





Maximum Hours of Work

20 Hoursiheex

Classes and/or Exams in Session for
Three Full Days or More Per Week

20 Hourslleex

Classes and/or Exams in Session
and Holds a F-1 or J-1 Visa







Work Week

Begins at 12:01 a.m. Sunday

Ends at 12:00 midnight Saturday

Sun Mon Tue Wed Thu Fri sat




Undergraduate
Student Employee

FLSA Status: Nonexempt
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2009 Bi-Weekly Pay Periods and Pay Dates

TS TS TS TS TS
Do Poied | TavForied | paypase [EToried | EavEoried | ey pate
12714708 12/27/08 01709709 06714709 06 /27709 07/10f09
12/28/08 01710409 01/23/09 06/28/09 07/11/09 07/24709
01711709 01724709 02/06/09 07/12/09 07/25/09 0807709
01725709 02/07f09 02/20/09 07/26/09 03/08/09 08/21709
02/08/09 02/21/09 03/06/09 08709709 08/22/09 09704709
02/22/09 03707709 03/20/09 08/237/09 09/05/09 09718709
03708709 03/21/09 04/037/09 09/067/09 09719709 10/02/09
03722709 04 /04709 0451709 09/20/09 1003709 10/16 /09
04 /05709 04718709 05/01709 10/04 709 10/17/09 10/30/09
04719709 05702709 05715709 10/18709 10/31/09 11/13/09
05/03/09 05/167/09 05/29/09 11/01/09 11/14709 11/25709
05/17/09 05730709 0612709 11/15/09 11/28/09 12711709
05/31/09 06/13/09 06/267/09 11/29709 12712709 12/24 709




2010 Bi-Weekly Pay Periods and Pay Dates

Eoy Foriod | Tavdered | paypue [y Teled | TavEored | oy e
12/13/09 12/26/09 01/08/10 06/13/10 06/26/10 07/09/10
12/27/09 01/09/10 01/22/10 06/27f10 07/10/10 07/23/10
01/10/10 01723710 02705710 07/11/10 07/24/10 08/06/10
01/24/10 02/06/10 02719710 07/25/10 08/07/10 08/20/10
02/07/10 02/20/10 03/05/10 08708710 08/21/10 09/03/10
02/21710 03/06/10 03/19/10 08/22710 09/04/10 09/17/10
03/07/10 03/20/10 04702710 09/05/10 09/18/10 10/01/10
03/21/10 04/03/10 04/16/10 09/19/10 10/02/10 10/15/10
04704110 04717710 04730710 10/03/10 10/16/10 10/29/10
04718710 05/01/10 05/14/10 10/17f10 10/30/10 11712710
05/02/10 05/15/10 05/28/10 10/31/10 11/13/10 11/24/10
05/16/10 05/29/10 06/11/10 11714710 11/27/10 12/10/10
05/30/10 06/12/10 06/25/10 11/28/10 12/11/10 12/23/10




Pay Checks

Direct Deposit Advices
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Time Clock Systems
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Recording Hours Worked
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Kansas State Uniwversity | Deparment Emplid [R-:ﬂ] Pz,
Time and Leave Pay End Dt Name (LF M)
Document Pasifion Nbr | FLsa | e | | Work Schedute |
Earn Code Sun | Mom | Tee | Wed | Tho | Fri Sat Sun | Mon | Toe | Wed | Tho | Fri Sat Totals
SF1
o

In Pay Stains - Totals

Employes's Signanme / Darz

R 4

®, o @®

Apency Authorizatien / Dats

® @
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Kansas State Univeraity | Department | 357000 Emplid ioooon | Reds | Pz
Time and Leave Pay End Dt RO Name (LE XD | Lname, Frame b
Document Position br | woon [I‘I_S.-a H |F1'E | 0 |W|:-r].-5|:heduh J s |
Earn Cede Son | Mom | Twe | Wed | Tho | Fri Sat Sun | Mom | Toe | Wed | Thu | Fri Sat Totals
2P1

In Pay Statas - Totals

Employes's Siznanms ¢ Ciars

© @

Apgency Awhorizaden ' Dae
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Time Documents
must be completed,
signed and dated In Ink.




Al times listed on this report reflect actual time charged, ncluding leave tme, and s true and correct to the best of my knowledge.

[ Employee's Signature / Date ‘ Agency Authorization / Date




Record time worked In
guarter hour increments.

Minutes Worked Hours Recorded
0-07 0.00
08-22 25
23-37 .50
38-52 75

53-67 1.00



Report Actual Hours Worked

Example:

M I W R F

400 425 450 4./5 250 = 20.00




Earnings Codes

SP1 Used to record regular hours worked.

K13 Used to record any hours that exceed
40 hours worked for the week. (1.5)

Always secure prior approval from your supervisor
before working any hours that exceed 40 hours for the week.

A A A A A A A A A A A A A A A A A A A A A A A A A A A A




i p. p.
Fansas State University | Department | 700 Emplid lkanon Red# Ps.
Time and Leave PayEnd Dt | WMDDY Name (LF M) | Lnowe, Frame
Document Position Nbr | w000 FL3A| N FIE | 4 Wark Schedule s
Earn Code Sun | Moo [ Twe | Wed | Tho [Fri | 5at | Som | Mom | Toe [ Wed | Thu | Fri | Sat Totals
SP 400 4% 43 4% 290 400 4% 430 475 230 00 _|
/b P




Initial any change
made to your time
document. .. even if
you make the change.




Time documents
must be signed/
dated by the

employee and by
the supervisor.




Earnings Code Review

SP1 Used to record regular hours worked.

K13 Used to record any hours that exceed
40 hours worked for the week. (1.5)

A A A A A A A A A A A A A A A A A A A A A A A A A A A A




Spring Break

L]
Earn Code Sun Mon | Tue Wed | Thu Fn Sat
I - Sprng Break -------- - - Q
SP .00 | 10.00 ®.00 ®.00 5. 000 ::
K| 2.00 .
L ]




Your time
documents will be
retained by the
department in your

personnel file.




?? Questions ?7?
Please contact your department
personnel specialist or your supervisor.



