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New York
OFFICE OF HUMAN RESOURCES

SUMMER FLEX 2021 TIME SHEET SAMPLES

PLEASE BE SURE TO KEEP THIS GUIDE READILY AVAILABLE

As the Summer Flex 2021 schedule unfolds, we want to ensure that hours are captured
accurately within the HR-Assist (HRA) database relative to the impact on employees’
Leave Balances.

Since this is a new process, we are providing samples of how a timesheet should
appear within HRA based upon the following 3 options for Summer Flex 2021:

1) 8:00am-5:30pm with 34 hour lunch (no charge to annual leave time)

DAY MWOD W o4 W O  RegTmeTotd SL AL
SUN I 2 I [ v] - | | | J | M | ) | | |
MON 800[AMv]| [[12:00[PM~] |[12:45]PM~v] |[ 530|PM~v]| |[845] o | | || v ] | | |
TUE 800[AMv| [[1200]PM~v]| [[1245]PM~v] || s30[PMv]| [ 845 o | | | [ vl |l | |l |
WED 800[AMv]| [[12:00[PM~]| |[12:45]Pm~v] |[ 530]PMv]| |[8:45] - | | ( vl ] | M| ]
THU 8:00] AM v [12.00]PmM~v]| [1245]Pm~v]| | 530[Pm~v]| |[845] o | |l | [ v | | ] |
FRI v | [~ | [~ | [~ ] B | | | IR M | | | | | |
SAT vl LT~ | [~ | [~ ] o | | | | { vl | |l | |
Weekly Total Hours:|[ 35.00] [ oo] [ .00] [ oo] [ —o0o] [[ oo]
SUN v | [~ | [~ | [~ | o | | | | | | |l | | |
MON v | [~ | I~ | [~ | = |[_84s] | | | [ vl | | | | |
TUE vl 1 v [~ | [~ |l | | | |[_8a5] | | M | |l | | |
WED 2 I 2 N 2 I 2 | | |[_1:45] | [OH__ ][ 7:00] | | | |
THU 800[AMv| [[12.00]PM~v]| |[1245[PmM~v] || 530]PMv]| [ 845] o | | | [ v | | |l |
FRI v LT~ T~ L~ [ |l | | | | | vl ] |l | | l
SAT vl LT~ [~ | [~ | | o | | | | 1L v | |l | | |
Weekly Total Hours:|[ 35.00] [ 75 |[1050] [700] [ 00] [ _o00]
Period Total Hours:|[_70.00 43.75 875 |[1050 7.00] [ 00 [ .00]




2) 8:30am-5:30pm with 1 hour lunch (3 Hrs per week charge to annual leave time)

2a) 8:30am-5:00pm with 2 hour lunch (3 Hrs per week charge to annual leave

time)
oA © m o4 RegTmeTdl St AL  Oherleawe Houws Owtme CTEam |
SUN v I v] I v v | - I . v
MON 830[AMv| |[[1200]PM~] [1230[PM~v] | so0]pm~v]| [[ 800 o [ a5 | ] v ]l ] ]
TUE 830[AMv| [[12:00[Pm~v]| [1230[PMv]| | 500[PMv]| :00] [ 4] | JIR v ] ||| |
WED 830[AMv] |[1200]PM~v] [1230[PMv] | s00[PmM~v] [[s00] [ a5 | TR v | M| |
THU 830[AMv| |[[1200]PM~] [1230]PmMv] | soo0[pmM~v] [[s00] [ 5] || | v ( ] | ]
FRI 2 I 2 I 2 I I ||| JHRTN[ M| ] | ] | J
saT 2 I 2 N I [ s s |
Weekly Total Hours:|[ 35.00 32.00 [300] [ _00] [o0] [_oo] [[_oo]
sun 2 2 7 7 s R
MON L2 I I 2 I I 2 I > |_84s] | Jigl T N J | | |
TUE o2 I I 2 I 2 I 2 | ] =il | |[_8s4s] | [ M | ] |l ] |l J
WED villl T~ T~ ] ] —) =l | J[_1:45] | [uH__v][ 700] | | J
THU 830[AMv| [[12:00[PM~v] [[1230[PM~v]| | 5:00[PMv] 8:00 e | a5 | ]| | v | M| |
Fa1 2 2 I i I s [ o Y o
SAT v | [~ | vl |+l = [ M| [ J
Weekly Total Hours:|[35.00] .00 [950] |[C10:50] [7.00] [oo] |[[oo]
Period Total Hours:|[ 70.00] 40.00 [1250] [[10.50] [T 700] [ o0 [ 00

OAV MWDD W o# W  OM  RegTmeTol  SL AL  Oerlesve  Hows Ovetme CTEam
SUN v | I N 2 I T ] (& v, [ '
MON 830[AMv| |12:00]PM~v]| [ 100[PM~v]| | 530[PMv| oo [ g | ] [ v ] |l ] |l ] |
TUE 830[AMv| [1200[Pm~] | 100[Pm~]| | 530[PMv] o | 5] | | | | v ] ]l ] |
WED 830[AMv]| |[12:00[PM~] |[ 100[PM~] | 530[PM ] o | 5] TR vl ] ] ||
THU 830[AMv]| |[12:00[PM~] |[ 100[Pm~] | s30[PMv] o | as] | TR vl | N | ||
FRI v T~y T~ T~ | ) |l L M ) |l ) |l L]
SAT v T~ 1T 1T~ > | | [ M J |l J |l ||

Weekly Total Hours:|[ 35.00] 32.00] [300] [ o0] [o0] [oo] |[o0] |
SUN vl Ty (T~ T v ] 2| | [ M | | J |l o
MON v L v T~ v |l ] oo |[_845] | LI M | ] | |l 1]
TUE 2 N 2 I 2 I 2 B | ] o | J [_84s] | [ M | J |l J Il | ]
WED vl L~ T~ 1~ | ] = | |_14s] | [un__v][_7o00] | J |l ||
THU 830[AMv]| [1200[PM~v] | 100[Pmv] | 530[PM V] oo | as] [ 0| [ vl ] [ 11 ]
FRI v [~ | [~ | ] — | | | ][] vl | | ] | I,
SAT 7 .- i) - —= 1|

Weekly Total Hours:|[ 35.00] | E 7.00 |

Period Total Hours:|[ 70.00] 000 250 |[Cioso] [720] oo [oo] |




3) 9:00am-5:00pm with 1 hour lunch ** (Or your regular work schedule---7 Hrs per
week charge to annual leave time

DAy ____I--_---
SUN 2 I I I 2 T v J
MON 9.00[AMv| |[1200[PM~] | 100[PM~] | s00]PmM~]| [ 700 --| 1.45] || Ui vl ] |l M| |
TUE 900[AMv| |1200]PmM~v]| | 100[PMv] | s00[PMv] |[700] oo [1as] | 1] v ] ] ]
WED 900[AMv] [1200[PMv] | 100]PMv] [ s00[PM~v] |[700] oo [ T1as] | TSI v ] ] |
THU 9.00[AMv]| [1200[PM~v] | 100[Pm~v]| | s00]PMv]| [[7:00] o | 145] | TR vl Nl M| ]
FRu 2 I 2 [ a2 s [ I I Y s | I
SAT 2 I I 2 | 2 | | ] ol M | J | J | J

Weekly Total Hours:|[ 35.00 |28200] 7.00] [ _o0] o0] [ o0] [[o0]
sun 2 2 I 2 N B [ | 2 [
Mon 2 I T I N [ [ o 2
TUE L2 I 2 | 2 | =l | |[_&45] | | M | ] |l J | J
WED vy T 1Ty [ 1T [ Al ] |[_1:45] | [UH__v][ 7:00] | J | J
THU 9.00[AMv| [ (12:.00/PM~v]| | 1:00]PMv]| [ 500[PMv] 7:00] o | 1:45] |f 1 [ v ] | M| ]
FR1 2 I I 2 [ [ Y | )
SAT v [~ L[+ | I | -~ [ v J

Weekly Total Hours: [ 35.00] [700] [1050] [[[1050] [7.00] (o] |[oa]

Period Total Hours:|[ 70.00] 3500 [1750] [[7050 [ 7.00] |00 00]




