PROCESSING AND REPORTING ON FLEX FURLOUGH HOURS

To support Executive Order #11 and the Flexible Furlough Plan, the BEACON team has configured a new absence
type to allow for the flexible furlough time off to be reported on employees’ time sheets. This absence type is not
tied to a quota. The Time Statement will display the number of hours used in a specific month.

RECORDING FLEX FURLOUGH TIME ON THE TIMESHEET

1. InESS, go to the Record Working Time option.
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2. Select Att./absence type Flex Furlough Time EO11 (9710) from the drop-down list.

3. Enter the number of hours taken for each day up to 10 hours total time for absence type 9710.
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PAYROLL / TIME JOB AID Flex Furlough — ESS

NOTE: The time sheet screen will allow an unlimited number of 9710 hours to be recorded. However, the

Time Evaluation process will generate an error message if it finds that the year-to-date total of reported
hours of 9710 exceeds 10 hours.

NOTE: The new Flexible Furlough absence type can only be used on work dates between 6/1/09 and

12/31/09. Error messages will display if 9710 is reported on other dates when you proceed to the “Review”
step.
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PAYROLL / TIME JOB AID Flex Furlough — ESS

’REPORTING ON 9710 USAGE

1. InESS, go to My Working Time and click on the “Time Statement for a Chosen Period”.
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NOTE: The usage shown on the Time Statement is a subtotal for one particular month. A year-to-date total
is only available in report PT_BALOO, a report run by a Time Administrator.

NOTE: For policy information, go to the Office of State Personnel’s Flexible Furlough Program Frequently Asked
Questions. (Use the Back button to return to this document after reviewing the FAQs.)
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