
How to record hours worked on the holiday and earn Comp Time?
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How to record hours worked on the holiday and earn Overtime?
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[image: ]How do I earn time for the holiday if I am not scheduled to work on the holiday?



image1.png
Employee Dashboard - Timesheet . Auto Shop Specialist, 992007-00, 1, 102144, Information Technology Services

Auto Shop Specialist, 992007-00, 1, 102144, Information Technology Services

art Time £ Leave Balances

10/31/2021-11/13/2021 | 88.00 Hours (D) & nprogress Submit By 11/12/2021, 12:00 PM

SUNDAY

WEDNESDAY FRIDAY SATURDAY
7 8 12 13
< ’ h >
Add Earn Code
Holiday Pay Non-Exempt site1 If you work on Veterans day and need to earn Comp Time for these hours. B o
Follow these steps:
@ Add More Time
on Thursday the 11th
vt B el  Distrbution
oliday Worked Comp Eamed 150"
i 4. Enter the number of hours you worked on the 11th and save.
Holiday Worked-Comp Earned 150 _Shift 1 o8 O o

You will now see a total of the hours worked and hours loaded for holiday pay listed for
@ Ada More Time. the November 11th date.

*In this example the employee worked 8 hours and had a schedule of 8 hours so they

are showing 16 hours for November 11th.  Oistribution
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NOT or update the "Holiday Pay Non " pre- populated. tasr
on Thursday the 11th

1
3. Click Add Earn code

4. Find "Holiday Worked paid 1

5. Enter the number of hours you worked on the 11th and save.

You will now see a total of the hours worked and hours loaded for holiday pay listed for the
date

dule of 8 hours they ar e

All hours "Worked" are inlcuded in the idered for overtime earnings.
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on Thursday the 11th
ick Add Ear code

Find "Holiday Cr PD-Not Scheduled"

Enter the number of hours your normally scheduled to work and click sas

*In this example the employee normally works 10 hours per day, so they are showing 10
hours for November 11th.





