State of Delaware eSTAR JOb Aid

Employee State Time & Attendance Reporting

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.

® Time Entry

Edit Time for Groups

2. Select the Assignment Group from drop-down.

Assignment Group: | Select One...

Groups marked "*' contain too many results; only 300 will be displayed.

3. Click on the employees that you need to add the SWCE paycode on the SWCE date.

M Home 9 Help -

- Group Time Entry Window
- Groug Entry Daily Emiry

Date:  02/01/2026 % < /) Clear Sedaction cpadd [ Edit cpadd [ Edit

assignment Group: (I | | Gofnd g sonEmployees [ ditExceptions | Filters[Empioycc or assignment

Groups marked ™ contain too many results; only 300 will be displayed.

Sun Mon Tue Wed Thu
ERpVE 0201 02/02 02/03 02/04 02/05

WE_SCH_ELAPSED Work Scheduled 750 WEK_SCH_ELAPSED Work Scheduled 7.50 WK_SCH_ELAPSED Work Scheduled 7.50 WK_SCH_ELAPSED Work Schedule|

Public Health Administrator I-

'WEK_SCH_ELAPSED Work Scheduled 7.50 WK_SCH_ELAPSED Work Scheduled 7.50 WK_SCH_ELAPSED Work Scheduled 7.50 WK_SCH_ELAPSED Work Schedule|

General Administrative - ([ D

WE_SCH_ELAPSED Work Scheduled 7.50 WEK_SCH_ELAPSED Work Scheduled 7.50 WE_SCH_ELAPSED Work Scheduled 7.50 WE_SCH_ELAPSED Work Schedulef

community Relations Officer - ([ N

WK_SCH_ELAPSED Work Scheduled 7.50 WE_SCH_ELAPSED Woark Scheduled 7.50 WK_SCH_ELAPSED Work Scheduled 7.50 WK_SCH_ELAPSED Work Schedul

Administrative Management - (D

WH_SCH_ELAPSED Work Scheduled 750 WK _SCH_ELAPSED Werk Scheduled 7.50 WK _SCH_ELAPSED Work Scheduled 7.50 WK_SCH_ELAPSED Work Schedulel

Executive Assistant-Merit Comp -
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4, Click on “Add” from the Group Entry selection.

Group Entry
oA Add| 77 Edit

~

5. Click on “Please Select” and add the paycode and the amount of hours for the SWCE
event.
Date Action Pay Code Hours  Am
Mon 02/02, Sat 02/07
Mon 02/02
g [ SWE_CLOSINGS Severe Weather/Emerg Closings V] [ l
Mon 02/02 N

Reclassify Unpaid to OT 1.0
Mon 02/02 RECOG Recognition Hours
SHOC_PAYOUT State Health Operations Center Payout
Mon 02/02 O SHP Stop Hazard Pay
@ ‘ SLBA Sick Borrow Ahead Leave :
SLT Sick Leave Taken
SPELA State Paid Emergency Leave Amount
SPELH State Paid Emergency Leave Hours
55B Stop Standby
55D Stop Shift Diff
STD Short-Term Disability-Amount
STD_LEAVE_SUPP_AMT Short-Term Dis Leave Supplement Amt l
SUBP Subpoena Pay-Hours

SUSWP Suspended with Pay

SWE_CLOSINGS Severe Weather/Emerg Closings v

6. Click on Save and Return
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