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Timekeeping and Holidays 
 
Here are the general rules and guidelines for reporting holidays.  All other time during the pay period is 
reported in the normal way.  We have tried to cover the most common situations.  We realize there will 
always be employees who don’t seem to fit the example.  Please read through all of the examples given.  
Feel free to call your payroll specialist if you have questions about a particular employee. 
 
We’ll talk about employees in terms of these four categories:  1) Exempt Unclassified, 2) Exempt 
Classified, 3) Non-Exempt, Unclassified and Classified, did not work on the holiday, 4) Non-Exempt, 
Unclassified and Classified, worked on the holiday. 
 
1) Exempt Unclassified.  Timekeeper does not need to touch the holiday unless the employee should 

not be paid for the holiday.  If the employee should not be paid for the holiday, contact Debbie 
Winter (8-5138).  If the employee worked the holiday enter the hours using HCC (Holiday Comp). 

 

 
 
Payable time shows all time to be paid:  Note, both holiday credit (HDC) and holiday comp (HCC) 
will appear on the date of the holiday. 
 

2) Exempt Classified.  If the employee did not work, do not touch the holiday.  If the employee did 
work, contact Debbie Winter (8-5138). 

 
3) Non-Exempt, Unclassified and Classified, did not work on the holiday.   
 

In general, full-time employees get holiday credit for the holiday.  Part-time employees get holiday 
credit if they normally would have worked that day.  Part-time employees who do not regularly work 
on the day on which the holiday falls do not receive holiday credit. 
 
When you look at the timesheet for the employee, if the holiday shows hours with a time reporting 
code of HDC, timekeeper does not have to touch that day when doing time entry.  (You will not see 
the HDC when entering time.) 
 
When you look at the timesheet for the employee, if the holiday does not show hours with a time 
reporting code of HDC, timekeeper will have to enter the Holiday Credit.  This will happen if the 
employee does not have a regular schedule.  The timesheet usually is blank.  
 
Look at pages 3 and 4 for some examples. 
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4) Non-Exempt, Unclassified and Classified, worked on the holiday.   
 
These employees get credit for the holiday as explained in #3 above.  Look at the timesheet to make 
sure the HDC is there.  (You will not see the HDC when entering time.)  If the holiday credit is not 
on the timesheet, the timekeeper will need to enter it.   

 
The timekeeper will then enter actual hours worked on the holiday using the REG time reporting 
code. 
 
The Reported Time report will show this as REG time.  The Payable Time report will convert this to 
the HDP (Holiday Pay 1.5) time reporting code.  See pages 5 and 6 for some examples. 
 
If the employee wants to receive comp time instead of holiday pay for time worked, the timekeeper 
enter the hours worked using HCP (Holiday Comp 1.5). See page 7 for an example. 
 
If the employee wants to receive comp time instead of holiday credit, the timekeeper must negate the 
holiday credit (HDC) hours and enter the hours using holiday comp time (HCC) instead. See page 8 
for an example.
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These examples relate to Category #3 on Page 1.  Timesheets where you don’t need to do anything for 
the holiday if the employee didn’t work.  Note that there is a line of HDC (Holiday Credit) for the 
employee. 

 
Timesheet of a full time employee with a regular schedule: 

 
 
Timesheet of a part-time employee with a regular schedule: 

 
 
Timesheet of a full-time employee, who works other than 8 hour days: 

 
 
A part-time employee who does not usually work on Mondays does not receive Holiday Credit. 

 

Person’s Name

Person’s Name 

Person’s Name 

Person’s Name 
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This example relates to Category #3 on Page 1.   
Timesheet did not show Holiday Credit because employee does not have a schedule 

 
 
 
The employee did not work on the holiday. Timekeeper must enter the holiday credit and all time 
worked the remainder of the pay period. 

 
 
 
Reported time and Payable time will show only time you entered 

 
 
 
 
 
If you make an entry on the holiday, you will receive the following warning when you save. 

 
Just click OK.  It is simply a reminder that you have made an entry on the Holiday.

Person’s Name 

Person’s Name 
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This example relates to Category #4 on Page 1.   
Timesheet did not show Holiday Credit because the employee does not have a schedule. 
Employee worked the holiday.   

 
 
 
Timekeeper must enter HDC and hours worked on the holiday on Monday as well as the remainder of 
the pay period.   

 
 
 
 
Reported Time shows only time entered: 

 
 
Payable Time will convert the REG on Monday to HDP. 

 

Person’s Name 

Person’s Name 

Person’s Name 
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This example relates to Category #4 on Page 1.   
Timesheet showed Holiday Credit, employee worked the holiday 

 
 
 
Timekeeper enters actual hours worked on Monday using the REG reporting code.  Timekeeper does not 
enter hours for Tuesday through Friday because they already appear on the timesheet: 

 
 
 
Reported time shows only time entered: 

 
 
 
Payable time shows all time to be paid:  Note, holiday credit and holiday pay on the Monday holiday. 
 

 

Person’s Name 

Person’s Name 

Person’s Name 
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This example relates to Category #4 on Page 1.   
Timesheet showed Holiday Credit, employee worked the holiday, employee wants Holiday Comp 
instead of payment for working on the holiday. 

 
 
 
Timekeeper enters actual hours worked on Monday using the HCP (Holiday Comp 1.5) reporting code.  
Timekeeper does not enter hours for Tuesday through Friday because they already appear on the 
timesheet: 
 

 

Person’s Name 
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This example relates to Category #4 on Page 1.   
Timesheet showed Holiday Credit, employee worked the holiday, employee wants Holiday Comp 
instead of holiday credit 

 
 
 
Timekeeper negates the Holiday Credit by entering negative hours equal to the HDC shown on the 
timesheet using the HDC time reporting code.  Timekeeper enters positive hours equal to HDC shown 
on the timesheet using the HCC time reporting code. Timekeeper enters actual hours worked on Monday 
using the REG reporting code.  Timekeeper does not enter hours for Tuesday through Friday because 
they already appear on the timesheet: 
 

 

 
 

 
 

Person’s Name 


