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All hours worked (e.g. regular, overtime, and shift differential) for hourly employees, and overtime and shift for salaried non-exempt employees are 

recorded on the Timesheet in the Time & Labor module.  Listed below is general reference information regarding time reporting.  For step-by-step 

instructions on how to access and report time in the system, refer to http://www-admn.csun.edu/ohrs/solar/tl/self-reporter-enter-timesheet-data.pdf 

All employees who are eligible to accrue and use leave time (e.g. vacation, sick, personal holiday, etc.) should report absences in the Absence 

Management module.  Information about Absence Management is available at SOLAR HR at http://www-admn.csun.edu/ohrs/solar/. 

Hourly Employee Classifications    
Hourly employees may be assigned to the following job classifications.  

 Casual Work (1800) 

 Hrly Intrprt/Rltmecap/Catscrbr (7193) 

 Other Job Codes As Assigned 
 

Time Reporting Conversion Chart 

The conversion chart for reporting partial hours worked on the 
Timesheet is shown below.  All partial hours worked must be reported to 
the tenths of an hour.  For example, report 2.30 hours for work from 8:00 
a.m. to 10:15 a.m. and not 2.25 hours.  Time that is reported to the 
hundredths of an hour will not generate pay (e.g. 2.25). 

REPORT FRACTIONS OF HOURS AS TENTHS 

Minutes Tenths Minutes Tenths 

1-6 
7-12 

13-18 
19-24 
25-30 

0.1 
0.2 
0.3 
0.4 
0.5 

31-36 
37-42 
43-48 
49-54 
55-60 

0.6 
0.7 
0.8 
0.9 
1.0 

 

Holiday Pay 
Holiday pay is based on the number of hours worked in the month the 
holiday is observed.  All hours worked during the pay period are taken into 
consideration when computing holiday hours (exclusive of the holiday 
hours not actually worked).  Holiday hours are to be recorded in the 
Absence Management module (not the Time & Labor module).  
  

Hours Worked 
Holiday 
Hours Hours Worked 

Holiday 
Hours 

0-10.9 0 91-110.9 5 
11-30.9 1 111-130.9 6 
31-50.9 2 131-150.9 7 
51-70.9 3 151+ 8 
71-90.9 4   

Holiday Pay Eligible Classifications: 

 Hourly employees who accrue leave time (e.g. vacation, sick, etc.) 

 Casual Workers (Job Code 1800) 
NOTE:  Rehired Annuitants are not eligible for holiday pay regardless of 
job classification.  

Overtime 
Overtime Code Definition 

OTPR-Overtime Paid @ 1.5 Overtime is defined as authorized time worked in excess of forty (40) hours in a work week of seven (7) 
consecutive twenty-four (24) hour periods. For employees assigned to a five (5) day per week schedule of forty 
(40) hours or less or a 4/10 work schedule, the work week shall begin at a12:01 a.m. on Sunday and end at 
12:00 midnight the following Saturday. For employees assigned to a 9/80 or a 3/12 work schedule, the work 
week shall begin at the midpoint of an employee’s scheduled eight (8) hour day and end at the same time seven 
(7) consecutive twenty-four (24) hour periods later. 

OTST-Overtime Paid @ 1.0 For part-time employees, any hours worked in excess of an employee’s regular work schedule but less than 
40.1 hours should be entered as Overtime Paid at Straight Time. 

Shift 
Certain bargaining units and job classifications are eligible for shift differential.   Please consult with the department to determine if a specific job 

classification and schedule falls within the guideline for shift eligibility.  Note: An eligible employee who works 4 or more hours during shift time 

shall be paid the shift differential for the employee’s entire shift. 

For hourly employees, shift hours must reported on the Timesheet using the regular time code plus the shift time code for every hour worked.  

Example 1: Employee worked 4 hours (5:00 p.m. to 9:00 p.m.), report 4 regular hours and 3 shift hours; this entry will result in 4 hours of regular pay 

+ 3 hours of shift differential for the shift time worked from 6:00 p.m. to 9:00 p.m.  Example 2: Employee worked 6 hours (4:00 p.m. to 10:00 p.m.), 

report 6 regular hours and 6 shift hours.  Since the employee worked at least 4 hours during shift time, the shift differential will be paid for the 

employee’s entire 6-hour shift. For salaried employees, only report the applicable shift hours, do not report regular time (e.g. only report 3 shift 

hours using Example 1 mentioned above or only report 6 shift hours using Example 2).  

Bargaining Unit Shift Code Hours 

Unit 2, 5, 7 and 9 (CSU Employees Union - CSUEU) 
Unit 6 (State Employees Trades Council - SETC) 

SHSWG-Shift Swing (1.25) 6:00 p.m. to Midnight 

SHGRV-Shift Graveyard (2.20) Midnight to 6:00 a.m. 

Unit 8 (Statewide University Police Association - SUPA)  SHE08-Shift Evening R08 (.23) 6:00 p.m. to Midnight 

SHN08-Shift Night (.28) Midnight to 6:00 a.m. 

 

http://www-admn.csun.edu/ohrs/solar/tl/self-reporter-enter-timesheet-data.pdf
http://www-admn.csun.edu/ohrs/solar/
http://www.calstate.edu/LaborRel/Contracts_HTML/CSEA_Contract/index.shtml
http://www.calstate.edu/LaborRel/Contracts_HTML/SETC/index.shtml
http://www.calstate.edu/LaborRel/Contracts_HTML/SUPA_Contract/SUPAcon.shtml

