View Comp Time on your Employees

Go to: Manager Self Service > Time Management > View Time >
Compensatory Time

ime Management

Manags schecles, view and approve reported and payable time, shsence and overtime requests, exceptions, and mare

Quick Reference
Instructions o help you approve time, report time, or view comp time for your

employes(s),

View Time
Wigw your employees compensatory time.

 Compensatory Time

ﬁ Approve Time K] Report Time

Approve reported fime for your employess. Report time: for your employess

=] Reported Time = Timesheet
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Compensatory Time

Select Employee

* Employee Selection Criteria

GetEmployees |

Description

Group 1D [ &
EmpliD [ &
Last Mame liQ
First Mame qu

Employees For Tyler Dang

GoTo:  Manager Self Serice

Tirme Manadgerment

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

options:

e 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”.

Once you have entered a value in one of the options, it will display the list
of return values:
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Description
Group 1D WQ
ErmplID [ a
Last Mame IiQ
First Mame [ =
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Contracts Procurement-
PIC

Contracts Procurement-
PIC

mndrm ke Tl m e e sk

Crystal Graharm 000046461 223901 EAECLEAVE KCBUS 5322

Kenneth Curl 000046871 224001 EXECLEAVE KCBUS 6822



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

Compensatory Time

EmpllD:;

Job Title:  Contract Specialist Il EmplRed Mhr: 0

Comp Time Balance Summary

Today's Date: 09 452007
Balance at Beginning of Today: 0.000000 Hours
Compensatory Time Off Plan: EHECLEAVE
‘Show Time Expiring in: | N[s}ﬁ 30 Days b |
Comp Time Detail
Expiration Date Number of Hours Expiring Balance at End of Day
0.o00o00o0 0.000000
Return to Select Employee Mext Employee |
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4. The balance is as of the current date.




