This message is being sent to all State of Alaska (SOA) employees.

Greetings,

Updated materials have been published on the Overtime Reporting webpage. Updates include:
PowerPoint Presentation — Leave Accruals in TIMEI, TADI, TIMEG. The same information is also available in
PDF format.

These learning materials will cover instruction for earning compensatory time, flex time earnings, and
floating holidays. To coincide with this information, the earnings codes are now live and available for use
with pay period ending 03/01/2026 and 02/25/2026 (ACOA — BIWK4).

Timesheet Pay Event Codes

PAY CODE E LONG DESCRIPTION HSHL‘IRT DESCRIPTION

944 FLEX TIME EARNED/ADIUSTMENT ADJ FLEX TIME
CVIPM HOURS OF FLSA NONQUALIFIED OT TO CONWVERT TO COMP TIME COMP OT N HRS
CMPQO. HOURS OF FLSA QUALIFIED OT TO CONVERT TO COMP TIME COMP OT G HRS
CMPST HOURS OF ADDITIONAL 5T TO CONVERT TO COMP TIME COMP 5T HRS

FH FLOATING HOLIDAY HOURS WORKED FLT HOL HRS WREK

Beginning with Pay Period 06 (03/02/2026 —03/15/2026 and 02/26/2026 —03/11/2026), employees must
utilize the new qualifying compensatory time, flex earnings, and floating holiday, and leave accrual codes.
All departments' timesheets must be updated to reflect the new earnings codes provided below.

The most up-to-date timesheet will have dates located in the footer that should read: (Effective
12/18/2025 | Form Revised 02/25/2026). Additionally, please note that the updated timesheet will no
longer have pop-up text when the user clicks Comp Time:
F
Alt. Workweek: No
Overtime Eligible: No
Comp Time: No -

Payroll Schedule: BIWK1

Below are comparisons of the outdated timesheet (first image) and the new revised one that should now
be utilized (second image):


https://doa.alaska.gov/dof/payroll/ot_reporting.html
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EFFECTIVE FOR USE FOR PAY PERIOD BEGINNIN / 12/18/2025 (BIWK4)
ALASKA DEPARTMENT OF Time & Attendance Report

N Instructions for Timesheet:
Pag Period Start Date:
Pay Period End Date: - Employees are encouraged to review
Name: Home D SELECT DEPT ABOVE Alt. Vorkweek: __ No Document ID: webpage found at https://doa. alask
N ; ) e ) ] for further details and instructions.
Emplogee ID: Home Unit: Overtime Eligibl; Centified By:
Status: ining Unit: Comp Time: = Complete all fields in the top section

Pagroll Schedal information displays for the appropr
’ = Hours must ba entered as HH:MM to
2 [ the regular in other formats will result in miscalc
g Standard Start ! Stop Times timesheet

Start 200 2 e - The employee information entered o
4 to the OT EXEMPT ONLY tab.
5 Stop 1200
. Start 1300 = For Overtime Exempt employees the

r %30 (75 or 80) should be listed under Eves
i P the standard hours can be listed und
s Start worked are being reported)
; Stop

r = Asecond page is available If addition
o | Sart The TOTAL cakculated on the first pag]
| _Stop the second page
2 Total 7:30 0:00) 0:00] 000} 0:00 0:00) 0:00) 0:00] 000} 0:00) 0:00 000 000} 0:00]
7

Eveat TOTAL
5 _Code MHOURS
5 100 |REGULAR 0:00)
o _105_[HOLIDAY 0.00) 0.00] 000 000 0.00) 0:00) 0.00] 0.00 0:00 0.00) 0.00) 0.00) 0.0 0.0 0.00)
1| 165 |L¥ PER 0:00)
> 185SK LV PER SICK 0.00)
5 150 [LY SICK 0:00)
4 160 [L¥ ANN 0.00)
5 000

0:00)
7 0:00)
0:00)

9| Wnootedadditionstovestiines aro TOTAL 0.00]  o.00]  0:00] 0:00]  0.00] o.00] o000 0:00] 0.00] o000 o.00] o000 0:00]  0.00[ 0:00

vl st raus 53 e 76 Tokals will
reflech allevantraw Filledast.

0
1 959 [COMPTIME | | | | | | ] | [ | [ 000
2 Note: 344 FLEX T ‘entered to a LEAY document based on the Flex tracking Sheets submitted to DOF Payroll Services. It does not get entered on a Timesheet (TIMEI / TADI) in IRIS HRM.
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EFFECTIVE FOR USE FOR PAY PERIOD BEGINNING 12/22/2025 (BIWK1) / 12/18/3

Pi
1
Employee Name: Home Department: SELECT DEPT ABOVE Alt. Workweek: _ No
Employee ID: Home Unit: Overtime Eligible: __ No
Status: Bargaining Unit: Comp Tim Yes |-
,l'nll Schedule: __BIWK1
Standard Start / Stop Times
Start 8:00 y 4
Stop 12:00 y 4
Start 13:00 " 4
Stop 16:30 /
start /
Stop
Start
Stop I
Total 7:30 0:00 0:00 0:00 0:00 /o 00 0:00 0:00 0:00 0:00 0:00
LDP
Event Override/
Code |Event Code ipti Ref # LDP
100 |REGULAR I
105 |HOLIDAY 0:00 0:00 0:00 / 0:00 0:00 0:00 0:00 0:00 0:00 0:00
165 |LVPER Y.
165K |LV PER SICK /
150 |LVSICK /
160 |LVANN
y 4
y 4
y 4
y 4
y 4
Ifneeded additional event lines are 0:00] 0:00| 0:00| 0:00| 0:00| 0:00] 0:00| 0:00| 0:00|
vailable at row 53 to 76, Totals wileflect
all event rows filled out.
The COMP Time row is no longer
displayed when Comp Time field is
changed to Yes. ‘work recorded above are true and correct. cor
Employee S Date:

If these changes are not visible, it is likely a browser caching issue. Please clear your browser history to
ensure the latest version of the timesheet template has been downloaded.



For all questions, please refer to your collective bargaining agreement or contact the Employee Call
Center.

Respectfully,
Division of Finance Payroll Team


https://doa.alaska.gov/dop/EPIC/employeecallcenter/
https://doa.alaska.gov/dop/EPIC/employeecallcenter/

