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In this job aid, you will learn how to manage adverse weather make-up hours.  
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An employee cannot use leave in a week that they choose to make-up Adverse Weather. Leave 

usage must  be off-set by hours worked.  This means entered leave is first reduced by additional 

hours worked before any time can be made-up.
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Log on using your PirateID and passphrase. 2

In the “PayCode” column for the week in which Adverse Weather Time was made-up, select the PayCode “Adverse Weather Make-

up.”

On the Friday of the week in which Adverse Weather Make-up hours were worked, enter the total number of hours worked to make-up 

Adverse Weather Time that Week.  

Select “Save.”

Go to the employee’s timecard.

7 Check the Adverse Weather Accrual. As of the date of the make-up hours entry, the outstanding Adverse Weather balance has been 

reduced by the number of hours made-up.
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