	Timecard for John Doe 04/04/2004-04/17/2004 (9-2004) 
	
	Text-only format 

	
	
	


Top of Form

	SAC: GFC23
	Verified Status: No
	Annual Leave Category: 06

	Tour Hours: 80.00
	Approved Status: No 
	Transmit Date: 
	FLSA Employee




	Annual Leave:
	214.50
	Credit Hours:
	0.00
	Credit Hours Lost:
	0.00
	Sick Leave:
	141.00
	FFL Used:
	8.00

	Restored Annual Leave:
	0.00
	Comp Time:
	0.00
	Comp Time Lost:
	0.00
	Adv. Sick Leave:
	0.00
	Donated YTD:
	0.00

	Projected Annual Leave:
	124.00
	Rel. Comp Time:
	0.00
	Rel. Comp Time Charged:
	0.00
	Use or Lose:
	98.50
	VLTP Leave:
	0.00


	Date
	REG
	AL
	SL
	CTU
	CHU
	Other 
	NP
	Base 
	N/S
	ENV
	OT
	HP
	CTE
	CHE

	S 04/04/2004
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	M 04/05/2004 A
	8.00
	-
	-
	-
	-
	-
	-
	8.00
	-
	-
	-
	-
	-
	-

	T 04/06/2004 A
	8.00
	-
	-
	-
	-
	-
	-
	8.00
	-
	-
	-
	-
	-
	-

	W 04/07/2004 A
	8.00
	-
	-
	-
	-
	-
	-
	8.00
	-
	-
	-
	-
	-
	-

	T 04/08/2004 A
	8.00
	-
	-
	-
	-
	-
	-
	8.00
	-
	-
	-
	-
	-
	-

	F 04/09/2004 A
	8.00
	-
	-
	-
	-
	-
	-
	8.00
	-
	-
	-
	-
	-
	-

	S 04/10/2004
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	S 04/11/2004
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	M 04/12/2004 A
	8.00
	-
	-
	-
	-
	-
	-
	8.00
	-
	-
	-
	-
	-
	-

	T 04/13/2004 A
	8.00
	-
	-
	-
	-
	-
	-
	8.00
	-
	-
	-
	-
	-
	-

	W 04/14/2004 A
	8.00
	-
	-
	-
	-
	-
	-
	8.00
	-
	-
	-
	-
	-
	-

	T 04/15/2004 A
	8.00
	-
	-
	-
	-
	-
	-
	8.00
	-
	-
	-
	-
	-
	-

	F 04/16/2004 A
	8.00
	-
	-
	-
	-
	-
	-
	8.00
	-
	-
	-
	-
	-
	-

	S 04/17/2004
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Supplements
	 -
	 -
	 -
	 -
	 -
	-
	 -
	 
	 -
	 -
	 -
	 -
	 -
	 -

	TOTALS:
	80.00
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00
	80.00
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00


	Legend
	Paid Base:
	80.00 
	Report Run Date/Time: 04/04/2004 09:09 PM
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Bottom of Form



Legend

	A 
	: System generated hours 

	M 
	: The employee Signed-In or Signed-Out and changed the clock time 

	T 
	: Hours generated by a change made by the Timekeeper 

	* 
	: Supplement exists for the day 

	** 
	: Multiple other leave types used for the day 

	[] 
	: A blank indicates a Sign-In and Sign-Out where the hours were still system generated because here was no time change made 



Back to top
	Field Name
	Description

	Pay Period Date
	Displays the date in which the Pay Period number covers 

	Pay Period
	Displays the pay period number for the timecard you are viewing. 

	Pay Year
	Display the pay period year for the timecard you are viewing.

	
	

	SAC
	Displays your standard accounting code.

	Tour Hours
	Displays the total number of hours you are required to work for the pay period.

	Verified Status
	Indicates the timecard was verified.

	Approved Status
	Tells whether or not the card was approved. 

	Annual Leave Category
	Displays the annual leave accrual category for the employee.

	Transmit Date
	Displays the date the timecard you are viewing was transmitted to the Department of Health and Human Service’s payroll system.

	FLSA
	Fair Labor Standards Act Employee "exempt" or "excepted"

	Balances:  Displays your various leave balances.  If you are viewing a timecard for a previous pay period, the balances are as of the end of that pay period.  These balances reflect all leave used during the pay period and all supplements entered by your timekeeper or ITAS coordinator during the pay period.

	Annual Leave
	Accrued based on an employee's length of federal service, beginning with the first full pay period on duty. Full-time and part-time employees who have regular tours of duty are eligible for AL.

	Restored Annual Leave 
	Annual Leave restored from the previous leave year, which would other wise be lost.  

	Projected Annual Leave
	How much leave will be earned from now until leave year.

	Credit Hours
	A voluntary extension of a normal workday to earn hours that may be used later in place of other leave.

	Comp Time
	Time earned over regular hours up to 8 pay periods. It can be both used and earned during the same pay period.

	Rel. Comp Time
	Time off used for religious observances which employees must repay by working beyond their scheduled tours for the same number of hours used.

	Credit Hours Lost
	Credit Hours Lost

	Comp time Hours Lost
	Comp time turns over to overtime if not used in eight pay periods

	Religious Comp Time charged
	Religious comp time is converted to AL or LWOP after four pay periods if not paid back 

	Sick Leave
	Accrued beginning with the first full pay period on duty (see timekeeper for exceptions). Full time employees earn 4 hours of SL for every pay  period in which they are in pay status.

	Advanced Sick Leave
	Advanced sick leave allowed when the employee has a serious disability or ailment, provided that there is a reasonable expectation that the employee will return to duty.

	Use or Lose
	Employees are authorized to carry only up to 240 hrs, any hours over will be lost.

	FFL Used
	 

	Donated YTD
	The balance of any leave donated year to date.

	VLTP
	Allow employees to transfer their unused, accrued annual leave to other employees who have been determined to have a medical or family medical emergency and have been approved as a leave recipient.  All employees who earn annual leave are eligible to participate in this program.

	

	Date
	Displays the day and date in the pay period.  Next to the date is one of the above indicators.  See Legend above.

	Reg
	Displays the number of regular hours that you worked for the day.

	AL
	Displays the number of annual leave hours that you used for the day.  An “R” preceding the number indicates restored annual leave is used.  A “B” indicates that both annual leave and restored annual leave are used.  An “F” indicates hours under the Family Medical Leave Act.  An “M” indicates multiple uses of annual leave.

	SL
	Displays the number of sick leave hours that you used for the day.  An “F” preceding the number of hours indicates hours under the Family Medical Leave Act.

	CTU
	Displays the number of compensatory time hours that you used for the day.  An “R” preceding the number indicates religious compensatory time used. A “B” indicates that both comp time and religious compensatory time are used.

	CHU
	Displays the number of credit hours that you used for the day.

	Other Hrs
	Displays the number of other leave hours that you used for the day.  Other types of leave comprise one or more of: military leave, holiday, administrative leave, court leave (e.g., jury duty), continuation of pays, and time off incentive award.

	NP
	Displays the number of non-paid leave hours that you used for the day.  An “A” preceding the number indicates absent without leave (AWOL) is used.  An “L” indicates leave without pay (LWOP) is used.  An “S” indicates suspension (SUSP) is used.  An “F” indicates hours were used under the Family Medical Leave Act.  An “M” indicates multiple.

	  

	Total  Base
	Displays the number of based hours applied to your tour of for the day.

	N/S
	Displays the number of night differential or Sunday differential hours that you worked for the day.

	ENV
	Displays the number of environmental differential or hazard differential hours that you recorded for the day.

	OT
	Displays the number of overtime hours that you worked for the day.

	HP
	Displays the number of holiday pay hours that you earned for the day.

	CTE
	Displays the number of compensatory time hours that you earned for the day.  An “R” preceding the number indicates religious compensatory hours earned.  A “B” indicates that both compensatory time and religious compensatory time are earned.

	CHE
	Displays the number of credit hours that you earned for the day.

	Supplements
	Displays the total number of supplement hours for each leave category applied for the pay period.

	Totals
	Displays the total number of hours for each of the columns that apply toward your tour of duty.

	Paid Base
	Displays the number of hours you will be paid for the pay period.
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