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Job Aid 27: Enter Time by Groups- SWCE Coding.  
 

Use SWE_CLOSINGS Severe Weather/Emerg Closings (SWC paycode)- for non-essential employees. 

Use SWE_WORKED Severe Weather/Emerg Worked (SWW paycode)- for essential employees who worked during 

the SWCE event. 

 

1.  Go to Edit Time for Groups. 

 
 

2.  Select the Assignment Group from drop-down. 

             

 
 

3. Click on the employees that you need to add the SWCE paycode on the SWCE date. 
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4. Click on “Add” from the Group Entry selection. 

 

5. Click on “Please Select” and add the paycode and the amount of hours for the SWCE 

event. 

 

6. Click on Save and Return 

 


