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Step Action – Entering Flex Days 

1. Locate the Date that was taken for Flex. 

2. Update Time Reporting Code (TRC) to FLEX 

 
 

3. FLEX can be used for a maximum of three total days (24 hours) for 
the fiscal year.  The minimum transaction amount is a half a day (4 
hours). 

 

4. FLEX time is not eligible if the user is participating in the Staff 
Hybrid Program. The following error message will be 
displayed. 




