
 Instructions for Setting Up a Summer Schedule for Exempt Employees 
 
 
In order for an exempt employee to be paid correctly, in accordance with NYS DOL and FLSA 
requirements, a weekly schedule must be active for the employee’s appointment on the specific 
project.  In order to facilitate the summer schedule structure for these exempt project 
employees, the RF has created a summer schedule enhancement in the timesheet system.  This 
procedure must be done for exempt employees but is optional for non-exempt employees as 
well.  
 
Step 1:  On the first day of the summer schedule: Click on the employee’s name on the 
summary page.   
 

 
 
 
This will bring up the employee’s Time and Leave/Schedule page. 
 



 
 
This screen displays the current work schedule that is active for the appointment.   
 
Step 2:  Click on ‘Manage Work Schedules’ to create the summer schedule.  
 
 
 
 
 
 
  



 

Click the radial button 
to activate the schedule 

 

Each week’s section has columns for a regular schedule and a summer schedule.  This screen 
allows either schedule type to be updated.   
Step 3: For each week of the 2 week pay period, enter the new schedule in the Summer Hours 
column and click the ‘Active’ radial button below it to select the summer schedule for that week.  
 

Important:   Accurate payment requires that the correct schedule be activated for 
each week of the payroll. *In the beginning and end of the summer season, as well as 
for the week of July 4, the pay period may have one week that uses the regular schedule and 
one week that uses the summer schedule.  This new feature can accommodate the schedule 
variations within a pay period.  The PI/AA must activate the correct schedule for each 
week by clicking the corresponding radial button before entering timesheets for the 
pay period.   
 

Step 4: Click the ‘Save’ button to complete the process.  
 
Step 5: *On the last day of the summer schedule: Click the radial button at the bottom of 
the ‘Regular Hours’ column to de-activate the summer schedule and reinstate the regular 
schedule for that week of the pay period. If necessary, the PI/AA may edit the schedule before 
saving in order to reflect any changes to the employee’s work schedule.   


