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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 Click Save
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5. On the employee’s selected alternate day, enter the Holiday Leave pay code for 8 
hours. Add a comment identifying the original UNM-scheduled holiday the employee 
worked.

Holiday Leave

6. Important: Alternate Holiday Leave Must Be Entered at the Same Time

When an employee chooses to take Holiday Leave on an alternate day, the Supervisor or Org 
Manager must enter the alternate day at the same time the original UNM-scheduled holiday 
is zeroed out. The employee must therefore identify the alternate day they plan to take off 
when requesting the change. Per UNM policy, the alternate day must be taken within 90 days 
of the original holiday.

After entering -8 hours of Holiday Leave on the original holiday, immediately enter 8 hours of 
Holiday Leave on the employee’s selected alternate day. Add a comment to the alternate day 
identifying the original holiday the employee worked (for example, “Holiday Leave for Labor 
Day worked on September 7, 2026”). This ensures there is a clear record of why the Holiday 
Leave was entered.

This is required because employees do not accrue or maintain a Holiday Leave bank in 
LoboTime. Additionally, holiday pay counts toward overtime calculations. Therefore, once the 
Holiday Leave on the original holiday is zeroed out, the corresponding 8 hours must 
immediately be assigned to the employee’s alternate day. This prevents the employee and 
department from losing track of Holiday Leave that is still owed to the employee. 

Important: If the employee separates, transfers, retires, or changes from 2R non-exempt to 
5R exempt before the scheduled alternate day occurs, the department must remove the 
Holiday Leave from the future alternate date. The department must then enter 8 hours using 
the Holiday Leave pay code in the employee’s final applicable pay period in which the 
employee has hours worked. 
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