MCtime TechTips (Updated 07.24.2014) Page 1

A Pay Code Move is performed in the Totals & Schedule section.

Managers attempting to fix AWOL-related timecard issues should use follow the proper leave
cascade order as outlined in the Cascade Leave Order PDF on the Tech Training Website.

Parental Leave will come over from Telestaff as Sick Leave — Parental. The employee may
request to have the manager change this to any other type of leave, provided that it ends
with — Parental (such as Annual Leave — Parental or Comp Leave — Parental) and that the
employee has the balance to cover the use. This may not be done by the individual
employee.

FMLA works essentially the same as Parental Leave and performed by the manager, but
numbers to be used must be defined ahead of time with the 12 floor.

OT to CL3 (Comp Time @ 1.5 — for CA and below): Use all four boxes (code, date, time and
transfer codes).

OT to CL2 (Comp Time @ 1.0 — for BC and above, as well as any person at CA and below on
a standing union committee): Use all four boxes (code, date, time and transfer codes).

HDP to CLH (Holiday Pay to Comp Leave Holiday): You should not input transfer information,
but you should check all three other fields.

One type of leave to another (excluding what's noted above in the Pay Code Edit section):
You should not input transfer information, but you should check all three other fields.

Never select a leave type including the word Unscheduled. Since leave comes in from
Telestaff, it is scheduled.

A move does not have to be for 100% of the time. Your employee may split hours (e.g.,
employee works 24 hours OT and wants 4 of it as CL3).

If you see a negative number in the Totals & Schedule section for one of the items involved
in the Pay Code Move, you probably have an error.

Never correct a Pay Code Move with another Pay Code Move. If you made a mistake, switch
to the Moved Amounts tab and right-click the item in question to delete it.

If @ manager is going to make a change of one type of parental leave to another type of
parental leave for an employee (typically done as a Pay Code Edit by the employee), it should
be done as a Pay Code Move. The same applies for FMLA leave.

Court

If you are trying to input court time in your timecard, use your home Cost Center and the Reason
Code should be FRS063TC.

Overtime

Overtime does not import from Telestaff and must be added into the timecard. Every OT entry
must include both Cost Center and Reason Codes, unless the OT is performed as part of a grant,
in which case the employee will use Project Task, Expenditure and Reason Codes.
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Reason Codes

If you are working on a project, the project manager/coordinator should tell you what code to
use. If you are putting in OT in the field, the reason code to use comes from answering the
question, "Why was I hired for this task?" The answer is found in Telestaff. (Note that this may
be different from what you actually rode when you got to the station, but we still base the reason
code on why you were hired.) Some examples are:

If you were hired to be an officer, use FRSO600F.

If you were hired to be a paramedic, use FRSO60PM. This includes the AFRA position
(unless you’re not a paramedic).

If you were hired to ride third on the engine or any typical FF backfill, use FRSO60FF.

Personal Days

The ideal method of changing annual leave to personal days is for the employees to contact
the scheduling office before they take their leave and request that the approved leave to
switched to Personal.

When the data comes over from Telestaff the day following the leave, then, it will be
Personal Leave in MCtime.

Managers cannot perform moves from any type of leave to Personal Leave; the process is
done through paperwork through Human Resources.

Held on Incident Overtime

If an employee is on his/her normal shift and then goes on a call which bleeds over into the
next shift, (s)he may add a row of overtime as follows for the following day (except in day-
shift situations, in which case the extra time would be on the same day):

o Cost Center: Station where (s)he is working (e.g., CC 45623-100)
o Reason: FRSO060HI (the held on incident code)

If an employee is working overtime and then goes on a call which bleeds over into the next
shift, then (s)he should not add a separate entry for the HI code. (S)he should simply add on
the extra hour (on the next day if it's a 24-hour shift, on the same day if it's a day-shift) to
the overtime codes currently in use.



