Recording Administrative Leave for Employees Who Volunteer to
Participate in Hurricane Sandy Relief Efforts

1) Add a row to your Timecard and select the Pay Code : Admin Leave – Other
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2) Click on the Magnifying Glass to open up the Transfer Select Options
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3) Select Reason Code : AMLSANDY – ADMIN LEAVE FOR HURRICANE SANDY RELIEF
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|AMLBLOOD, ADHIN LEAVE FOR BLOOD DONATION

| AMLBONEW, ADMIN LEAVE FOR BONE MARROW DONATION
|AMLORGAN, ADMIN LEAVE FOR ORGAN DONATION
|ALOTHER, ADMIN LEAVE OTHER

|COC760, COMMON OWNESHIP COMMUNITES




4) Click OK 
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5) Add the Admin Leave hours to your Timecard and delete your Hours Worked.  
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6) Save your Timecard changes.
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