadlines.

When would I use it?

• Review outstanding 

timesheet approvals. 

• Identify telecommuting hours 

awaiting approval. 

• Help ensure employees are 

compensated on time.

Key Search Criteria:

• No selection criteria

Shows timesheets and telecommuting hours currently pending your approval.

What does it do?



Saved Not Submitted – Reported Time
SC_TL_RPTD_TIME_SAVED

Key Tip: Run before each payroll 

deadline to catch saved timesheets early.

When would I use it?

• Identify employees who need 

to submit their time. 

• Follow up before a payroll 

deadline. 

• Confirm entered time is moving 

through the approval process.

Key Search Criteria:

• Reported Date From 

• Reported Date To

Shows timesheets that have been saved but not submitted for approval.

What does it do?



Reported Time Approval Status
SC_TL_RPTD_TIME_AUDIT_WC

Key Tip: Review the status to determine whether time is saved, awaiting approval, denied, etc. 

When would I use it?

• Check whether a timesheet 

has been approved. 

• Review approval history for 

an employee. 

• Monitor timely approval of 

reported telecommuting 

hours.

Key Search Criteria:

• From Date 

• To Date 

• USCID

Shows timesheet status, approval dates, and the person who approved the time.

What does it do?



Current Comp Balances
SC_TL_COMP_BALANCE_WC

Key Tip: A zero balance means the employee had a comp balance at one time.

When would I use it?

• Monitor employee 

comp time balances. 

• Identify employees with 

available comp time. 

• Support comp time 

planning and oversight.

Key Search Criteria:

• No selection criteria

Shows employees with current compensatory and holiday compensatory time balances.

What does it do?



Payable Time by Date Range
SC_TL_PYBL_TIME_AUDIT_WC

Key Tip: “Estimated” means hours are ready to pay; “Distributed” means hours have been paid.

When would I use it?

• Confirm reported time has 

been processed. 

• Review payable hours for an 

employee. 

• Verify whether hours are 

ready for payment or have 

been paid.

Key Search Criteria:

• From Date 

• To Date 

• USCID

Shows approved and processed hours for one or more employees within a selected date range.

What does it do?



Overtime Hours by Date Range
SC_TL_PAYABLE_TIME_OVT_WC

Key Tip: All three search fields are required. Regular hours worked over 40 in a Sunday to 

Saturday FLSA workweek may appear as overtime.

When would I use it?

• Monitor employee overtime. 

• Confirm overtime was 

authorized. 

• Review overtime hours 

before or after payroll 

processing.

Key Search Criteria:

• USCID 

• From Date 

• To Date

Shows overtime hours for a specific employee during a selected date range.

What does it do?



Schedule Not Met – Salary Non-Exempt
SC_TL_MISSING_TIMESHEETS_WC

Key Tip: Use only a seven-day Sunday to Saturday range. Negative numbers indicate the 

schedule was not met; zero indicates it was met.

When would I use it?

• Confirm employees are 

submitting weekly time. 

• Identify employees whose 

schedule was not met. 

• Follow up on missing or 

incomplete timesheets.

Key Search Criteria:

• Reported Date From 

• Reported Date To

Shows whether salaried non-exempt employees met their scheduled hours.

What does it do?



Comp Hours by Date Range
SC_TL_PAYABLE_TIME_CMP_WC

Key Tip: Use USCID to focus on one employee, or leave it blank to review all employees 

within the date range.

When would I use it?

• Review how an employee’s 

comp time was used. 

• Monitor earned or paid-out 

comp hours. 

• Research comp activity for 

one or more employees.

Key Search Criteria:

• From Date 

• To Date 

• USCID

Shows comp and holiday comp hours earned, taken, or paid out within a selected date range.

What does it do?
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Where to Find the 

Resources

Visit the Payroll website 

for more Time/Labor and 

Absence Management 

resources and 

information.

https://www.sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/time_labor_and_absence_management/index.php
https://www.sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/time_labor_and_absence_management/index.php


Where to Find the 

Resources  

For transaction 

correction training 

resources, visit our 

Business Manager page.

https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php


Contact Us

For specific 
questions, please 
visit our website to 
find the appropriate 

contact.

https://sc.edu/about/offices_and_divisions/controller/index.php


Questions



THANK YOU!
Office of the Controller

 

Alone, we can do so little; together, 

we can do so much.



END
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