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

Trigger: 

Use this Document to record your Working Time. 

Business Process Procedure Overview: 

The Record Working Time service is located within the My Working Time section of ESS.  Use this service 
to record your Working Time and Leave Time. 

Record Working Time 

1. From the Integrated HR/Payroll System Home Page, click the  tab or click the Quick Links 
My Time to go directly to the My Working Time screen. 

 

2. Click My Working Time.  Record Working Time located under Quick Links also will take you directly to 
the Record Working Times Screen. 
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3. The My Working Time screen will display.  Click Record Working Time. 

 

NOTE: The information under Record Working Time references the number of recorded workdays in 
the last 30 days which vary from the employee’s planned working times.  Also indicated is the 
approved ‘up to’ date and if time has not been released. 
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4. The Record Working Times screen will display.  The Date fields indicate which week currently is being 
viewed.  The system always defaults to the current week. Use the arrow keys to navigate backward or 
forward to the desired week. 

 

NOTE:  The calendars at the top of the screen will display any times that have been recorded already, 
but not yet approved by your supervisor, as well as the status. 
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5. To record your time, first select the time you wish to enter using the drop-down menu in the 

Attendance/Absences type  column. 

 

6. Enter the hours on the appropriate date(s). 
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7. You can record additional time or leave in the next row by selecting additional A/A Types from the drop-
down menu, then record the number of hours in the appropriate date field. 

 

8. Click  after recording hours to display the total number of hours in the Total column.  The Act 
row will update to reflect the total hours entered, as well as the total hours of each A/A type.  The hours 
entered turn red, which mean they have been entered, but not released. 

NOTE:  Plan shows the target hours based on the planned working time.  Act (Actual) are the hours 
recorded at the summary level. 
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9. When you have finished recording your time, click . 

 

10. The times that you have entered will be displayed. If there are any errors or warnings, click 

 to return and correct any mistakes.  If the information is correct, click . 
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11. The message, “Your data has been saved” will appear. 

 

 

Additional Resources 

If you have questions, or require 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 Release Working Time 

ESS Quota Overview 

 

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

