INSTRUCTIONS FOR COMPLETING ELECTRONIC BIWEEKLY/HOURLY TIME REPORT

The work week at the University is defined as beginning at 12:01 a.m. Saturday morning and ending the following Friday at 12:00 midnight.  The normal work week consists of 37.5 hours.  Overtime or Comp time is granted for eligible hours reported in excess of 37.5 per workweek.

Fill in start date for reporting period, tab over to Dept/ORG# and enter your department's name and org number.  Type your name as it appears on your social security card, tab over and fill out your ID number. DO NOT USE YOUR SOCIAL SECURITY NUMBER.

If you are an employee that works shift differential time, check Shift Diff box - it will open columns for you to enter time in and time out. (example - 3:00 PM-8:00 AM).  Enter the shift differential hours worked in the "Shift Diff Hours" column.

The Adjusted Schedule Hours section is for those employees that work a schedule different than 7.5 hours per day, Monday-Friday.    Enter adjusted schedule and it will change the actual hours worked and total on the Week 1 and Week 2 reporting sections of the timesheet.  (see I. below)

For each day, enter the total number of work and leave hours in quarter hour increments (.25, .50, .75, 1.00).

A-VACATION (170): Enter the number of hours away from work to be charged against accumulated vacation hours.
B- SICK (180): Enter the number of hours absent for personal illness or doctors’ appointments to be charged against accumulated sick hours.
C- FAMILY SICK (181): Enter the number of hours absent for illness or doctors’ appointments for immediate family members.   A maximum of 150 hours of your accumulated sick leave may be used each fiscal year.
D- COMP TIME USED (190): Enter the number of hours of accrued compensatory time taken.  A maximum of 52.5 hours of comp time may be accrued during the year.  Any remaining balance as of June 30 will be paid out on the next scheduled pay date.
E- HOLIDAY (150): Enter the number of hours you would have normally worked (maximum 7.5 hours) for a designated holiday.  If you worked on a designated holiday, also enter the number of hours worked in the ACTUAL WORK HOURS column.
F- MISC HRS/CODE: Enter the number of hours and applicable code for other absences as listed under Miscellaneous Codes.  When claiming Jury Duty, please attach authorization provided by the Court. If reporting PARENTAL LEAVE: Full-time, regular (non-temporary), benefit-eligible faculty, administrators, and support staff are eligible for up to 10 consecutive workdays of paid parental leave per fiscal year, following the birth or adoption of a child.  Enter the number of hours absent for paid parental leave under Misc Hrs and use the Misc Hrs Code 285 or 585 as directed by our Benefits staff.
G- FMLA: If any time reported is attributable to Family Medical Leave Act Leave, i.e., VACATION, SICK, 
H- STAND-BY PAY (039):  click on the cell in the Stand-by Pay column for the appropriate day and a checkmark will appear.
I- ACTUAL HOURS WORKED: The actual number of hours worked each day should match each day's hours worked minus any leaves taken. Please double check for accuracy.

TOTAL-WEEK 1/TOTAL-WEEK 2: The formulas will add all the columns, please double check for accuracy.

BIWEEKLY TOTALS: The formulas will add Week 1 and Week 2 totals, please double check for accuracy.

Hours earned up to 37.5 hours will show in STANDARD HRS.  If the hours in the TOTAL column are greater than 37.5 hours, the hours will be in the Overtime cell. If you choose Comp Earned instead, re-enter the hours in that cell and remove from the overtime cell.

Review the time sheet, sign, and date on the employee signature line.  Turn in the completed time sheet to your supervisor or a department's designated collector by your department’s due date; your supervisor will also need to sign and date.  If time sheets are not submitted or if they are incorrect or incomplete, pay will not be processed for the pay period.  Pay will be processed on the next regular payroll, provided correct information is submitted to the Payroll Office.

NOTE:  Contact the Human Resources/Payroll Department if you have any questions.
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