State of Delaware eSTAR J O b Al d

Employee State Time & Attendance Reporting

DHSS Job Aid 9: How to Enter Overtime and Comp Time

1. Overtime and Comp Time must go through your Division’s pre-approval process prior to being entered
on your timesheet in eSTAR. If it is your manager’s policy to follow the pre-approval request in
eSTAR please refer to the Preapproving Overtime and Comp Time in eSTAR Job Aid. After you
login to the system, open your timesheet by selecting My Timesheet from the Time Entry area of the
home screen.
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2. The following is an example of an Employee time entry window.
“Time Entry || ACT Balances | 75.00 total hour

omp
S SMTWTEF 7
1202021222324 25 2627282030 1 3 MY 2015 ] ShowAllWeeks K
Date Pay Code Hours Amount  Optional Proj..  Wilmington Wag... Comments Case ID Total
sinoats |[(Dlw| Plesse Seles ]
(@v]  WK_SCH_ELAPSED Work sch 7.30 7.50
Man 04/20 B
@] Feasesee
{B)/~| WK SCH_ELAPSED Work Sch 7.50 7.50
Tue 04/21
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Date Pay Code Hours Amount  Optional Proj..  Wilmington Wag... Comments Case ID Total
Sun0425 (D] Please Select
{B))+| WK SCH_ELAPSED Work Sch 7.50 7.50
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Ds| Pleaseseles
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Tue 04728
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Exceptions || Results || Schedule |[ Leave
Filter exceptions by day [
Date Exception Message Severity
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Select the Plus button to add a row for the day you worked the pre-approved Overtime or Comp Time.
Then use the pay code ADDL_HRS WRK Additional Hours Worked, include the total hours
worked and a comment. The comment should reflect if the time is Overtime or Comp Time.
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Time Entry || ACT Balances total hours
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Mon 04/20
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Tue 04/21
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Wed 04/22
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WK _SCH_ELAPSED Work Sch 7.50
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Man 04/20
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Once saved, the information will show as a red level exception.
‘1 04/19/2015 - 05/02/2015 (7] b| kA save| |More~ | |List View -
[ Time Entry || ACT palances | 75.00 toz haurs
SRINIMEENINITT reaas omemwes iz
Date Pay Code Hours Amount Optional Proj... Wilmington Wag... Comments Case ID Total ~
Sun04/1s |[(Q)[n| |Pleasesele
G g : :::::e_‘:jpssn Work Sch 7.50 7.50
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s Q- WK_SCH_ELAPSED Work Sch 7.50 7.50
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Lz Q- WK_SCH_ELAPSED Work Sch 7.50 7.50
’ - = 37.50 37.50 v
Exceptions F” Results ][ Schedule ” Leave }
Filter exceptions by day ]
l:: ‘\:fzd :;:y:"h::a:d ADDITIONAL_HRS_WRK pay code on the timeshest. ::r(‘:;‘paid]
For Overtime:
e The Manager needs to acknowledge the exception for it to be paid Overtime. If it is not
approved it will not be paid.
For Comp Time:
e The Auditor needs to be notified by the Manager that the time has been approved as Comp
Time. The Auditor will have to add a row to re-code time as Comp Time. Please refer to Job
Aid 10 for how to add Comp Time on the timesheet.
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