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If an ISR employee is using a non-ISR shortcode, the employee will charge the same percentage of sick, holiday, vacation, etc., to the non-ISR shortcode as their percentage of effort worked on it for each pay period.
ISR employees classify their time charged to non-ISR shortcodes by pay code - REG for work, VAC for vacation, HOL for holiday, SLC for sick, SKF for family care. The Pay Code is what triggers U-M payroll to subtract the hours from the vacation or sick balance during processing. 

Calculation:
1) Total timesheet hours (not including overtime – Note 1) – exception time (VAC Sick, HOL, etc.) = Total hours worked
2) Non-ISR shortcode hours / total hours worked = non-ISR shortcode percentage
3) Non-ISR shortcode percentage * hours of exception time = how many hours of exception time should be charged to the non-ISR shortcode
For example - an employee works 25% on non-ISR shortcode 111111.  They have 8.0 hours of vacation time and 4 hours of sick time that pay period.  They would charge 8*.25 = 2.0 hours to 111111 with Pay Code : VAC.  They would charge 4*.25 = 1.0 hour to 111111 with Pay Code: SLC. The balance of their vacation and sick time would be charged to the regular ISR vacation and sick shortcodes. If the vacation and sick time is spread across multiple days, the allocation of time to shortcode must be calculated by day.

Note 1: Overtime should be charged to the project that required it but should not be included as part of total timesheet hours in the calculation to determine work hours.  If the non-ISR shortcode caused overtime work, then it should be charged directly for overtime.
Note 2:  Exception time can be recorded out to two decimal points, for both exempt and non-exempt employees.

