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Compensatory Time Accrual / Flextime / Overtime Payment Procedure

Applicable Employees: Management & Confidential (M&C) and State University Organization of Administrative Faculty
(SUOAF) Employees

Policy Effective Date: October 14, 2016
Overview:

Both Management & Confidential Professional (M&C) employees (below the range of Assistant Director, salary grade 36)
and State University Organization of Administrative Faculty (SUOAF) employees are entitled to accrue and use
compensatory time. Article 7.8 of the Human Resources Policies governs the accrual and usage of compensatory time for
M&C employees. Article 16.2 of the SUOAF collective bargaining agreement governs the accrual and usage of compensatory
time for SUOAF employees. These procedures shall describe how applicable employees are required to record the accrual
and usage of compensatory time. The accrual and usage of compensatory time only applies to employees whose positions
are exempt from overtime in accordance with the Fair Labor Standards Act (FLSA). Those employees whose positions are
non-exempt from the FLSA will enter their hours worked as overtime and will receive the applicable payment in their
biweekly paycheck.

All M&C and SUOAF employees are also eligible to flex (flextime) their schedule within the biweekly pay period.
Definition of Compensatory Time:

Compensatory time is defined as any time worked past an employee’s regularly scheduled work week for M&C employees
and past the contractual threshold for SUOAF employees for which the employee will be requesting an equivalent amount
of time to be used as paid leave in a future pay period.

Definition of Flextime:

Flexible work schedules (Flextime) allows employees who are required to work late on a particular day the ability to shorten
their workday by the same number of hours on another day within the same biweekly pay period as permitted by the
University’s operating needs. For example, flextime is where an employee is required to work an extra hour on Tuesday and
leaves work an hour earlier on the following Wednesday.

Definition of Overtime:

Overtime is the hours that a non-exempt (limited M&C and SUOAF) employee works over their full-time hours during a
workweek. It is counted across an entire workweek (Friday — Thursday), not on a day-to-day basis. When accrued leave is
taken in the same week as overtime is worked it may cause the overtime hours to be paid at straight time or not at all.
Approval for Accrual of Compensatory Time and Earning of Overtime:

Employees must request and receive their department heads’ approval, in writing (email message okay), before accruing any
compensatory leave or earning overtime in accordance with this procedure. If the department head requests that their

employee accrue compensatory leave or earn overtime, then this request must be sent in writing (email message okay) to the
employee prior to the beginning of the assignment. In accordance with the SUOAF collective bargaining agreement this

1|Page



— —
WESTERN
CONNECTICUT
STATE
UNIVERSITY

Compensatory Time Accrual / Flextime / Overtime Payment Procedure

request (l.e.: written approval from the department head) must be submitted to the first appropriate manager (M&C
supervisor) outside of the bargaining unit, by the approving department head. This request should be in the form of an email
message. The President has designated that the Vice President/Associate Vice President/Chief Officer of each division has
the final authority to approve the accrual of compensatory time and earning of overtime for M&C employees under their
supervision. Any SUOAF and/or M&C employees reporting directly to the President must obtain final approval for the
accrual of compensatory time and earning of overtime from the President. A copy of the written approval from the M&C
supervisor must be submitted, by the department head, to the Payroll Department by the end of the pay period in which the
compensatory time was accrued or overtime was worked. This email approval can be sent to Ms. Sarah Baywood, Payroll
Coordinator at baywoods@wcsu.edu.

It is understood that emergency circumstances may arise when it is not possible to get advance approval for the accrual of
compensatory time or earning of overtime. In those circumstances, it is incumbent upon the individual requesting such to
demonstrate advance approval was not possible and that an emergency situation existed.

Email Approval Timeframes:

In order to be in conformance with the M&C Policies and the SUOAF collective bargaining agreement a M&C supervisor
can approve the accrual of compensatory time and earning of overtime via one of the below methods:

e Daily — This is defined as managers sending an approval email each and everyday that they are authorizing
an employee’s accrual of compensatory time or earning of overtime.

e Fall Semester — This is defined by a manager sending one email approval authorizing an employee’s accrual
of compensatory time or earning of overtime between the time periods of August 15t — December 31+

e Spring Semester — This is defined by a manager sending one email approval authorizing an employee’s
accrual of compensatory time or earning of overtime between the time periods of January 1st — May 31st,

e  Summer — This is defined by a manager sending one email approval authorizing an employee’s accrual of
compensatory time or earning of overtime between the time periods of June 15t — August 14,

Provisions When Earning Compensatory Time:

When an eligible employee is traveling to/from a conference, they can earn compensatory time for travel up to a maximum
of seven (7) hours for SUOAF and eight (8) for M&C employees within a 24-hour period for time traveled. When attending
a conference/seminar/workshop, etc., only work related sessions and events are eligible for accruing compensatory time.
The department head must approve these sessions beforehand. Social events and non-work related gatherings (as determined
by the department head) are not eligible for compensatory time.
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Provisions for Utilizing Flextime:

Employees must request and receive their department head’s approval, in writing (email message okay), before flexing their
schedule in accordance with this procedure. If the department head requests that their employee flex their schedule, then
this request must be sent in writing (email message okay) to the employee before the start of the flexed schedule. Once the
approval has been granted, the flextime can be spread out over the entire biweekly pay period. An example of this would
be when an employee works a seven (7) hour workday and on day nine (9) of the biweekly pay period they work 10 hours,
and thus would only be required to work four (4) hours on the tenth day. In this scenario the employee would satisty their
70 hours of work for the biweekly pay period.

When a SUOAF employee is working a flextime schedule, hours worked over 40 in a workweek shall not entitle them to
compensatory time during the biweekly pay period. Also, the total number of hours worked in a flextime schedule must be
between 70 — 80 hours within the biweekly pay period. In situations where an individual works between 70 — 80 hours, these
additional hours must be reported in Core-CT under the IFILR (Filler — No Effect) time reporting code.

If an employee is absent on a day when they are using flextime and are scheduled to work other than seven (7) hours, the
number of hours of accrued leave (i.e.: vacation, sick, compensatory, or personal) to be charged for the absence shall be
based on the length of the altered workday. For example, if an employee calls in sick on a day when they were scheduled to
work nine (9) hours, then the employee will be charged nine (9) hours of sick leave.

A flextime schedule is not an option for an FLSA non-exempt employee.

Earning Compensatory Time & Utilizing Flextime During the Same Pay Period

In situations where an employee earns compensatory time and utilizes flextime within the same biweekly pay period, this has
to be handled differently. In order for someone to accrue the proper amount of compensatory time, they can only use
flextime during one workweek (Friday — Thursday) within the pay period instead of during the entire pay period. This is

necessary since compensatory time can only be accrued in a workweek; the flextime has to be spread out during the workweek
as well.
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Recording the Accrual of Compensatory Time -

(SUOAF Employee)

After having obtained the appropriate email approval go to the Timesheet in Core-CT:

My HR Core-CT Hel

Personal Information

Time and Labor

[EE Personal Information
| == Review and update your personal information.

Personal Information Summary
Home and Mailing Address
Phone Numbers

Email Addresses

Emergency Contacts

Name Change

Ethnic Groups

My System Profile

ol Wiz Wi i i i

preferences, password and forgot my password hints.
My System Profile
Change My Password

Set up personal preferences, such as email and language

Time and Labor
Report and approve time.

[=] Timesheet _
Approve Time

Payable Time Summary

Payable Time Detai

W [ (7]

View Paycheck Information

Payroll 2] [=]
= |Payroll
a Review current and prior paychecks.

Once doing so you will be brought to the following screen:

View By Week Reported Hours: 0.00 Previous Period Next Period
‘Date: 02/202015 [ % Scheduled Haurs: 0.00
Populate Time From Schedule Information
T 10572015
Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total ::‘!nrtin Desorition
220 221 2122 2123 2024 225 2126 2127 2i28 an 3i2 33 34 35 Hours oFOTNE P!
== _JC_ JC_ JC IC_JC ) ) ) JC_ JC JC_J(
Submit

Enter whatever hours you worked, or leave accruals that you took, during the pay period (ie: vacation leave, sick

leave, personal leave, etc.).

Below is an example of a SUOAF employee who worked nine (9) days and then took one (1) sick day:
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View By Week Reported Hours: 0.00 Previous Period Next Period
*Date: 021202015 By % Scheduled Hours: 0.00
Popula\g T\mg me Schedule Information

sheet eI =w

Mmoo omeowe omomowaw owe womo o el o,
220 2 2122 2123 2024 2i25 2126 227 2128 an 32 3 34 35 Hours Cad

) ) [ O O 2z 2 2 O A X

[ | ) — | —] —] "] —"] — ") —|—" - -] R
Submit

e Now let’s say that the same SUOAF employee worked two (2) extra hours on all nine (9) days that they worked.
Below is a screen print of how they should record this time:

View By Week Reported Hours: 0.00 Previous Period Mext Period
“Date: | ozizo2015 I (5] Scheduled Hours: 0.00
Pcpulale T\me From Schedule Information
day 2015 to Thursday ] L
@ Overrides [:'1
Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total Ro cﬂl!: Dascintian,
220 2121 2122 223 2124 2125 2126 2127 228 3H anr 33 34 3/5 Hours Co;o 9 P
& = oo o0) (" 700]( 7e0)[ 7oo][  700) ( (700 (o0 'REG @, Regular
@==C__J( J{ ][ ) JC JC _JC I :] ( 1] SICK 1@, sick
# _.[ 2ooJ[ |( ][ 2.m][ mo][ ][ ][ ][ ][ ] 200 2oo 100 ( ] (IFILR @, Filler
] ] ) vee) (100 [ 100 ] ( ( _too] ( ] CCE @, CTEamed

e Asyou will see there is a time reporting code of IFILR (Filler). This code is used in order to record the additional
tive (5) hours that a SUOAF employee has to work in a workweek before qualifying for accruing compensatory time.

e  For the first week (Fri, 2/20 — Thur, 2/26) thete are two (2) hours of IFILR time recorded on Fri, 2/20 and Mon,
2/23 and then one (1) hour on Tue, 2/24. Since a workweek is designated as Friday — Thursday the five (5) hours
of IFILR time account for what is necessary in order to qualify for accruing compensatory time.

e Then you will see that there is one (1) hour of CCE (Compensatory Time Earned) listed on Tue, 2/24, Wed, 2/25,
and Thur, 2/26. This accounts for the employee having accrued three (3) houts of compensatory time for this week.

e For the second week (Fri, 2/27 — Thut, 3/5) there are two (2) hours of IFILR time recorded on Mon, 3/2 and Tue,
3/3 and then one (1) hour on Wed, 3/4. Since a workweek is designated as Friday — Thursday the five (5) hours of
IFILR time account for what is necessary in order to qualify for accruing compensatory time.

e Then you will see that there is one (1) hout of CCE (Compensatory Time Earned) listed on Wed, 3/4. This accounts
for the employee having accrued one (1) hour of compensatory time for this week.

e (Click on the “Submit” button designated by the red arrow above.
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Recording the Accrual of Compensatory Time - (M&C Employee)

e  After having obtained the appropriate email approval go to the Timesheet in Core-CT:

My HR Core-CT Help
Personal Information [#] [=]| |Time and Labor [#] =)
E Personal Information Time and Labor
| == Review and update your personal information. Report and approve time.
[=| Personal Information Summary =] Timesheet _
=] Home and Mailing Address =] Approve Time
[=| Phone Numbers [=] Payable Time Summary
[=| Email Addresses [=] Payable Time Detail
=] Emergency Contacts =
[=] Name Change Payroll =
[=] Ethnic Groups _—‘J Payroll
My System Profile % Review current and prior paychecks.
U Set up personal preferences, such as email and language [=| View Paycheck Information
preferences, password and forgot my password hints.
=] My System Profile
= Change My Password
e Once doing so you will be brought to the following screen:
View By Week Reported Hours: 0.00 Previone Barall, | HexkPeriog
*Date: [ 0212012015 |[3) Scheduled Hours: 0.00
Populate Time F Schedule Information
Overrides B
Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total ;men‘ 1
2i20 221 2122 2123 2/24 2125 2/26 227 2128 31 302 33 314 35 Hours JoPOTINY
== ) JC _JC _JC _JC ) ) JC L) '
Submit

e Enter whatever hours you worked, or leave accruals that you took, during the pay period (ie: vacation leave, sick
leave, personal leave, holiday, etc.).
e Below is an example of a M&C employee who worked nine (9) days and then took one (1) vacation day:
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View By Week Reported Hours: 0.00 Previous Period Next Penod

‘Date: 0212012015 [ Scheduled Hours: 0.00
Populate Time From:

Schedule Information

Fri Sat Sun Men Tue wed Thu Fri sat Sun Mon Tue Wed Thu  Total ;"““ e Dasrimion
2120 2721 2122 2/23 224 225 2126 2427 2128 n 32 3 314 35  Hours c::: - il

# /=] [ 800 ) 800]( 80o0)( aoo](  so0 800 8.00 8.00 [REG @, Regular
# = JC JC O C O C O C OO DD Cee)  [[vac @, vacaton

Submit

e Now let’s say that the same M&C employee worked four (4) extra hours on Wed, 2/25 and Mon, 3/2, and then five
(5) extra hours on Tue, 3/3. Below is a scteen print of how they should record this time:

View By Week Reported Hours: 0.00 Previous Period Next Period
“Date: 022012015 [ Scheduled Hours: 0.00
IFopulate Time From: Schedule Information
. TS

Fri sat Sun Mon Tue Wed Thu Fri sat Sun Mon Tue Wed Thu  Total ::"i e r
2/20 2121 2122 223 2124 2125 2126 2027 2/28 3 312 33 304 35 Hours COROMIN pt

o =) )0 ) em)(so)(em)( aw)( ) (el em)( so)( ) [RE6 @ Renr

== JC O COCO)COC O C IO oCocCo

E1E | — —) — — ) S | "] —") —) 0 | 0 S e
Submit _

([ so0) [VAC @, vacation

e Since compensatory time is only accrued after working 40 hours in a week (Friday — Thursday) you will note that in
the above example the employee logged four (4) hours of CCE (Compensatory Time Earned) during the week of
Fri, 2/20 - Thu, 2/26.

e For the week of Fri, 2/27 — 'Thu, 3/5, the employee logged nine (9) houts of CCE even though they took eight (8)
hours of VAC on Thu, 3/5. The reason being is that leave accruals (ie: sick, vacation, personal leave, holiday, etc.)
count towards the required 40 hour threshold in being able to accrue compensatory time for any work week (Friday
— Thursday).

e Click on the “Submit” button designated by the red arrow above.
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Recording the Earning of Overtime — Not Using Leave Accruals
(SUOAF Employees)

e After having obtained the appropriate email approval go to the Timesheet in Core-CT:

My HR Core-CT Help
Personal Information [#[ =] |Time and Labor [ (=]
E Personal Information 7 Time and Labor
== Review and update your personal information. , Report and approve time.
[=| Personal Information Summary [=] Timesheet
=] Home and Mailing Address =] Approve Time
=] Phone Mumbers =] Payable Time Summary
=] Email Addresses =] Payable Time Detail
=] Emergency Contacts ——
= Name Change Payroll [ =]
[= Ethnic Groups :—‘J Payroll
< My System Profile :ﬁ Review current and prior paychecks.
) Set up personal preferences, such as email and language [=] View Paycheck Information

preferences, password and forgot my password hints.
=] My System Profile
[=| Change My Password

e Once doing so you will be brought to the following screen:

View By Week Reported Hours: 0.00 PrenoUs Penoe - TEa s
“Date: 0212002015 [l % Scheduled Hours: 0.00
Populate Time From: Schedule Information

Reported time on or after 02/20/2015 is for a future period.

Overrides

Fri Sat sun Mon Tue Wed Thu Fri Sat sun Mon Tue Wed Thu Total -eremzrtin Descrintion
220 | 224 2122 | 223 24 26 2026 227 228 3 32 313 314 305 Hours COEE g p
[+ =] Q
Submit

e Enter the seven (7) hours worked on each day during the pay period as in the below example:
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< Reported Hours: 0.00 Previous Period Next Period
02/2012015 [ % Scheduled Hours: 0.00
Populate Time From: Schedule Infarmation

Reported time on or after 02/20/2015 is for a future period.

) ( Overrides

Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total ;gnzmn T T
220 M 222 I3 WM IS IE AT M8 31 302 33 304 35 Hours Co‘ée < 2
[+]| [=] 7 7 7 7 7 7 7 7 7 7 REG @,
Submit

e Now let’s say that the same SUOAF employee worked 6.50 hours of overtime in the first week and 3.50 hours of
overtime in the second week. Below is a screen print of how they should record this time:

View By Week Reported Hours: 0.00 Previous Period Mext Period
*Date: 0212012015 [ Scheduled Hours: 0.00
Populate Time From: Schedule Information

} Overrides

Flri Slat Slun l'.'llon Tlue Wled T!ﬂu Flri Slat 5L:II'1 l‘.'l?n TL:IE Wz?d Tr?u Total -F;Lr::rting TeserTieT
220 AM A2 223 M4 WK N AT 2B 30 312 313 314 3l5 Hours o0
[+]| (=] 7.00 7.00 7.00 7.00 7.00 7.00 7.00 700 7.00 7.00 REG @, Regular
[+ [=] 400 1.00 OTST @, OT StTime
[+ = 1.50 0T15 @, OTT-1/2
+] [=] 2,50 100 IFILR (@, Filler

Submit ‘—

e For the first week they should log the 4.00 hours on Fri, 2/20 and 1.00 hour on Mon, 2/23 to the time reporting
code of OTST (Overtime - Straight). With respect to the 1.50 hours on Tue, 2/24 they should be logged to the time
reporting code of OT15 (Overtime — Time and One Half). The reason being is that all hours worked over 40 per
week are eligible for time and one half overtime.

e For the second week they should log the 2.50 hours on Mon, 3/2 and the 1.00 hour on Wed, 3/4 to the time
reporting code of IFILR (Filler). The reason being is that with respect to this week the employee is not due any
overtime payment since they did not work more than 40 hours for this week.

e Click on the “Submit” button designated by the red arrow above.
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Recording the Earning of Overtime — Using Leave Accruals
(SUOAF Employees)

e After having obtained the appropriate email approval go to the Timesheet in Core-CT:

My HR Core-CT Help
Personal Information [#[ =] |Time and Labor [ (=]
E Personal Information 7 Time and Labor
== Review and update your personal information. , Report and approve time.
[=| Personal Information Summary [=] Timesheet
=] Home and Mailing Address =] Approve Time
=] Phone Mumbers =] Payable Time Summary
=] Email Addresses =] Payable Time Detail
=] Emergency Contacts ——
= Name Change Payroll [ =]
[= Ethnic Groups :—‘J Payroll
< My System Profile :ﬁ Review current and prior paychecks.
) Set up personal preferences, such as email and language [=] View Paycheck Information

preferences, password and forgot my password hints.
=] My System Profile
[=| Change My Password

e Once doing so you will be brought to the following screen:

View By Week Reported Hours: 0.00 PrenoUs Penoe - TEa s
“Date: 0212002015 [l % Scheduled Hours: 0.00
Populate Time From: Schedule Information

Reported time on or after 02/20/2015 is for a future period.

Overrides

Fri Sat sun Mon Tue Wed Thu Fri Sat sun Mon Tue Wed Thu Total -eremzrtin Descrintion
220 | 224 2122 | 223 24 26 2026 227 228 3 32 313 314 305 Hours COEE g p
[+ =] Q
Submit

e Enter the seven (7) hours worked on each day during the pay period as in the below example:
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View By Week Reported Hours: 0.00 Previous Period Next Period
“Date: 02/20/2015 5 Scheduled Hours: 0.00
Populate Time From: Schedule Infarmation

Reported time on or after 02/20/2015 is for a future period.

) ( Overrides

Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total ;gnzmn T T
220 w2 222 223 224 | 25 226 2027 2028 30 312 303 314 305 Hours CD‘; < o
[+]| [=] 7 7 7 7 7 7 7 7 7 7 REG @,
Submit

e Now let’s say that the same SUOAF employee worked nine (9) hours of overtime on three (3) days and also took
seven (7) hours of vacation during the pay period. Below is a screen print of how they should record this time:
View By Week Reported Hours: 0.00 Previous Period Next Period
*Date: 022002015 [5] Scheduled Hours: 0.00
Populate Time From: Schedule Information
| Overrides
Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total ;imen. D ipti
220 | 221 222 223 224 | 225 226 | I 2B 3 3 33 34 305 Hours cZROrHNG  Heseription
[+ | =] 7.00 7.00 7.00 7.00 7.00 7.00 7.00 7.00 7.00 REG @&, Regular
[+]| [=] 7.00 vAC @, Vacation
[+ [=] 3.00 4.00 2.00 OTST @, OT StTime
Submit
°

In this scenatio the individual took a vacation day on Tue, 3/3 while working the overtime hours on Fri, 2/27, Mon,
3/2, and Wed, 3/4. Before an individual is eligible to earn overtime at the time and one half hour rate they must
work a total of 40 hours in a workweek. Hours worked do not include the use of leave accruals such as vacation,
personal, sick, holiday, etc. Based on this the individual in the above example worked a total of 28 hours of REG

and then the additional nine (9) hours of overtime are all at the overtime-straight time rate (OTST). In total this will
make a total of 37 hours worked and seven (7) hours of VAC for the workweek.

e (lick on the “Submit” button designated by the red arrow above.
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Recording the Earning of Overtime — Not Using Leave Accruals
(M&C Employees)

e After having obtained the appropriate email approval go to the Timesheet in Core-CT:

My HR Core-CT Help
Personal Information [#[ =] |Time and Labor [ (=]
E Personal Information 7 Time and Labor
== Review and update your personal information. , Report and approve time.
[=! Personal Information Summary [=] Timesheet _
=] Home and Mailing Address =] Approve Time
=] Phone Mumbers =] Payable Time Summary
=] Email Addresses =] Payable Time Detail
=] Emergency Contacts ——
= Name Change Payroll [ =]
[= Ethnic Groups :—‘J Payroll
< My System Profile :ﬁ Review current and prior paychecks.
) Set up personal preferences, such as email and language [=] View Paycheck Information

preferences, password and forgot my password hints.
=] My System Profile
[=| Change My Password

e Once doing so you will be brought to the following screen:

View By Week Reported Hours: 0.00 PrenoUs Penoe - TEa s
“Date: 0212002015 [l % Scheduled Hours: 0.00
Populate Time From: Schedule Information

Reported time on or after 02/20/2015 is for a future period.

Overrides

Fri Sat sun Mon Tue Wed Thu Fri Sat sun Mon Tue Wed Thu Total -eremzrtin Descrintion
220 | 224 2122 | 223 24 26 2026 227 228 3 32 313 314 305 Hours COEE g p
[+ =] Q
Submit

e Enter the eight (8) hours worked on each day during the pay period as in the below example:
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Pravious Pariod Mext Period

Reported Hours: 0.00
022002015 W% Scheduled Hours: 0.00
Populate Time From: Schedule Information
Reported time on or after 02/20/2015 is for a future period.
From Friday 02/20/2015 to day 03/05/2015
m Crvermdes ki)
: Time
Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total -
2120 221 222 | 23 224 2B 226 227 228 n a2 a3 314 U5 Hours g:’;:”'““ BpRSPOn
+ =1 oo )il J[ 8o0]( soo]( so0]( soo][ soo]f I IEDEDED D REG @ Regular
Submat

e Now let’s say that the same M&C employee worked seven (7) hours of overtime on three (3) days that they worked.
Below is a screen print of how they should record this time:

View By Week Reported Hours: 0.00 Previous Pariod  Next Period
*Date: 027202015 [ Scheduled Hours: 0.00
Populate Time From: Schedule Information

Reported time on or after 02/20/2015 is for a future period.
From Friday 02/20/2015 to Thursday 03/05/2015
BT Overides | D

Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total ;':'B ctin Deseription
2120 221 2122 2023 2024 225 2126 227 2028 n 2 3 4 5 Hours c£ 4 ¥

B

8.00
00

@ so)( T [ so)( sw)( sw)( swjf aw)f ) ) acoj so)f aw)l sco) [(RES A Regula
12O C®C IO IO OCE=mCICIC ) (s aorne

e In this scenario since the individual worked 40 hours of REG during both workweeks (Friday — Thursday) any
additional time they worked is earned at time and one half which is designated by the OT15 time reporting code.

e (lick on the “Submit” button designated by the red arrow above.
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Recording the Earning of Overtime — Using Leave Accruals
(M&C Employees)

e  After having obtained the appropriate email approval go to the Timesheet in Core-CT:

My HR Core-CT Help
Personal Information [#[ =] |Time and Labor [ (=]
E Personal Information 7 Time and Labor
== Review and update your personal information. , Report and approve time.
[=| Personal Information Summary [=] Timesheet
=] Home and Mailing Address =] Approve Time
=] Phone Mumbers =] Payable Time Summary
=] Email Addresses =] Payable Time Detail
=] Emergency Contacts ——
= Name Change Payroll [ =]
[= Ethnic Groups :—‘J Payroll
< My System Profile :ﬁ Review current and prior paychecks.
) Set up personal preferences, such as email and language [=] View Paycheck Information

preferences, password and forgot my password hints.
=] My System Profile
[=| Change My Password

e Once doing so you will be brought to the following screen:

View By Week Reported Hours: 0.00 PrenoUs Penoe - TEa s
“Date: 0212002015 [l % Scheduled Hours: 0.00
Populate Time From: Schedule Information

Reported time on or after 02/20/2015 is for a future period.

Overrides

Fri Sat sun Mon Tue Wed Thu Fri Sat sun Mon Tue Wed Thu Total -eremzrtin Descrintion
220 | 224 2122 | 223 24 26 2026 227 228 3 32 313 314 305 Hours COEE g p
[+ =] Q
Submit

e Enter the eight (8) hours worked on each day during the pay period as in the below example:
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Pravious Pariod Nexi Pariod

iy Reported Hours: 0.00
*Date: 0272002015 ] Scheduled Hours: 0.00
Populate Time From: Schedule Information
Reported time on or after 02/20/2015 is for a future period.
Overndes. | [0
: Time
Fri sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu | Total o0 o i
2120 221 222 2023 224 225 2026 2127 2028 an 2 3 4 5 Hours c:}:t: il by dnasiiodd
+ (= 800 il [ moo)( soo][ so]( soo][ &0 I IEDEDED D REG ‘@, Regular
Submit

e Now let’s say that the same M&C employee worked nine (9) hours of overtime on three (3) days and also took eight
(8) hours of vacation during the pay period. Below is a screen print of how they should record this time:

i By YOGk Reported Hours
*Date: oo [H% Scheduled Hours 3.0
Populate Time From: Schedule Information

Reported time on or after 0272072015 is for a future period

T e e  —

Fri Sat Sun [ Tue Wed Tha Fri Sat Sun Man Tus Wied Thu  Total F't”'" - s ok
¥ 221 12 22 24 218 2128 wr H n 12 3 N4 VS Houm c:::' - ST
= sl [ [ s][ sce)[ am][ soo][ eoe)l I W eooll esooll 1 aoo0) REG ‘@ Rogula
— e —— —_— —_—
+] = {4 [} 4 OT 1142
P — —r . — — e — =y
+| = | | .00 200|| 300 TS 4 OT s '
+] - LT WAC 4 ¥

e In this scenario the individual took a vacation day on Wed, 3/4 while working the overtime hours on Fri, 2/27,
Mon, 3/2, Tue, 3/3, and Thut, 3/5. Before an individual is eligible to earn overtime ay the time and one half rate
they must work a total of 40 hours in a workweek. Hours worked do not include the use of leave accruals such as
vacation, personal, sick, holiday, etc. Based on this the individual in the above example worked a total of 32 hours
of REG and then eight (8) of the additional hours worked were at the straight time rate (OTST). The remaining
one (1) hour worked on Thur, 3/5 was over 40 so it was eligible to be paid at the time and one half rate marked by
the time reporting code of OT15.

e Click on the “Submit” button designated by the red arrow above.
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Recording Flextime
(M&C Employees)

e After having obtained the appropriate email approval go to the Timesheet in Core-CT:

My HR Core-CT Help
Personal Information [2][=]| [Time and Labor [ [=]

7 Time and Labor
Report and approve time.

= Personal Information Summary [=] Timesheet

(@ Personal Information
== Review and update your personal information.

=] Home and Mailing Address =] Approve Time
=] Phone Mumbers =] Payable Time Summary

il
il

Email Addresses

=] Emergency Contacts
=] Name Change

[= Ethnic Groups _—_J Payroll

= My System Profile ‘i Review current and prior paychecks.

) Set up personal preferences, such as email and language i=]
preferences, password and forgot my password hints.

My System Profile
Change My Password

Payable Time Detai

Payroll [=][=]

View Paycheck Information

e Once doing so you will be brought to the following screen:

Actions > ~ Time Source Schedule Information Earliest Change Date 09/30/2016
View By Week Previous Period Next Period
*Date|10/14/2016 31| 1
Scheduled Hours 0.00 Reported Hours 0.00

Reported time on or after 10/14/2016 is for a future period.

Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total R 'II":rne

10M4 1045  10M6  10M7  10MB  10M8  10/20  10/21  10/22  10)23  10/24  10/25 10026 10027 = “""C;gg

[+] [= 8 10 10 10 10 8 8 8 8 REG Q
Submit

e In this example the employee worked a total of 48 hours during the first week of the pay period and 32 hours for
the second week of the pay period.
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e Even though an employee is scheduled to work 40 hours per week, by utilizing flextime, they were able to work less
than 40 hours in the first week and more than 40 hours in the second, however in the end the total hours worked
for the pay period add up to 80.

Recording Flextime
(SUOAF Employees)

e  After having obtained the appropriate email approval go to the Timesheet in Core-CT:

My HR Core-CT Help
Personal Information [#|[=]| |Time and Labor (2] (=]
Personal Information Time and Labor
Review and update your personal information. Report and approve time.
[=| Personal Information Summary [=] Timesheet
[=| Home and Mailing Address =] Approve Time
[=| Phone Numbers [=] Payable Time Summary
=] Email Addresses =] Payable Time Detail
=] Emergency Contacts ——
= Name Change Payroll (] =]
[= Ethnic Groups :—‘J Payroll
My System Profile Jﬂ Review current and prior paychecks.
Set up personal preferences, such as email and language [=] View Paycheck Information
preferences, password and forgot my password hints.
[=| My System Profile
[=| Change My Password

e Once doing so you will be brought to the following screen:

Actions» « Time Source Schedule Information Earliest Change Date 09/30/2016

View By Week Previous Period Next Period
*Date|10/14/2016 3,

Scheduled Hours 0.00 Reported Hours 0.00

Reported time on or after 10/14/2016 is for a future period.

Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total R 'II"ti_me
10114 10015 1016 1017 10118 1019 10/20 10/21 10/22 10/23  10/24  10/25 1026 10/27 o e o';g
b ] o 7 7 14 7 14 7 7 7 REG Q

Submit

e In this example the employee worked a total of 49 hours during the first week of the pay period and 21 hours for
the second week of the pay period.
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e Even though an employee is scheduled to work 35 hours per week, by utilizing flextime, they were able to work
more than 35 hours in the first week and less than 35 hours in the second, however in the end the total hours worked

for the pay period add up to 70.
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