	Time Reporting Codes 


	[image: image1.jpg]



	Quick Reference Guide



Below are Time Reporting Codes that are used in CMS.  LAPP isn’t currently tracking Usage Only leave, this feature will be added at a later time.  
	Currently Viewable in LAPP
	Not Currently Viewable in LAPP

	TRC
Code
	Description
	Earned / Taken / Usage Only
	TRC
Code
	Description
	Earned / Taken / Usage Only

	ADO
	Additional Day Off Earned
	Earned
	OTPR
	Overtime Paid @ 1.5
	Earn Only

	ADOT
	Additional Day Off Taken
	Taken
	OTST
	Overtime Paid @ 1.0
	Earn Only

	CTO
	Comp Time Taken
	Taken
	DOCK
	Informal Dock
	Usage Only

	CTOPD
	CTO Paydown
	Taken
	FL
	Funeral
	Usage Only

	CTPR
	Comp Time Earned @ 1.5
	Earned
	HOL
	Holiday
	Usage Only

	CTST
	Comp Time Earned @ 1.0
	Earned
	HT
	Holiday Credit Taken
	Usage Only

	EM
	Excess Minus
	Taken
	JD
	Jury Duty/Subpoenaed Witness
	Usage Only

	EP
	Excess Plus
	Earned
	ML
	Military Leave
	Usage Only

	PH
	Personal Holiday
	Taken
	MPA
	Maternity/Paternity/Adoption
	Usage Only

	SL
	Sick Leave
	Taken
	ODL
	Organ Donor Leave
	Usage Only

	SLD
	Sick Leave – Family Death


	Taken
	PDL
	Professional Development Leave
	Usage Only

	SLF
	Sick Leave – Family Care
	Taken
	REG
	Regular Hours Worked (Used Only for Positive Pay employees)
	Earn Only

	VA
	Vacation
	Taken
	UTN
	Union Time – Non-Reimbursed
	Usage Only

	
	
	
	UTR
	Union Time – Reimbursed
	Usage Only

	
	
	
	SHE08
	Shift – Evening R08 (.23)
	Earn Only

	
	
	
	SHGRV
	Shift – Graveyard (2.20)
	Earn Only

	
	
	
	SHN08
	Shift – Night R08 (.28)
	Earn Only

	
	
	
	SHSWG
	Shift - Swing (1.25)
	Earn Only
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