State of Delaware eSTAR JOb Aid

Employee State Time & Attendance Reporting

Job Aid 26: Holiday during an Alternative Work Schedule (AWS) or Flex Schedule
PLEASE NOTE: State hospitals will continue to follow schedule/pay procedures.

If an employee works an Alternative Work Schedule during a pay period where a state Holiday falls, eSTAR will
automatically credit the employee with 7.5 hours for the Holiday. An adjustment will be necessary if the employee
is scheduled to work more or less than 7.5 hours on the day of the Holiday.

Please see below for the options allowed by DHR’s Alternative Work Arrangement (AWA) Policy & Procedures

Please note these are only options, please be sure to obtain approval from management.

Option 1 - Revert to 7.5 hour schedule

Option 2 — Employee owes additional hours for Holiday; use leave to make up difference

Option 3 — Employee owes additional hours for Holiday; work additional hours to make up difference

Option 4 - Holiday falls on scheduled day off; FLSA covered employees (overtime eligible) MUST change flex
day within work week, Non FLSA covered employees can Flex day with in pay cycle.

Option 5 - Holiday falls on scheduled day off; Non FLSA covered employees ONLY (not overtime eligible)
add Comp Time

Option 1:
Revert to 7.5 hour schedule.

Procedure 1:
o The Manager or Auditor can temporarily change the employee’s schedule to a 7.5 hour daily schedule.
o Please follow Job Aid #21 — Assigning/Updating Employees Schedule

7.5 hour daily Schedule Template description: S Mon-Fri 7.5 _

Schedule Generation Source  Manager Override  Schedule Template Effective Date Valid Date Range

Schedule Template v Is Mon-Fii 7.5 | 0918/2016 - 10/01/2016
Schedule Template [+ S Mon-Fri 7.5 09/18/2016 - 10/01/2016
Schedule Template [+A S Mon-Fri 7.5 09/18/2016 - 10/01/2016
Schedule Template [+ FT_75_U_ Schedule 189 09/18/2016 - 10/01/2016
Schedule Template [+ S Mon-Fri 7.5 09/18/2016 - 10/01/2016
Schedule Template [+ S Mon-Fri 7.5 09/18/2016 - 10/01/2016
Schedule Template [+ Empty 09/18/2016 - 10/01/2016
Schedule Template [+ S Mon-Fri 7.5 09/18/2016 - 10/01/2016
Schedule Template 2] S Mon-Fri 7.5 09/18/2016 - 10/01/2016
Schedule Template [+ FT_75_U_ Schedule 179 09/18/2016 - 10/01/2016
Schedule Template [+ S Mon-Fni 7.5 09/18/2016 - 10V01/2016
Schedule Template [sff FT_75_U Schedule 9 09/18/2016 - 10/01/2016
Schedule Template [+ FT_75_U Schedule 57 0971872016 - 10V01/2016
Schedule Template [+ S Mon-Fri 7.5 08M18/2016 - 10/01/2016
Schedule Template [ FT_75_U Schedule 50 09182016 - 1000172016
Schedule Template [+ FT_75_U Schedule 12 09/18/2016 - 10/01/2016
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https://dhr.delaware.gov/policies/documents/awa-policy.pdf?ver=0404
https://dhss.delaware.gov/dhss/dms/hrm/estar/assigningupdatingemployeespermanent.pdf

State of Delaware eSTAR JOb Aid

Employee State Time & Attendance Reporting

Option 2: Employee owes additional hours for Holiday; use leave to make up difference.

Employee may use annual leave or use of Comp Time for hours scheduled to work beyond 7.5 hours the holiday.
This option is used when the employee will owe hours beyond the 7.5 Holiday credit.

Procedure 2:

e Ifthe employee’s regular schedule is greater than 7.5 hours on a Holiday, he or she may request to use
leave to make up the additional time owed.

e [If an employee wants to use leave on the Holiday to make up owed time, he/she will not be able to
submit a Time Off Request.

e The Manager or Auditor will have to enter the Annual Leave Taken (ALT) or Comp Time Taken (CTT)
code directly on the timesheet. — Job Aid #16 — Timesheet — Editing Employee Time and Using Pay
Codes

Time Entry H ACT Balances

total hi

5 TWTFS 5 MTWTF S ”]
Sep 5, 2016 Show All Week: 12
4 5 6 7 8 9 10 11 12 13 14 15 16 17 P o == E
Date Pay Code Hours Clock In Name Clock Out Name Amount Combo Code Optional Proj... Hazard Pay Shift Diffe
Sun Please Select
03/04 Q-
Ol HOL Holiday 7.50
5P O
@s| Please Select
2 F 1 WK_SCH_ELAPSED Work Sch 8.50
< >

Exceptions r’“ Resuits ” Schedule || Leave

Filter exceptions by day [

Date Exception Message Severity «

I-\nn 05705 7.5 Total hours entersd on timsshsst are lass than 8.5 scheduled hours. Warning I
—

Sat 09/10 Hours capturad are less than scheduled weekly hours nesded to fulfill the timeshest, Please add the correct additional pay codes if appropriate. Warning

o The exception reads: 7.5 Total hours entered on timesheet are less than 8.5 scheduled hours. In
this example, the employee owes an additional 1 hour of time to make 75 hours for the pay period.

Steps for Entering Leave Directly on Timesheet:
1. Go to date that leave will be entered/used.

2. In the Please Select box, choose either ALT — Annual Leave Taken or CTT — Comp Time Taken.

total howrs

Time Entry ACT Balances

sIITWT FS sMTWT Fs . s

4 3 6 7 8 9 10 it 12 13 14 13 16 17 Sep 5, 2016 V| Show All Weeks "

Date Pay Code Hours Clock In Name Clock Out Name Amount Combo Code Optional Proj... Hazard Pay Shift Diffe
Sen fanse Select
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3. Enter number of leave hours in Hours column.

Time Entry || act salances D ) e
sIEl T w T F s s mTwTE S - et s
25 6 7 8 o io i 12 13 14 15 iz 17 5P 2016 [J] Show Allweel (=
Date Pay Code Hours Clock In Name Clock Out Name  Amount Combo Code Optional Proj... Hazard Pay Shift Diffe .
Sun Please Select
os/04 Q-
© =] HoLHolday 7.50
Mon = ALT Annual Leave Taken
o s P | _
o Please Select
#™ -] Wi_SCH_ELARSED Wark Sch s.50 v
20.50
< >
Exceptions "'H Results H Schedule || Leave
Filter exceptions by day [ ]
Date Exception Message Severity ~
Mon 0s/05 7.5 Total hours anterad on timashast are less than 8.3 schaduled hours.

sat 0910

Hours captured are less than scheduled weekly hours needed to fulfill the timesheet. Please add the correct additional pay codes if appropriate. warning '
4. Add comment such as “approved by “Jane Doe” (add supervisor’s name here).
| Time Entry || ACT Balances 74.00 total |
PRIV I S SN INE R sees 206 Wshowaiwess (2
Combo Code Optional Proj... Hazard Pay Shift Different... Standby Wilmington Wag... Additional Data Comments Case ID
U U
B ,

Exceptions H“ Resuits ” Schedule || Leave

Date

Filter exceptions by day

Exception Message

Severity »
Mon 05/05 7.5 Total hours entered on timeshest are less than 8.5 scheduled hours.

Warning
Sat 09/10

Hours captured are less than scheduled weekly hours needed to fulfill the timesheet. Please add the correct additional pay codes if appropriate.

Warnin

5. Save timesheet. “Hours captured are less than schedule hours...” yellow-level exception disappears.
However, a new yellow level exception appears stating “Name, Name has requested time off on a
holiday.” This is just a warning; the employee will still get paid for this time.

Time Entry H ACT Balances

SEIT w T Fs(smuTwTlES gpsonis [ showall weeks
4 5 6 7 8 9 10 11 12 13 14 15 16 17

Date Pay Code Hours Clock In Name Clock Out Name Amount Combo Code Optional Proj... Hazard Pay Shift Different... Standby wi
5 Please Select
05?04 ol =
@)]v| P ALT Arrual Leave Taken
M
GBU,’HOS 0 = HOL Holiday 7.50
O)s| Plessesela
()|v| WK SCH_ELAPSED Work Sch 8.50
Tue
41.50
<
Exceptions ¢ H Resuits H Schedule ‘ Leave
Filter exc

l Mon 09/05 has requested time off on a haliday. Warning
un 03704 - St 03/

OUT timesnest was mogiied Dy anotner user,

nic,
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Option 3: Employee owes additional hours for Holiday; work additional hours to make up difference.

*FLSA Covered (Overtime-eligible) employees may_not work greater than 40 hours per work week.

Procedure 3:
1. Employee enters Additional Hours Worked on timesheet on the day they are worked.

| Time Entry | ACT Balances

s M| w T F s SH::;FSDECZ?,ZDIG

25 26 27 28 20 20 31 i 2 s 7
Date Pay Code Hours
Sun ] Please Select
12/25 -

o HOL Heliday 7.50
Mon £
1z/28 - Please Salect

c | - WK _SCH_ELAPSED Work Sch 8.00
Tu= - lADDL_HRS_'.'.'RK additional H 1.00
12/27

- Please Selact

2. Once Additional Hours are en?efed, ared level exception will appear.

| Time Entry | ACT Balances 74.50 total

S MOAW T FS S MTWTFS Dpec27, 2016 [ Show All Weeks E’?]
25 26 27 28 29 30 31 1 2 3 4 5 & 7
Date Pay Code Hours Clock In Name Clock Out Name Amount Combo Code Optional Proj... Hazard Pay Shift Dif
?;;25 Q- Please Selact

O HOL Holiday 7.50
Mon @
2026 T T L] Please salsct

Ol WK_SCH_ELAPSED Wark Sch 8.00
Tue M ADDL_HRE_WRK Additional H™ 1.00

39.50
< >

Exceptions P| Results | Schedule Leave

Filter exceptions by day

Error (nat paid)

Tue 12/27 Employee has entered ADDITIONAL_HRS_WRK pay code on the timesheet,

3. Manager acknowledges Additional Hours Worked in exception tab by checking acknowlege box. Save.

‘ Exceptions P| Results | Schedule || Leave

Filter exceptions by day ||

ue 12/27 Employee has entered ADDITIONAL_HRS_WRK pay code on the timesheet. Error (not paid)
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hours are correct.

0 = HOL Holiday 7.50
Mon r)
ez/o4 0 = Please Select

e - WK_SCH_ELAPSED Work Sch 8.75
Tu= ADDL_HRS_WRK Additional H 1.25
07/05 410+ TN

D> WK_SCH_ELAPSED Wark Sch 8.75
Wed
a7/ae O Please Select

L4

Exceptions Schedule H Leave |

350120210 HOL Holiday 7.50 0.00 25.384615

350120210 REG Regular. 67.50 0.00 25.3B4615

DDS Code « Pay Code Hours Am... Rate Calculated...

4. Once the red level exception has been acknowledged, double check that the Results tab to be sure that the

35.00

Optional Pr...  Additi ilmi ings Co... i d
N N HOL 1%0.28
M N REG 1,713.46
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State of Delaware

Employee State Time & Attendance Reporting

eSTAR Job Aid

Option 4: Holiday falls on scheduled day off.
Employees whose Flex day falls on the Holiday will see the following yellow-level exception:
Date Exception Message
Mon 12/26 7.5 hours reported exceed 0.0 scheduled hours for the day.
o FLSA non-exempt (Overtime eligible) employees must flex out the extra hours within the Holiday work
week, otherwise, they will be in an Overtime status.
Procedure 4 (FLSA non-exempt):
o Manager or Auditor can change flex day on schedule tab of employee’s timesheet.
Date Pay Code Hours Clod b c = HOL Haoliday 7.50
f;?zs O = Please Select 12/26 r’ c = Please Select
ton & Ol sy i g Ol WK_SCH_ELAPSED Waork Sch 8.75
12/26 R ue
Om| ([Mewwe Select 1227 O[] |Please select
|~ L+ L A P ) o O~ WK_SCH_ELAPSED Wark Sch 8.75
12/27 . Wed
O~ Please Select 12/28 G = Flease Selact
wed Ol ) 7 O WEK_SCH_ELAPSED Wark Sch 8.75
13/28 S Thu
O~ Please Salect 12/29 G = Please Select
c B WEK_SCH_ELAPSED Wark Sch 8.75
Thu Ol WK_SCH_ELAPSED Work Sch 8.75
= Qx| |Plem=eSelet :;»’30 o Pleass Select
2 c = WEK_SCH_ELAPSED Work Sch 8.75
12/30 - ~r -~ (
£ I —
Exceptions & | Results | Schedule || Leave
Exceptions & | Results | Schedule Leave 5| 0 Y EEEE AN
Dec 27, 2016 E Sh
25 26 27 28 290 30 31 |1 2 3 4 5 6 7
5 M w T s S M T W T F § Dec 27, 2016 @SI
25 26 27 28 29 30 21 1 2 2 4 5 6 7 Date pﬂ]FCDdE Hours Total
Date Pay Code Hours Total 15/ Fa T Plaase Select
Suni2/35 &N~ Eleeaabey on12/26 | (3= Pleass Selact
on 12/26 (D)~ Plasse seledt SCHEDULE_EL Scheduls Elap: 1.25 1.25
O~ SCHEDULE_EL Scheduls Elaps 8.75 .75
e 1227 = — ease Select
— Ol SCHEDULE_EL Schedule Elap: 2.75 8.75
O SCHEDULE_EL Schadule Elap: 8.75 8.75 Wed 12/28
Wed 12/28 . Ol Please Select
O~ Please Select
= e a— . i O SCHEDULE_EL Schedule Elap: 8.75 2.75
Thu 12/29 O e = 878 Jri (B2 I’ Please Select
O~ Please Select O -
O SCHEDULE_EL Schedule Elap: 8.75 8.75 Ol SCHEDULE_EL Schedule Elap: 873 8.75
Fri 12/30 Fri 12/30
' Ol Please Select O Please Salect
Sat12/31 O Please Select sst12/21 O Please Select
25.00 27.50
¢ In the example above, the employee’s regularly scheduled Flex day is the first Monday of the pay
period which is also a Holiday.
¢ Since the employee is not scheduled for the day the Holiday falls on, he/she can change the day off
to another day within the work week.
Steps:
1. The Manager or Auditor can go to the bottom of the timesheet and click on the Schedule tab.
2. Subtract the 7.5 hours of Holiday credit from another day. In the example above, the
employee’s regular schedule is 8.75 hours per day. (8.75-7.50 = 1.25)
3. Enter the 1.25 hours on the day in which the employee would like to make new flex day for
this pay period.
4. This is a temporary change and will not affect future pay periods.
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State of Delaware eSTAR JOb Aid

Employee State Time & Attendance Reporting

Option 5:
e ONLY FLSA Exempt (Not Overtime eligible) employees may choose to Comp the additional Holiday
hours. If this option is chosen, the employee must use the Comp Time within 30 days of the Holiday.
o Auditor adds Comp Time on the last day worked in the pay period.
o The Comp Time will need to be added on the last day actually worked in the pay period.

o For example, if an employee’s regularly scheduled flex day is Friday, November 10, 2017,
the Comp Time will need to be entered on Thursday, November 92017 or the last day
actually worked in the pay period.

o Please see Job Aid #10 — How to Enter Comp Time as the Auditor
o The Manager must track and assure that the 7.5 hours of Comp Time is used within 30 days

Updated 02/02/026 eSTAR Job Aid 26: Holiday during an AWS or Flex Schedule
Page 7 of 7


https://dhss.delaware.gov/dhss/dms/hrm/estar/howtoentercomptimeastheauditor.pdf

