ENTERING OVERTIME IN CERIDIAN

May, 2008

1.    ALL OVERTIME PAID OUT 

DATE

TIMECODE
IN
OUT
LOW ORG.
ACTIV 
 
FUNC

REPT CAT

Tuesday

REG 01

7A
3P
4029

1SKOM

SGEN

1SST
Tuesday

REG 01

3P
7P
4029

1SKOM

SGEN

1SOT
_________________________________________________________________________

2.  ALL OT ACCRUED: 

(you need 3 lines)
-Line 1 - Regular hours 7a-3p (Note:REG hrs cannot overlap each other)                                     

-Line 2 - Enter REG 01 line for OT coding, 3p-7p      

-Line 3 - Enter OTAC to accrue time, 3p-7p              

DATE

TIMECODE
IN
OUT
LOW ORG.
ACTIV 
 
FUNC

REPT CAT

Tuesday

REG 01

7A
3P
4029

1SKOM

SGEN

1SST
Tuesday

REG 01

3P
7P
4029

1SKOM

SGEN

1SOT
Tuesday

OTAC

3P
7P
4029

1SKOM

SGEN

1SOT
_______________________________________________________________________

3.  COMBINE ACCRUED AND PAID OT: 

(you need 3 lines)

-Line 1 - Regular hours 7A-3p 

-Line 2 – Enter OT hours worked REG 01 -  3-7p 

-Line 3 - Accrue part of OT worked using OTAC coding (6-7p)
-This example will accrue 1 hour (6p-7p) and pay 3 hours (3p-6p) 

DATE

TIMECODE
IN
OUT
LOW ORG.
ACTIV 
 
FUNC

REPT CAT

Tuesday

REG 01

7A
3P
4029

1SKOM

SGEN

1SST
Tuesday

REG 01

3P
7P
4029

1SKOM

SGEN

1SOT
Tuesday

OTAC

6P
7P
4029

1SKOM

SGEN

1SOT
_________________________________________________________________________

4.  ENTERING OT ON YOUR OFF DAY:

-Line 1 - Enter the hours you worked, make sure to code it 1SOT
DATE

TIMECODE
IN
OUT
LOW ORG.
ACTIV 

FUNC

REPT CAT

Tuesday

REG 01

3P
7P
4029

1SKOM

SGEN

1SOT

__________________________________________________________________________

5.  ENTERING ACCRUED OT ON YOUR OFF DAY (NEW INFO)
-Line 1 – Enter the hours you worked – Make sure both lines are coded 1SOT
-Line 2 – Enter number of hours you want to Accrue (must overlap REG hours) 

DATE

TIMECODE
IN
OUT
LOW ORG.
ACTIV 

 FUNC

REPT CAT

Tuesday

REG 01

7A
3P
4029

1SKOM

SGEN

1SOT
Tuesday

OTAC

11a
3P
4029

1SKOM

SGEN

1SOT
SRobinson/May2008


