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Taking an Alternate Holiday (different pay cycles)

1 Click Manage Timecards

2 Open the employee’s timecard for the pay period containing the holiday.
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3 On that same holiday date, add a new row. In Pay Code, select Holiday Leave
and in Hours enter -8.00. This zeros out the Holiday Leave for that day.

4 Add 8 hrs Comp Time Earned 1.0.
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5 Click Save

6 On the day they want off: Enter Comp Time Taken (1.0) Enter 8 hours


