STAFF/NON-EXEMPT ADMINISTRATION TIMESHEET INSTRUCTIONS

1. Save a copy of the workbook on your computer for your use.

2. The Staff/Non-Exempt Administration Timesheet is an Excel-based file in a workbook format. A
workbook is a collection of worksheets for every biweekly pay period in the current year. When
you open the workbook (file), tabs will appear along the lower edge of the screen. Each tab
corresponds to a specific biweekly pay period (e.g., 1_9_2020). Each tab identifies the pay period
ending on the date of the tab. The tab labeled “1_9 2020” is for the timesheet of the pay period
from December 27, 2019 to January 9, 2020. To scroll through the tabs, use the arrows on the
lower left of the screen. To select a particular timesheet, place the cursor on the tab and click the

mouse.
UNIVERSITY oF P = :
t/) SOUTH FLORIDA StaffiNon-Exempt Administration Timesheet
A PREEMIMENT RESEARCH UNIVERSITY
Name: Pay Period: 12/27/2019  to: 1/9/2020
P 2014
Empl. ID: Rec#: FTE: Owertime: Staff Non-Exempt
Department: Department |D:
|AII overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. [ #m)
LEAYE TYPE USED
a o el 3
= = —_ Total | Reg. B
Day Date ; — o 5T ﬁ ] = Daily | Pay g < 8 i
9 g — gE E E = - o - Hours | Howrs | = g 2m =
T a L] EE & = [ c = (== o E E5 L=
= 3 B 53 o = S - | = oo £ E = =
5 | 5 | E |9 | 22| 5 | E |53 |E5E| 2 EE| § |25 @
a8 o < ae a2 I =< me afT®| & Pl & - = =
FFI 1202715
ST |12/28019 Winter Break
SUN 12/2519 Heoliday
MOM (1220015
TUE 1213119
WED (0101420
THU 01/02/20
TOTAL
SpecialiFegular Comp @ 1for 1
Oyertime Comp @1.5
LEAYE TYPE USED
o Total | R =l E =
— o —_ ota . =
Day Date ; - E £ § P e Diaily | Pay g i 8 =
9 5 gE | % = - & T = Hours | Howrs | i g P 2
E) = ES | 55 A [ 5 c@o b E Es | E
2 3 = o = o5 = =] E =
=€ = g2 |5a|8=| = E |53 2K 2 EE | § A S
a2 | & s | s& | 82| 2 Z |2 228 B Sd | & |e=| &
FFl 01/03420
SaT 0104420
SUn 01/0520
LAoK 010620
TUE 0107420
WED 010820
THY 010820 Pay Period End Dates
TOTAL
Select Tab 01 09_2020 01_23_2020 02_06_2020 <
—

3. Scroll through the tab names at the bottom of the screen to select a particular timesheet. Place the
cursor on the tab and click the mouse. When you open that timesheet, confirm that it is the sheet
you meant to select by looking at the “Pay Period: __ to: __ " dates on the upper right hand
corner of the sheet.
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STAFF/NON-EXEMPT ADMINISTRATION TIMESHEET INSTRUCTIONS

4. The first time you use the timesheet, click on the tab for the correct pay period, then enter the
identifying information at the top of the timesheet including:

e Name

e Employee ID #

e Rec#

e FTE

o Select Overtime: Staff Non-Exempt, Staff Exempt or Non-Exempt Administration
e Department

e Department ID#

e Select a “Y” or “N” for Sick Leave Pool membership status

This information will be transferred to all of the timesheets in the workbook, so you will not need to
enter this information again unless it changes during the year. Your supervisor can provide you
any information you don’t have.

5. The hours worked should be filled out at this time. Fill in your “Daily Hours Worked” through the
end of the first work week, then add any “Holiday” hours earned.

UNIVERSITY oF PPRp—
il) SOUTH FLORIDA Staff/Non-Exempt Administration Timesheet
Name: 0 Pay Period: _ 1/10/2020 to:  1/23/2020
PP# 2015
Empl. 1D: w0000 Rec#: 0 FTE: Owertime: Staff Mon-Exempt
Department: 0 Department ID: 0-0000-000
|AII overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. [ren)
LEAYE TYPE USED
a T gl 3
T = —_ Total | Reg. W
Day Date g - E = ﬁ o & Daily | Pay | 2 a 3 z
a s E |00 = & T o= H H = @ = o
I3 i Eg|sd z c s £ 7o ours | Hours |+ o E £E5 | £
=€ | o | 2 |E5|58| 2 | E |30 |82% 2 ge| £ |3E| 3
85 | & | & |ec |82 | 2 | F |#8 |EP4E] & 88| &8 |E2] £
FRl 0110/20) 8.00 8.00 [ 8.00
54T |01A1/20
SUnM 012020
MoN  [01M3020) 8.00 8.00 [ 8.00
TLUE 01/14/20 2.00 8.00 [ 8.00
WED  |0M1MS/20] .00 8.00 [ 8.00
THU  |0M1M6/20| &.00 8.00 | 8.00
TUTAL- 40.00 40.00 | 40.00
SpecialiFegular Comp @ 1for 1
Ouertime Comp @15
LEAYE TYPE USED
EE o — Total | Reg. = E E
Day | Date g ~o| 8 E E 2 & Daily | Pay | 2 £ 5] Iy
£ E = EE = = E E T 5'5 Hours (Hours | £ g E'g E
2% s Z ol %z 2 E £ 82¢l & EE E éé 5
8 | & | = |82 |82 | £ | 5 |&8 |£25] & s&| & |Fz | &
FRI|mn7e0| a0o 2.00 | 800
saT 01718120
suM | 018020
Mon | 01/20/20 8.00 8.00 | 8.00
TLE 01/21/20) 8.00 8.00 [ 8.00
WED  |0M/22020) 8.00 8.00 [ 8.00
THU 01/23720( 2.00 8.00 | 8.00
TIJTAL- 32.00 8.00 40.00 | 40.00
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STAFF/NON-EXEMPT ADMINISTRATION TIMESHEET INSTRUCTIONS

If the total of your “Daily Hours Worked” plus “Holiday” hours is less then 40 hours, use the
appropriate type of leave to bring your “Total Daily Hours” to 40 hours. Leave should be entered
into the appropriate column as “Annual”, “Sick”, etc.

UNIVERSITY oF P - -
i/) SOUTH F1 ORIDA Staff/lNon-Exempt Administration Timesheet
A PREEMINENT RESEARCH UNIVERSITY
Mame: 0 Pay Period:  1/110/2020  to:  1/23/2020
PP&# 2015
Empl. ID: %00000 Rec#: 0 FTE: Overtime: Staff Non-Exempt
Department: 0 Department 10: 0-0000-000
A1l overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, & minutes up. (ren]
LEAYE TYPE USED
a T E| 3
T & _ Total | Req. e
Day Date ; - o E = E @ s Daily | Pay E & 3 E
] osE | 97 = 7 T Z H H = @ Tn o
=E ¥ |ES =8| & ¢ | & |EFo ours |Hewrs| Fg | E | E5 | E
i 3 2 [Ea|3s| 2 E|ls3 sZgl & EE| E E 5 E
8% | & | £ |&& |82 | £ | § |ad |[£28) B a8 | & |E2 | &
FFRi Mm20 200 3.00 | 8.00
SAT |0M1720
SUM | MM2020
MoN  [011320) B.00 8.00 | 8.00
TUE |0M/1&20) &.00 8.00 | &.00
wED  [0M1/15/20) 2.00 8.00 | 800
THU  [0MM820) 2.00 8.00 | &.00
TDTHL- 40.00 40.00 | 40.00
SpeciallRegular Comp @ 1for 1
Owertime Comp @15
LEAYE TYPE USED
o Total | R el E 3
= o —_ otal 8. =
Day | Date ; -a 3 £ E g B2 Daily | Pay | 2 & N -
o 7 - g E ;-‘é‘ o T:' T = 3.:15 Hours | Hours | = g 2 2
2 T S5 | B2 i c 3 5 n oa = z ¥ =
=% | = g |5o|iz| = E | x5 0% = EE| B | g5 @
82 | & | £ |8& |82 2 | % |&& |£28] & od | & |Es| &
FFRi MnTize) 200 3.00 | 8.00
SaT  |MM&20
SN |20
Mo | 020020 8.00 3.00 | 8.00
TLE 0121720 8.00 8.00 | 8.00
wED  [01/22720) B.00 8.00 | 8.00
THU  |0M/2320( &.00 8.00 | &.00
rorac I 2 [ 5w 800 4000 [40.00

You cannot enter numbers into the cells along the “TOTAL” row, the “Total Daily Hours”
column, the “Regular Pay Hours” column and the “Comp Time Earned”. These are calculated
automatically from the work hours, leave hours, comp time earned and overtime that are entered
each day.
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STAFF/NON-EXEMPT ADMINISTRATION TIMESHEET INSTRUCTIONS

7. After you have finished entering the hours worked and the leave used for a week, notice that the
figure for the TOTAL row in the “Total Daily Hours” reports the sum of all your work and leave
time. Up to 40 hours of this time appears as regular pay hours and the rest as comp time earned.
If you used leave, you cannot have more than 40 hours in the “Total Daily Hours” column.

a. If you selected “Exempt” in the Overtime field, Excel will calculate comp time at one

for one.
MName: 0 Pay Period:  1/24/2020 to: 2/6/2020
PP# 2016
Empl. ID: 200000 Rec#: 0 FTE: I Owertime: Staff Exemg I
Department: 0 Department |D: 0-0000-000
|AII overtime must be PRE-APPROVED by your immediate supervisor, | Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. [T ir)
LEAYE TYPE USED
- E— 5 E —_ Total | Reg. :g E E
Day Date e -~ o g = i @ L Daily | Pay = a o w
a a E |23 = & B o= H H = @ = @
E) k] ES| =5 4 c 2 cEo ours | Hours | £ 5 E L5 £
Zt | 3 g |So|8s| 2 | E |53 (22%| & EE| 5 | 85| %
as & s |s&| 82| 2 S | =& |[£25] B 38| & |e=] &
FFil 01/24/200 S.00 9.00 | 9.00
SaT 0142520
SN 01/26/20
MO (01427020 800 5.00 | .00
TUE 01/28/20| &.00 8.00 | 85.00
WED 01/2%/20| S.00 9.00 | 9.00
THU 01/30/20( S.00 9.00 | 600 | .00
TDTAL- 43.00 43.00 | 40.00] 3.00
SpecialiFegular Comp @ iforl | 3.00
Overtime Comp @15
LEAYE TYPE USED \
E— 5 4 - Total | Reg. A E 2
Day Date g ~a| 8 iz E ] E Daily | Pay 2 = o
iy < [25|58| 5 | 2 |5 |Eg3| . [rewsimews|Z. | E | EN £
=2 | < | 2 |82 |32| 2 | E | =3 |B2% & B2l 5 [EEiWE
2f | 5| £ |88|as| 8 | 5 |28|588 = gE| & | EEIN
FFil 01/31/20] 10.00 10,040 | 10.00 \
SaT 02/01/20 “
Sun__|02/02/20 Comp Time is
MO (0240320 S.00 9.00 | 9.00 aUtOmatica”y
o,
TUE 02/04/20 S.00 9.00 | 9.00 calculated
WED 02/05/20| &.00 8.00 | .00
THU 02/06/20( &.00 8.00 | 400 | 400
Tora I 220 44,00 40.00] 4.00 i
SpecialiFegular Comp @ 1forl | 4.00
Owertime Comp @ 15

b. If you selected “Staff Non-Exempt” or “Non-Exempt Administration” in the
Overtime field, Excel will automatically calculate the overtime comp time at 1.5. In
order for comp time to be earned at time and one half (1.5) rate, an employee in a non-
exempt status must actually work more than 40 hours in the workweek. For example, if
you actually worked 43 hours in workweek 1, then you have earned comp time at the
1.5 rate resulting in 3 hours of “Comp Time Earned”. The “TOTAL” line under
“Comp Time Earned” will be 3. The “Overtime Comp @ 1.5” line, will show 1.5 times
this 3 hour total (4.5 hours). This is the amount of comp time actually earned.
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STAFF/NON-EXEMPT ADMINISTRATION TIMESHEET INSTRUCTIONS

Mame: 0 Pay Period:  1/24/2020  to:  2/6/2020
PP# 2016
Empl. ID: 500000 Rec#: 0 FTE: I Overtime: Staff Non-Exempt -
Department: 0 Department ID: 0-0000-000
|AII overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, &8 minutes up. [ e)
LEAYE TYPE USED
o | =
- E—E z - Total | Reg. | D E z
Day Date 5 -~ o | @ o g ] Daily | Pay E L o w
C gE| 2% - T |E=3 H Howrs | & g 2o 2
= 3 T |E&|=5| & c |8 |E&e ours 22| E | E5| £
22| s | 2 |Se|88| 2 | E |33 |E%% 2 HEEN R
d: | & | 2 |de |82 | 2 | 2 |&& |£28) B 68 | & | ez | &
FFI 01/24/20| 8.00 9.00 | 9.00
SAT /25720
S1n 01/26/20
MoK |0/27020) 200 3.00 | &.00
TUE 01/28/20)0 200 3.00 | 8.00
WED  |01/28/20) 9.00 9.00 | 9.00
THU  |01/30/20) %.00 9.00 | 6.00 | 200
TuTAL- 43.00 43.00 | 40.00] 3.00
SpecialiFegular Comp @ 1 for
Quertime Comp @15 | 4,50
LEAYE TYPE USED
a || =
. %_0 ] _ ToEaI Req. .'g E =
Day | Date 5 ~afg i E ] E Daily | Pay | £ a o s
I 7 = .E E =g n B E E u:;ﬁ..g Hours |Howrs | £ E E‘ ; E‘
22| | 2 |5e|E5| 2| £ |55|22% 2 BE| § |32 3
8 | & | & |32 | &2 | 2 | B |&2 |£48) B 88| & |ez | £
FFI 01/31/20] 10.00 10.00 | 10.00
SAT 02/01/20
SUN 0202120
MoK (02003200 2.00 9.00 | 9.00
TUE  |02/04/20) 9.00 9.00 | 9.00
WED  |02/0520) &.00 8.00 | &.00
THU 02/08/20) 3.00 3.00 | 400 | 400
torad [ 00 44.00 | 40.00] 4.00
SpeciallReqular Comp @ 1for 1
Qvertime Comp @15 | 6,00

c. If a holiday falls on one of your regularly scheduled days off or if you work as essential
personnel during an emergency closing, please see your Attendance and Leave

Coordinator about proper credit for comp time.
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STAFF/NON-EXEMPT ADMINISTRATION TIMESHEET INSTRUCTIONS

8. If you are a Non-Exempt employee who has worked over 40 hours and your supervisor has
approved the earning of overtime pay, then these hours may be paid overtime. If you actually
worked 42 hours, then 2 hours should be entered into the “Overtime Paid” column on the last
day worked. Entering the 2 hours of overtime paid will automatically adjust the comp time earned
and the “Regular Pay Hours”.

Name: 0 Pay Period:  1/24/2020 to:  2/6/2020
P#__ 2016
Empl. ID: %00000 Rec#: 0 FTE: [Dvertime: Staff Non-Exempt |
Department: 0 Department 1D: 0-0000-000
|AII overtime must be PRE-APPROVED by your immediate supervisor, | Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. [ ¢ 1)
LEAYE TYPE USED
® E 5 = —_ Total | Reg. % E E
Day Date = ~ao| 8T 3 S £z Daily | Pay | £ o o w
3 o E (0 ] - % = = H H = ] O m o
T E & E 8 = g| u='-| I: 3 c u='1° ours ours L= o E E & E
2| | 2 |85 |85 2 | E |z3 |B2%| E EE| § |S£| B
B | 5 | & |82|85| 2 | % |32 |223) B 8|8 |Ef2) &
FRI 01/2420) 5.00 9.00 | 9.00
SAT 0142520
sun |01/28/20 2 Hours of
rOM 01427020 S.00 9.00 | 9.00 Overtime were
TE  |otizaizo| a.00 8.00 | 8.00 Authorized for
WED  |01/29/20] 3.00 8.00 | 8.00 payment
THU 01430620 B.00 800 | 6.00 2.00 /
rora | 20 42.00 [40.00 2.00 [
SpeciallReqular Comp @ 1for 1
Overtime Comp @15
LEAYE TYPE USED
E a0 3 _ Total | Reg. el E E
Day Date g ~ao| g i E 2 £z Daily | Pay | 2 £ o I
2q = g s =2 5 z g T3 Hours |Hours | & _ g = e g
2f | | 2 |E%|8E| 2 | E |x3 |B2% & BE| E 3L %
B | 5 | &£ |82|82| 2 | % |32 |223) B 8|8 |E2) £
FFI 01431420( 10.00 10.00 | 10.00
SAT 02101420 .
6 Hours of Overtime
SUN 0210220
earned. No payment
MoK [0203/20( 10.00 10.00 | 10.00 .
TUE 02/0420) 10.00 10.00 | 10.00 has been authorized. 9
1210520 aﬁc sém 500 Hours will be added
\Tfi.l DZ-'I.'I!;.-'ZL'I 8.80 3.00 200 | 5.00 IDALT to use at a
: - : ater date
rora I 00 46.00[40.00] 6.00 B
SpecialiReqular Comp i@ 1for 1
Ouertime Comp @ 15 | 9.00

If you have any questions about how the formula assigns your comp time, please see your
Attendance and Leave coordinator.

9. When you have completed the timesheet for a particular pay period, print that sheet. This sheet is

then signed by the employee and the employee’s supervisor. Employees working remotely are
required to sign timesheets via DocuSign.
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STAFF/NON-EXEMPT ADMINISTRATION TIMESHEET INSTRUCTIONS

10. When an employee has been approved to use Emergency Paid Sick Leave (ESL) for 10 days
(COVID-19) you will enter on the timesheet in the “OTHER” column the dates the employee has
been approved. You will also enter in the “OTHER” box located at the bottom of the timesheet
what type of leave the employee is using. ESL represents the type of leave used. The employee

can only be on one type of “OTHER” defined leave at any given time.

UNIVERSITY OF
SOUTH FLORIDA

Staff/Non-Exempt Administration Timesheet

Marne: 0
Ermpl. ID; %00000 Rec#” 0 FTE: %
Department: 0

|AII overtime must be PRE-APPROVED by your immediate supervisor. |

Pay Period:

PP#

2021

Crvertime:

44372020

ta

4162020

Staff Non-Exempt

Department 1D:

0-0000-000

Sick Leave Pool Member:

Hote: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, $ minutes up. [ ]
H LEAYE TYPE USED -
5 - s |8 // £ & o
= E e _ z 2 = 4 Total Reg. & = E =
Day Date ; -~ 3 & E 2 T 5 Daily | Pay 2 £ = s
& - ] - = o T3 Hours |Howrs| = 2 2 2
= 5 £ 2 (f 5 4 = = [ = o £ F oo i
= = [ 5 E (8 & | = £ = w2 £ H s £ 3
o = [= > 0 |lo@ =} a = [ = = 2 "5 a
[=] o -l Qo Q L= s L o o L Q Q = 2 —
FFI 0403420 5.00 | .00 | &.00
SAT 0404520
SUW  [04/05420
MO 0406520 5.00 | .00 | 8.00
TUE 0407520 5.00 | .00 | 8.00
WED  |04/05:20 5.00 | .00 | &.00
THU 0409520 5.00 | .00 | 8.00
TOTAL 40000 | 40.00 |40.00
SpeciallFeqular Comp @ 1For 1
Owertime Comp @15
T LEAYE TYPE USED h=l -
£ 2 "
o —_ o g = a a
% E B _ ] S = Total ( Req. & o B z
Day Date g = g 2 o u I X Daily | Pay g & = rs
o — 2 23 = - m T = Howrs |Howrs | = i = =]
T T £ ® ) c @ =] £ c =
" ] £ o|f 25| 8 £ - g = = £ z ool =
= x c 5 E |3 = £ a w & £ C T E o
] o [ 2o lgT ] ° o T i a = ?oa u
=1 o = 3o &4 ad = b & & fi) =] =4 =
FFRI 040420 5.00 | .00 | 8.00
SAT (0441420
SUR 042020
rMON 045130520 5.00 | .00 | 8.00
TUE 0474520 5.00 | §.00 | 8.00
WED  [04/15:20 5.00 | .00 | 8.00
THU 04ME420 5.00 | .00 | 8.00
TOTAL| 40000 | 40.00 |40.00
SpeciallReqular Comp @ 1for 1
Overtime Comp @ 1.5
ADMIN LEAVE (Specify Type) e
OTHER (Specify Type): ESLEFMLADL: ESL- 4/3/20-4/16/20 &~
Supplement LY {Specify Type):

Personal Holiday:

Floating Holiday:
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STAFF/NON-EXEMPT ADMINISTRATION TIMESHEET INSTRUCTIONS

11. When an employee has been approved to use Emergency Paid Sick Leave (ESL), Emergency
FMLA (EFMLA) along with supplement pay for 10 days (COVID-19) you will enter on the
timesheet in the “OTHER” column the dates the employee has been approved. You will enter in
the “OTHER” box located at the bottom of the timesheet what type of leave the employee is using.
ESL (4/3/20-4/9/20) and EFMLA (4/10/20-4/16/20) represents the type of leave. You will enter in
the “SUPPLEMENT?” box located at the bottom of the timesheet what type of leave the employee

Do not enter hours in the column labeled

Special Comp/Delayed Holiday. Supplement leave will be used in the order of Special Comp,

is supplementing (SPC Comp: 4/3/20-4/16/20).

Overtime Comp, Sick and Annual leave.

HR will enter the types of leave and supplement amount

hours in ALT. The EFMLA leave will be entered on the “TRACKING FMLA” column.

UNIVERSITY oF
SOUTH FLORIDA

Mame: 0

Staff/Non-Exempt Administration Timesheet

Empl. ID: %00000 Rec# ™

0 FTE:

%

Pay Period:

4372020 to:

4162020

PR 2021
Cvertime:

Staff Mon-Exempt

Department: 0 Department [D: 0-0000-000
|.MI overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member:
Hote: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. / [ A1)
H LEAYE TYPE USED / q ”
g o = o 4 E E <
: g & : | B |5 paflmes | 2 | 2 15 |2
Day Date 5 - 8 = il o T 5 [ aily Pay S o z ™
o @ = m o = = a m m
£ = £ = 1@1 = = g [ Hours |Hours | i~ E E c
2 2 g | gl &| =2 E |z |Rs | & g | £ |2 8|3
o] = c S o lag (=} o = ] 5] = L= °
=] [ < S O | S I < o o = [x] =] = O =
FFil 0403520 §.00 | &00 | .00
SAT 04004520
SUn 0400520
MO 0406720 5.00 £.00 .00
TUE 04007520 5.00 §.00 .00
WED | 04408520 2.00 | 800 | #.00
THU 0409/20 200 | 800 | 800
TOTAL 40,00 | 40.00 | 40.00
SpecialfRegular Comp @ 1far 1
Ouertime Comp @1.5
H LEAYE TYPE USED o -
o i B
g o = =] 3 E 2 =
= 2 E. _ % El = - Tot_al Reg. I-; % 5 =
Day Date 5 - =] :‘:‘: ] @ == 23 Daily Pay = o = w
[=] (0 - - ] " = Hours [Hours | £ z =D (29
T s |E T 8| & c 4 £ S = E ||E =
z - g2 | E|g&| 2 E |z |fg| & S I =
] = c =T =N [=] o = E £ =] = C g i
[=] o = (=2 ] w2 == a 3 o L= (=] = o =
FFil 04410520 5.00 §.00 .00 5.00
S5AT 04411420
SUn 041 2020
LOM | 0484 3020 §.00 | &00 | .00 §.00
TUE 0441 4720 200 | 800 | 8§00 .00
WED 04415520 5.00 £.00 .00 5.00
THU 041 6/20 200 | 800 | 800 .00
TOTAL 40,00 | 40.00 |40.00 40.00
SpeciallFeqular Comp @ 1 for 1
Ouertime Comp @ 1.5
ADMIN LEAVE (Specify Type): e
OTHER (Specify Type): ESLUEEFMLADL: ESL- 4/3/20-4/9,20; EFMLA - 4/10,20-4/16/20 /
Supplement LY {(Specify Type): SPEC Comp 4/3:20-4/16=26.60 /

Personal Holiday:

Floating Holidayw:
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12

13.

14.

STAFF/NON-EXEMPT ADMINISTRATION TIMESHEET INSTRUCTIONS

. Leave Coordinators will be copied on all approved request and must place a copy in the
employee’s leave file. Once you have been notified of the approval you can run the
U _LEAVE_APPR_NOT_POST_BY_DEPT or U_LEAVE_POSTED_BY_DEPT to review ALT
entries and to assist with preparing timesheets. Leave coordinators should not enter any leave
entries in ALT. HR will enter all leave request and supplement leave in ALT.

Definitions
ESL — Emergency Paid Sick Leave
EFMLA — Emergency FMLA

Supplement Leave — Employees electing to supplement their pay with USF leave balances up to
100% of their regular pay and hours.

Unpaid Leave of Absence (Furlough)

A furlough is a mandatory; temporary; unpaid; partial or full leave of absence from work for a
specified number of hours, days, or weeks within a stated time frame, with a commensurate
reduction in pay. When an employee is placed on furlough leave you will enter on the timesheet in
the “FURLOUGH?” column the hours the employee used. For example:

Example 1: Employee is placed on a full leave of absence and a holiday falls within the pay
period. All hours will be tracked in the “Furlough” column. The employee will not receive
holiday pay.

V ggm-a“g{gar;n Staff/Non-Exempt Administration Timesheet
A PREEMINENT RESEARCH UNIVERSITY
Name: Q Pay Period: 10/30/2020 to: 1141272020
PP#: 2110
Empl. ID: %00000 Rec#: 0 FTE: % Overtime: Staff Non-Exempt
Department: o] Department 1D: 0-0000-000
|AH overtime must be PRE-APPROVED by your immediate SUpervisor. Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. OF Ny
LEAVE TYPE USED - =
g = © g Total | Re E = E = g /
Day Date H g E 2 E § _ ; Dgw\y P;’? 2 % 2 = 2
2z 2 |E_|S3| 5| 2| 8 |25 _ |wows|wows| = | g |2_| =2 E
2E [« 2 |88 |g3| 2 E % |E2§| 2 £ E |58 3 2
82 | 8 | 5 |28|&8| 8 | 3 | & |[§25 3 s | 8 |E8] & =
FRI 10/30i20 8.00
SAT 10/31i20
SUN 11/01/20
MON 11/02/20 8.00
TUE 11/02/20 8.00
WED 11/04i20 8.00
THU 11/05/20 8.00
TOTAL 40.00
SpecialRegular Comp @ 1 for 1
Overtime Comp @1.5
E LEAVE TYPE USED 3 & =
2 z = v E - Total | Reg. 8 = 2 3 3
Day | Date g < E E] E e [_ I Daily | Pay B < 2 £ I
2 s |EL| =T z £ 8 |Eyo| _ |Hours Hours| o E|E. 2 2
£ | ¢ | 2 |SE|82| 2| E | & |EZ§ £ £ s [EE| % E
3 & < |88 | &&| 2 2 s |&£8] 3 3 3 | £3 = S
FRI 11/06i20 8.00
SAT 11/07/20
SUN 11/08i20
MOM 11/09i20 8.00
TUE 11/10i20 8.00
WED 1111420 8.00
THU 1112620 8.00
oA [ 40.00
SpecialRegular Comp @ 1 for 1
Overtime Comp @ 1.5
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STAFF/NON-EXEMPT ADMINISTRATION TIMESHEET INSTRUCTIONS

Example 2: Employee is placed on a partial furlough with a reduced FTE. The employee will
receive pro-rated pay for that holiday if the holiday falls on their reqular scheduled workday. The
remaining one hour should be covered by the employee's use of accrued or earned leave.

UNIVERSITY oF - - -
2,) SOUTH FLORIDA Staff/Non-Exempt Administration Timesheet
A PREEMINENT RESEARCH UNIVERSITY
MName: 4] Pay Period: 10/30/2020 to: 11/12/2020
PP# 2110
Empl. 1D %00000 Rec#: 0 FTE: % Overtime: Staff Non-Exempt
Department: 4] Department ID: 0-0000-000
|AII overtime must be PRE-APPROVED by your immediate supervisor. Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. O/ N)
LEAYE TYPE USED =
¥ < 3
£s - - Total | Feg. = 2 -
Day | Date 2 - = EI g g |_ 3 Daily | Pay | & fid 3 g 3
i3 s [E5|38) 5| 2 |8 |28  |wows|wews|Eg| 2 |2Y| £ | Z
2% | 5 | 2|5 35| 2 | |35 |ics| & BE| 5 |32 3 3
dz | 5 | = [8& |82 | 2 | 2 |58 |£28] B Sd| 8 | = £ =
FRI 10/30/20{ S.00 5.00 | 5.00
saT 10031020
SUN 11401720
pon [1102020) 500 500 | 500
TUE 11/03/20{ 5.00 5.00 | 5.00
WED 11/04/20) 5.00 5.00 | 5.00
THU 11/05/20
TDTAL- 20.00 20.00 | 20.00
SpeciallFegular Comp @ 1for 1
Overtime Comp @15
LEAYE TYPE USED 5
¥ < 3
g5 ¢ . Total | Reg. 2 = =
Day Date g - a E:‘c'-. § ] v Daily | Pay | & & I3 = 2
iy o |EE[SE| 5| 2|8 |23 | [vews|wews| S, 2 |zE| 2 | 2
= 2 2|52 = E |25 |B2%| & gi| % 3% 3 3
F5 | g | E |Ez|i3| 5 | § |32 |is3| £ Ee| & |25| : g
o= & < e | &% = < Hg @22 & o3 8 = = =
FRI 11/06/20{ 5.00 5.00 | 5.00
saT 11407720
SUN 11/08/20
MO [11/08/20) S.00 5.00 | 5.00
TUE 1110720 5.00 5.00 | 5.00
WED  [11/11/20 1.00 4.00 5.00 | 5.00
THU TM220
tora il = 1.00 400 20.00| 20.00
SpeciallFegular Comp @ 1for 1
Overtime Comp @ 1.5
ADMIN LV (Specify Type): I
OTHER (Specify Type): |
Supplement LV | Specify Type]{

Example 3: If the holiday falls on the day you are not scheduled to work or if the holiday falls on
a furlough day you will not be paid for the holiday.

Rules for earning special compensation leave do not apply for employees affected by furloughs.
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STAFF/NON-EXEMPT ADMINISTRATION TIMESHEET INSTRUCTIONS

i,) ggmﬂagﬂ?& |D|;A Staff/Non-Exempt Administration Timesheet
A PRECMINENT RESEARCH UNIVERSITY
Name: "] Pay Period: 10/30/2020 to: 11/12/2020
PP#: 2110
Empl. ID: %%600000 Rec#: 0 FTE: % Owvertime: Staff Non-Exempt
Department: o Department ID: 0-0000-000
|AH overtime must be PRE-APPROVED by your immediate supervisor. Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. ©F I N}y
LEAYE TYPE USED =
&5 2 Total | Re: = £ 3 E
Day Date £ = E = E @ 5 D:ilg Pagg- H & S z fra
iy s [EE(53] 5| 2 |8 |zgd| . |now|vews|fg| 2 23] 2 | E
=z = 2|5 iz | 2 E |3 |72%| = g § |52 3 3
a2 |8 | & |5F|35| 3 |3 |35 |234] 8 dal s |82 £ | ¢
FRi 10430420 5.00 5.00 | 500
58T 10431420
Sur 11401420
MON  [11/02720) 5.00 5.00 | 5.00
TUE 11/03/20] 5.00 5.00 | 500
WED|11/04/20) 5.00 500 [ 500
THU 11405420
mml_- 20.00 20.00 | 20.00
SpecialiRegular Comp @1 for 1
Owertime Comp @15
LEAYE TYPE USED £
ES v Total | Reg. = g < H
Day | Date | £ —r || EE z s 5 Daily | Pay | ¢ fis 8 = £
i3 3 [E5|3%| z | 2 |3 [EgB|  |HowsjMows|Eo | E JERY F | 2
Z5 | 5 | £ |Ep| %2 | 2 | E |33 |25 £ B2 | % [EE| 3 3
35 | & | 5 |sF|sS| 2 | 3 |3E 825 8 dd| é |Es) £ £
FRI 11/06/20| 5.00 5.00 | 500
SAT 11407120
SUr 11/08/20
MOM  [11/08720) 5.00 5.00 | 5.00
TUE 111020 5.00 5.00 | 500
WED 11411420 5.00
THU A0
Tora I 50 15.00[15.00) 5.00
SpecialiRegular Comp @1for 1
Overtime Comp @ 15
ADMIN LV [ Specify Type): |
OTHER (5pecify Type):
Supplement LV (Specify Type]{
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