
Managers Entering Special Payments 

Description 

Special payments are those additional amounts earned by a worker during the current time period.  Special payments can 
include, but is not limited to:  
A. Court 
B. Bilingual 
C. Asbestos 
D. Holiday Adjustment 
E. State Emergency Release 
F. State Emergency Release Worked 
Please speak to your HR Representative for more information regarding eligibility. 

Timesheet – Enter Time Page Overview 
The timesheet for the week selected is listed on the Enter Time page.  To enter work hours on the timesheet, go to the 
table at the bottom of the page. Each day of the week lists each day of the week in columns with four rows. 
• The top row lists each day of the week and the corresponding date; 
• The second row lists the total number of hours reported for the day. Note that as time is entered and saved the 
 total hours for the corresponding day is listed;  
• The third row is used to enter or correct All Day Events such as differentials and special payments; for example, 
 bilingual pay or other differentials that do not use hours; and 
• The fourth row is used to enter or correct Time-Based Events such as work time that is reported in hours like 
 regular work hours or other work time and or leave. 
 
Steps for Entering Special Payments 

1. From the Home page, tab to the Time hyperlink. Then, press Enter to go to the Time page. 
2. On the Time page, select the This Week, Last Week or Select Week hyperlink from the Enter Time menu.  For 
 example, select the This Week hyperlink to enter time for the current week. Then, press Enter to go to the Enter 
 Time page for the week. 
3. To create a new Special Payment entry for the week, tab to the Enter Time hyperlink for the appropriate day and 
 row in the timesheet table. For example, tab to the Time-Based Events row on Wednesday to enter your regular 
 work hours for the first day in the week. 
4. Then, press the Enter key to go to the Enter Time page for that day. 
5. On the Enter Time page for the day, tab to the Select Time Type button to activate the time code selection and 
 search screen. Note: The default value for this field is used to report regular work hours and is based on your job 
 profile. Leave the default code or change the value based on the type of time you want to report. 
6. On the Select Value for Time Type page, tab to the Time Entry Codes button to search for the appropriate time 
 code.  Then, press Enter to get the search results. 
7. In the Search Results, press tab to go to the first list item.  Then, use the up and down arrow keys to select the 
 appropriate time code.  
8. Press the spacebar once to select the time code from the list. Then tab to the Add button and press Enter to go 
 back to the Enter Time page for the day. 
9. You will now begin entering Special payments. Note: Required fields are marked with the word “required”. 
 Depending on the Time Type of Special Payment selected, you will be required to enter a quantity such as the 
 number of hours, pay periods, or other appropriate quantity.  Note: Special Payments quantity is entered in the 
 Total Pay Period Reported field and not as In and Out Time. 
• To enter Quantity : 
 Tab to the Total Pay Period Reported field and Enter the appropriate quantity.  
 Tab to the Manager Approval field in the Details section and Press Enter. Select Manager Approved, then Tab to 
 the Add button and Press Enter to go back to the Enter Time page. 
 Tab to the Ok button. 
10. Next, tab to the Comment field and enter a comment, if appropriate. 
11. To complete time entry for the day, tab to the OK button. This will advance you to the next page 
12. You are now on the Time In/Out Saved page. To save the time you just entered, tab to the Done button and then 
 press Enter.  This will take you back to the Enter Time page for the week.  
13. Repeat steps 1 – 13 to enter other time, if needed. 
14. On the Enter Time page, review the time entered in the timesheet table at the bottom of the page. 



15. When time has been entered for the week it should be submitted by Tuesday at 11:59 PM or as directed by your 
 supervisor.  Use the Submit Time job aid for detailed procedures. 
 
End of Steps for Special Payments. 
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