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This Job Aid outlines the Work Rule Transfer process to change an 
employee’s paid meal break to an unpaid meal break for specific hours, 
so that employees are paid accurately. 
 
DOCR employees unable to leave the work site are assigned a pay rule 
for a paid meal break, as part of their standard workday. 
 
In specific working scenarios, employees may be detailed to assignments, or 
working in another capacity, where they able to leave the work site, and 
therefore would not be entitled to the paid meal break for their worked shift. 
 
A Work Rule Transfer allows a manager to adjust how the employee is 
paid for a specific shift that is different than their normal assignment. 

 
Note 1 - Typically for a shift with an un-paid meal break, we only record 
the actual hours worked (i.e., the 8-hour shift). However, with a Work 
Rule Transfer, the un-paid 30-minute meal break is subtracted in the 
calculation, so the entire shift duration (8.5-hours) must be recorded. 
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In our example, we are going to adjust the hours worked from the 
4/12 date to reflect the unpaid meal break scenario. 
 
For the system to process the hours as an unpaid meal break, we must first 
delete the hours for the day. 
 
1. Select the cell, with Hours Worked and delete the existing hours (depicted in 

purple font). 
 

2. Click Save. 
 
3. Click <Enter Pay Code> and input Hours Worked for the pay code to 

capture the shift for an unpaid meal break.  
 

  
 

4. Select the appropriate days cell and enter the total duration of hours for the 
shift (e.g., 06:30AM – 3:00PM = 8.5 hours). 
 

5. Click the Transfer cell, and then the ‘select’ value on the dropdown. menu 
This will open a new pop-up window. 
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6. Select the Work Rule tab. 

 

 
 

7. In the search window, enter the appropriate Work Rule associated with the 
employees default Pay Rule. Select the appropriate Work Rule in the 
dropdown.  
 
Note: If the employee is certified for Multilingual, select the appropriate ML – 
B Work Rule. 
 

8. Click Apply. 
 

9. Click Save. 
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The Timecard view should look like the image below once we return from the 
Transfer pop-up window. 
 

 
 
Note: Please review the totals for pay period and daily totals for validation that 
the rule is applied as expected. 
 
 

Appendix 
 
Determine the employee’s pay rule through the following steps:  
 
1. From the employees timecard, click the GoTo button and select ‘People 

Editor’ from drop down menu. 
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2. Select the Job Assignment tab and note the Pay Rule assigned. 

   

 
 
3. The table below can be used to assist with determining the appropriate work 

rule transfer. 
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