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Analog Time

AM-PM

Military Time
24 Hour Clock

Analog Time

AM-PM

Military Time
24 Hour Clock

Analog Time

AM-PM

Military Time
24 Hour Clock

12:00 AM 00:00 8:00 AM 08:00 4:00 PM 16:00

12:30 AM 00:30 8:30 AM 08:30 4:30 PM 16:30

1:00 AM 01:00 9:00 AM 09:00 5:00 PM 17:00

1:30 AM 01:30 9:30 AM 09:30 5:30 PM 17:30

2:00 AM 02:00 10:00 AM 10:00 6:00 PM 18:002:00 AM 02:00 10:00 AM 10:00 6:00 PM 18:00

2:30 AM 02:30 10:30 AM 10:30 6:30 PM 18:30

3:00 AM 03:00 11:00 AM 11:00 7:00 PM 19:00

3:30 AM 03:30 11:30 AM 11:30 7:30 PM 19:30

4:00 AM 04:00 12:00 PM 12:00 8:00 PM 20:00

4:30 AM 04:30 12:30 PM 12:30 8:30 PM 20:30

5:00 AM 05:00 1:00 PM 13:00 9:00 PM 21:00

5:30 AM 05:30 1:30 PM 13:30 9:30 PM 21:30

6:00 AM 06:00 2:00 PM 14:00 10:00 PM 22:00

6:30 AM 06:30 2:30 PM 14:30 10:30 PM 22:30

7:00 AM 07:00 3:00 PM 15:00 11:00 PM 23:00

7:30 AM 07:30 3:30 PM 15:30 11:30 PM 23:30



������������������������������

#�'���+�"����������������������"�,��'��'����� ���%���6���&#���������������������/���#��������������
�����,������������"�2����"������&#�������� ��������������/

�'������# ��,����������� ���%���
��&#�����.%��� ��������������������

�#��������/

0���*����
������
�����;���

���������  ��"������2
)��#�'���+�"�)�������<
�

�'�����������.���������"���������������
� ���%����� �����������������
��"�.%�	����������������	�����

�������������� �����



��,�����"��"���������#�$	��� �� �� ����"
� ���%�� �����'�����������,��� ����"�.%�	�%3�

<��*3������%������"

�� ������.�����#��"���%�2�����"�.%�� ���%���,��'�#��
�#. �����������#���������������������/

0���*����������	����	�,�������������%�0�"���
9�/�/����#���3���#��3�����"�%3�
�3����*:

������
��������������������������������������!�"�#����

���#�����������"�����0����0�����

����7��%��� �=��,��� ���%��3�
	����2���%������"

�"�����������������"����	����$"
 �"��	��$"�%��&����!�"�!�����

>����7��'���%��� ����������#����
����"��"�"��� ��������'�#��/
?�'�#���@A� ��#�����&#����?/B

���#�����������"�����0����0�����
9���#������)���:�,'��������������/

�����������
�����������������������	�����	��������'

0���*��'��0��%���"�������������
������%���"�����������,����
"�������������'���"�%������,/�

(�����"�����
��
���
������	�)��	

0���������%�0�"���,������� ���&#�������
���.�����,���"�.%�� ���%��/

9�/�/�
����� ��,������*������������������� �����:/

0���*�'������������������,�����"��������#����
����$�#. ��

0���*��'���� -#���������""�
 ������ ����,�������"�%/

� ���%������#�����������#��>�,��*�"
�������'���������"������9�/�/�	�%������%�0�"�:



����������	
����� ����"

0���*��'��-#..��
*����"�����	��	�����
�������	���	����

�������������������������'

�%��� ��������� ���%������#��.%
	�%���"�.%�<��*�9�����%������":

	����	�,��������������� ���%���
�'����,����0�������%�0�"�

���#��������0�������%�0�"��	
����
�
�#�� �������%�����*�������������������
���#������)����������"���������/

>����7��'���%��� ����������#����
����"��"�"��� ��������'�#��/
?�'�#���@A� ��#�����&#����?/B

� ���%������#�����������#��>�,��*�"
�������'���������"������9�/�/�	�%������%�0�"�:



�� �7�����#�������	��� ���0����������
�� ����"��)�������#��$	��� ������#��

minutes 

H:00-H:15

decimal portion of 
hour

minutes 

H:16-H:30

decimal portion of 
hour

minutes 

H:31-H:45

decimal portion of 
hour

minutes 

H:46-H:59

decimal portion of 
hour

0 0.00

:01 0.02 :16 0.27 :31 0.52 :46 0.77

:02 0.03 :17 0.28 :32 0.53 :47 0.78

:03 0.05 :18 0.30 :33 0.55 :48 0.80

:04 0.07 :19 0.32 :34 0.57 :49 0.82

:05 0.08 :20 0.33 :35 0.58 :50 0.83

:06 0.10 :21 0.35 :36 0.60 :51 0.85:06 0.10 :21 0.35 :36 0.60 :51 0.85

:07 0.12 :22 0.37 :37 0.62 :52 0.87

:08 0.13 :23 0.38 :38 0.63 :53 0.88

:09 0.15 :24 0.40 :39 0.65 :54 0.90

:10 0.17 :25 0.42 :40 0.67 :55 0.92

:11 0.18 :26 0.43 :41 0.68 :56 0.93

:12 0.20 :27 0.45 :42 0.70 :57 0.95

:13 0.22 :28 0.47 :43 0.72 :58 0.97

:14 0.23 :29 0.48 :44 0.73 :59 0.98

:15 0.25 :30 0.50 :45 0.75

��� ����7
• ��������"���'����'�#�����������&#������ � '�#������#���������������� ����"
• �,��'�#�����"�����%(����� ��#�������! ���&#������� �'�#������#�������������
• �,���%(��#�� ��#��������!���&#������!� '�#������#�������������



�����,�"����%�0�"������	����	�,������

GHRS CODE As Displayed on Drop Down Pick List GHRS CODE As Displayed on Drop Down Pick List GHRS CODE As Displayed on Drop Down Pick List

REGLR REGULAR PAY ANNLV ANNUAL LEAVE USAGE SICKS SICK LEAVE USAGE

OTM18 OVERTIME 1.5 PERM 40 HR FYBNS FISCAL YEAR BONUS LEAVE USAGE SICBU SICK LEAVE BENEVOLENT USAGE

OTIME OVERTIME 1.5 PT & TEMP FLOAT FLOATING HOLIDAY LEAVE USAGE SICKD SICK DEPENDENT LEAVE USAGE

STM18 OVERTIME STRAIGHT PERM CMPMA COMPENSATION LEAVE EARNED SICKB SICK LEAVE BEREAVEMENT USAGE

STIME OVERTIME @ STRAIGHT PT & TEMP COMP COMPENSATION LEAVE USAGE SICKM SICK ADDITIONAL DEP LEAVE FMLA

CLLBO CALL BACK PAY 1.5 CIVIL CIVIL LEAVE USAGE FLAN FMLA ANNUAL

RCALL RECALL STATUS PAY MLTRY MILITARY LEAVE USAGE FLCU FMLA COMPENSATORY USAGERCALL RECALL STATUS PAY MLTRY MILITARY LEAVE USAGE FLCU FMLA COMPENSATORY USAGE

SHIFT SECOND SHIFT DIFFERENTIAL MLWP MILITARY LEAVE WITHOUT PAY FLFH FMLA FLOATING HOLIDAY

SHFT3 THIRD SHIFT DIFFERENTIAL LWOPP LEAVE WITHOUT PAY PERSONAL FLWP FMLA LEAVE WITHOUT PAY

WKEND WEEKEND DIFFERENTIAL LWOPS LEAVE WITHOUT PAY SICK FLWD FMLA LWOP DEPENDENT

NRSFT SHIFT DIFF. (NOT REG ASSIGNED) HLDY HOLIDAY NOT WORKED FLWE FMLA LWOP EMPLOYEE

DISRE DISASTER RELIEF SERVICES HLDAY HOLIDAY PAY 1.5 WORKED FT FLMM FMLA MILITARY

STDBY STAND-BY PAY STRAIGHT HLDPT HOLIDAY PAY 1.5 WORKED PT FLAS FMLA SICK

CP15 COMPENSATION TIME EARNED 1.5 HLD19 HOLIDAY PAY STRAIGHT FLEX SCHD FLSD FMLA SICK DEPENDENT USAGE

SWPB SUSPENDED WITH PAY HLDNS HOLIDAY PAY STRAIGHT PT FLSS FMLA SICK BENEVOLENT USAGE

HCMPA HOLIDAY COMP TIME ACCRUAL FLMB FMLA  USE OF FISCAL YEAR BONUS

WCSS WORKERS COMP SICK LEAVE USAGE
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Employees and Managers are able to Input, Save, Submit and  

Approval Time cards for the current Pay Period:

� Time Reported (employee & manager input)

� Weekly Time Summary Reports
� Time Approvals
$ Check Date

i Time Interface to GHRS

P1: GHRS Payroll Cycle

S1: GHRS 1st Supplemental

S2: GHRS 2nd Supplemental

�
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ti

v
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.�/

Employees cannot input or adjust 

timecards for the Period.

The Period is Closed in NH FIRST for 

Timecards.

NH FIRST data has uploaded to GHRS  

creating CPER & CLEV transactions–

� � � � � � � � � � � � � � � � � � � � �

�

$

Pay 

Day

Employees can Input , Save and Alter Timecards prior to 

Submitting them for Approval – in NH FIRST

Managers can Audit, Approve, Reject and Input/Alter via 

Proxy prior to Approval – in NH FIRST

HR/Payroll Administrators can Audit, and Approve, Reject 

and Input/Alter all via Proxy – in NH FIRST

A
c

t
D

a
ta

 &
 T

o
o

ls

P1

S1 S2

Managers can Audit– in NH FIRST

HR/Payroll Administrators can 

Audit, Reject and make 

Corrections all via Proxy – in NH 

FIRST

creating CPER & CLEV transactions–

some of which may suspend requiring 

correction in GHRS.ons

HR/Payroll Administrators can Audit, 

Correct and reprocess in GHRS using 

the standard Supplemental 1 and 

Supplemental 2 cycles.

Individual timecards and leave requests are always viewable in NH FIRST  (Current & Historical)

Managers’ NH FIRST approval screens list all respective employee timecards or leave requests submitted for approval.  Items remain in queue until 

approved.  Leave requests already approved are viewable from within newly received leave requests.  A leave request report is under development to 

present a manager’s employees’ leave activity in a calendar format.

Managers and HR/Payroll Administrators can run NH FIRST reports on demand:

(insert list of reports)

GHRS processing and corrections following P1 GHRS Payroll Cycle continue per GHRS operating procedures.


