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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.   

       

Click the  button. 
 

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

            
 

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

 

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 II Exempt or Non-exempt Employees 
 

 
 

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). 
 
 
 


