COPPIN STATE
A UNIVERSITY

Administrative/Furlough Taken

The following procedure is to be used when an employee uses FY11 accumulated
Administrative/Furlough Leave hours.

Navigate to your time sheet. From the portal page click on CSU Employee Timekeeping > Time
Reporting.

] ﬁ CSU Employee Timekeeping

ﬁTasks ﬁ View

=] Time Reporting =] Time Entry History

[ CSU Administer
Timekeeping

~ CSU Employee
Timekeeping

[ Employee

Click the ﬂ| button.

For Regular Faculty, Regular Exempt Employees & Full Time Non Tenure Track Faculty
Click the Apply schedule button _Apply Schedule |

Weekday *Date D-Day *TRC TRC Description Hours
1 |Wednesday 1000712009 IEJ REG Reg Hours 8.00
2| Thursday 1040812009 Eﬂ REG RegHours 8.00
3 |Friday 10/09/2009 IEJ REG Reg Hours 8.00
4 |Monday 101212009 Eﬂ REG RegHours 8.00
5|Tuesday 101372009 Eﬂ REG Reg Hours 8.00
6 |Wednesday 101442009 Eﬂ REG Reg Hours 8.00
T | Thursday 101512009 IEJ REG Reg Hours 8.00
8 |Friday 10M6/2009 Eﬂ REG RegHours 8.00
9 Monday 10/M9/2009 IEJ REG Reg Hours 8.00
10 | Tuesday 1072012008 Eﬂ REG RegHours 8.00
=ntries: 10 Total Hours: &0.00000

All 10 entries will display with scheduled time. Unclick the D-Day check.
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Administrative/Furlough Taken, continued

Weekday *Date D-Day EXINT TRC Description Hours

1| Wednesday 4000712009 IEJ FRTK Reg Hours 8.00
RURLO —

2| Thursday 1000812009 E!'J HOL Reg Hours 8.00

- HOLTK

3| Friday 10/09/2009 [ HOLWEK Reg Hours 8.00
JURY

4 | Monday 10M2/2009 E!'J MIL Reg Hours .00

5 Tuesday 10132009 Et';l S-T-JEAL Reg Hours 8.00

6 Wednesday 101442009 Eﬂ EEELV Reg Hours 8.00

7| Thursday 101512009 [£] SCKAD Reg Hours £.00
SCKFM

8| Friday 10M16/2009 [ grg? Reg Hours 8.00
UMNPD

9|Monda 10/1942009 v Reg Hours 8.00

— B VACAD .
10| Tuesday 1002002009 E!'J 0 REG - Reg Hours

Click the TRC column drop down menu & choose FRTK.
Click on the hours column and enter 8.00 hours. Save your time sheet. You may change as many
lines as you need.

For Regular Non-exempt & All Contingent Il Exempt or Non-exempt Employees

Customize | Eind | i First El 1T of T El Last

Enter Time 1: Owverride/Comments ntry

HoL
- TRC Start Start Return Start Return Start Return End

Weekday “Date :gt:r'\fKK Description Hours Time |Break1 Break 1 Break 2 Break 2 Break 3 Break 3 Time

Wednesday | 12(16/2009 [z | [JURY Reg Hours 800 6:30AM | 1Z:00PM | 1:00PM 330PM
MIL

Thursday 12/17/2008 [5] | | ONCAL Reg Hours 8.00| B:30AM | 12:00PM 1:00PM 3:30PM
OTP

Friday 12/18/2009 [ | |PERLV Reg Hours 8.00| B:30AM | 12:00PM | 1:00PM 3:30PM
REG

Monday 1212142009 [ | |SCKAD Reg Hours 8.00| B:30AM | 12:00PM | 1:00PM 3:30PM
SCKFM

Tuesday 12/22/2008 [5] | |SHIFT Reg Hours 2.00| B:00AM | 11:30AM 12:30PM 3:00PM
sICK -

Wednesday | 12/23/2000 [ | [UNPD ;‘?d:’“” Furlo 8.00
VACAD aken

Thursday 1212412009 [51 - 0.00

tal Entries: 7 Total Hours: 45.00000

Enter scheduled time for the appropriate dates. To enter Administrative/Furlough leave choose the
code TRC code FRTK from the drop down menu. Enter the hours used in the hours column. Save
your complete time entry. You must record a minimum of 4.0 hours of Administrative/Furlough
Leave in the hours column.

Please refer to the President’s memo dated 8/11/10 to determine the accumulated
Administrative/Furlough Leave by salary for you as an employee. Employees will accumulate
Administrative/Furlough Leave hours in equivalent increments of 2 or 4 hours each pay period based
on the Temporary Salary Reduction plan. The reduction will begin with the regular pay period ending
9/7/10 (pay date 9/15/10) and contractual pay period ending 8/27/10 (pay date 9/8/10).
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