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Special Situations – State of Emergency

State of Emergency 

When UD declares a State of Emergency (SOE), non-exempt employees deemed essential workers must be paid double-time for 
hours worked during the SOE. 

For this example, an SOE was declared on 1/16 from 5:00am to 10:00pm.  The worker was deemed essential.

1. The employee's time populates from their schedule or they can enter hours worked outside of their regular schedule

 button to add new row 

a. Entry Code - select State Of Emergency Eligibility Indicator with the dropdown arrow

2. On the 1/16 Regular Time row, click the

3. On the new row:

b. Click the SOE checkbox
c. Hours will be 0.00; you cannot update this (the system will adjust the pay automatically)
d. Comments are optional

4. Click the Save button

5. The Results tab shows the Employee  Regular Hours and State of Emergency pay and SOE Overtime for hours worked outside their 
schedule on 1/16.  The system added the State of Emergency pays automatically to give the employee double-time pay.




