EIT/I;:TVEVONI{ORK Office of General Services
orrorunTY. | Business Services Center

Completing a LATS Timesheet
For Time Worked on a State Holiday
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Completing a LATS Timesheet
For Time Worked on a State Holiday

This guide applies to all full-time employees covered by CSEA, PEF, M/C,
DC 37, Council 82, and NYSCOPBA who worked on a state holiday.

General Information

Alternate Work Schedules

Veterans working on Memorial Day or Veterans’ Day, or Former
Reservists working on Independence Day should contact the BSC Time
and Attendance Unit for additional information regarding their Veteran or Do I Have a Holiday Waiver?

Former Reservist holiday benefits. Please follow the flowcharts starting on

page 7 (Do | Have a Holiday Waiver) to guide
You will be asked some questions in order to be guided to the applicable you to the correct set of instructions for

Find Your Employee Information

N 01 AW

instructions. Check your “Employee Information” by clicking on your filling out your timesheet.
name which is an underlined link at the top of your LATS timesheet if you .
need help answering some of the questions. Follow the instructions on Click Next to Begin

pages 4 and 5 to find your employee information.

. Contact BSC ;ﬁ’lgi‘:‘v; ;h':g?rnGAve' Website Email Phone ‘ a ’ -
Time & Attendance Albany, NY 12226-1900 http://bsc.ogs.ny.gov  BSCHR@ogs.ny.gov 518-457-4272
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Completing a LATS Holiday Timesheet

General Information

If you are a full-time employee who did not work the holiday:
State holidays are automatically recorded on the timesheet. If a state holiday falls on a
normal work day and you did not work that day, no additional entry is necessary.

If you are a part-time employee who is Time and Attendance Eligible:

You may only observe the state holiday if it falls on a day that you are regularly required to
work, or actually do work, up to a maximum of a full day (7.50 or 8.00 hours). State holidays
are not automatically recorded on the timesheet.

To record State holiday time observed on your timesheet:

- Click on the “Select Leave” drop down (above “Balances and Earnings” section).

« Go to the BOLDED Category — “NO CHARGE” - and click on misc. code — “State Holiday”.

« Click the Add Leave Category button (to the right).

« On the holiday, enter the number of hours that you are normally scheduled to work on
that day.

« Click the Save button.

Contact BSC Website Email Phone ‘ e ’ -
Time & Attendance bsc.ogs.ny.gov BSCHR@o0gs.ny.gov 518-457-4272
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Completing a LATS Holiday Timesheet * L R 2 T
Alternate Work Schedules

For full-time employees an alternate work schedule would include schedules such as:
- Compressed Work Schedule
- Voluntary Reduction in Work Schedule (VRWS)

« AWS Schedule

If you are a full-time employee working an alternate work schedule and you:

Did not work the holiday:

If a State Holiday falls on your normal work day and you are not required to work, you observe the
holiday for up to 7.5 or 8 hours based on your regular schedule. If your normal schedule for that day
is greater than 7.5 or 8 hours, you may need to charge additional leave accruals to satisfy your work
schedule. If your normal work schedule for that day is less than 7.5 or 8 hours, you will observe the
holiday for the set number of hours you were scheduled to work and receive holiday leave for the
difference between your scheduled work hours and 7.5 or 8 hours.

Did work the holiday:

Holiday compensation (holiday pay or holiday leave) is limited to 7.5 or 8 hours based on your normal
work schedule for the holiday. If your normal work day schedule is less than or equal to 7.5 or 8 hours,
you may only receive holiday compensation for the hours you worked on the holiday with a maximum
of 7.50 or 8 hours. If your normal schedule for that day is greater than 7.5 or 8 hours, the hours you
worked beyond 7.5 or 8 hours are considered regular hours worked to meet your regular work
schedule requirement. Refer to more detailed instructions for full-time employees in this guide if you
worked on a holiday.

All other employees please follow this guide to find the instructions for how to find your
employee information and fill out your timesheet. Click Next.

Contact BSC Website Email Phone ‘ o ’ -
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How do | find my Employee Information?

WELCOME TO LATS™! 11.0.0.219 - LEAVE & ACCRUAL TRACKING SYSTEM

Step 1:

Go to your regular LATS login
page and log into your LATS PLEASE LOGIN
account

Password

By logging inta the LATS™! appiication you agree that you will utilize this application only for the purpose

intended and recognize that any mischievous or malicious activity is expressly prohibited and may subject you

to legal action. Such activity includes any unauthorized attempt to access data, or to modify, reverse enginaer,
decomplle, or disassemble the Software.

Password?

Step 2:
Once logged in, click on

Welcome to LATSnet - Leave & Accrual Tracking System - LATS-NY

My Timesheet
y Tips My Timesheet
|
Updating LATS-NY Contact Info NYS BSC Time & Attendance/LATS /| My Timesheet
It is important to keep your emergency contact information up-  [if you need assistance with your LATS time sheet, need a L

to-date. In the event of a sudden iliness or emergency at work,  |password reset, or simply have a question about Time &
HR staff will use your "Contact Info” in LATS-NY to notify your |Attendance, please contact the Time & Attendance/LATS
emergency contacts. Please be sure to update this informatien  [Services Unit at the NYS Business Services Center.
anytime there is a change to your emergency contact
information. For instructions on how to update your contact info  |[We can be reached via email at BSCHR@ogs.ny.gov or by
in LATS, please refer {o Entering and Updating Employee Emergency  [phone at 518-467-4272.

LContact Information in LATS-NY .

Timely Timesheet Expectations

Timely submission and approval of imesheets is essential for
ensuring you are paid timely and accurately. It's especially
important if you are an hourly employee because you will not
get paid timely if you do not submit your timesheet and get it
approved by your supervisor prior to the payroll deadline. The
same holds true if you are a salaried employee and earmned any
additional pay factors (i.e. overtime, standby, intermittent
inconvenience pay, etc.). If you do not submit your timesheet
and get it approved by your supervisor prier fo the payroll
deadline you will not get paid timely for any additional pay
factors.

The agency is responsible for ensuring accurate and timely
submission of employee timesheets with proper supervisory
approval

Timely means:

 Employee timesheets must be submitted by the Friday after
the close of the time record

» Supervisors must review and approve timesheets no later than
3 pm the Tuesday following the close of the time record.

Contact BSC Website Email Phone

Time & Attendance bsc.ogs.ny.gov BSCHR@ogs.ny.gov 518-457-4272
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How do | find my Employee Information?

Step 3:
Click on your name to bring

G e b o i

Sun Mon Tue Wed Thu
900AM 9O00DAM  9:00 AM
1200 PM| 1200PM| 12:00 PM

up the Employee Information
window.

Step 4:

Employee Information

®
@
O,
O,
®

Indicates the amount of Holiday Pay/Leave
the employee is eligible to receive

Indicates if the employee will receive
Overtime pay for time worked.

Indicates the Union the employee is
covered by.

Indicates if the employee is eligible to receive
Holiday Pay (No) or Holiday Leave (Yes).

A Time and Attendance eligible employee is
eligible to receive Holiday Pay or Leave.

Contact BSC Website

bsc.ogs.ny.gov

Time & Attendance

Day: | Select Go to Day

FY: 2019 - 21 (1/9/2020 to 1/22/2020)

Timesheet
Search Approval List Timesheet Workers Comp Payments
Audit Summary Profile Copy Delete Notes Print Print All
|
Supervisor: Name: PERSON |

Vacation: 8/2/2012
Personal: 8/2/2012

[v]

ﬁ 01/09/2020 Eﬁj

Employee Information
Prass Ezcape key to cloze
Employee Name: Vacation Leave Date: 822012
Employee ID: IPP Anniversary Dates:
Employee Email: VRWS Percent: 0
Personal Leave Date: 8/2/2012 Clock User: No
Employee Percent: 100 Week 1 Normal Hours: 37.50
Timesheet Validation: Hrs/day and AWS @ Hours Per Day: 7.50
AWS: No Comp Over 40: No
Week 2 Normal Hours: 37.50 [tem Number: 1
[ OT Eligible: Yes U 2 Salary Grade: 18
Location: Albany
Title: Agency User Division Code: T00-Business Services Center
| Negotiating Unit: MiC 3 Section ID: 300-BSC - Time and Attendance
Agency Code: 01050-Office of General Services TDS By Percent: No
Bureau Code: 100-BSC - Human Resources BiWeekly Total: No
TDS required: No Eligible To Use Vacation: Yes
Schedule Rotation: 09:00am through 05:00pm with | Allow Vacation Balance Excess: No
Holiday Waiver: No Former Reservist: No
TA Eligible: Yes 4. Veteran: No

Email
BSCHR@ogs.ny.gov

Phone
518-457-4272
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Do | have a holiday waiver?

Read charts from left to right to find the correct page for your situation

Begin Here End Here
| AM regularly
required to work Page 9
Did the
Yes L _aholiday fall on
a day that... I am NOT
> regulfrly reEwred — Page 8
Do | have S
a Holiday
Waiver?
| AM regularly >
required to work [ Page 1 J
Did the
& holiday fall on
a day that... | am NOT
L regularly required B Page 10
to work

Contact BSC Website Email Phone ‘ 0 ’ -
Time & Attendance bsc.ogs.ny.gov BSCHR@ogs.ny.gov 518-457-4272

Back Next
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| have a holiday waiver and I...

Worked on a holiday that | am NOT regularly required to work

Inside my
regular shift

Outside my
regular shift

Both inside and
outside my
regular shift

CSEA, DC 37,
OT Eligible PEF, M/C

NYSCOPBA,
Council 82, SSPU,
APSU

Contact BSC Website Email
Time & Attendance bsc.ogs.ny.gov BSCHR@ogs.ny.gov

Phone
518-457-4272 ‘ e ’ -

Back Next
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|
| have a holiday waiver and I...
Worked on a holiday that falls on a day that | AM regularly required to work

é CSEA, DC 37, GO R
OT Eligible PEF, M/C Page 13
Page 13

Inside my And | am
age
NYSCOPBA, Council 82,
\ SSPU, APSU Page 25 )
(

CSEA, DC 37, GO B
OT Eligible PEF, M/C Page 18
) OT Ineligible PEF GO
Outside my

OT Ineligible M/C
Page 27
SSPU, APSU Page 18
\_ J
(

CSEA, DC 37, GO N
OT Eligible PEF, M/C Page 20
OT Ineligible PEF Go
Page 13
OT Ineligible M/C Go
Page 27
NYSCOPBA, Council 82,
SSPU, APSU Page 26 D

Contact BSC Website Email Phone ‘ 0 ’ -
Time & Attendance bsc.ogs.ny.gov BSCHR@ogs.ny.gov 518-457-4272

Both inside and

outside my And | am...
regular shift

Back Next
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| do not have a holiday waiver and ...
Worked on a holiday that falls on a day that | am NOT regularly required to work

( )
CSEA, DC 37,
OT Eligible PEF,
Ins,de m NYSCOPBA, Council 82, Page 17
|
)" And | am... SSPU, APSU, M/C
regular shift
Page 15
\_ _J
( )
CSEA, DC 37,
OT Eligible PEF,
. NYSCOPBA, Council 82, Page 22
Outside my And | am SSPU, APSU, M/C
regular shift
Page 15
\_ _J
( )

CSEA, DC 37,
q q OT Eligible PEF,
Both inside and

outside my And I am... SSPU, APSU, M/C

NYSCOPBA, Council 82,

regular shift

OT Ineligible PEF GO
Page 15

_J
Contact BSC Website Email Phone ‘ @ ’ -
Time & Attendance bsc.ogs.ny.gov BSCHR@ogs.ny.gov 518-457-4272

Back Next
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| do not have a holiday waiver and ...
Worked on a holiday that falls on a day that | AM regularly required to work

é )
CSEA, DC 37,
OT Eligible PEF,
3 NYSCOPBA, Council 82, Page 14
Inside my And | am SSPU, APSU, M/C
regular shift

Page 14
. _J
é )

CSEA, DC 37,
OT Eligible PEF, GO
NYSCOPBA, Council 82, Page 18
SSPU, APSU, M/C
And | am...

OT Ineligible PEF Go
Page 21

Outside my

regular shift

J
~

-

~

CSEA, DC 37,
OT Eligible PEF, GO
NYSCOPBA, Council 82, Page 19

SSPU, APSU, M/C

OT Ineligible PEF Go
Page 21

_J
Contact BSC Website Email Phone ‘ 0 ’ -
Time & Attendance bsc.ogs.ny.gov BSCHR@ogs.ny.gov 518-457-4272

Back Next

Both inside and

outside my And | am...
regular shift
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Completing a LATS Holiday Timesheet

| am... or | have...

a full-time employee

a Holiday Waiver

required to work on the holiday
that falls on a day that | AM
regularly required to work

SAQ

Follow the Instructions Below

Mark the pass day (check mark the AWS row)
if the system has not done so automatically.

Go to the State Holiday Row if the system
has added the row automatically.

Delete the hours on that day.

Go to the top of the timesheet and complete
the Day In/ Day Out boxes.

Because the time worked is on a pass day,
you are eligible for OT (for the total of hours
worked on that day) in addition to holiday
leave. Fill out the earned comp rows (for
7.5 hour/day employees, the first 2.5 hours
should be claimed as non-comp).

Click Save.

For full-time employees who are holiday
pay waived (opted to earn time for holidays
worked), and worked on the holiday for
the entire shift, the hours earned are
automatically added as earnings under
Holiday Leave in the “Balances and
Earnings” section of the timesheet.

0 000006

Holiday - 9/5/2016
W 8/25 8i26 8127 8/28 8/29
Thu Fri Sat Sun Mon
AWS i v
Day In 9:00 AM 9:00 AM 9:00 AM
Lunch Out 12:00 PM| 12:00 PM 12:00 PM
Lunch In 12230 PM| 12:30PM 12:30 PM
Day Qut 500PM| 5:00PM 5:00 PM
Earned 0 - 0 0 0
NonComp
Overtime 0 0 0 0 0
OT Meal 0 0 1] 0 D
vacation 0 0 ] 0 0
Sick-Regular D 0 0 0 0
Sick-Family 0 0 0 0 0
al 0 0 0 0 D
] 0 0 0 0 0
aay 0 0 0 0 0
ter o 0 0 0 0
WS 0 0 0 0 D
[-lll - State Holiday ]

0 0 0 0 0
Time Worked 7.50 750 0 o 7.50
Charges 0 0 0 0 0
Total Time 750 7.50 0 o 7.50

8125 8/26 8127 8/28 8/29

Thu Fri Sat Sun Mon

Tue

9:00 AM

D

750

0

7.50
8/30
Tue

Wed

9:00 AM
12:00 PM
12:30 PM
5:00 PM

0

olololallealalsl|laolala

0

7.50

0

7.50
831
Wed

Thu

g:00 AM
12:00 PM

12:3

5:00 PM

alojlaololala

alojlaola

0

750

0

7.50
91
Thu

Fri

9:00 AM
12:00 PM
12:30 PM

5:00 PM

o
0
0

clololo

0

7.50

0

7.50
912
Fri

-N ET
8130 8131 91 972 93 944 9/5 @ 97

Sat Sun M Tue Wed
v v
9:00 AM 9:00 AM 9:00 AM 9:00 AM
12:00 PM
12:30 PM
5:00 PM
0
00 D
0 D 0 0
0 0 0 0 0
0 0 0 o 0
0 0 0 o 0
] 0 0 i 0
0 0 0 ] 0
0 ] 0 ] 0
o 0 a o o
0 0 0 ] 0
@=>— «
0 0 7.50 7.50
0 0 7.50 0 0
0 0 7.50 7.50 7.50
93 9/4 975 9/6 87
Sat Sun Mon Tue Wed
@-=

AWS
Day In
Lunch Qut
LunchIn
Day Qut

Earned
NonComp

Overtime
OT Meal
Vacation
Sick-Regular
Sick-Family
Personal
NonCamp
Holiday
Floater

VRWS

Time Worked
Charges
Total Time

Starting Balances
Charges
Earnings

Tentative Balances

Balances and Earnings

Balance Projection Vacation Sick

Personal Non Comp Holiday Floater VRWS

75.00 150.00

3.75

0

0

3.75

78.75 153.75

0
0
0
0

0
0
2.50
250

0 0

0 0
7.50 4—@
750 0

Contact BSC
Time & Attendance

Website
bsc.ogs.ny.gov

Email
BSCHR@ogs.ny.gov

Phone
518-457-4272
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Completing a LATS Holiday Timesheet

| am... or | have...

QAR

a full-time employee

a Holiday Waiver

required to work on the holiday
that falls on a day that | AM
regularly required to work

Follow the Instructions Below

ONOREONONC)

Go to the State Holiday row.

Delete the hours on that day.

Go to the top of the timesheet and complete
the Day In/ Day out boxes (Overtime
Ineligible M/C or DC 37 Employees — Check
the Present box).

Click Save.

For full-time employees who have holiday
pay waived (opted to earn time for holidays
worked), and worked on the holiday for
the entire shift, the hours earned are
automatically added as Earnings under
Holiday Leave in the “Balances and
Earnings” section of the timesheet.

Holiday - 9/5/2016

w 8/25 8126 827 8128 8/29 8/30 8i31 91 92 9/3 94 95 9/6 977
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
Day In 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 5:00 AM 9:00 AM Day In
Lunch Cut 1200 PM| 12200 PM 12:00 PM| 12:00 PM| 12:00 PM| 12:00 PM * 12:00 PM|| 12:00PM|  Lunch Out
Lunch In 12:30PM| 12:30 PM 1230 PM| 12:30PM| 12:30PM| 12:30 PM 12:30PM| 12:30 PM Lunch In
Day Out 500 PM| 500 PM 500PM| 5:00PM| 500PM| 5:00PM 500PM| 500PM| DayOut
Earned A A n n n A n A - q Earned
Koo 0 0 0 0 0 1] ] 0 0 0 0 0 0 0 VR
QOvertime 0 0 0 0 0 i} ] 0 1} 0 0 0 0 0 Overtime
OT Meal ] 0 0 0 0 0 0 0 o 0 0 0 0 0 OT Meal
Vacation 0 0 0 0 0 0 0 0 0 0 0 0 0 0/ Vacation
Sick-Regular 0 0 0 0 1] 0 0 0 0 0 i 0 0 0 Sick-Regular
Sick-Family ] 0 0 0 0 1] ] 0 0 0 0 0 0 0| Sick-Family
nal 0 0 0 0 0 0 0 0 0 0 0 0 0 0  Personal
p ] 0 0 0 0 ] D 0 o 0 0 0 0 0] NonComp
y 0 0 0 0 0 0 0 0 0 0 0 0 0 0 Holiday
ter 0 0 0 0 ] 0 0 0 0 0 0 0 0 0 Floater
WS ] 0 0 0 1] ] 0 0 0 0 0 0 0 0 VRWS
[-!-CL - State Holiday
0 0 D 0 0 0 0 0 0 0 0
Time Worked 7.50 7.50 0 0 7.50 750 7.50 7.50 .50 0 .50 7.50 7.50 Time Worked
Charges 0 0 0 0 0 0 0 0 0 0 1] ] 0 0 Charges
Total Time 7.50 7.50 0 0 7.50 7.50 7.50 7.50 7.50 1] 0 7.50 7.50 7.50 Tofal Time
8/25 8126 827 8/28 8/29 8/30 831 91 92 9/3 9/4 9/5 916 97
Thu Fn Sat Sun Mon Tue Wed Thu Fn Sat Sun Mon Tue Wed

Balances and Earnings

Starting Balances
Charges

Earnings

Tentative Balances

Balance Projection Vacation Sick

Personal Non Comp Holiday Floater VRWS

75.00 150.00 0 0 0 0 0
0 0 0 0 0 0 0
375 375 0 0 750/ <= 0
78.75 153.75 0 0 750 0

Contact BSC
Time & Attendance

Website
bsc.ogs.ny.gov

Email
BSCHR@ogs.ny.gov

Phone
518-457-4272
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| am... or | have...

a full-time employee

a Holiday Waiver

required to work on the holiday
that falls on a day that | AM
regularly required to work

QAN

Follow the Instructions Below

Go to the State Holiday row.

Delete the hours on that day.

Go to the top of the timesheet and complete
the Day In/ Day out boxes (Overtime
Ineligible M/C or DC 37 Employees — Check
the Present box).

Click Save.

After documenting the hours worked on
the State Holiday on the timesheet, full-
time employees who do not have a Holiday
Waiver are eligible to receive a Holiday
Payment. The Holiday Payment has been
recorded on the Payments Tab. Click
Payments.

The number of hours worked on the State
Holiday have been recorded. Click Edit if
date or time changes are needed due to
working an overnight shift. Edits to change
the number of hours should be made on the
front of the timesheet.

If your Day In time is not recorded on the day of the
holiday due to an existing agency practice, you will
need to manually add a payment.

Click below for directions on adding a payment.

( How to Manually Add a Payment )

®@ 060 000

Contact BSC Website

bsc.ogs.ny.gov

Time & Attendance

Holiday - 9/5/2016

l 8/25 8126 827 8128 8/29 8/30 8i31 91 92 9/3 9/ 95 9/6 977
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
Day In 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 Al 5:00 AM 9:00 AM
Lunch Cut 1200 PM| 12200 PM 12:00 PM| 12:00 PM| 12:00 PM 12:00 PM|| 12:00 PM
Lunch In 12:30PM| 12:30 PM 12:30 PM| 12:30PM| 12:30 PM 12:30PM| 12:30 PM
Day Qut 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5.:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
Earned q q 0 q 0 q 9 q q a 7 a
Koo 0 0 0 0 0 0 0 0 0 0 0 0 0 0
QOvertime 0 0 0 0 0 i} ] 0 1} 0 0 0 0 0
OT Meal ] 0 0 0 0 0 0 0 o 0 0 0 0 0
Vacation 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Sick-Regular 0 0 0 0 1] 0 0 0 0 0 i 0 0 0
Sick-Family 0 0 0 0 0 1] ] 0 0 0 0 0 0 0
nal 0 0 0 0 0 0 0 0 0 0 0 0 0 0
p ] 0 0 0 0 ] D 0 o 0 0 0 0 0
y 0 0 0 0 0 0 0 0 0 0 0 0 0
ter 0 0 0 0 ] 0 0 0 0 0 0 0 0 0
WS ] 0 0 0 0 ] 0 0 0 0 0 0 0 0
|HOL - State Holiday
o o 5 0 0 0 0 0 0 _> o 0
Time Worked 7.50 7.50 0 0 7.50 750 7.50 7.50 .50 @ { i 7.50 7.50
Charges 0 0 0 0 0 0 0 0 0 0 1] ] 0 0
Total Time 7.50 7.50 0 0 7.50 7.50 7.50 7.50 7.50 1] 0 7.50 7.50 7.5
8/25 8126 827 8/28 8/29 8/30 831 91 92 9/3 9/4 9/5 916 97
Thu Fn Sat Sun Mon Tue Wed Thu Fn Sat Sun Mon Tue Wed
Timesheet
Search Approval List Timesheet Workers Comp Payments ]
Audit Summary Profile Copy Delete Notes Submit *
Add || Clear @
Payment Scheduled Schedused oT
Type Begin Date Begin Time End Date End Time Amount Meais Verified Comments Holiday o1 Type sty ,
PR 0082018 1200 AM 082018 12:00 AM 150 LY N ik
Summary
Payment Code Description Amaunt Type
Hea Haiday Pay . Hours

Email
BSCHR@ogs.ny.gov

Phone
518-457-4272

Day In
Lunch Qut
Lunch In
Day Out

Earned
NonComp

Overtime
OT Meal
Vacation
Sick-Regular
Sick-Family
Personal
NonComp
Holiday
Floater

VRWS

Time Worked

Charges
Total Time
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Completing a LATS Holiday Timesheet

| am... or | have...

@
d

D
®

a full-time employee

a Holiday Waiver

required to work on the holiday that falls on a
day that | AM regularly required to work

overtime eligible

Follow the Instructions Below

@ 00O

Mark the pass day (check mark the AWS row)
if the system has not already done so.

Go to the State Holiday Row if the system
has added the row automatically.

Delete the hours on that day.

Go to the top of the timesheet and complete
the Day In/ Day Out boxes.

Click Save.

After documenting the hours worked on the State
Holiday on the timesheet, full-time employees
who do not have a Holiday Waiver are eligible to
receive a Holiday Payment. The Holiday Payment
has been recorded on the Payments Tab. Click
Payments.

The number of hours worked on the State Holiday
have been recorded. Click Edit if date or time
changes are needed due to working an overnight
shift. Edits to change the number of hours should
be made on the front of the timesheet.

If your Day In time is not recorded on the day of the
holiday due to an existing agency practice, you will
need to manually add a payment.

Click below for directions on adding a payment.

( How to Manually Add a Payment )

Holiday - 9/5/2016

825 8/26 827 828 8129 830 a3 an a2
Thu Fri Sat Sun Mon Tue Wed Thu Fri
AWS < o o o ANS
Day In Day In
Lunch Out Lunch Out
Lunch in Lunch In
Day Out 500PM  S00PM Day Out
Eamed 0 0 0 ) 0 0 0 0 0 0 Esmad
NonComp = 2 = 2 z = 2 - ~  NonComgp
Overtime ] 0 0 0 0 0 0 0 0 0 0 0 0 0  Overime
OT Meal 0 2 0 0 0 0 0 0 0 0 0 0 0 0 OT Meal
Vacation ] 0 0 0 0 0 0 0 ] 0 0 0 0 0 Vacation
Sick-Requilar ] 0 1] 0 0 0 0 0 0 0 0 0 0 0 Sick-Regular
Sick-Family ] 0 0 0 0 0 0 0 0 0 0 0 0 0 Sick-Family
nal 0 0 0 0 0 0 0 0 D 0 0 0 0 Personal
] 0 0 0 0 0 0 0 0 0 0 0 0 0 0 NonComp
raay 0 0 1] 0 0 0 0 0 0 0 0 0 0 1) Holiday
bsater 0 0 0 0 0 0 0 o 0 0 0 Floater
RWS 0 0 0 0 0 0 0 0 0 0 0 0 0 VRWS
[ HOL - State Holida
[ 0 0 0 0 0 0 0 0 E 0 D
Time Worked 7.50 7.50 0 0 7.50 7.50 7.50 7.50 7.50 0 0 7.50 7.50 Time Worked
Charges 0 0 0 i} ] 0 0 0 1] 0 0 7 0 0 Charges
Total Time 7.50 7.50 o o 7.50 7.50 7.50 7.50 7.50 0 0 75 7.50 7.50 Toltal Time
8125 826 827 8128 829 8/30 8 9 a2 973 /4 95 916 97
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
Timesheet
Search Approval List Timesheet Workers Comp Payments|
Audit Summary Profile Copy Delete Notes Submit
Add || Clear
Payment Scheduled Schedued ot
Type Begin Date Begin Time End Date End Time Amount Meals. Verified Comments Heliday oT Type Editakis
HPA oRns2E18 12:00 AM [t 12:00 AM .50 i N HiA HIA 9 * @
X Do
Summary
Payment Code Description Amount Type
HPA Haaday Pay s ours

Contact BSC

Time & Attendance

Website
bsc.ogs.ny.gov

Email
BSCHR@ogs.ny.gov

Phone
518-457-4272



https://bsc.ogs.ny.gov
mailto:BSCHR%40ogs.ny.gov?subject=

Completing a LATS Holiday Timesheet

| am... or | have... Holiday - 9/5/2016

@ 8125 8126 8127 828 8129 8130 831 a1 92 a3
a a full-time employee Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
AWS < 04 ANS
a a Holiday Waiver Deyo o Dayln
Lunch Out 12:0 Lunch Cut
9 required to work on the holiday that falls on a Lunchin 123 Lunch in
day that | AM regularly required to work Day Out 50 Day Out
Earmad 0 0 0 0 0 0 0 0 0 0 0 0 0 of Esmed
@ overtime eligible P : Horomp
Overtime ] 0 0 0 ] 0 0 0 0 0 0 0 0 0  Overime
OT Meal 0 2 0 0 0 0 0 0 0 0 0 0 0 0 OT Meal
Follow the Instructions Below st - ‘ : - - - ' - - - - 0| Veeatan
Sick-Requilar ] 0 1] 0 0 0 0 0 0 0 0 0 0 0 Sick-Regular
Sick-Family ] 0 0 0 0 0 0 0 0 0 0 0 0 Sick-Family
Mark the pass day (check mark the AWS row) aal 0 0 0 0 0 0 0 0 0 0 0 Pessonal
if the system has not done so automatically. @n 0 0 0 0 0 0 0 NenComp
ay 0 0 0 0 0 0 0 0 0 0 0 1) Holiday
Go to the State Holiday Row if the system ta'f’ . . . . . g 2 0 . 5 8 o o 0] Siiosee
has added the row automatically. B ] S_‘fg — o ! 0 0 — 0 0 0 0 8 0 0 0 0 VRWS
] 0 0 0 0 0 0 0 g @ —»*:I 0 ]
Time Worked 7.50 7.50 0 0 7.50 750 7.50 7.50 7.50 0 D 7.50 7.50 Time Worked
Delete the hours on that day‘ Charges 0 ] 0 0 0 0 0 0 0 0 0 7.50 0 0 Charges
Total Time 7.50 7.50 o o 7.50 7.50 7.50 7.50 7.50 0 0 7.50 7.50 7.50 Toltal Time
825 8/26 8127 828 829 830 8731 an a2 a3 /4 95 516 97
Thu Fn Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wead

Go to the top of the timesheet and complete

the Day In/ Day Out boxes. (OT ineligible M/C @ [Sove [ suomt |
or DC 37 Employees Check the Present box).

ONONOXOROXS,

Click Save.

For full-time employees who have holiday Balances and Earnings

pay waived (opted to earn time for holidays S . - 3

warkedandworked on thelRoliday for Balance Projection Vacation Sick Personal Non Comp Holiday Floater VRWS

the entire shift, the hours earned are Starting Balances  75.00 150.00 0 0 0 0 0

automatically added as earnings under Charges 0 0 0 0 0 0 0

Holiday Leave in the “Balances and £ = 2 20| <@

Earnings” section of the timesheet. Earnings 375 375 0 0750 0
Tentative Balances  78.75 15375 0 0 750 0 0

Contact BSC Website Email Phone ‘

Time & Attendance bsc.ogs.ny.gov BSCHR@ogs.ny.gov 518-457-4272
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Completing a LATS Holiday Timesheet

| am... or | have... Holiday - 9/5/2016
@ 825 8126 827 328 829 8130 8/31 9 92 93 9/4 a5 S a7

a full-time employee The Fri Sat  Sin  Mon  Tue  Wed  Thu Fri sat S Mon M Tue  Wed
AWS i v i ) AWS
Day In 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM : Day In
a a Holiday Waiver LunchOut | 12:00 PM| 12:00 PM 12:00 PM 12:00 M| 1 ) Lunch Out
Lunch In 12230 PM| 12:30PM 12:30 PM 12:30 PM|| 1 LunchIn
required to work on the holiday Day Qut 500PM| 500 PM 5:00 PM E00PM| 5:00PM 5 : Day Out
Earned n 0 r " r A n 5 £ Earned
a that falls on a f:lay that | AM et D 0 D 0 0 0 0 0 0 0 250 0 Ol
regularly required to work Overtime 0 0 0 0 0 0 0 0 0 =, 5.00 0 0| Overtime
OT Meal 0 0 1] 0 D 0 D 0 ] 0 0 0 ] 0 OT Meal
Follow the Instructions Below Yacten ! 9 - - : - g ! 2 : - : L 0] Yacaton
Sick-Regular D 0 0 0 0 0 D 0 0 0 0 0 0 D Sick-Regular
Mark the pass day (CheCk mark the AWS rOW) Sick-Family 0 0 0 0 0 0 i} 0 0 ] 0 0 o 0 Sick-Family
a i 0 0 0 0 D D 0 D 0 ] 0 0 0 0 B |
if the system has not already done so. " 2 s : - 5 ‘ < W) o
p 0 0 0 0 0 0 1] 0 0 0 0 0 0 0/  NonComp
Go to the State Holiday Row if the system ay 0 0 0 0 0 0 0 0 0 0 0 0 0 D)  Holiday
has added the row automatically. e - . o . g : 4 E ; s v : w, e
WS 0 0 0 0 D ¥ 0 0 0 0 0 ] 0 VRWS
Delete the hours on that day. [ HOL - State Holiday 1
0 g 0 0 0 0 0 0 0 —»D 0 0
. Time Worked 7.50 750 0 o 7.50 750 7.50 750 7.50 0 0 7.50 7.50 Time Worked
Go to the top of the timesheet and complete Chames 0 0 0 0 0 0 0 0 0 0 0 7.50 0 0. Charges
Total Time 750 7.50 0 o 7.50 7.50 7.50 7.50 7.50 0 0 7.50 7.50 7.50 Total Time
the Day In/ Day Out boxes. 8125 88 8127 a8 8129 830 8/31 91 912 973 9/4 9/5 976 917
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed

Because the time worked is on a pass day, the
employee is eligible for OT (for the total of hours . .

worked on that day) in addition to holiday pay. Fill out m m
the earned comp rows (follow normal guidelines for

7.5 hour/day employees, the first 2.5 hours should be
claimed as non-comp). Timesheet

C||Ck SaVe. Search Approval List Timesheet Workers Comp Payments

Audit Summary Profile Copy Delete Notes Submi

After documenting the hours worked on the State
Holiday on the timesheet, full-time employees who
do not have a Holiday Waiver are eligible to receive
a Holiday Payment. The Holiday Payment has been
recorded on the Payments Tab. Click Payments.

SIOMOIOOIOS

The number of hours worked on the State Holiday have Add || Clear
been recorded. Click Edit if date or time changes are o P P =

needed due to working an overnight shift. Edits to Type Begin Date Begin Time End Date End Time Amoid | Mo | Veiles | Comments Holiday ot Type | Esmbe

change the number of hours should be made on the

front Of the t|mesheet HPA 00082018 1200 AM G0a2018 12:00 AM 750 Nid N A

If your Day In time is not recorded on the day of the

holiday due to an existing agency practice, you will

Summary
need to manually add a payment.
Click below for directions on adding a payment. ::“”C“” :"‘::“ ":"‘”‘ i

( How to Manually Add a Payment )

Contact BSC Website Email Phone

Time & Attendance bsc.ogs.ny.gov BSCHR@ogs.ny.gov 518-457-4272
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Completing a LATS Holiday Timesheet

| am... or | have...

a full-time employee

DID WORK on the holiday that falls on a
day that | AM regularly required to work

overtime eligible

QAR

Follow the Instructions Below

If the system has not already done so, select
the Leave Category “HOL - State Holiday”
from the drop down menu.

Click Add Leave Category.

Add the number of hours of your regular
schedule to the State Holiday row (either 7.5
or 8).

Go to the top of the timesheet and complete
the Day In/ Day Out boxes.

Because the time worked is outside of

the normal shift (9:00am to 5:00pm), the
employee is eligible for OT for the total of
hours worked on that day. Fill out the earned
comp rows (follow normal guidelines for

7.5 hour/day employees, the first 2.5 hours
should be claimed as non-comp).

ONONONORS

Click Save.

@

Contact BSC Website

bsc.ogs.ny.gov

Time & Attendance

Holiday - 9/5/2016

826 827 8128
Fri Sat Sun
4 v
9.00 AM
12:00 PM
12:30 PM
5:00 PM
0 o
0 0
0 0
0 i]
0 0
0 ]
0 0
= a
0 0
0 ]
0 ]
0 [t}
7.50 ]
0 (1]
7.50 1]
8/26 827 8128
Fri Sat Sun

ololololololollo

clale

oo 2

8/29
Mon

9:00 AM
12:00 PM
12:30 PM

5:00 PM

0

olalalala

o

alole

0
7.5

o

0
0
7.50
8/29
Mon

®
v

8130
Tue

9:00 AM
12:00 PM
12:30 PM

5:00 PM

allalla

olola

ol e

==

=]

0

7.50

0

7.50
8/30
Tue

831
Wed

9:00 AM
12:00 PM
12:30 PM

5:00 PM

clololalalla

o

ololola

[=]

7.

o
(=R

en

74
831
Wed

91
Thu

9:00 AM
12:00 PM
12:30 PM

5:00 PM

[=]

ale

ololoe

7.50
91
Thu

92
Fri

9:00 AM
12:00 PM

12:30 PM

[=]

ololaolalola

o o

=]

972
Fri

913 9/4 9/5 9/6
Sat Sun Mon Tue
rd 4

5:00 PM 9:00 AM

12:00 PM

. 12:30 PM

8:30PM| 5:00PM

! 0 2.50 ]

* 1.001 0

] 0 i 0

0 0 0 0

0 0 0 0

0 0 0 0

0 0 0 0

o 0 0 ]

0 D 0 0

0 0 0 0

0 0 0 0

* 1]

o 750

0 0 0

0 0 7.50
83 9/4 9i5 9/6
Sat Sun Mon Tue

T
Wed

9:00 AM
12:00 PM
12:30 PM

5:00 PM

AWS
Day In
Lunch Out
Lunch In
Day Out

Eamed
NonComp

Overtime
OT Meal
Vacation
Sick-Regular
Sick-Family
Personal
NonComp
Holiday
Floater
VRWS

Time Worked
Charges
Total Time

8125
S
 Extres [
ANS
Day In 9:00 AM
Lunch Out 12:00 PM
Lunch In 12:30 PM
Day Cut 5:00 PM
Earned a
NonComp
Qvertime 0
OT Meal 0
Vacation 0
Sick-Regular 0
Sick-Family 0
Personal 0
NonComp i
Holiday 0
Floater 0
VRWS 0
HOL - State Holiday

0
Time Worked 7.50
Charges 0
Total Time 7.50

8125

Thu

Leave:

HOL - State Holiday

Email
BSCHR@ogs

.ny.gov

Phone
518-457-4272
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Completing a LATS Holiday Timesheet

| am... or | have... Holiday - 9/5/2016
@ 8125 8I26 8127 8/28 8i29 8i30 8131 9 92 93 94 a/5 96 97
a a full-time employee Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
AWS v v v v AWS
. . Day In 900 AM 900 AM| G00AM| S00AM| 9:00AM| 900 AM 230PM|| D:o0AM| 900 AM Day In
a Holiday Waiver
e y LunchOut | 12:00 PM 12:00 PM 12:00PM| 12:00 PM| 12:00 PM _> 12.00 PM| 12:00PM  Lunch Out
DID NOT WORK for a portion of the day on the Lunch In 12:30 PM 12:30 PM| 12:30PM| 12:30 PM 30 PM 0 PM Lunch In
holiday that falls on a day that | AM regularly SR 5.00PM) 500 PM 5:00 PM 500PM| 5:00PM| 5:00PM 8:30 PM Day Out
required to work Aol 0 0 0 0 0 0 { g o - £ 20 J ) N
overtime e|igib|e Overtime 0 0 o D 0 0 i) 0 0 i 1.00 0 ] Overtime
OT Meal 0 0 0 0 0 0 0 0 0 0 0 T 0 0 OT Meal
Follow the Instructions Below Mocatkn . : - : i : . : : . : : - 0) Vst
Sick-Regular 0 a 0 0 0 0 0 0 0 a 0 a 0 0 Sick-Regular
If the system has not already done so, select EleR oy 2 3 s g ¢ 0 L g g 3 o ¥ 2 0\ SiclcEamiy
the Leave Category “HOL _ State HoIiday” Personal 0 0 o 0 0 0 0 0 0 0 1] 0 0 a Personal
frOm the drop down menu NonComp 0 0 0 0 0 0 0 0 0 0 o 0 0 0  NonComp
’ Holiday 0 i 0 0 0 0 0 0 0 0 0 0 0 Holiday
Click Add Leave Category. Floater 0 0 0 0 0 0 0 0 0 0 0 0 0 0 Fioater
VRWS 0 0 0 0 0 0 0 0 0 0 0 0 VRNS
Add the number of hours within your regular schedule HOL - State Holiday
that you did not work to the State Holiday row. 0 0 0 0 0 0 0 D 0 e - 0 0
. Time Worked 7.50 7.50 0 0 7.50 7.50 7.50 7.50 7‘50 7.50 7.50 Time Worked
Go to the top of the timesheet and complete Charges 0 0 0 0 0 0 0 0 0 0 0  Charges
Total Time 750 750 i D 750 7.50 750 7.50 7 5@ 0 7 ra 750 750 Total Time
the Day In/ Day Out boxes. 85 826 8R7 B8 BP9 80 8 8 52 o3 94 o/5 o6 a7
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
Because the time worked is both inside and outside
the normal shift (9:00am to 5:00pm), the employee is
eligible for OT for those hours outside of the shift day.
Fill out the earned comp rows (follow normal guidelines
for 7.5 hour/day employees, the first 2.5 hours should be
claimed as non-comp).
@ Click Save. Leave: |HOL - State Holiday v |G
After documenting the hours worked on the State
Holiday on the timesheet, full-time employees who imesheet 4
do not have a Holiday Waiver are eligible to receive i B ool s Ml v S
a Holiday Payment. The Holiday Payment has been At ey Brofle [ Copy [ Belets [ Notes | submit
recorded on the Payments Tab. Click Payments.
The number of hours worked on the State Holiday have
been recorded. Click Edit if date or time changes are Add || G
needed due to working an overnight shift. Edits to (o Scheduled Scheduied ot
Change the number of hours should be made on the Type Begin Date Begin Time End Dale End Time Amount Meals Verified Comments Holiday ot
front Of the timGSheet' HPA 000812018 1200 AM ana2018 12:00 AM 150 N, N Nk
If your Day In time is not recorded on the day of the
holiday due to an existing agency practice, you will
need to manually add a payment. G
Click below for directions on adding a payment. L)
Payment Code. Description Amount Type
( How to Manually Add a Payment )

Contact BSC Website Email Phone

Time & Attendance bsc.ogs.ny.gov BSCHR@ogs.ny.gov 518-457-4272
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Completing a LATS Holiday Timesheet

| am... or | have...

a a full-time employee

a a Holiday Waiver

a DID NOT WORK for a portion of the day on the
holiday that falls on a day that | AM regularly

required to work
overtime eligible
Follow the Instructions Below

If the system has not already done so, select
the Leave Category “HOL - State Holiday”
from the drop down menu.

Click Add Leave Category.

Add the number of hours of your regular
schedule to the State Holiday row.

Go to the top of the timesheet and complete
the Day In/ Day Out boxes.

Because the time worked is inside and outside of the
normal shift (9:00am to 5:00pm), the employee is
eligible for OT for the hours outside their normal shift.
Fill out the earned comp rows (follow normal guidelines
for 7.5 hour/day employees, the first 2.5 hours should be
claimed as non-comp).

Click Save.

For full-time employees who have holiday pay waived
(opted to earn time for holidays worked), and worked on
the holiday for a portion of their regular schedule, will
automatically receive accruals for the portion of time
worked inside their shift under Holiday Leave in the
“Balances and Earnings” section of the timesheet for.

00 ©OOOO

Contact BSC Website

bsc.ogs.ny.gov

Time & Attendance

Holiday - 9/5/2016

ANS
Day In
Lunch Out
Lunch In

Day Out

Eamed
NonComp

Qvertime
OT Meal
Vacation
Sick-Regular
Sick-Family
Personal
NonComp
Haliday
Floater

VRWS

HOL - State Holiday

Time Worked
Charges
Total Time

8125 8126 827 828 8/29 8/30 8131 91 92
Thu Fri Sat Sun Mon Tue Wed Thu Fri
v v

9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM

1200 PM| 12:00 PM 12:00 PM| 12:00 PM| 12:00 PM| 12:00 PM| 12:00PM

1230 PM| 12:30 PM 12:30PM| 1230PM| 12:30PM| 12:30PM| 12:30PM

5:00PM| 5:00 PM 500PM| 5:00PM| 5:00PM| 500PM| 5:00PM

0 0 o 0 1] 0 0 1] o

0 0 o D 0 0 i) 0 0

0 0 o 0 0 0 0 0 0

0 0 0 D 0 0 0 0 0

0 0 o V) o ] 0 0 0

0 0 D 1) 0 0 0 0 1]

0 0 o 0 0 0 0 0 0

0 0 0 0 0 0 0 0 0

0 0 o 0 1] 0 0 i] 0

0 0 0 D 0 ] 0 0 0

0 0 o 0 0 0 0 0 0

0 0 0 0 0 0 ] 0 0

7.50 7.50 (1] 0 7.50 7.50 7.50 7.50 7.50

a 0 (1] 0 0 0 1] 0 0

7.50 750 a 0 7.50 7.50 7.50 750 7.50
8125 8/26 827 B/28 8/29 8/30 8/31 91 92
Thu Fri Sat Sun Mon Tue Wed Thu Fri

@,

Leave:

Email

HOL - State Holiday

93
Sat
v

9/3
Sat

(=FIN=

olojlaleljlalleja|lolalle
=]
=]

ol o

=0 =]

alo

9/4
Sun

@-»

9/5 16
Mon Tue
230 PM|  9:00 AM

12:00 PM
12:30 PM
5:00 PM

2.50 0

ololololololalo
olo|lojlololalale

]
[=]

©

D
0 7.50 7.50
0 0 ]
0 7.50 750
9/4 9/5 9/6
Sun Mon Tue

87
Wed

9:00 AM

12:00 PM

12:30 PM

5:00 PM

87

0

o

alo

olo

7.50

Wed

AWS
Day In
Lunch Out
Lunch In
Day Out

Eamed
NonComp

Overtime
OT Meal
Wacation
Sick-Regular
Sick-Family
Personal
NonComp
Holiday
Floater
YRWS
=

Time Worked
Charges
Total Time

Og=1-

Balance Projection

Starting Balances
Charges

Earnings

Tentative Balances

Balances and Earnings

Vacation Sick

75.00 150.00 0
0 0 0
375 375 0
0

78.75 153.75

Personal Non Comp Holiday Floater VRWS

BSCHR@ogs.ny.gov

Phone
518-457-4272
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Completing a LATS Holiday Timesheet

| am... or | have...

@
d

@
®

PEF employee

a Holiday Waiver

required to work for a portion of my shift on a
holiday that falls on a day that | AM regularly
required to work

overtime eligible

Follow the Instructions Below

©@ 00 © ©6

Go to the State Holiday row.

Add the number of hours you observed the
holiday for (did not work) to the State Holiday
row.

Go to the top of the timesheet and complete
the Day In/ Day out boxes. (M/C Employees
SG-23 and above — Check the Present box).

Click Save.

After documenting the hours worked on the State
Holiday on the timesheet, full-time employees who
do not have a Holiday Waiver are eligible to receive
a Holiday Payment. The Holiday Payment has been
recorded on the Payments Tab. Click Payments.

The number of hours worked on the State Holiday have
been recorded. Click Edit if date or time changes are
needed due to working an overnight shift. Edits to
change the number of hours should be made on the
front of the timesheet.

If your Day In time is not recorded on the day of the
holiday due to an existing agency practice, you will
need to manually add a payment.

Click below for directions on adding a payment.

( How to Manually Add a Payment )

Contact BSC

Time & Attendance

Website
bsc.ogs.ny.gov

Holiday - 9/512016

- 8125 8/26 827 8/28 8129 8/30 8/31 91 9/2 9/3 9/4 9/5 86 97
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
AWS v 7 ’ ’ AWS
Day In G:00 AM 9:00 AM 9:00 AM 9:00 AM 2:30PM 9:00 AM 2:00 AM Day In
Lunch Out 12:00 PM 12:00 PM| 12:00 PM| 12:00PM| 12:00PM| 12:00 PM . 12:00 PM| 12:00PM| Lunch Out
Lunch In 12:30 PM 1230 PM| 12:30 PM| 12:30PM| 12:30PM| 12:30PM 12:30PM| 12:30PM Lunch In
Day Cut 5:00 PM 5:00PM| 5:00PM| 500PM| S5:00PM| 500PM 8:30PM| 5:00PM| 5:00PM Day Out
Earned P A o P A 0 a F 0 Eamned
NonComp D 0 D 0 D 0 0 0 D 0 0 0 ) 0 NanComp
Qvertime 0 0 0 0 0 0 0 0 0 0 0 ] 0 0| Owerime
OT Meal D b 0 0 0 ] 0 0 0 ] 0 0 0 D OT Meal
Vacation 0 0 0 0 0 0 0 0 0 0 0 0 0 0 Vacation
Sick-Regular 0 0 o 0 0 1] D 0 o 1] 0 0 0 D! Sick-Regular
Sick-Family 0 0 0 0 0 i] 0 i] ] ] ] D 0 D| Sick-Family
nat 0 0 0 0 0 ] 0 0 D 0 D ] 0 0| Personal
p 0 0 0 ] 0 0 0 0 0 0 0 0 0 1] NonComp
ay 0 0 0 0 0 0 0 0 0 0 0 ] 0 0 Holiday
*aier D 0 0 0 0 0 D 0 0 0 ) D 0 0 Floater
RWS 0 0 D 0 0 0 0 0 0 0 0 1] 0 0] VRWS
| HoL - state Holiday
0 0 0 0 0 0 0 0 0 0 D
Time Worked 7.50 7.50 0 0 7.50 7.50 750 7.50 7.50 7.50 7.50 Time Worked
Charges 0 0 4] 0 0 0 0 ] 0 0 0 Charges
Total Time 7.50 7.50 o ] 7.50 7.50 7.50 7.50 7.50 7.50 7.50 Total Time
8125 8/26 827 8/28 8129 8/30 8/31 91 9/2 13 S/4 9/5 S/6 9T
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
Timesheet
Search Approval List Timesheet Workers Comp Payments
Audit Summary Profile Copy Delete Notes Submﬂ*
Add || Clear
Payment Scheduled Scheduled ot
Type Begin Dale Begin Time End Date End Time Amount Meals. Verified Comments Haliday oT Type Editable
HPA oR082018 1200 AM ana2018 12:00 A 750 i L] A * @
Summary
Payment Code Description Amount Type
Hea Hoiday Pay 75 Hours

Email
BSCHR@ogs.ny.gov

Phone

518-457-4272
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Completing a LATS Holiday Timesheet

| am... or | have...

a required to work outside of my shift

@ a Holiday Waiver
@ required to work on a holiday that falls on a day
that | AM regularly required to work

a overtime eligible

Follow the Instructions Below

Mark the pass day (check mark the AWS row)
if the system has not already done so.

Go to the State Holiday Row if the system
has added the row automatically.

Delete the hours on that day.

Go to the top of the timesheet and complete
the Day In/ Day Out boxes.

Because the time worked is on a pass day, the
employee is eligible for OT for the total of hours
worked on that day. Fill out the earned comp
rows (follow normal guidelines for 7.5 hour/day
employees, the first 2.5 hours should be claimed
as non-comp).

Click Save.

®©@ 00000

The BSC will manually credit the Balance and
Earnings section of the timesheet under the
Holiday accruals column based on your standard
work day hours (7.5/8.0).

Contact BSC Website

bsc.ogs.ny.gov

Time & Attendance

Heliday - 9/5/2016

w 8125 8/26 827 8/28 8129
Thu Fri Sat Sun Men
AWS & V|
Day In 9:00 AM| 9:00 AM 8:00 AM
Lunch Qut 12:00 PM| 12:00 PM 12,00 PM
Lunch In 12:30 PM 2:30 PM 12:30 PM
Day Out 500PM| 500 PM 5:00 PM
Eamed 0 0 0 0 0
NonComp
Overtime 0 0 0 0 0
OT Meal V] 0 0 ] 0
Wacation 0 0 0 0 0
Sick-Regular 1] 0 1] 0 1]
Sick-Family 0 0 0 0 0
nal 1] 0 0 0 1]
p 0 0 o 0 D
ay 1] 0 0 0 0
ater o 0 0 0 0
RWS 0 0 0 0 0
| HOL - State Holiday

0 a a i} 0
Time Worked 7.50 7.50 ] 0 7.50
Charges 0 0 1] 0 0
Total Time .50 1.50 0 0 1.50

8/25 8/26 827 8i28 8129

Thu Fri Sat Sun Men

Email

BSCHR@ogs.ny.gov

8/30
Tue

9:00 AM
12:00 PM
12:30 PM

5.00 PM

=]

olole

ololo

[=]

7.5
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Phone
518-457-4272
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0

0

0

0

0

0

0

0

0

0

0

(]
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0

7.50
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5:00 PM
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Sat
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914 9/5
Sun Mo
v v

- :
1
8:30 PM
0 2.50
. 0 1.00
0 ]
0 0
0 0
0 0
0 0
0 0
i 0
0 0
0 0
3.50
0 0
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Completing a LATS Holiday Timesheet

| am... or | have...

required to work both inside and outside
of my shift

a Holiday Waiver

required to work on a holiday that falls on a day
that | AM regularly required to work

©0 &

Follow the Instructions Below

Mark the pass day (check mark the AWS row)
if the system has not already done so

Go to the State Holiday Row if the system
has added the row automatically.

Delete the hours on that day.

Go to the top of the timesheet and complete
the Day In/ Day Out boxes.

Because the time worked is on a pass day, the
employee is eligible for OT for the total of hours worked
on that day. Fill out the earned comp rows (follow
normal guidelines for 7.5 hour/day employees, the first
2.5 hours should be claimed as non-comp).

Click Save.

After documenting the hours worked on the State
Holiday on the timesheet, full-time employees who
do not have a Holiday Waiver are eligible to receive
a Holiday Payment. The Holiday Payment has been
recorded on the Payments Tab. Click Payments.

00 ©@OOOO

The number of hours worked on the State Holiday have
been recorded. Click Edit if date or time changes are
needed due to working an overnight shift. Edits to
change the number of hours should be made on the
front of the timesheet.

The BSC will manually credit the Balance and Earnings
section of the timesheet under the Holiday accruals
column based on the portion of the holiday you
observed (did not work).

If your Day In time is not recorded on the day of the
holiday due to an existing agency practice, you will
need to manually add a payment.

Click below for directions on adding a payment.

( How to Manually Add a Payment )

Contact BSC Website

bsc.ogs.ny.gov

Time & Attendance

Holiday - 9/5/2016 @
m 8125 8126 8r27 8/28 8129 8130 8131 an 92 913 974 9.’5, 87
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mo Tue Wed
ANS 4 < d AWS
Day In 9:00 AM| 9:00 AM §:00 AM 9:00 AM| 9:00AM|| 9:00 AM| 9:00 AM 2 Day In
Lunch Out 12:00 PM| 12:00 PM 12:00 PM| 12:00 PM| 12:00 PM| 12:00 PM| 12:00 PM| 13 I 12:00 PM| 12:00 PM| Lunch Out
Lunch In 12:30 PM| 12:30 PM 1230 PM|| 12:30PM| 1 12:30 PM| 12:30 PN Lunch In
Day Qut 500PM| 5:00 PM 500PM| 500PM| 500PM 500 PM|  Day Out
Eamed n n n n n n Pr Eamed
0 2 0
NonComp &) X . % : 'I v J = . o s - . NonComp
Overtime 0 0 0 0 0 0 0 0 0 0 3.50 0 ] Overtime
QOT Meal 0 0 0 0 0 0 0 0 0 0 0 0 0 0 OT Meal
Vacation 0 0 0 0 0 0 0 0 0 0 0 0 0 0 Vacation
Sick-Regular 0 ] 0 0 0 0 0 ] 0 0 0 0 0 0 Sick-Regular
Sick-Family 0 0 a 0 0 0 0 0 0 0 0 0 0 Sick-Family
nal 0 0 0 0 0 0 0 0 0 0 0 0 i D Personal
p 0 0 0 0 ] ] 0 0 ] 0 ] 0 ] ] NonComp
ay 0 0 0 ] 0 0 0 0 0 0 0 o ] 0 Holiday
ater 0 0 0 ] 0 0 0 0 0 0 0 ] 0 Floater
RWS 0 0 0 0 0 0 0 ] 0 ] 0 D 0 0 VRWS
[ HOL - State Holiday
Time ‘Worked 7.50 7.50 0 ] 7.50 7.50 7.50 7.50 7.50 ] 3.50 7.50 7.50 Time Worked
Charges 0 1] i) 0 0 1] 0 0 0 0 0 0 0 0 Charges
Total Time 7.50 7.50 0 0 7.50 7.50 7.50 7.50 7.50 7.50 0 3.50 7.50 7.50 Total Time
8/25 826 8127 8i28 829 830 8131 81 92 813 9/4 815 9i6 a7
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
Timesheet
Search Approval List Timesheet Workers Comp Payments
Audit Summary Profile Copy Delete Notes SHBMII*
Add || Clear
Payment Scheduled Scheduled ot
Type Begin Dale Begin Time End Date End Time Amount Meals. Verified Comments Haliday oT Type Editable
HPA sasz01s 1200AM i 1200 4M 50 Nk W Nk HiA *
Summary
Payment Code Description Amount Type
Hea Hoiday Pay 75 Hours

Email
BSCHR@ogs.ny.gov

Phone
518-457-4272
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Completing a LATS Holiday Timesheet

| am... or | have...

a full-time employee

a Holiday Waiver

required to work on the holiday
that falls on a day that | AM
regularly required to work

DA

Follow the Instructions Below

Mark the pass day (check mark the AWS row)
if the system has not done so automatically.

Go to the State Holiday Row if the system
has added the row automatically.

Delete the hours on that day.

Go to the top of the timesheet and complete
the Day In/ Day Out boxes.

Since the time worked is on a pass day, you
are eligible for OT (for the total of hours
worked on that day) in addition to vacation
leave. Fill out the earned comp rows (for
7.5 hour/day employees, the first 2.5 hours
should be claimed as non-comp).

Click Save.

For full-time employees who are holiday
pay waived (opted to earn time for holidays
worked), and worked on the holiday for
the entire shift, the hours earned are
automatically added as earnings under
Vacation Leave in the “Balances and
Earnings” section of the timesheet.

0 000006

Contact BSC
Time & Attendance

Website
bsc.ogs.ny.gov

Holiday - 9/5/2016

-N ET
8129 8/30 831 9 a2 93 9/4 9/5 @ 97

@ 8125 8/26 827 8/28
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Maon Tue Wed
AWNS ' | v s AWS
Day In 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:0 9:00 AM 9:00 AM Day In
Lunch Out 1200 PM| 12:00 PM 12.00 PM| 12:00 PM| 12:00 PM| 12:00 PM| 12 * 12:00 PM|| 12:00 PM Lunch Out
Lunch In 1230PM| 12:30 PM 1230 PM| 1230PM| 12:30PM| 1230 PM| 12:38 1230 PM Lunch In
Day Out 5:00PM| 5:00 PM 5:00 PM 5:00PM| 5:00 PM 5:00 PM| 5:00 PA 5.00 PM Day Out
Earned i 0 0 0 ; o g  Eamed
NonComp v = - 0 Y 3 2 4 ’ 0 Y NonComp
Overtime 0 0 0 0 0 1] 0 0 0 0 0 Overtime
OT Meal 0 0 0 0 0 0 0 0 0 0 0 OT Meal
vacation 0 0 0 0 0 0 0 0 0 0 0  wacation
Sick-Regular 0 0 0 0 1] 0 0 0 0 0 0 Sick-Regular
Sick-Family 0 0 0 0 o 0 0 0 0 0 0 0 0 0  Sick-Family
nal 0 0 0 0 0 0 0 0 0 0 0 0 0 0 Personal
p 0 ] 0 0 0 0 0 0 0 0 0 ] 0 ] NonComp
lay 0 0 0 0 0 0 0 0 0 0 0 0 0 0 Holiday
ater 0 0 D i o 0 0 0 0 0 0 0 0 a Floater
WS 0 0 0 0 0 0 0 0 0 0 0 0 0 0 VRWS
| HOL - State Holiday )
0 ] 0 0 0 0 0 0 0 =l 0 0 0
Time Worked 7.50 7.50 0 0 7.50 7.50 7.50 7.50 750 ( 55 750 7.50 Time Worked
Charges i} 0 0 0 i} 0 0 0 0 0 0 0 0 0  Charges
Total Time 7.50 7.50 i} 0 7.50 7.50 7.50 7.50 7.50 7.50 1] 7.50 7.50 7.50 Tofal Time
8/25 5i26 827 8/28 8/29 8/30 831 91 912 93 9/4 9/5 9/6 a7
Thu Fri Sat Sun Men Tue Wed Thu Fri Sat Sun Mon Tue Wed

Balance Projection Vacation Sick

Starting Balances
Charges

Earnings

Tentative Balances

Email
BSCHR@ogs.ny.gov

©—

Balances and Earnings

Personal Non Comp Holiday Floater VRWS

100.00 600.00 0 0 0 0 0
0 0 0 0 0 0 0
7.50 4—@ 0 2.50 0 0 0
107.50 600.00 0 2.50 0 0 0

Phone
518-457-4272

Jo b G

Back Next
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Completing a LATS Holiday Timesheet m

| am... or | have... Holicy- 50 16
. w 8/25 8126 8127 8/28 8129 830 /31 911 912 93 94 /5 9/6 a7
a full-time employee Thu Fri Sat Sun Man Tue Wed Thu Fri Sat Sun Mon Tue Wed
Day In 900 AM .00 AM 9:00 AM 9:00 AM 9:00 AM a:00 AM 9:00 AM 9:00 AM 4:00 AM .00 AM Day In
Lunch Out 12:00 PM|| 12:00 PM 12:00 PM| 12:00 PM| 12:00 PM| 12:00 PM . 1200 PM| 1200 PM Lunch QOut
a a Holiday Waiver Lunchin | 12:30PM| 12:30 PM 1230 PM| 12:30PM| 12:30PM| 12:30PM 1230PM| 1220PM|  Lunchin
Day Out 500 PM| 5:00 PM 500PM| 500PM| 500PM| 5:00PM 500PM| 500PM| DayOut
required to work on the holiday Nigﬂ‘ggp 0 0 0 0 0 0 0 0 0 0 0 0 0 0 Ngggjn‘jp
that falls on a day that | AM Overtime 0 0 0 0 0 0 0 0 0 0 0 0 0 0| Owertime
regularly required to work OT Meal 0 0 0 0 0 0 0 0 0 0 0 0 0 0l OT Meal
Vacation a 0 0 0 D 0 1] 0 0 0 ) 0 i 0 Vacation
FO"OW the |nstructions BG'OW Sick-Regular 0 0 0 0 0 0 0 0 0 0 0 i] 0 0 Sick-Regular
Sick-Family 0 0 0 0 0 0 0 0 0 0 0 0 0 0| Sick-Famiy
nal 0 0 0 0 0 0 0 0 0 0 0 0 0 0 Personal
Go to the State Holiday row. P g - ! D ; Y ¢ 2 0 1 b 3 5 0| geliacainp
ay i} i 0 0 1] 0 0 0 1] o 0 0 ] 0 Holiday
tater 0 0 0 0 i] 0 0 0 0 0 0 0 0 0 Floater
WS ] 0 0 a 1] 1] 0 0 0 0 0 0 0 0 VRWS
Delete the hours on that day. = ,
[ HOL - State Holiday
o 5 D 0 0 0 0 0 0 0 0
) Time Worked 7.50 7.50 0 (1] 7.50 7.50 7.50 7.50 750 a 1.50 7.50 7.50 Time Worked
Go to the top of the timesheet and complete Charges 0 0 0 0 0 0 0 0 0 0 a 0 0 0  Charges
Total Time 7.50 7.50 0 0 7.50 7.50 7.50 7.50 7.50 0 0 7.50 7.50 750 Toal Time
the Day In/ Day Out boxes. 8125 8126 8127 8/28 8/29 8/30 a3t 9/ a2 913 9/4 95 915 97
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
@ Click Save. @ B R [
For full-time employees who have holiday
pay waived (opted to earn time for holidays

worked), and worked on the holiday for Balances and Earnings
the entire shift, the hours earned are

. : Balance Projection Vacation Sick Personal Non Comp Holiday Floater VRWS
automatically added as Earnings under

Vacation Leave in the “Balances and Starting Balances 100.00 600.00 0 0 0 0 0
Earnings” section of the timesheet. Charges 0 0 0 0 0 0 0
Earnings 750 | <= 0 2.50 0 0 0

Tentative Balances 107.50 600.00 0 250 0 0 0

Contact BSC Website Email Phone ‘ @ ’ -
Time & Attendance bsc.ogs.ny.gov BSCHR@ogs.ny.gov 518-457-4272

Back Next
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Completing a LATS Holiday Timesheet

| am... or | have...

a a full-time employee

a a Holiday Waiver

a DID NOT WORK for a portion of the day on the
holiday that falls on a day that | AM regularly

required to work
overtime eligible
Follow the Instructions Below

If the system has not already done so, select
the Leave Category “HOL - State Holiday”
from the drop down menu.

Click Add Leave Category.

Add the number of hours you observed the
holiday for to the State Holiday row.

Go to the top of the timesheet and complete
the Day In/ Day Out boxes.

Because the time worked is inside and outside of the
normal shift (9:00am to 5:00pm), the employee is
eligible for OT for the hours outside their normal shift.
Fill out the earned comp rows (follow normal guidelines
for 7.5 hour/day employees, the first 2.5 hours should be
claimed as non-comp).

Click Save.

For full-time employees who have holiday pay waived
(opted to earn time for holidays worked), and worked on
the holiday for a portion of their regular schedule, will
automatically receive accruals for the portion of time
worked inside their shift under Vacation Leave in the
“Balances and Earnings” section of the timesheet for.

00 ©OOOOO

Holiday - 9/5/2016

W 8125 826 8127 8/28 8129 830 8131 91 92
Thu Fri Sat Sun Mon Tue Wed Thu Fri
ANS td '

Day In 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
Lunch Out 12:00 PM| 12:00 PM 12:00PM| 12:00 PM| 12:00PM| 12:00 PM| 12:00 PM
Lunch In 1230 PM| 12:30 PM 12:30PM| 12:30PM| 12:30PM| 12:30PM| 12:30 PM
Day Out 5:00 PM| 5:00 PM 5.00PM| 5:00PM| 500PM| 5:00PM| 5:00PM
Earned e , o o P p a0
NonCorio 0 0 i] 0 0 0 0 0 ]
Qvertime 0 0 0 D 0 0 D 0 0
QT Meal 0 0 o 0 0 0 0 0 0
Vacation 0 0 0 D 0 0 0 0 0
Sick-Regular 0 0 o V) o ] 0 0 0
Sick-Family 0 D D 0 1] 0 0 1]
Personal 0 0 o 0 0 0 0 0
NonComp 0 0 0 0 0 0 0 0 0
Holiday 0 0 o 0 1] 0 0 i] 0
Floater 0 0 0 0 0 0 i} 0 0
VRWS 0 0 o 0 0 0 0 0 0
HOL - State Holiday

0 0 0 0 0 0 0 0 0
Time Worked 7.50 7.50 0 0 7.50 7.50 7.50 7.50 7.50
Charges a 0 (1] o 0 0 1] 0 0
Total Time 7.50 750 a 0 7.50 7.50 7.50 750 7.50

8125 8/26 827 8/28 8/29 8130 8131 91 82

Thu Fri Sat Sun Mon Tue Wed Thu Fri
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v
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o

alo
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7.50
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Wed

Leave:

HOL - State Holiday

Balances and Earnings

Balance Projection Vacation Sick

AWS
Day In
Lunch Out
Lunch In
Day Out

Eamed
NonComp

Overtime
OT Meal
Wacation
Sick-Regular
Sick-Family
Personal
NonComp
Holiday
Floater
YRWS
=

Time Worked
Charges
Total Time

Personal Non Comp Holiday Floater YRWS

Contact BSC Website

bsc.ogs.ny.gov

Time & Attendance

Starting Balances  100.00 600.00 0 0 0 0 0
Charges 0 0 0 0 0 0 0

Earnings 250 |-g=8 0 2.50 0 0 0
Tentative Balances 10250 600.00 0 250 0 0 0

Email
BSCHR@ogs.ny.gov

Phone
518-457-4272


https://bsc.ogs.ny.gov
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Completing a LATS Holiday Timesheet LATS A

| am... or | have...

&
&
D

a full-time M/C employee

Holiday - 9/5/2016

a Holiday Waver 8125 8126 8127 8/28 8/29 8/30 a/31 an a2 a3 an 95 9% a7
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
AWS v v v AWS
Present 'l o« 7 3 v td d * - vl s Present
overtime eligible Absent Asent
PT:}?M%?” 0 0 0 0 0 0 0 0 0 0 0 B 0 = PT?mixtra
FO"OW the |nstructions BG'OW OT Meal 0 0 0 0 0 0 0 0 0 0 0 0 0 0 OT Meal
Vacation i] 0 0 i] 0 0 0 0 0 0 0 i 0 o Vacation
Sick-Reguilar 0 0 1] 1] 0 0 0 0 0 0 0 0 0 0 Sick-Regular
GO to the State Hollday row. Sick-Family 1] 0 0 0 0 0 0 0 0 0 0 0 il D Sick-Family
Personal 0 1] 0 i] V] 0 0 0 0 0 ] 0 0 0 Personal
NonComp 0 0 0 0 0 0 0 0 0 0 0 0 0 0 NonComp
Holiday li] 0 0 0 1] 0 0 0 0 0 0 0 i 0 Holiday
Delete the hours on that day. Floater 0 0 0 0 0 0 0 0 0 0 0 0 0 Floater
VRWS 0 0 0 0 0 0 0 0 0 0 0 0 VRWS
[~O, - State Holiday I ,
Go to the tOp of the timesheet and check the 8/25 826 8/27 8/28 8/29 8130 8i31 an 92 9/3 94 9/5 9/6 ST
Present box. If a full day, 7.5 or 8 hours was Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
not worked, check the Absent box as well. In
the State Holiday row indicate the difference gl "

in hours between what was worked and your
standard hours per day.

Click Save. Balances and Earnings

Balance Projection Vacation Sick Personal Non Comp Holiday Floater VRWS

@0 66006

For full-time employees who have holiday Starting Balances 75.00 150.00 0 0 0 0 0
pay waived (opted to earn time for holidays Charges 0 0 0 0 0 0 0
worked), and worked on the holiday, the = —

hours earned are automatically added Earnings 3015 375 0 0 m <+ @ 0
as Earnings under Ho||day Leave in the Tentative Balances 7875 16375 0 1] 750 0
“Balances and Earnings” section of the

timesheet.

Contact BSC Website Email Phone

Time & Attendance bsc.ogs.ny.gov BSCHR@ogs.ny.gov 518-457-4272
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Completing a LATS Holiday Timesheet

Supplemental Guidance for Manually Adding a Payment

@—> Payment Type | Holiday Pay @ ¢ v
@_> Begin Date 9/5/2016 i Begin Time ®
@—> End Date 9/5/2016 i End Time C) Scheduled Shift

Hours @ f

Comments

@ —> Add Clear

If your Day In time is not recorded on the day of the holiday due to an existing agency practice:

Please Complete the Required Fields (marked in red above): Payment Type, Begin Date, End Date, Begin Time, and
End Time.

The Begin and End Date must be the same. The total hours will calculate automatically, but will not deduct a lunch

period. Employees do not receive holiday pay for lunch periods. If a lunch break was taken, the begin or end time
need to be adjusted accordingly, so total of Hours/Units does not include the lunch period.

@ Click Add.

Contact BSC Website
Time & Attendance bsc.ogs.ny.gov

Email Phone

BSCHR@ogs.ny.gov 518-457-4272
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