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Instructions for processing Fiscal Year 17/18 

Furlough Days - Time and Labor Agencies


General Instructions 

· Refer to the applicable Office of Labor Relations General Notice for specific Furlough language and calculations for reduction in pay by bargaining unit.
· Self Service agencies need to communicate instructions to Time Reporters and Approvers as they relate to Timesheet processing for Furlough Days.
· There will be two transactions required to process the Furlough Days.  One to record the day off and one to reduce pay. 

· Further information is forth coming for those getting reduced sick accruals in lieu of furlough days.

Employees whose Furlough pay reduction will occur equally across the remaining pay periods in Fiscal Year 2018 
These procedures are for employee whose pay will be reduced by the value of the Furlough Day(s) over each pay period in the fiscal year.  The Furlough Day will be granted according to the union contracts.
Processing Pay Reduction - Refer to separate instructions on using Furlough Process for Additional Pay

Note: This transaction should be processed in Additional Pay NOT on the Timesheet.

Enter in Additional Pay using (-) negative amount

Effective Date:
August 18, 2017
End Date:
June 7, 2018
Earn Code:

FRL
Reason:

Furlough (optional)
Earnings:

See OLR General Notice for calculation*
Goal Amount:

leave blank

Ok to Pay:

Check (to ensure transaction is processed)

Combination Code: 
Enter override funding source, if necessary

* Part time employees are to be calculated on a pro-rata basis based on their bi-weekly scheduled hours of work

Coding the Day Off

Enter on Timesheet 



Date

TRC

Override Reason Code (optional)


TBD

LFRL


FRLGH

Employees whose Furlough pay reduction will occur in a single pay period
These procedures are for employees who will not work on the Furlough Day and whose pay will be reduced in a single pay period.  

Note: Time and Labor agencies may choose to process the pay reduction on the Timesheet OR in Additional Pay. Both methods are indicated below. The TRC LFRLA is a restricted TRC and can only be added or deleted by Time and Labor Specialist.

Method 1


Enter on Timesheet using (-) negative amount*


Date


TRC

Override Reason Code (optional)


Date of LFRL

LFRLA

FRLGH

Method 2 – refer to separate instructions on using Furlough Process for Additional Pay

Enter in Additional Pay using (-) negative amount. 



Effective Date:
Pay period Begin Date

End Date:

Pay period End Date

Earn Code:

FRL

Reason:

Furlough (optional)

Earnings:

See OLR General Notice for calculation**
Goal Amount:

leave blank

Ok to Pay:

Check (to ensure transaction is processed)

Combination Code: 
Enter override funding source, if necessary

* The default Combo Code is required on the LFRLA transaction when there will be override combo codes entered on other Timesheet rows for that pay period

** Part time employees are to be calculated on a pro-rata basis based on their bi-weekly scheduled hours of work

Coding the Day Off

Enter on Timesheet 



Date

TRC

Override Reason Code (optional)


TBD

LFRL


FRLGH

Reporting
A. To assist agencies in calculating an employee’s pay reduction, an EPM query has been created. Navigate to EPM Reporting Tools > Query > Query Manager. The name of the report is CT_CORE_HR_EMPL_COMPENSATION.
B. To report on furlough time taken off, there are two reports available. One is the Time and Labor TRC Usage Report. Instructions on how to run the report are as follows. The other report is in EPM and is listed in C below. 
1. Navigate to Time and Labor > Reports > TRC Usage Report CTHRR460

2. Click the Add a New Value tab
3. Type the name of the report you wish to create (i.e., Furlough)

4. Click Add

5. Type in or look up the Begin Date and End Date of the period to report

6. Click on the checkboxes of the Report Styles desired (Show Report Detail and/or Page Break By Employee)

7. Click the radio button for the Employees to Report (Department, Group, or Employee)

8. Click the radio button for Run by TRC
9. Type LFRL

10. Click Save

11. Click Run to run the report

12. Choose the report Format (PDF or CSV)

13. Click OK

14. Click on Report Manager link

15. Click Refresh until the report link appears

16. Click on the Report link

17. Click on the Name link (.PDF or .csv)
C. To report on the reduction in pay, an EPM query has been created. This query can also be used to report on the number of Furlough Days employees have taken. Navigate to EPM Reporting Tools > Query > Query Manager. The name of the report is CT_CORE_HR_FURLOUGH_RPTG.
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