Time Reporting Codes – Leave Related

Leave Related Time Reporting Codes

ACCRUED BENEFITS

	Time Reporting Code
	Description

	PH
	Personal Holiday (Report as 1 work day – not in hours)

	SL
	Sick Leave

	SLD
	Sick Leave (Death in Family) Relationship Required

	SLF
	Sick Leave (Family) Relationship Required

	VA
	Vacation


EARNED BENEFITS

	Time Reporting Code
	Description

	ADO
	Additional Day Off - Earned

	ADOT
	Additional Day Off - Taken

	CTO
	Compensating Time Off (Using Time) (.25 Increments)

	CTPR
	Compensatory Time Off (Premium, 1.5) - Earned

	CTST
	Compensatory Time Off (Straight, 1.0) - Earned

	HOL
	Holiday - Earned

	HT
	Holiday Credit - Taken 


USAGE ONLY LEAVE BENEFITS

	Time Reporting Code
	Description

	CIT
	Citizen Time Off

	CODAL
	Chancellor’s Office Designated Administrative Leave                              
 (Must be authorized by the President and/or HRS)

	FL
	Funeral/Bereavement Leave (Day increments) Relationship Required

	FML-P
	Family Medical Leave 
· Must also post associated Sick or Vacation
· Employee must be on Approved FML.

	JD
	Jury Duty/Subpoenaed Witness
(Enter ‘SW’ in comments if for Subpoenaed Witness)

	ML
	Military Leave

	PL
	  Parental Leave (Maternity/Paternity/Adoption) (Day increments)

	UTR
	Union Leave


ABSENCE WITHOUT PAY

	Time Reporting Code
	Description

	DOCK 
	AWOL  - Unauthorized (Absence Without Leave) (.1 increments)

Enter ‘AWOL’ in comments when reporting AWOL.

	DOCK 
	LWOP  - Approved Informal Leave Without Pay (.1 hr increments)


Do Not enter codes that are not included on this document.  Time for codes not listed on this document, must be submitted to Payroll Services on the appropriate attendance form.
