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                          Reporting Holiday Comp Time – Full-Time Employees
There are three options for reporting time on Holidays:

1. You took the holiday off.

2. You worked the entire day.

3. You worked part of a day.

Option 1.  You took the holiday off.  You do not need to report the holiday.  The system automatically puts the holiday in for you.  You do not need to report any time in the system.

Option 2.  You worked the entire day.

If you WORKED the entire day on the holiday, you will report 8 hours of HCTES which means holiday comp time earned straight time.  The system will generate 8 hours of holiday comp time for you to use at a later date but within 120 days.
*NOTE:  If you plan to use the holiday comp time the next day or within the same week, you cannot report earning time and using the time in the same session.  The system must recognize that you have earned the holiday comp time before you can use it.  You must wait for the PeopleSoft Time and Administration Process to run which is scheduled every day at 12:00 noon and 5:00.  Enter your time after those hours.
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Option 3:  You worked part of the day.
If you worked 2 hours on the holiday, (and took 6 hours off) you would report 2 hours of HCTES.  This means you have earned two hours of holiday time to be used within 120 days.  This is all you report. Unlike every other instance of reporting partial days, you do NOT report the remaining hours of your scheduled day.
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