Add Holiday hours to Employee Timecard

Select Time Card > Select Employee > Ensure appropriate pay period is selected > Go to date, under Pay Type select Holiday > Enter the number
of hours under the Amount column. Select the Save button.
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(] ‘ Date | Pay Type | Amount In Transfer Out In Transfer | Out | Reg omn on2 | UnPaid
Sun 11/22/2015 None v 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs

[ Men11/232015 09:44 AM 13000/49042/16 /100510510 01:16 PM 350hrs 0.00 hrs 0.00 hrs 0.00 hrs
Tue 11/24/2015 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs
Wed 11/25/2015 None v 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs

[ | Thut1/2672015 [ Holiday v "3hrs 13000/49042/16 BF100510510 3.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs

P - Mone

[ Fri 11/27/2015 e arion 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs

[ Sat11/28/2015 Stk 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs

I Personal

[ Sun 11/29/2015 - 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs

Ly Dty

O Mon 113012015 | Bereavement I 09:38 AM 13000/49042/16 B/100510510 1215 PM 250hrs 0.00 hrs 0.00 hrs 0.00 hrs

- Unpaid Time Off

[ Tuel12/01/2015 EC Break 09:45 AM 13000/43042/16 8/100510510  12:04 PM 225hrs 0.00 hrs 0.00 hrs 0.00 hrs

Religious
Wed 12/02/2015 Rictrat 000RFs  O0ORTs  OO00Res  000ARs
Thu 12/03/2015 Prof Development 000hrs  000hrs | 0.00hrs 0,00 hrs
Fri 12/04/2015 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs
Sat 12/05/2015 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs
Totals by Pay Type
All Regular on o2 Lunch Unpaid Pay Type Hours
11.25hrs 1125hrs 0.00hrs 0.00 hrs 0.00 hrs 0.00 hrs Holiday 3hrs
Work B.25hrs




