WESTERN

CONNECTICUT
STATE UNIVERSITY

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 ate 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
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request (i.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
Cootdinator 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 15% — December 315t

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 ate 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 Help
Personal Information [#] [=]| |Time and Labor [#] =)
ﬁ; 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 =g
[=] Name Change Payroll -
[= Ethnic Groups :—‘J Payroll
My System Profile % 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
Once doing so you will be brought to the following screen:
View By Week Reported Hours: 0.00 Previous Period Next Period
“Date: 02/20/2015 [3) 7 Scheduled Hours: 0.00
Populate Time From: Schedule Information
Fr 02/20/2015 to Thursday 03/05/2015
Qverrides
Fri Sat Sun Meon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total ';ime i D ipti
2120 2121 2122 2123 2024 2125 226 2127 228 3an 312 313 314 35 Hours SofoTing  Hescrption
= = ) ) I I ) ) ) ) OC ) )
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: 02202015 ) Y Scheduled Hours: 0.00
Populate Time From: Schedule Information

From Friday 02/20/2015 to Thursday 03/05/2015
Overrides | [F=2H)

TS Sm o e De e mwogm o S Mm o Le W TH Tl e Doscte
1 D — )| ) ) [ [ [ ) [ [ e N
# = ) JC I IC C_ JC JC IJC IC IC IJC ICre)  [sik @ s

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 MNext Period
*Date: (oz202015 [ Scheduled Hours: 0.00
Populate Time From: Schedule Information

From Friday 02/20/2015 to Thursday 03/05/2015
Overrides H

@5 (o) JC ) (o) (7o) 7o) (o) JC__J(Ce) (o) (o)) [Rec @ Reguiar
maC_JC ) )C O C O C OO C I (7o)  [sicK @, siok
4 (=) [ 200)( ) ) 200]) (" roo)( Il I i I ) (200 (" 200) [ reo]( ) [IFILR @, Filler
] . —) — )] S0 0 | | | — ) .

e As you will see there is a time reporting code of IFILR (Filler). This code is used in order to record the additional
five (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) there 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 — Thur, 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 workwecek is designated as Friday — Thursday the five (5) houts 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 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.

5|Page



WESTERN
CONNECTICUT
STATE UNIVERSITY

Compensatory Time Accrual / Flextime / Overtime Payment Procedure

Recording the Accrual of Compensatory Time - (M&C Employee)

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

My HR Core-CT Help
Personal Information [#] [=]| |Time and Labor [#] =)
[[==| 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 =g
[=] Name Change Payroll -
[=] Ethnic Groups = Payroll
My System Profile % 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
Once doing so you will be brought to the following screen:
View By Week Reported Hours: 0.00 Previous Period  Next Perod
*Date: 0212012015 [ & Scheduled Hours: 0.00
Populate Time From: Schedule Information
Dverrlcs;s
Fri Sat Sun Meon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total :{‘mer‘t‘ [
2i20 2/21 2122 2123 2024 2125 2126 2027 2128 31 32 313 3i4 35 Hours SoFOrNd
%] =] ) ) JC JC ) | ) JC ) ) (
Submit

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

leave, personal leave, holiday, etc.).

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 Period

‘Date: 02/20/2015  [3{ Scheduled Hours: 0.00

Schedule Information

Populate Time From:
From Friday 02/20/2015 to Thursday 03/05/2015
Overrides =y
Time

Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total Reportin Description
2120 2121 2122 2/23 224 2/25 2126 227 2/28 an 312 3 314 3/5  Hours COZe 8 ik

# =] [ soo]( ( ) 800)( 80o)( s0o)( soo)[ 800 )( J(s00](soo)( soo]( ] REG @, Regular
=2 JC JC OO C OO C O C O OC OO O] [vac @y vacation

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 screen print of how they should record this time:

View By Week Reported Hours: 0.00 Previcus Pericd Naxt Period

*Date: I 02/20/2015 ) [n ‘:J Scheduled Hours: 0.00

Schedule Information

fPopulate Time From:
From Friday 02/20/2015 to Thursday 03/05/2015
Overrides el

-0 -3 R N - A RS- - - - b e
) (=] [ eoo][ I J[ eoo)( soo)[ moo][ soo)[ soo]f I ) soo][ soo][ soo] ] REG @, Regular
# =5 JC IJC ICIC OC IC OCOCOCICCOCICen)  [[vac @ vacation
== JC IO I C O OO C I (Co) () [ece @ fer Eamed

e _

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) hours 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.

7|Page



WESTERN
CONNECTICUT
STATE UNIVERSITY

Compensatory Time Accrual / Flextime / Overtime Payment Procedure

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:

[=] Name Change
[=| Ethnic Groups
=~ My System Profile

} Set up personal preferences, such as email and language
preferences, password and forgot my password hints.

=] My System Profile
Change My Password

My HR Core-CT Help

Personal Information [2[[=]] |Time and Labor (==
E_f:_ 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 Mumbers =] Payable Time Summary

=] Email Addresses =] Payable Time Detail

=] Emergency Contacts ——

Payroll (2] (=]

Payroll
Review current and prior paychecks.

=] View Paycheck Information

=3

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

jiew By Week Reported Hours: 0.00 PreqoUs Penoe - En s
“Date: 0202002015 |l % Scheduled Hours: 0.00
Populate Time From: Schedule Information
Reported time on or after 02/20/2015 is for a future period.
Overrides
. . Time
Fri sat  Sun | Mon Tue Wed Thu Fri sat  sun | Mon Tue Wed Thu Tofal b o bescrintion
20 M| W22 A3 wM4 | W W A7 228 3N w2 a3 34 305 Hours RPorting p
[+]| [=] @,
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 3 Reported Hours: 0.00 Previous Period Next Period
*Date: 021202015 [ scheduled Hours: 0.00
Populate Time From: Schedule Infarmation

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

|| Overrides

Fri Ssat  Sun  Mon Tue Wed Thu Fri sat  Sun  Mon Tue Wed Thu Total ;:“zmn Descrintion
220 221 22 223 224 | 226 | 2 2 22E 3 2 35 3d 305 Hours (ePOTNg >
[+]| [=] 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:

Jig k Reported Hours: 0.00 Previous Period MNext Period
*Date: 02/2012015 [ % Scheduled Hours: 0.00
Populate Time From: Schedule Information
| Overrides
- Time
Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total Reporting  Description
2120 21 2122 2123 2124 2125 2126 2027 2128 31 312 33 314 315 Hours Cupde 9 P
[+]| =] | 7.00 700 V.00 700 F.00 V.00 7.00 700 700 7.00 REG @, Regular
[+ =] | 4.00 1.00 OTST @, 0T StTime
[+ [=] 1.50 0T15 |@, OT T-1/2
[+]} [=] 2,50 1.00| IFILR @, Filler
Submiit {_

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)

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

[=] Name Change
[=| Ethnic Groups
=~ My System Profile

} Set up personal preferences, such as email and language
preferences, password and forgot my password hints.

=] My System Profile
Change My Password

My HR Core-CT Help

Personal Information [2[[=]] |Time and Labor (==
E_f:_ 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 Mumbers =] Payable Time Summary

=] Email Addresses =] Payable Time Detail

=] Emergency Contacts ——

Payroll (2] (=]

Payroll
Review current and prior paychecks.

=] View Paycheck Information

=3

e Once doing so you will be brought to the following screen:
View By Week Reported Hours: 0.00 Prenous Penos Nex Fenod
“Date: 0202002015 |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 ;ime rting | Descrint
220 w4 222 223 224 IS 226 227 228 3 32 33 34 315 Hours (SFortng. Tescripfion
(]| [=] @,
Submit
e Enter the seven (7) hours worked on each day during the pay period as in the below example:
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Vie Week Reported Hours: 0.00 Previous Period Next Period
“Date: 0212012015 5 Scheduled Hours: 000
Populate Time From: Schedule Infarmation

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

|| Overrides

Fri Ssat  Sun  Mon Tue Wed Thu Fri sat  Sun  Mon Tue Wed Thu Total ;:“zmn Descrintion
220 221 22 223 224 | 226 | 2 2 22E 3 2 35 3d 305 Hours (ePOTNg >
[+]| [=] 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 st  Sun  Mon Tue Wed Thu Fri sat  Sun | Mon Tue Wed Thu Total ;imen. P
220 | 221 222 233 224 225 226 | I 2B 3 3 33 34 315 Hours cZROrtNG  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
Ssubmit
°

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 ate 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 (Click 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:

[=] Name Change
[=| Ethnic Groups
=~ My System Profile

} Set up personal preferences, such as email and language
preferences, password and forgot my password hints.

=] My System Profile
Change My Password

My HR Core-CT Help

Personal Information [2[[=]] |Time and Labor 2| =]
E_f:_ Personal Information Time and Labor
/== Review and update your personal information. Report and approve time.

[=! Personal Information Summary [=! Timesheet h

=] Home and Mailing Address =] Approve Time

=] Phone Mumbers =] Payable Time Summary

=] Email Addresses =] Payable Time Detail

=] Emergency Contacts ——

Payroll %) (=]

Payroll
Review current and prior paychecks.

=] View Paycheck Information

=3

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

View By Week Reported Hours: 0.00 PreqoUs Penoe - En s
“Date: 0202002015 |l % Scheduled Hours: 0.00
Populate Time From: Schedule Information
Reported time on or after 02/20/2015 is for a future period.
Overrides
. . Time
Fri sat  Sun | Mon Tue Wed Thu Fri sat  sun | Mon Tue Wed Thu Tofal b o bescrintion
20 M| W22 A3 wM4 | W W A7 228 3N w2 a3 34 305 Hours RPorting p
[+]| [=] @,
Submit

e Enter the eight (8) 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 Provious Period Next Period
*Date: 02202015 [ % 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
. Time
Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wod Thu Total Reportin Description
2120 2121 222 223 224 225 2126 227 228 £ 2 3 4 ¥5  Hours (FOM09 oneten
r \ ( f \ \ i
+ (=] (__soo]( )( J(800]( s0o]( soo]( soo]( 800} ) )( 8] ( 8] 8] s00) REG @, Regular
Submit

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 Period Next Period
*Date: 02/20/2015 WY 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

Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Total ‘:mam Descript
220 221 222 223 224 2028 226 227 228 an an 3 4 35 Hours c::: " NECOPC

HiE so)( () ) ew) swoff sw)f ac)f J ) swjf sw) o)l sx) |(Re JAiReger
%) =1 200) )( )( (300 ‘ )( ) )( J(z0) () ) ) OTi5 @ OTT-12

Submit e

e In this scenatio 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 (Click 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)

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

[=] Name Change
[=| Ethnic Groups
=~ My System Profile

} Set up personal preferences, such as email and language
preferences, password and forgot my password hints.

=] My System Profile
Change My Password

My HR Core-CT Help

Personal Information [2[[=]] |Time and Labor (==
E_f:_ 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 Mumbers =] Payable Time Summary

=] Email Addresses =] Payable Time Detail

=] Emergency Contacts ——

Payroll (2] (=]

Payroll
Review current and prior paychecks.

=] View Paycheck Information

=3

e Once doing so you will be brought to the following screen:
View By Week Reported Hours: 0.00 Prenous Penos Nex Fenod
“Date: 0202002015 |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 ;ime rting | Descrint
220 w4 222 223 224 IS 226 227 228 3 32 33 34 315 Hours (SFortng. Tescripfion
(]| [=] @,
Submit
e Enter the eight (8) hours worked on each day during the pay period as in the below example:
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Reported Hours:

*Date 2/20/2015 W Scheduled Hours:

Populate Time From: Schedule Informatior
Reported time on or after 02/20/2015 is for a future period

»

Fri sat Sun Mon Tue Wod Thu Fri Sat Sun Mon Tue Wod Thu Total ;”"" = Do
2120 221 222 223 224 225 2126 2027 2028 a1 2 3 34 U5 Hours c‘o':‘” e 20y hied
"
+ - ; 8.0 ! 1 [ 8.0 1 R’HT‘ hf-.'" r‘(.‘\- .:-"‘k | [ .‘:\V\"\" Fx.h:‘\ ; F:”‘- g 8.00 ) 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:

Roported Hours

*Date 202002018 WY Scheduled Hours

Populate Time From

Reported time on or after 02/20/2015 is for a future period
From Friday 0272072015 to Thursday 030572015 = - e e = |
==
F s ) e T ¥ ) Su Y} se Wod h T >
" ¢ 3 vy 4 " ey

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 Thur, 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 [#][=]| |Time and Labor (==
IUE; Personal Information T—rT/j._} Time and Labor
| == Review and update your personal information. Q Report and approve time.
'=| Personal Information Summary '=| Timesheet
'=| Home and Mailing Address '=| Approve Time
'=| Phone Numbers =] Payable Time Summary
'=| Email Addresses ‘=] Payable Time Detail
i=| Emergency Contacts
'=| Name Change Payroll @] E]
=| Ethnic Groups [=— 1 payroll
- My System Profile @ 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.

|From Fridey 10/142016 to Thursdey 10272006 @9 |

Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Men Tue  Wed T oo g L‘."""

1014 105  10M6  10M7  10MB  10M9  10/20 10/ 10)22  10/23  10)24 1025 10026 027 “”c;:g

[=] 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.

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.
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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 [ [=]

Personal Information
Review and update your personal information.

, Time and Labor
Report and approve time.

[=| Personal Information Summary =] Timesheet
Home and Mailing Address Approve Time

Phone Numbers
Email Addresses

Payable Time Summary
Payable Time Detai

II] Ill II]

Emergency Contacts —
Name Change Payroll (=] [=]

Ethnic Groups
My System Profile

Set up personal preferences, such as email and language
preferences, password and forgot my password hints.

[=| My System Profile
Change My Password

o Wiz i Wi Wi R

= |payroll
;‘.]j Review current and prior paychecks.

View Paycheck Information

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

Actions~ « Time Source Schedule Information Earliest Change Date 09/30/2018

View By Week Previous Period Next Period

*Date|10/14/2016 B

Scheduled Hours 0.00 Reported Hours 0.00

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

Time
Reporting
Code

REG O

Thu Fri
10/20 10/21

Mon
10124

Wed
10/26

Thu
10/27

Tue
10/25

Sat
10722

Sun
10/23

Fri Sat
10/14 10115

Sun
1016

Mon
1017

Wed
10/19

Tue

1018 i

[+ [= 7 7 14 7 14 7 7 7

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.

e Even though an employee is scheduled to work 35 hours per week, by utilizing flextime, they were able to work
morte 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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