Salaried Employee Time Report
Introduction:

The Salaried Employee Time Report  is to be used to record hours worked and/or hours absent for monthly-paid employees.
· Staff: Hourly NoInput (monthly-paid, non-exempt) staff, will record ALL hours worked and ALL times not worked (exception: employee on Leave of Absence without Pay).  
· Staff: Exec/Admin and Staff: Professional (exempt) staff may also use this form, but will record ONLY times absent (annual leave, sick leave, holidays, administrative closings, other types of non-duty leave, as well as unpaid absences).
Recording of time in IRIS may be different than the timesheet. Please see the IRIS Web site (http://iris.tennessee.edu) for instructions on completing the IRIS time entry process. 

Completion of Salaried Employee Time Report:

A monthly time report should be completed for each position or cost center/WBS element in which the employee works.  The time reports must be retained in the department for 3 years as specified by the University’s record retention policy, Policy No. FI0120 Records Management.
To complete the time report, please provide the following information:
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Section 1: 
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Month/Year:



Enter the month and year of the pay period being reported.

Employee Name:


Enter employee’s last name, first name and middle initial.

Cost Center/WBS:
Enter the cost center number (E account) or WBS element number (R account) for which hours are being reported.

Personnel Number:
Enter the IRIS-assigned personnel number of the employee.
Position:
If the employee is reporting hours for a position for which the employee is not assigned, or if the employee has more than one position, enter the position number for which hours are being reported.

Weekly Work Hours:
Enter the employee’s scheduled weekly work hours (in 100ths).
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Section 2: 
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For each day the employee worked or was absent, record the following:

Day:
Optional – enter the day of the week, e.g. Mon, Tue, etc.

Reg Hours:
Enter the number of hours worked. Include all hours, even those that are to be recorded as compensatory time banked. NOTE:  This is required only for non-exempt staff.  Exempt staff do not record actual hours worked.
Annual Leave:
Enter the number of hours of annual leave taken.

Sick Leave:
Enter the number of hours of sick leave taken.

Comp Taken:
Enter the number of hours of compensatory time off taken.  NOTE:  Only non-exempt staff accrue/record compensatory time.
Other Non-Duty Code:
Enter the attendance or absence code for other non-duty hours being reported.  (Remember that the absence types have a number representing the shift as part of the code.  For example, if an employee is second shift and recording Administrative Closing, the code to use is AC2.)  Absence and attendance types are noted at the bottom of the time report as follows:
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Other Non-Duty
Enter the hours worked or absent corresponding to the

Hours:
absence or attendance type entered in the code column.

Total:
Enter the total of all regular work, annual, sick, comp time taken and other non-duty hours. 

Sched Hours:
Enter the employee’s scheduled hours of work.

Excess/Reduction:
Enter the difference between total hours, scheduled hours, and compensatory time banked hours (Total – Sched Hours – Comp Banked).

Comp Banked:
Enter the number of hours worked that are to be placed in the employee’s compensatory time quota. 
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The employee must sign and date the form and submit the completed form to his/her

Departmental approver.  The Departmental Approver must also sign and date the form.

Examples of Timesheet Entries:
The following examples illustrate the types of entry that should be recorded on an employee’s time report.  

Regular Hours
For non-exempt employees, hours in excess of their scheduled work hours must be recorded.  The example shows 10.5 hours on January 14th.  The employee’s schedule is 8 hours per day.
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Time Sheet Entry
Annual Leave or Sick Leave
For all employees, any annual or sick leave taken must be recorded.  The following example illustrates the use of 8 hours of sick leave on January 22.
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Comp Taken
For non-exempt employees, any compensatory time off taken must be recorded.  The employee must have banked hours to take. The following example illustrates the use of 8 hours of comp time taken on December 1.

Time Sheet Entry
[image: image5.png]Reg [Annuall Sick | Comp Other Non Duty Sched [Excess/ | Comp





Other Non-Duty
For all employees, any time off taken (such as holiday, administrative closing, court leave, etc.) for which a column in the time sheet is not specifically provided must include a code for the attendance/absence type and the hours that were taken off.  The following example illustrates the use of 8 hours of holiday pay on January 1.

Time Sheet Entry

Comp Banked
For non-exempt employees, any hours that are overtime hours may be banked for later use.  The system will check the calculations to ensure that the hours qualify for banking.  If the hours do not qualify, then they will be paid at straight time.  If the hours to be banked exceed the maximum allowed, then the hours exceeding the maximum will be paid at time and a half.  In the following example the employee worked 10 hours on Monday, January 7.  The two additional hours are to be banked.

Time Sheet Entry
Unscheduled Administrative 

For all employees, hours of unscheduled administrative
Close 
closing (i.e. a snow day) must be recorded.  The following example illustrates an 8 hour snow day on January 28.

Time Sheet Entry

Unpaid Absence
The Unpaid Absence type may be used for two purposes.  The first is for all employees. Any time an employee is absent for which s/he does not have sufficient paid leave should be recorded as an unpaid absence.  The following example shows an unpaid absence of 4 hours on Tuesday, January 31.

Time Sheet Entry

The Unpaid Absence type is also to be used to record any deviation in a non-exempt employee’s regular schedule where time will be made up during the same week (ex. taking time off for a class and making up the time during the week).  The following example shows an unpaid absence of .5 hours on Monday, December 1 which is made up on Tuesday, December 2.
Time Sheet Entry

[image: image6.png]‘Reg [ Annual] Sick | Comp Other Non-Duty Sched[Excess/ [ Comp





Compressed Work Week Holiday
For staff who work a compressed work week (ex. Four, 10-hour days), it is suggested that, if possible, they work five, 8-hour days during weeks there is a scheduled holiday or administrative close.  The following example shows the hours for a holiday and administrative closing for a non-exempt employee who normally works 10 hours, Mondays-Thursdays, but worked 8 hours Monday-Wednesday.
Time Sheet Entry
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If employees must keep the compressed work week schedule, they should still receive the holiday and/or administrative close.  This will result in a non-exempt employee being paid for the additional hours or banking comp time. The following example shows the hours for a non-exempt employee who normally works 10 hours, Mondays-Thursday and was not able to change to 8 hours on Monday-Wednesday. (NOTE: If the hours for the administrative close, ODA1, were going to be banked, the 8 hours entered in the Excess/Reduction column would be entered in the Comp Banked column).  In this scenario, the employee would be paid (or be allowed to bank) a total of 6 hours for this week.
Time Sheet Entry
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