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Holiday overtime transfer
Current Kronos pay rules are set up to accommodate employees with no schedules and due to this setup, employees who work Holidays may need their hours transferred to overtime because the rules do not know how to interpret it.  This job aid describes the scenarios and when to transfer the overtime.
The workrule you use depends on the union and whether the employee is getting paid or comp time:
	AFCME
	PSU B
	USA30

	Aux_Lib AFCME HOL RDO&OVP
	Aux_Lib PSU Unit B HOL RDO&OVP
	Aux_Lib USA30 HOL RDO&OVP

	Aux_Lib AFCME HOL Comp RDO&OVP
	Aux_Lib PSU Unit B HOL Comp RDO&OVP
	Aux_Lib USA30 HOL Comp RDO&OVP


	Step
	Action

	
	Scenario 1:  Employee works the holiday and it aligns with their scheduled shift…no additional time worked
The employee’s time should process correctly.  No changes are necessary



	
	Scenario 2:  Employee works the holiday and it aligns with their scheduled shift, but they also work additional hours for overtime

The employee will need to have their time split, so that the hours that should be HPS, and the overtime hours are separated


	1. 
	Click on the second in punch for the day you need to transfer hours and enter the start time of the OT
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	2. 
	Click into the transfer field and click Search
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	3. 
	In the lower left, click the dropdown under Work Rule and select the appropriate HOL transfer rule
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	4. 
	Click OK
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	5. 
	Save the timecard and the outpunch populates
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	6. 
	Hours for the day should now show accurately
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	Scenario 3:  Employee’s RDO is the holiday, but the employee worked


	7. 
	Using the same steps as above, transfer the entire hours for the day
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	Scenario 4:  Employee has no schedule
You must still do a transfer but just break the hours at the point OT started



	8. 
	Since there is no schedule, it does not matter what time the person started – just enter the IN punch as when OT would kick in and select the transfer doing the same steps 2-4 above.
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	9. 
	Hours will calculate correctly
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	10. 
	End of Procedure.
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