COPPIN

STATE UNIVERSITY

Coppin State University Alternative Work Schedule Time Entry Aid
Addendum — Holiday
General: Do Not use the APPLY SCHEDULE button. Enter time line by line.

Reqular Payroll Exempt Employees — Off on the Holida
Employees whose “OFF” day is Monday will Not enter a line for July 4™.

This example shows how to enter time for a holiday taken and how to supplement with accrued leave. Since this
employee is off on Mondays and July 4™ falls on a Monday, the employee is taking the holiday at another time
during the week. Two time entry lines are needed. Holiday leave will remain at 8 hour/day. Alternative work
schedule employees must use their own accrued leave to supplement leave over 8 hours for a holiday.

Time Entry Customize | Find | - First 4] 19 o
j/ Enter Time Y Owverride/Comments. Y Delete Entry \'|
Weekday *Date D-Day *TRC TRC Description Hours

1|Wednesday 06/29/2011 Eﬂ [l REG - Reg Hours 10.00
2 |Thursday 06/30/2011 E{I E REG - Reg Hours 10.00
3 |Friday 07/01i2011 [#] = REG - Reg Hours 10.00
4 | Tuesday 07/05/2011 Eﬂ E REG - Reg Hours 10.00
5 |Wednesday 07/06/2011 Eﬂ | Banked Holiday Taken 8.00
6 |Wednesday 07I06/2011 Eﬂ [l ANMLY w Annual Leave 2.00
7 |Thursday 070712011 E{I | REG - Reg Hours 10.00
8 Friday 07/08i2011 [#] = REG - Reg Hours 10.00
9 | Tuesday 071212011 Eﬂ [ REG - Reg Hours 10.00

Total Entries: 9 Total Hours: 20.00000

Use the TRC of "HOLTK" and enter hours = 8.0. Enter an additional line for the same date and choose the leave
category for the other 2 Hours. See both lines for Tuesday July 5. Note the Time Reporting Code (TRC ) is
HOLTK.

Record the date of the holiday on the Comments Tab of your time sheet.

f Enter'ﬁmle Override/Comments Y}Ie{e Entry \

Weekday *Date D-Day *TRC TRC Description Comment

1|Wednesday 0612012011 [ E REG ~ |RegHours

2| Thursday 06/30/2011 [ B REG =~ |RegHours

3 |Friday 07/01/2011 [ 1l REG - Reg Hours

4 |Tuesday 07/05/2011 [+ = REG - Reg Hours

5 [Wednesday 07/06/2011 [5 | HOLTK - 32255” Eoay

6 |Wednesday 07/06/2011 [ ] AMMLY - Annual Leave

7 |Thursday 07I07/2011 3 1l REG - Reg Hours

8 |Friday 07/08/2011 EJ = REG - Reg Hours

9 |Tussday 071212011 [H E REG ~ |RegHours

Total Entries: 9 Total Hours: 80.00000
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Coppin State University Alternative Work Schedule Time Entry Aid

Addendum — Holiday

ll Non-Exempt Employees, and All Contingent 2 Employees — Off on the Holida

Employees whose “OFF” day is Monday will Not enter a line for July 4.

This example shows how to enter time for a holiday taken and how to supplement with accrued leave. Since this
employee is off on Mondays and July 4™ falls on a Monday, the employee is taking the holiday at another time
during the week. Two time entry lines are needed. Holiday leave will remain at 8 hour/day. Alternative work
schedule employees must use their own accrued leave to supplement leave over 8 hours for a holiday.

Enter Time Y ApprovallComments Y Delete Entry \I

Customize | Find | : First E 1-9 of 9 E| L

Weekday
Wednesday
Thursday
Friday

Tuesday

Tuesday

Wednesday
Thursday
Friday

Monday

tal Entries:

*Date TRC

06/29/2011 ) | REG
06/30/2011 [5] | REG

07/01/2011 [ | REG

-

-

-

07052011 [5) | ANNLY ~

Banked
071051201 1@.
aken

07/06/2011 [ | REG
07/07/2011 [5] | REG
07/08/2011 5] | REG

07M12011[3) | REG

-

-

-

-

g9 Total Hours Reported:

TRC » Work Start Time Start Break
Description |Hours = 1
Reg Hours 10.00 | 7:00AM 12:00PM
RegHours 10.00| 7:00AM 12:00PM
Reg Hours 10.00| 7:00AM 12:00PM
Annual Leave 2.00

8.00
Reg Hours 10.00| 7:00AM 12:00PM
Reg Hours 10.00 | 7:00AM 12:00PM
Reg Hours 10.00| 7:00AM 12:00PM
Reg Hours 10.00 | 7:00AM 12:00PM

Add Delet
80.00000 MEEL

Return Start Return Start Return | .5

Break 1 Break 2 Break 2 Break 3 Break 3
12:30FM 5.30P
12:30PM 5:30P
12:30PM 5:30P
12:30PM 5:30P
12:30PM 5.30P
12:30PM 5:30P
12:30FM 5.30P

Use the TRC of "HOLTK"” and enter hours = 8.0. Enter an additional line for the same date and choose the leave
category for the other 2 Hours. See both lines for Tuesday July 5.  Note the Time Reporting Code (TRC ) is

HOLTK.

Record the date of the holiday on the Comments Tab of your time sheet.

Time Entry

|/ Enter Time | Override/Comments Y Dekte Entry | [F50

Weekday
1/Wednesday

2| Thursday

3| Friday

4| Tuesday
5|Tuesday

6| Wednesday
7 | Thursday

8 |Friday

9/ Monday

Total Entries:

J:/HR/Proce

*Date

06/29/2011 [+
06/30/2011 [+
07/0112011 [+
07/05/2011 [+
07/05/2011 [#]
07/06/2011 [3]
0710712011 [#]
07/08/2011 [+

071112011 [

9 Total Hours:

dures

*TRC
REG -
REG -
REG -
ANMNLY -
HOLTK -
REG -
REG =
REG -
REG -

80.00000

TRC Description
Reg Hours

Reg Hours
Reg Hours

Annual Leave

Comment

Banked Holiday Takey

Reg Hours
Reg Hours
Reg Hours

Reg Hours
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Coppin State University Alternative Work Schedule Time Entry Aid

Addendum — Holiday

Regular Payroll Exempt Employees — Off on Friday

Employees whose “OFF” day is Friday WILL enter a line for July 4" as a Holiday using TRC = HOL and hours =

8.0. Enter an additional line for the same date and choose the leave category for the other 2 Hours.

Time Entry

[ Enter Time '\ Override/Comments | Delete Entry | [F=5H)

Customize | Find | i

Weekday *Date D-Day *TRC TRC Description Hours
1|Wednesday 06/29/2011 [ = REG Reg Hours 10.00
2 |Thursday 063052011 Eﬂ [l REG Reg Hours 10.00
3 Monday 07/04/2011 [=] ] HOL Haoliday 8.00
4 | Monday 0710412011 [ [l PERLYV Personal Leave 2.00
5|Tuesday 071052011 E{I [l REG Reg Hours 10.00
6 |Wednesday 07062011 Eﬂ [l REG Reg Hours 10.00
7 |Thursday 07072011 IEJ [l REG Reg Hours 10.00
8 [Monday 0712011 Eﬂ [l REG Reg Hours 10.00
9 Tuesday 071212011 [=H | REG Reg Hours 10.00

Total Entries: 9  Total Hours: 80.00000

Regular Payroll Non-Exempt Employees, and All Contingent 2 Employees — Off on Friday
Employees whose “OFF” day is Friday WILL enter a line for July 4" as a Holiday using TRC = HOL and hours =

8.0. Enter an additional line for the same date and choose the leave category for the other 2 Hours.

First [1] 19 of 9 [¥] L:

Enter Time Y Override/Comments \)"' Delete Entry \'||

stomize | Find | H8

Weekday “Date TRC %cn‘gtion Hours % Isatr%k 1 I%:kn: 3%2 I?r?—:k”; 5%3 lsreet—;:“a %
Wednesday | p629/2011 | | REG Reg Hours 10.00| 7:00AM | 12200PM | 12:30PM 5:30PI
Thursday 06/30/2011 [ | REG RegHours 10.00 | 7:00AM 12:.00PM 12:30PM 5:30P1
Monday 07/04/2011 EJ AMNMLY Annual Leave 2.00
Monday 07/04/2011 [5 | HOL Holiday .00
Tuesday 07/05/2011 [ | REG Reg Hours 10.00 | 7:00AM 12:.00PM 12:30PM 5:30P1
Wednesday | 07/06/2011 [ | REG Reg Hours 10.00 | 7:00AM 12:00PM 12:30PM 5:30P1
Thursday 07/07/2011 [5] | REG RegHours 10,00 7:00AM 12:00PM 12:30PM 5:30P1
Monday 0711112011 [#) | REG RegHours 10.00 | 7:00AM 12:.00PM 12:30PM 5:30P1
Tuesday 07/12/2011 [ | REG Reg Hours 10.00 | 7:00AM 12:00PM 12:30PM 5:30P1
tal Entries: 9 Total Hours: 20.00000

No comment is needed

If you have a question about Alternative Work Schedule (AWS) time entry, please call HR at X3666.
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