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Entering “Administrative Closing Pay” in PeopleSoft 
When an employee does not work on an Administrative Closing Day, enter the Time Reporting Code (TRC) “Administrative Closing Pay- ACP:” For example:  

 

Entering “Admin Closing Worked” in PeopleSoft  

When an employee works on an Administrative Closing Day and is eligible to receive a premium, enter the TRC “Admin Closing Worked – ACW for both Union 
and Non-Union employees. You must still “Report Regular Pay – REG” for hours worked. For example:  
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Entering time in PeopleSoft for employees that work less than 8 hours:  
When an employee works on an Administrative Closing Day and is eligible to receive a premium, enter the TRC “Admin Closing Worked – ACW.” You must still 
report “Regular Pay – REG” for hours worked. Any hours not worked should be entered using the TRC “Administrative Closing Pay – ACP.” For example:  
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