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SHIFT EXTENSION 3 

With 12 Hour Notice ï Pay Overtime 3 
Without 12 Hour Notice ï Pay Overtime 6 
12 Hour Notice ïNeed to Pay OT No Travel 8 

EMPLOYEE CALLED BACK TO WORK 10 

CALLED IN FOR SNOW REMOVAL 12 

DISTRICT WIDE CLOSURE 15 

Off Shift Hazard Pay 17 
On Shift Hazard Pay 20 
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Shift Extension 

With 12 Hour Notice  
With 12 Hour Notice ï Calculating Time Worked 

 

Shift Extension for an ABGW Employee scheduled to work 6:00 AM to 2:30 PM with a 30 minute 

automatic lunch deduction. 

Scenario Information: 

Supervisor asked employee on Monday to stay until 4:00 PM on Thursday.  The time card will show the start 

and stop time the employee actually worked.  Edits must be made. 

 

 

1. A second In  and Out punch must be 

entered.  These punches will be as if the 

employee punched Out at his regular 

scheduled out time and back In  one minute 

later. 

After punches have been entered, click outside 

the line and the added punches will correctly 

adjust as shown. 
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2. Right click on In  time field 

3. To Edit Punch, Choose New Shift  

4. Click OK    

 

 

5. Click on Transfer drop down arrow and 

select Search 

 

 

 

 

 

 

 

6.  Transfer to Fund 10 if appropriate 

 

 

 

 

7. Click OK  to save time record 
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As directed by the ABGW Agreement, 

employee was given the time worked (1.5) hours 

ETS-Extra Time Salary pay at the regular rate  

Employee not paid for overtime or travel; 

overtime based on 40 hour work week 
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Without  a 12 Hour Notice ï Pay Overtime & Travel 

 

No 12 Hour Notice Pay Overtime- No 12 Hour Notice Pay Overtime and Travel. Employeeôs time card below 

 

 

 

Add an In  punch for the end of the employeeôs 

1st shift 

1.  Click on Transfer drop down arrow and 

select Search 

 

 

 

 

 

2. Enter Fund 10 for Override on Account # 

3. Select work rule ABGW Shift Extension 

4. Click OK  
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You can look at an employeeôs schedule in the 

lower right hand corner of the screen to see their 

regularly scheduled end time. 

 

 

 

 

 

Employeeôs is paid 1.5 in Shift Extension1.5 

for the 1.50 hours and 1 hour for travel time all 

paid at Overtime and Travel is in Fund 10. 
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12 Hour Notice ïManagerôs Discretion to Pay Overtime, but not Travel Time 

 

12 Hour Notice-You choose to pay overtime, but no travel time. 

 

 

1. Add an In  punch for the end of the 

employeeôs 1st shift. 

 

 

 

2. Click on the Transfer drop down arrow 

and select Search 

3. Enter Fund 10 for Override to 

Account # 

4. Select work rule ABGW Shift 

Extension No Travel 

5. Click OK  
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