Entering Flexible Furlough June 2009 Leave
Flexible Furlough June 2009 leave is entered on the date it is taken.

1. Check the Accruals tab to see if there is enough Flexible Furlough June 2009.
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2. Click the cell in the Pay Code column that corresponds with the Flexible
Furlough Taken date.

3. Scroll down and choose Flexible Furlough Taken or type the letter F.

4. In the amount column type the number of flexible furlough leave hours taken.
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Click Save

Review the Accruals tab

Repeat until all approved Flexible Furlough June 2009 leave hours have been
entered.

ALL HOURS NOT USED BY DECEMBER 31, 2009 WILL BE FORFITTED
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