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A : System generated hours

M : The employee Signed-In or Signed-Out and changed the clock time

T : Hours generated by a change made by the Timekeeper

* 1 Supplement exists for the day

** : Multiple other leave types used for the day

[] : A blank indicates a Sign-In and Sign-Out where the hours were still system generated because there
was no time change made
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Field Name Description

Tour Hours Displays the total number of hours you are required to work for the pay period.

Pay Period Displays the pay period number for the timecard you are viewing.

Pay Year Display the pay period year for the timecard you are viewing.

SAC Displays your standard accounting code. Also know as organization or
administrative code.

Annual Leave Category Displays the annual leave accrual category for the employee.

Transmit Date

Balances

Date

Reg

AL

SL

CTU

CHU

Other Hrs

NP
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Displays the date the timecard you are viewing was transmitted to the payroll
systems.

Displays your various leave balances. If you are viewing a timecard for a previous
pay period, the balances are as of the end of that pay period. These balances reflect
all leave used during the pay period and all supplements entered by your
timekeeper or ITAS coordinator during the pay period.

Displays the day and date in the pay period. Next to the date is one of the above
indicators. See Legend above.

Displays the number of regular hours that you worked for the day.

Displays the number of annual leave hours that you used for the day. An “R”
preceding the number indicates restored annual leave is used. An “B” indicates that
both annual leave and restored annual leave are used. An “F” indicates hours under
the Family Medical Leave Act. An “M” indicates multiple uses of annual leave.

Displays the number of sick leave hours that you used for the day. An “F”
preceding the number of hours indicates hours under the Family Medical Leave
Act.

Displays the number of compensatory time hours that you used for the day. An
“R” preceding the number indicates religious compensatory time used. An “B”
indicates that both compensatory time and religious compensatory time are used.

Displays the number of credit hours that you used for the day.

Displays the number of other leave hours that you used for the day. Other types of
leave comprise one or more of: military leave, holiday, administrative leave, court
leave (e.g., jury duty), continuation of pay, and time off incentive award.

Displays the number of non paid leave hours that you used for the day. An “A”
preceding the number indicates absent without leave (AWOL) is used. An “L”
indicates leave without pay (LWOP) is used. An “S” indicates suspension (SUSP)
is used. An “F” indicates hours were used under the Family Medical Leave Act.
An “M” indicates multiple.
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Displays the number of based hours applied to your tour of for the day.

Displays the number of night differential or Sunday differential hours that you
worked for the day.

Displays the number of environmental differential or hazard differential hours that
you recorded for the day.

Displays the number of overtime hours that you worked for the day.

Displays the number of holiday pay hours that you earned for the day.

Displays the number of compensatory time hours that you earned for the day. An
“R” preceding the number indicates religious compensatory hours earned. An “B”
indicates that both compensatory time and religious compensatory time are earned.

Displays the number of credit hours that you earned for the day.

Displays the total number of supplement hours for each leave category applied for
the pay period.

Displays the total number of hours for each of the columns that apply toward your
tour of duty.

displays the number of hours you will be paid for the pay period.



