RELEASE WORKING TIME ESS
ESS-6 | BUSINESS PROCESS PROCEDURE

The purpose of this job aid is to explain how to release working times in the Integrated HR/Payroll System.

Trigger:

Use this document to release your Working Time.

Business Process Procedure Overview:

The Release Working Time service is located in the My Working Time section of ESS. Employees can use
this service to release their Working Time to their supervisor for approval.

View your Time Statement

1. From the Integrated HR/Payroll System Home Page, click the oo Lif Eol tab or click My Time
under Quick Link to go directly to the My Working Time Screen.
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Home > Home

Welcome to the OSC Integrated HR-Payroll System
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This system provides you with the tools you need to better access and manage your state benefits and personal
information. For additional support information, visit the BEST Shared Services website at
www.oscncgovistate-employees/BEST. H you need assistance while using the site, please call the BEST Shared
Services Center from £ a.m. to 5 p.m., Monday threugh Friday, at 919-707-0707 if local to Raleigh or 1-266-
NCBEST4{U} (1-2866-622-2784) outside the Raleigh area.

Note: The portal will be unavailable weekdays from 8 to 3 p.m. and on Sundays from 2 to 8 p.m. for regular
maintenance.

News of Interest

2. Click My Working Time.

My Data (ESS) > Overview > OVeniew
Overview

Employee Seff-Senvice applications provide Morth Carolina State employees with easy access to information and services. This page gives an overview of the entire offering.

v
Working Time ﬁ My Benefits
Record your working times, plan your leave, and display your fime data “‘ Display the plans in which you are currently enrolied; enroll in new benefit plans during the State's

Quick Links ~1 annual enroliment periods; access State Health Plan forms.

Record Working Time

|
h My Pay My Personal Data
N *1  Display your pay statement or printireprint your W.2W-2c Manage your addresses, direct deposit, and tax withhalding information
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3. The My Working Time screen will be displayed. Click Release Working Time Data.

My Working Time
=1 J7 ;
i My Time Sheets
i Record Working Time

“ou can record your working time here.
Imthe last 30 days there are 3 workdays on which you have recorded not enough or too many hours.
our recorded fimes have been approved up to 04/05/2015.

I Release Working Time Dats I
Here you can release your working time to your manager.
Thers are 4 recorded times that you have not yet released.

My Leave Requests

Leave Reguest
Request leave and other types of absences.

Quots Cverview
Display your leave balance(s).
State of North Carolina Leave Forms

WVoluntary Shared Lesve Application Form

Woluntary Shared Lesve Donor Form

Advance Leave Form

My Time Statements
Time Statement for 3 Chosen Period

NOTE: The Release Working Time Data screen displays the number of recorded times, if any, that
have not yet been released. The link will be inactive if there are no hours available to
release.

4. The Release Working Time screen will be displayed. Select the working times to release by clicking the
button to the left of the entry, or by clicking LS=ieet Al ],

My Data (ESS5) = My Working Time

Release Working Time

W |1 2 |

Choose Review and Save

Select the working times you want to release and click Review.

List of Your Unreleased Working Times

| Date Aft.fabs. type Premium no. | Cell content | Additional Info
05/07/2010 8

Dnﬁms.rzu'm g

Dnﬁmn.fzu'm 8

DDEH 02019 g

| Select ANl |[|Desslect Al |

| Review @ Exit
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5. Once the times have been selected, click [Review #] .

6. The selected times will be displayed. If there are any errors, select

My Dsta (ESS) = My Working Time

Release Working Time

s
I» 1

Choose

2 3 -4

Review and Save Completed

Select the working times you want to release and click Review.

List of Your Unreleased Working Times

T Date Aft.fabs. type Premium no. | Cell content | Additional Info
| |osio7rz010 Time Worked (2500 8
[ |osioarzo1e Sick Leave (2200] 8
[ |osioarzo1e Time Worked (2500) 8
[ |osrior2010 Time Worked (2500) 2

[Salect All {[ Desslect Al |

Review #

. . . . . S
the mistake. If the information is correct, click (= .

!

Release Working Time

I+

1 2 3 -

Chaoose Review and Save

Check the selected working times and release them.

List of Working Times to Be Released

Date Aft.isbs. type
05/07/2019 Time Worked (8500}
05/08/2019 Sick Leave (9200)

05/09/2019 Time Worked (8500}
05/10/2019 Time Worked (8500}

(Exit]

[4 Previous Step |||L Save

Fremium no.

Cell content

=T = = R == )

4 Previous Step

to return and correct

Additional Info
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7. The message, “You have successfully released your working times” will appear.

HEIH:EE Working Time

I» 3 -
Completed

[ ¥ou have successfully released your working times

What do you want to do next?

elease Addifional Working Time

Record Working Times
Go to My Working Time Homepage
Go to Employee Self-Services Homepane

List of Released Working Times

Diate Att./abs. type Premium no. | Cell content | Additional Info
08072018 Time Waorked (B500) 8
05082018 Sick Leave [5200) ]
0&/08/2018 Time Worked (B500) ]
0&M0r2018 Time Waorked (B500) 8

Additional Resources

For additional assistance, contact BEST Shared Services:

Phone (Raleigh Area) (919) 707-0707
Phone (Toll Free) (866) 622-3784
Email: BEST@osc.nc.gov

OSC Training website:

https://www.osc.nc.gov/state-agency-resources/training

Click Help Documents and search for:
ESS Record Working Time

ESS Quota Overview
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