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AVAILABLE TIME OFF BALANCES

The system tracks your paid time off balances. There are at least four
categories:

Vacation time
Sick time
Personal time

Comp time - time acquired when an employee opts to bank overtime hours instead of being paid
for overtime hours worked.

For a complete listing of pay codes available please see the WorkForce
Employee Time Entry Procedure.

In our example we are entering our time for Wednesday.

However, our vehicle broke down Wednesday morning and therefore we
didn’t get into work until 9:15 AM (our start time is scheduled as 8:00 AM).

We will need to check the Available Time Off Balances so that we can
determine how to make up that time.
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