
Contractual with a Contractual 
Primary Job



Enter Time Worked at normal 
workplace

(not teleworking)

Enter hours actually worked using the COVID-19 (Contract) time entry code



Enter Time Worked at normal 
workplace

(not telework)

The system will automatically add the extra hours credited for working during
the Elevated Level II time period.



Workers with a Contractual 
Additional Job



Enter Time Worked at normal 
workplace

(not telework)

Enter hours actually worked using the COVID-19 (Contract) time entry code

Also ensure you select the correct position



Enter Time Worked at normal 
workplace (not telework) 2nd Step for 

additional job only

You must also manually add an additional time block to record the additional hours credited
for working during the Elevated Level II.

Use the COVID-19 (Contract) Additional Added and record the total hours that match 
the hours actually worked.

Also ensure you select the correct position for this work time.


