Taking an Alternate Holiday (same pay cycles)

When a designated holiday falls on an employee’s reqularly scheduled day off, or
when the employee is required to work on the holiday and elects an alternate day off
with supervisor approval, the holiday may be observed on another workday within
the same pay period.

@ In the timekeeping system, the 8 hours of holiday leave must be reduced or
removed from the actual holiday date and re-entered on the approved alternate
day within the same pay cycle, so that total holiday leave does not exceed 8
holiday.
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2  Open the employee’s timecard for the pay period containing the holiday.
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4  Onthat same holiday date, add a new row with Pay Code = Holiday Leave.
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5 Type -8 to reduce the holiday hours.
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6  Apply holiday on next scheduled day (Tuesday) Enter 8 hours Holiday Leave.

= @ MY Employee timecards Qe &

Employee | MacGregor Syli.. v | @ 100826249 < 1of1 (3 ~ Previous Pay Period &% ~ 1 Employee(s) selected

=M - &~ = G2}

G Loaded: 2:38PM

Date Schedule Absence In out Transfer In out Transfer Pay code Amount shift Daily Period

sat5/16

sun5/17

Mons/18

Tuesng

Wed 520

Thu5/21

Fri S22

sat5/23 Y

sun5i24

Mons/25 Holiday Leave 8.00

0]

fj Memorial Day I

Tesas | oo I =1 0 a0

Wed 5/27 800

(0]

Thu'5128 800

Fris9 800

+ 4+ + o+

Totals Accruals Audits Historical corrections

7  Click Save
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8 Verify the total Holiday Leave for the pay period is still 8.00 hours and that the
8.00 hours now appear on the alternate day instead of the holiday date.
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