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This job aid should be used for reporting on Veteran’s day.  This job aid can be used by 
Unclassified salaried employees with benefits who earn vacation leave. 
 
 
Step Action 

1. If you work on Veteran’s day.  Report Comp Time Earned for the amount of hours that you 
worked on your timecard calendar.  Click Review and Submit.  Review the information and if 
everything looks ok then click Submit and OK. 
 

 
 

2. If you don’t work on Veteran’s day then you will have to report leave. 

 


