


Time entry instructions for Gen. City – Hours only
Entering of Shift Code 20 weekday shift 
(Rev. 10/2026)
As of January 20, 2026 employees holding positions classified as non-exempt under the FLSA whose hours of work occur between the time period beginning at 5:00 p.m. and ending at 5:00 a.m. shall receive, in addition to base salary, a shift differential of $.45 per hour.  Only hours worked falling within this timeframe shall be considered eligible for the shift differential.  Eligible employees will be required to enter this time manually using Shift code 20.


1. Find your template

a. From the Home page, go to “Personal” along the lefthand side menu
[image: ]

b. Choose “Time”
[image: ]
 
c. Choose Select Week (third option from bottom)
[image: ]

      




2. Enter the date for the time entry in View Time Select Week, then hit OK.
[image: ]
Take note of the Summary on the right-hand side of the screen, look at the Time Template, it should show Gen. City Hours Only – Total Hours. If anything other than this is shown, this is not the correct one for you to use.  Only Gen. City Hours Only Time Template should be used for this Job Aid.

[image: ]

3. The time calendar will pop up. Enter your time by clicking on the date you worked on the calendar in front of you.  A “Enter Time” pop up box will appear for the day selected. Please note, you will have two entries on one day, one with regular working hours and one for the shift hours.











A. Enter your regular working hours
[image: ]

B. Enter your shift hours
a. Enter the four-digit PROGRAM CODE
b. An employee will be required to enter comments pertaining to the time they worked under Shift 20.
[image: ]

Click the Blue OK button.  It will populate on your calendar



[image: ]


4. Click on the Review button on the right-hand bottom of the screen, under Summary.
[image: ]

5. The Submit Time screen will appear.
[image: ]  

6. Click on the Submit button on the right-hand bottom of the screen.

7. This completes the time entry for Shift 20 Weekday Shift.
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