
View Comp Time on your Employees 
 
 
Go to:  Manager Self Service > Time Management > View Time > 
Compensatory Time 
 

 
 
This is how your landing page will look like: 

 
 
1. Once on the landing page, you may search your employee(s) with 4 

options: 
 

• By Group ID – Use this option if you wish to pull everyone your 
employees who are in this group. Then you may select individuals from 
the return list. If you do not know your group ID, see your timekeeper. 

 



• By Employee ID – Use this option if you wish to select one individual at a 
time. Don’t forget to put the 4 leading zeros. 

 
• By Last Name – Use this option if you wish to pull your employees who 

have this last name. This is case sensitive. Use upper case for the first 
letter and then the rest with lower case. For example: SMITH should be 
“Smith”. 

 
• By First Name - Use this option if you wish to pull your employees who 

have this last name. This is case sensitive. Use upper case for the first 
letter and then the rest with lower case. For example: LAURA should be 
“Laura”. 

  
 
2. Once you have entered a value in one of the options, it will display the list 

of return values: 

 



 
3. Select the employee that you wish to view the balance 

 

 
 

4. The balance is as of the current date. 


