Timestamp/Punch Employee Holiday Process

Timestamp/Punch Employee Holiday Process

Timestamp/Punch full-time employees automatically receive holiday credit if the employee is in pay status the
scheduled day before and scheduled day after a holiday.

The timecard below is an example that reflects eight hours of holiday credit. The Holiday Taken and Holiday
Earned pay codes display on the Totals tab at the bottom left-hand portion of the timecard.
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001/0000/100010/10301/10198/-/- HOLIDAY EARNED 800
001/0000/100010/10301/10198/-/- HOLIDAY TAKEN 00
001/0000/100010/10301/10198/-/- REGULAR 0:00

If the employee works on the holiday, the hours worked display on the timecard. The holiday credit hours are
reflected by the Holiday Earned pay code, and the unworked hours automatically go to the Holiday Taken
pay code. Any Holiday Earned hours that are not utilized on the holiday will be banked for use at a later

time.
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001/0000/100010/10301/10198/-/- HOLIDAY EARNED 8:00
001/0000/100010/10301/10198/-/- HOLIDAY TAKEN 200
001/0000/100010/10301/10198/-/- REGULAR 36:00

Note: If the employee is not in pay status the day before or after the holiday, the holiday will not be earned. In
this case, the manager or Agency Admin must add the Leave Without Pay pay code to the timecard on the
date of the holiday to prevent employee holiday pay.
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