Important Holiday Information - HDP to CLH Guidance for MCFRS Uniformed Staff
This document provides guidance to Uniform employees who receive HDP — Holiday Pay and would like
to instead receive CLH — Comp Lv Earned for Holiday. The employee is required to request this
change from their Manager.

Managers, you will need to perform a Pay Code Move on each employee timecard that would like to
receive CLH instead of HDP.

Example:

An employee is going to receive 16 hours of HDP for the Holiday.

l/Totals & Schedule rAccruaIs |/Audits |

All 5d

Account |‘ Pay Code |Amuun‘t| Vv
AB0-B112FRS003170/4560611 200--/- Annual Leave 10.0 2
L AE0-B112FRS0031 7074560611 200--~ Regular 86.0 2
AB0-6112FFRS0031 7074960611 200-/-/- HDF - Holiday Fay 16.0 4
AB0-6112FRS003170/456061 1 200--/- Total Hrs Towards Schedule 86.0 2
4 | ﬂ

The manager will right-click on the HDP — Holiday Pay line in the Totals & Schedule Tab and select
Move...

rTotaIs & Schedule rnccruals rﬁudi'ts |

All b

Account |‘ Pay Code |nmuun't| ¥
LAE0-B1124FRS0031 707456061 1 2005~ Annual Leave 10.0 2
LGOE0-6112FRS0031 7074560611 20/ Regular 86.0 2
LAE0-B1124FRS0031 FO/456061 1 200 HDP - Haliday Pay 16.0 4
LA60-61124FRS0031 F0/456061 1 200--1- Total Hrs Towards Schedu 96.0 2

You will get prompted with a message if you would like to proceed. Click Yes.

Workforce Central x|

i-‘_\ You may not get the correct transfer information without expanding Location/Job and Account columns.
Do you =till want to proceed ?
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In the To: section you will select the Pay Code CLH — Comp Lv Earned for Holiday from the drop-down
menu and enter the number of hours the employee would like to receive as CLH. Double-check that the
Effective Date correctly reflects the date of the Holiday. Click OK.

x

From:

Pay Code: HOP - Holiday Pay
Amount (HH.hh): 16.0

Transfer: ;39/4560-611 2 FR50031 70/456061120/-1...

To:

* Pay Code: | CLH - Comp Ly Earned ... ™

* Amount (HH.hh): | 16.0

* Effective Date: | 10/12/2003 -
Transfer: | -
Comments... |
0K | Cancel | Help |
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