Accurate Time Recording Fact Sheet

Pay Code Recordation Process

Effective immediately, all employees are required to use the updated Pay Code Descriptions reference guide (see below for a link to the guide) when completing timecards. 
This  reference guide must be used for recording appropriate pay codes in MCtime when an employee is using a pay code other than “HOURS WORKED.” 

Employees should choose the appropriate time code for instances where they are not on leave, but also not available to perform their specific job functions, such as when they are attending training or a special event.

Managers and Supervisors must ensure that accurate codes are entered and approved.  

Department HR Liaisons should be the first point of contact for any questions on pay code descriptions.  

Pay Code Descriptions Guide

The updated Pay Code Description guide is available online: Pay Code Descriptions*. It can also be accessed on the MCtime homepage under the resources tab.  
The document provides a description of each pay code, when the pay code should be used, where the authority for using the pay code comes from, and how the pay code displays on an employee pay slip.  

This searchable document will assist you in identifying the proper pay code for any situation.   

Pay Code Examples
Admin Leave – Prof Improvement 
This code should be used to record time spent attending outside-the-County trainings (but not for in-house County sponsored trainings).  

Family Sick Leave – Unscheduled 

This code should be used to record leave which was not scheduled in advance, and was taken when a member of the employee's immediate family is ill, injured, or medically quarantined, or has a medical, dental, or optical examination or treatment.

Questions?

MCtime navigation questions can be directed to the MCtime team via email at  MCtime@montgomerycountymd.gov or by calling the IT Help Desk at 240-777-2828. If HR Liaisons have compensation questions, please contact the OHR Division Manager, Kaye Beckley at 240-777-5041 or via email at Kaye.Beckley@montgomerycountymd.gov.   
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*Link updated after 1/5/15 distribution.
                                                 
Effective January 5, 2015

