Most Commonly Used Time Reporting Codes

REG

Regular hours worked

VAC

Vacation

SCK

Sick

DDY

Discretionary Day 

CME
Comp Time Earned (enter actual hours worked, system will calculate 1.5 rate)

CMT

Comp Time Taken

JRY

Jury Duty

SHL

Shared Leave

HDC
Holiday Credit (holiday not worked – non-KOSE covered employees)

HOO
KOSE Covered Employees - Holiday Credit (holiday not worked)
HDP
Holiday Paid Time (holiday worked) at 1.5 rate, report actual hours worked in 15 minute increments.  
HCT

Holiday Comp Time Taken

IWN

Inclement Weather

LWPNE
Leave without pay – Non-exempt employees only

LWP

Leave without Pay – Exempt employees; only in full day increments
12/12/2012



