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Pay Dock/Unpaid Leave/Service Records

This session will demonstrate how the software auto-creates the dock records and how these records 

affect TX Service Records.

• Unpaid Time Off transaction types discussion

• Time Off records affect on the TX Service Records discussion

• Time Off Configuration – Setup ‘unpaid’ leave options

• Pay Docks – Auto create dock pay records from the time off transaction(s)

• Time Off Code – Setup to ‘Create Unpaid’ transactions

• Roll Code – Affect on TX Service Records

• Service Records – Auto reduce number of days worked from time off record(s)

• Time Off Reporting – Verifying transaction type is appropriate for the leave type



Unpaid time off transactions auto 
reduce the number of days worked on 
the TX Service Record.



The Time Off System Setup options 
must be configured to use the ‘Unpaid’ 
transaction types.



Unpaid time off transactions may be 
imported to a payroll worksheet to 
enable the system to auto create the 
dock pay records for the pay period.



The system can auto create the time of 
code from Employee Access TO 
requests or during a 3rd party import as 
long as the code is set to create unpaid.



Employee(s) receive a warning when 
requesting time off in excess of 
available leave & the system is setup to 
use unpaid transactions.



The Detail Transaction time off report 
may be used to verify the transactions 
are entered with the appropriate 
transaction type for the pay period.



Unapproved Time Off Requests report 
should be run each pay period to verify 
if there are any unpaid transactions 
waiting to be approved.



End of presentation –

Extra space for other notes
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