Job Aid

Entering a Holiday on a Time Card — Hourly
Employees

«) newstable.secure.gus

This Job Aid walks through the process of entering a holiday on a time card.

Important:

e Hourly USS employees with benefits will use this job aid for Veteran’s Day.
e Hourly unclassified employees with benefits who do not work on Veteran’s Day will
use the job aid “Veteran’s Day — Hourly Unclassified Employees,”
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1. | Click Time. Note that the Time icon may also be found under the “About Me” icon on the
springboard page.
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2. | Example 1 — This is how to report time for a holiday if you do not work on that day. This

employee’s regular schedule is Monday through Friday 8 hours a day.

holiday above or below the holiday name.

This pay period we have a holiday. In the time card view you will see the holiday name listed.
Even though it is listed it does not automatically pay you for that day. Click on the day of the

Bom o ¢ > Today | 7/2M17 - 7/8M7 i
Drag to Report Time Regular Vacation Sick Call Back Compensatory Time Taken
1217 - 71817 Total Hours 0 Absence Hours 0 Scheduled Hours 31
Sun 72 Mon 7/3 Tue 7/4

00 0 (9) 0(9)

Independence Day

Wed 7/5
009

3. | Complete the report time dialog box. Select the Assignment Number and Position. Select

End Date are correct. Input the daily hours. Click Save and Close.

Holiday Credit if you did not work on this day for the Time Type. Remember to select Overtime
or Comp Time to match the other time types reported for the week. Verify the Start Date and

Report Time

* Assignment Number - v

Holiday Credit v

Save and Close

Position

* Time Type

Owvertime/Comptime v
TI4MT

Start Date

End Date 7/4/17 iy

Daily Hours ]
Hours Selector

Cancel
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Continue to fill out the rest of the time card with time worked and leave taken.

Entered Time Card 71217 - THSNT Teanl Hours 40 Ansence Hows 0
SunTR2 I.k.m TE

Scheduled Hours 62

Tue 7i4

Wied /5
8(8) B (8
Independence Day
Bnrs
Reqular

Thu 76

Hohdiry Credi

Fii San 718
ahrs snrs anrs
Regular Regulas

Rl

Select Review and Submit.

Edit

Review and Submit

_ 4
Fri 7/7
8 (0)

Sat 7/8 W
0 (0)

8 hrs
Regular
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6. | Review Time Card Details.

Time Card Details
Timé Card Period  TRAT - TNAAT Time Card Commants
Stotus  Entered
Time Card Approval Comments 8
Reported Time
Adtions w View w Fommat w m < Detach
Days
pti ™ Time Type SunoJul 02 Mon,Jul 03 TueJul 04 Wed Jul 05 ThuJul 06 Fridul 07 SatJul 08 SunJul 09 MonJul 10 Tuedul 11 Wed Jul 12 ThuJul 13 Fridul 14 SatJul 15 Comments Time Entry
Hours Hours Haurs Hours Hours Haurs Hours Haours Haurs Hours Haurs Hours Hours Haurs
1 Haliday Credit 800 =] 8
z Regular 1) 800 800 800 800 800 8.00 800 800 w 7200
Daily Total 8.00 .00 L] 0.00 .00 a.00 B00 .00 LX) LX)
‘ b
Total Hours. 80.00
Caleulated Time
Actions v View v Formatw U +" Detach
Days
pti * Time Type Sunaul 02 Mon,Jul 03 TueJul 04 Wed Jul 05 ThuJul 06 Fridul 07 SatJul 08 SunJul 09 MonJul 10 Tuedul 11 WedJul 12 ThuJul 13 Fridul 14 SobJul 15 Comments 'i"“r':;"_:’lz
Hours Hours Hours Hours Hours Hours Hours Haurs Hours Hours Haurs Hours Hours Hours
1 Holiday Credit 200 w 200
2 Regular 8.00 800 800 800 800 8.00 800 800 8.00 2] 1200
Daily Total 800 2.00 800 8.00 8,00 8,00 800 8.00 800 800
‘
otal Hours:80.00

7. | If the information is correct, select Submit.

Submit

8. | Select OK.

DK
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9. | Example 2 — This is how to report time for a holiday if you do work on that day. This
employee’s regular schedule is Monday through Friday 8 hours a day.

This pay period we have a holiday. In the time card view you will see the holiday name listed.
Even though it is listed it does not automatically pay you for that day. Click on the day of the
holiday above or below the holiday name.

oo < > Today 72117 -7/8M7 s

Drag to Report Time Regular Vacation Sick Call Back Compensatory Time Taken
7217 -7/18117 Total Hours 0 Absence Hours 0 Scheduled Hours 31 /
Sun 72 Mon 7/3 Tue 7/4 Wed 7/5

0(0) 0 (9) 0(9) 0(9)

Independence Day
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10. | Complete the report time dialog box:

1. Select the Assignment Number and Position.
2. Select Regular if you did work on this day for the Time Type.
3. Select Overtime if you want to receive overtime pay for working on the holiday or Comp
time if you want to receive compensatory time hours for working on the holiday.
4. Verify the Start Date and End Date are correct.
5. Input the daily hours.
6. Click Save and Close.
Report Time Save and Close  Cancel

: Assignment Number

Cwertime/Comptime v

Hours Selector

v

" Time Type Regular 1 Overtime/Comptime

Start Date 7417

End Date 7/4/17 i7"

Daily Hours 8

[s
r3
[
¥
n
il
1
to—
-
[=]
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TotaiMours 88 AbsenceMours 0 Schedeled Hows 62

Continue to fill out the rest of the time card with time worked and leave taken.

Fegular

12.

Select Review and Submit.

Edit

Review and Submit

Fri 7/7
8 (0)

4
Sat 7/8 ]
0 (0)
8 hrs

Regular
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13.

Review Time Card Details.

Time Card Detalls
Tima Card Paried  TR200T - TNEnT
Status  Entared
Time Card Approval Comments 5
Reported Time
Actions w View w Fomat w Detach
pt " Time Type SunJul 02 MonJul 03 TueJul 04 Wed Jul 05  ThuJul 08
Hours Hours Hours Haurs Hours
1 Regular Y
] Faguiar 0 00
Daily Tatal a8.00 8.00 800 8.00
Calculated Time
Actions w View v Fornatw 57 0 Freeze & Dewach  of wirap
- SunJul
1Pt " Time Type oa MonJulod TueJulod WedJuld5 ThuJulos
Hours Hours Hours Hours Hours
1 Foegular 00
2 Heliday Comp Crodt 1200
1 Regular 200 800
Daily Tatal 800 20.00 800 800

Time Card Comments.

ays

FriJul07  SatJul08  SunJul03 MonJul10 TusJul 1l WedJul 12 ThuJul 13

Heurs

FriJul 07

Hours

Haurs Haurs Hours

Days
SatJul 08 SunJul0s Man.Jul 10
Hours

Hours Hours.

Heurs

Haure

TueJul 11 Wed Jul 12

Hours

Hours

Hours

200

ThuJul 13

Hours

200

FriJul14  SatJul15  Comments
Hours Houre
(=]
8.00
FriJuli4  SatJul16  Comments
Hours. Hours
(-]
£.00

Time Entry
Totale

Tims Entry
Totals

Total Hours 92 00

14.

Submit

If the information is correct, select Submit.

15. | Select OK.

OK
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16.

Example 3 — This is how to report time for a holiday if you work for part of that day. This
employee’s regular schedule is Monday through Friday 8 hours a day.

This pay period we have a holiday. In the time card view you will see the holiday name listed.
Even though it is listed it does not automatically pay you for that day. Click on the day of the
holiday above or below the holiday name.

[ - e < > Today 712117 - 7/18/117 i
Drag to Report Time Regular Vacation Sick Call Back Compensatory Time Taken
7217 -718117 Total Hours 0 Absence Hours 0 Scheduled Hours 31

Sun 7.2 Mon 7/3 Tue 7/4 Wed 7/5
0 (0 09 0 (@) 09

©

Independence Day
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17. | Complete the report time dialog box:

1. Select the Assignment Number and Position.

2. Select Regular for the Time Type.

3. Select Overtime if you want to receive overtime pay for working on the holiday or Comp
time if you want to receive compensatory time hours for working on the holiday.
Remember to select Overtime or Comp time to match the other time types reported for the

week.
4. Verify the Start Date and End Date are correct.
5. Input the daily hours.

6. Click Save and Close.

Report Time Save and Close | Cancel

* Assignment Number _ v

* Time Type Regular v
Overtime/Comptime Comp Time v
Start Date 7/4/17

End Date 7/4/17 e

Daily Hours 2

Hours Selector
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18. | Add the Holiday Credit:

Click on the day of the holiday above or below the holiday name.

Complete the report time dialog box.

Select the Assignment Number and Position.

Select Holiday Credit for the Time Type.

Select Overtime if you want to receive overtime pay for working on the holiday or Comp
time if you want to receive compensatory time hours for working on the holiday.
Remember to select Overtime or Comp time to match the other time types reported for the
week.

6. Verify the Start Date and End Date are correct.

Input the daily hours.

8. Click Save and Close.

Nk W=

~

Report Time Save and Close  Cancel

* Assignment Number -

* Time Type Holiday Credit -

v

Overtime/Comptime Comp Time -
Start Date  7/4/17

End Date T/4/17 e

Daily Hours 6

Hours Selector

19.
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20. | Select Review and Submit.

Edit Review and Submit

T

Fri 7/7 Sat7/8 ]
8(0) 0(0)

8 hrs
Regular

21. | Review Time Card Details.

Reported Time
Actios w  View w Fomat w i " » Detach
Days
wpt * Time Type SunJul 02 MonJul 03 TueJdul 04 WedJul05 ThuJdul0é Fridul 07  SatJdul 08  SunJul 08 MonJul 10 Tuedul 11 WedJul 12 Thudul 13 Fridul 14 SatJul 18 Comments “m'IEh'::;:
Haurs Hours Hours Haurs Hours Haurs Hours Hours Haurs Hours Haurs Hours Hours Haurs
1 Foguler 260 = 200
2 Heliday Credt 600 1=} 600
3 Regdar £.00 800 800 800 8.00 &00 800 8.00 800 1=} 200
Dally Total 200 B.00 800 2.00 8.00 .00 2.00 8.00 500 8.00
Total Hoars: 50 00
Calculated Time
Actioes w View w Foml y  5F 2o [ Detach
Days
TRt * Time Type 5"3;"" MonJul 03 Tuedul04 WedJul0S ThuJulDé  Fridul07  SatJul0F  SunJulD3 MonJul10 TueJul 11 WedJul12 ThuJul13  Fridul14  SatJul1s  Comments “'“'T%g?;
Haurs Heurs Heurs Hours Heurs Haurs Heurs Heurs Hours Heurs Heurs Heurs Heurs Hours
1 Regular M =1 200
2 Holiday Comp Credit 300 | 3.00
3 Huoliday Credit L1 e 6.00
4 Requisr 100 800 00 200 800 00 200 #00 200 -] 200
Caity Total £.00 1.00 £.00 8.00 8.00 8.00 200 8.00 £.00 800
‘ .
Total Heurs 83 00
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22. | If the information is correct, select Submit.

Submit

23. | Select OK.

OK
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