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This Job Aid walks through the process of entering hours worked on a holiday. 
 
Audience: USS hourly employees – no benefits  
 
Examples:  

 Entering hours worked on a holiday.  See Step 2. 
 
Generally, USS hourly employees – no benefits do not work on holidays.  USS hourly – no 
benefits employees should only work on a holiday if scheduled by their line manager.   
 
Some USS hourly employees may work on Veteran’s Day as classes are in session.  USS hourly 
employees use this Job Aid to enter hours worked on Veteran’s Day or any other holiday.  USS 
hourly employees – no benefits are paid 1.5 times for all hours worked on the holiday. 
 

 
 
Step Action 

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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2a. Entering Hours Worked on a Holiday. 

 
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 4 hours a day. 
 
In the time card view you will see the holiday name listed 
 

  
 

2b. Use Regular time type to add all hours worked, included hours worked on the holiday.  See Job 
Aid “Entering Time Worked – Hourly No Benefits” for instructions.   
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2c. Select Review and Submit. 
 

  
 

2d. Review Time Card Details.  In this example you will see the following: 
 
Reported Time:  Regular = 20 hours 
 
Calculated Time:  Regular = 16 hours 
                              Holiday Credit = 6 hours (4 hours worked on Veteran’s Day time 1.5 = 6) 
 

 

2e. If the information is correct, select Submit. 
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2f. Select OK. 

 
 


