This report will show comp time balances for all benefited, non-exempt employees.
BENEFITS > MANAGE LEAVE ACCRUALS > COMP TIME REPORT
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Click the Search button, or hit enter to see current run control ids.
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Department: to run the report for a specific department – enter the department code (or click on the magnifying glass to see valid values).  If you leave this blank, the report will return all employees for all departments that you can see.

From Date/Thru Date: if you need to see data for a specific time frame, enter the month begin date as the From Date and the month end date as the Thru Date.  If you don’t enter any dates the report will return data for the current calendar year and the previous calendar year.
Sort by: Department Name will be sorted by the Department description then by Employee Name.
             Employee Name is sorted by Employee Name then Department description.
Output Destination Format:  options are PDF or CSV.  PDF will create a separate page for each employee processed; CSV will create an excel file with each employee and their balance as of either the Thru Date entered, or if blank, the current date.
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Click the Run button
You should get this message after selecting Run:
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Click OK
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Click on the ‘Process Monitor’ link.
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You should see this process (UWPAY080); keep clicking the ‘Refresh’ button, until the ‘Run Status’ shows ‘Success’ and the Distribution Status shows ‘Posted’.
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Click on ‘Details’ 
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Click on ‘View Log/Trace’
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Depending on how you ran it, you should see either a PDF or CSV - click on either the PDF or CSV link.
The output for a PDF will look like this:
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Database: HRPRD Comp Time Report Run Date 06/15/2009
Reporting for dates - 01/01/2008 thru 06/30/2009 Run Time 17:14:23
Employee Name - Emplid Department Name - Department Code.

Earned Taken Balance

2008 January 11.40  3.55 11.40
February 3.00  12.30 2.10
March 0.75  0.00 2.85
april 27.75 0.0 30.60
May 8.13  3.50 35.23
June 5.25  2.50 37.98
July 2.25  8.00 32.23
August 0.00 18.50 13.73
September 0.00 0.0 13.73
October 0.00  8.50 5.23
November 0.00 0.0 5.23
December 0.00 0.0 5.23

2009 January 6.75  4.00 7.98
February 0.75  5.80 2.93
March 4.50  2.00 5.43
april 0.00 0.0 5.43
May 0.00 0.0 5.43
June 0.00 0.0 5.43




The PDF report will list the Total Comp Time Earned, Taken, and Remaining Balance for each month.
This report also has a page break after each employee so they can be printed and distributed as needed.

The output for a CSV will look like this:

	Name
	Emplid
	Empl Rcd
	Posn
	Department
	Comp Bal

	Employee Name1
	Emplid1
	0
	1
	Department Name
	17.25

	Employee Name2
	Emplid2
	0
	2
	Department Name
	0

	Employee Name3
	Emplid3
	0
	3
	Department Name
	2

	Employee Name4
	Emplid4
	0
	4
	Department Name
	16

	Employee Name5
	Emplid5
	0
	5
	Department Name
	0

	Employee Name6
	Emplid6
	0
	6
	Department Name
	0

	Employee Name7
	Emplid7
	0
	7
	Department Name
	5.43


The CSV report shows the employees and just the remaining balance as of either the Thru Date entered or, if blank, the current date.
To view the details for the monthly summary transactions:

HOME > BENEFITS > MANAGE LEAVE ACCURALS > VIEW COMP TRANSACTIONS
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Enter Emplid

Enter Start Date of Records 
Enter End Date of Records 

To see the entire history of an employee, enter their hire date (if employment started before 10/03, enter 8/14/03) as the Start Date and enter the end of current month (or termination date) for the End Date.
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The page will return all comp time rows between (and including) the dates you entered and will show the comp time transactions in ascending date order.

An Action of ‘E’ is time earned (time reporting code CTE) and will add to the comp bank and an action of ‘T’ is time taken (time reporting code CTTKN) and will subtract from the comp bank.
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End Balance is a running total of the comp bank.

When entering comp time taken for an employee, the system will use the end balance shown here to validate that the employee had those number of hours available for the day the time was taken.  

The University has a comp time balance limit of 240 hours – any hours earned over this will have to be paid to the employee.
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