Retrieving Employee Comp Time Balances

Per CSA Rule 10-66 Compensatory Time
“Compensatory time earned under the provisions of Rule 9 PAY ADMINISTRATION may
be taken at any time mutually convenient to the employee and the appointing
authority. However, all accrued compensatory time shall be used by March 31st of each
calendar year or paid out in cash by the final pay period of April of that year.”

1. Go to the Timekeeping tab in Kronos and choose the Accrual Reporting Period genie.
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2. Inthe SHOW field, choose All Home
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3. Click Refresh to pull up all home employees leave accrual information as of “today’
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Time Period |Toda\;

* This will take a little bit of time to load.

ACCRUAL REPORTING PERIOD .
Last Refreshed: 10:44AM Show [ |
Time Period [Taday -]
Actions ¥ Punch ™ Amount~ Accruals * Schedule ¥ Approvals * Payroll Prep ¥ Person v Activities ™ Leave ™
Mams 1/ |Person D V¥3’::’ Frimary Labor #ecrusl Code Reporting Period sl Unit Open\"n‘?ﬂame Ejg';'i T?g:'e Vesﬁ??;’;?;we T:l:g:: P;:':r‘;'f - legeg:\‘:nce

ESFL | 0121500/012...| Budget Furlough Req | 1012011 - 12031 2011 Hour o0 40:00 oog 40:00 w00 000 4000 - |
ESFU | 0121500/012...| Comp Time 410142010 - 331 2011 Hour 000 0og 000 00 000 000 000
ESFU | 012150001 2...| Comp Time Payout | 4000 62010 - 313162011 Hour o00 230 230 00 w00 00 w00
ESFU | 0121500/012... | Donated Sick 2011 - 12031 2011 Hour o00 000 000 00 o00 000 o0
ESFU | 0121500012.. | Excess Vacation 2011 - 12031 2011 Hour a0 000 000 00 o00 00 w0
ESFU | 0121500012...| Personal Holiday 2011 - 12031 2011 Hour o00 500 000 &00 o00 000 &00
ESFU | 012150012 .| Sick 2011 - 12031 2011 Hour 515 16:00 230 1345 o0 ao00 3345
ESFU | 0121500112 .. | vacation 2011 - 12031 2011 Hour 2245 16:00 000 3645 oo0 a000 1845
ESFU | 0121500/012...| Exempiary Performance| 101 2011 - 12031 2011 Hour 000 ono ooo i 000 i 000
ESFU | 0121500/012...| Budget Furloush Req | 101 /2011 - 12031 2011 Hour o0g 40:00 oog 40:00 o0g i 40:00
ESFU_| 0121500/012...| Comp Time 41012010 - 3312011 Hour 000 ong oo 000 000 000 000



http://www.denvergov.org/Portals/671/documents/CSA_Rules/CSA_Rule_10.pdf

4. Click on the header for the Accrual Code column to sort the leave categories by type

Iarme Person 1D URETET Primary Labor Accrual Code 1/ Reporting Period Accrual Unit \.VIESTEd
Type Opening Balance
5. Find the Comp Time balances.
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Last Refreshed: 10:24AM

Time Period |Today -
Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Schedule ¥ Approwals ¥ Payroll Prep ¥ Person > Activities v Leave =
Mame Perzon ID V\{?::r Primary Lakar ... Accrual Code 1/ Reporting Period Accrual Unit Opan\\;e;:aeaﬂ\{anca E:FS;E; TT::;Z:E OBrEl 24 ?;:2;: F:::’_xg Endi::g:gnce

ESFU 01215000012, Comp Time 40102010 - 33142011 Hour 0:00 31:30 31'ﬂ 00 \ 0:00 0:00 000 j
ESFU 215000012, Comp Time 4012010 - 33142011 Hour 0:00 &:00 2 1] 0:00 0:00 0:00 000
ESFU 0215000012, Comp Time 4012010 - 3731201 Hour 000 £:30 EjE0 000 0:00 0:00 0.00
ESFU M215000012... Comp Time 40102010 - 33152011 Haur 0:00 0:00 oo 0:00 0:00 0:00 0:00
ESFU 0121500001 2... | Comp Time 40102010 - 33142011 Haur 0:00 0:00 oo 0:00 0:00 0:00 000 J
ESFU 01215000012, Comp Time 40102010 - 373142011 Hour 0:00 0:00 [ xli] 0:00 0:00 0:00 000
ESFU | C215000M2... Comp Time 40172010 - 3 2001 Hour 000 000 oo 000 000 000 000
NSFU | 0121500001 2., Comp Time 40102010 - 33152011 Haur 0:00 215 ns 0:00 0:00 0:00 0:00
ESFU 0121500001 2... | Comp Time 40102010 - 33142011 Haur 0:00 0:00 oo 0:00 0:00 0:00 000
ESFU 01215000012, Comp Time 40102010 - 373142011 Hour 0:00 0:00 [ xli] 0:00 0:00 0:00 000
ESFU 215000012, Comp Time 4012010 - 3312011 Hour 0:00 0:00 [u xli] 0:00 0:00 0:00) 000
ESFU M215000012... Comp Time 4012010 - 3731201 Hour 000 000 oo 000 000 0:00 0.00
NSFU | 0121500001 2... | Comp Time 40102010 - 33152011 Haur 0:00 0:00 oo 0:00 0:00 0:00 0:00
ESFU 01215000012, Comp Time 40102010 - 373142011 Hour 0:00 0:00 [ xli] 0:00 0:00 0:00 000
NSFU | 04215000012 Comp Time 4012010 - 3312011 Hour 0:00 537 S0 0:07 0:00 0:00) 007
MSFU | 02150001 2... | Comp Time 40172010 - 331201 Hour 000 21:45 21j00 0:45 000 000 045
NSFU | 0121500001 2... | Comp Time 40102010 - 33152011 Haur 0:00 21:45 1945 200 0:00 0:00 200
NSFU | 0121500001 2... Comp Time 40102010 - 33142011 Haur 0:00 1715 13Q5 4:00 0:00 0:00 4:00
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The total in the Accrual Vested Balance is what will be paid out in accordance with CSA Rule 10-66

Compensatory Time.

Would this information be helpful in a Microsoft Office Excel spreadsheet?
1. Choose Export to Excel under the Actions tab.

snow e -
Last Refreshed: 10:24AM L |
Time Period [Todsy -

Actions | Punch ¥ Amount ¥ Accruals ¥ Schedule ¥ Approvals = Payroll Prep = Person v Activities = Leave ™
e e e | o Pvls | mconsicae 11| Rempwes  sonau oo T w o leme
E-mail - ESFU | 0421500001 2... | Comp Time 440 £2000 - 3631 52011 Hour oo 3130 31130
Print = ESFU | 021500/012... | Comp Time 4101 /2010 - 3312011 Hour 00 800 00
ESFU | 0421500001 2... | Comp Time A4 £2000 - 3031 52011 Hour oo 630 6130
< Expart to Excel ESFU | 0M21500012... | Comp Time 4101 /2010 - 33172011 Hour 00 000 000
ESFU | MM21500/012... | Comp Time 41 /2010 - 33172011 Hour 00 000 000
ESFU | 0121500001 2... | Comip Time A4 £200 0 - 3031 52011 Hour o0 oo 000

2. Click Open to view spreadsheet

File Download

Do you want to open or save this file?
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IHl Type: Microsoft Excel Warksheet
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e —
‘ [ Open ] Save ] [ Cancel

e While files from the Internet can be usebul, some files can potentially
QJ harm wour computer. |f pou do not trust the zource, do not open or
= zave this file, 'what's the risk?

00|
0:00|
00|
0:00|
0:00|
00|

Planned

Takings
00
00
00
00
00
0:00

Fending
Grants

00|
0:00|
00|
0:00|
0:00|
00|

Ending Balancs

Wester!

oog - |
000
00
000

000 J

[ula]




3. Inthe example below the following Sort option was selected:

Sort
Sort by
I | O Ascendrna
() Descending
Then by
Bccrual [v] () #scending
() Descending
Then by

[v] (%) Ascending
() Descending
My data range has

(%) Header row ) Mo header row

[ Ok ] [ Cancel

|l§| Microsoft Excel - Accrual-Reporting-Period[1].xls

E) Ele Edt Yiew Insert Fomat ook Data  Window Help  Adabe PDF Type & questian for help
HRN=A" RERETI= RN - WP N R N R e i s A R AR N L - 10 5] 8 % o Pl
iig g e ) iy Ay |2 {J2 |, ¥4 Reply with Changes... End Revisw... ]
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D42 - # Comp Time
A | B | ¢ | D I E I F 1T & | H [ 1 J [ M | M | Cla
Worker Accrual Vested Eamed Taken Planned Pending Vested
; Name Person 1D Type Accrual Code Reporting Period Unit Sf.i?,:‘f To Date To Date Takings| Grants Ending Balance Wage Rate [
| 29 | [ ESFU  Comp Time 470172010 - 373172011 Hour 0:00 5:00 0:00 .00 0:00 0:00 2.9 IE_
[ 30| [ ESFU  Comp Time 470172010 - 373172011 Hour 0:00 4:30 0:00 0.00 0:00 4:30 "30.78
|31 | [ NSFU  Comp Time 40172010 - 3/31/2011 Hour  0:00 17:15 1315 0:.00 0:00 4:.00 2255
132 I MNSFU  Comp Time 4401/2010 - 3/431/2011  Hour 0:00 21:45 19:45 0:00 0:00 2:00 2205
33| r MSFU  Comp Time 4401/2010 - 3/31/2011  Hour 0:00 21:45 21:00 0:00 0:00 0:45 2255
| 34 | i MSFU  Comp Time 4401/2010 - 3/31/2011  Hour 0:00 8:37 530 0:00 0:00 0:07 20 B3
135 | [ ESFU  Comp Time 4/01/2010 - 373172011 Hour 0:00 0:00 0:00 0:00 0:00 0:00 34 24
| 36 | [ MSFU  Comp Time 470172010 - 373172011 Hour 0:00 0:00 0:00 0.00 0:00 0:00 22.08
| 37| [ MSFU  Comp Time 470172010 - 373172011 Hour 0:00 1:30 130 0.00 0:00 0:00 24.11
| 38 | [ MSFU  Comp Time 470172010 - 373172011 Hour 0:00 3:00 300 0.00 0:00 0:00 "23.58
139 | [ MSFU  Caorp Time 40172010 - 3312011 Howr  0:00 0:00 0:00 0:00 0:00 0:00 19.30
| 40 | [ ESFU Comp Time 40142010 - 34312011 Hour  0:00 0:.00 0.00 0:.00 0:00 0:.00 2358
| 41| r ESFU  Comp Time 4401/2010 - 3/31/2011  Hour 0:00 0:00 0:00 0:00 0:00 0:00 2255
| 42| i MNSFU ICnmE Time _Idmmmn - 34312011 Hour 0:00 0:00 0:00 0:00 0:00 0:00 2205
| 43| [ ESFU  Comp Time 4/01/2010 - 373172011 Hour 0:00 0:00 0:00 0:00 0:00 0:00 a1
| 44 | [ ESFU  Comp Time 40172010 - 373172011 Hour 0:00 0:00 0:00 0:00 0:00 0:00 57 B1
| 45 | [ ESFU  Comp Time 470172010 - 373172011 Hour 0:00 5:00 5:00 0.00 0:00 0:00 37 .43
| 46 | [ ESFU  Comp Time 470172010 - 373172011 Hour 0:00 6:30 6:30 0.00 0:00 0:00 "35.98
| 47 | [ ESFU  Carmp Time 40172010 - 3/31/2011 Howr  0:00 0:00 0:00 0:00 0:00 0:00 441
| 45 | [ ESFU  Comp Time 40172010 - 3/31/2011 Hour  0:00 3600 3600 0:.00 0:00 0:.00 2358
|49 | I ESFU  Comp Time 4401/2010 - 3/431/2011  Hour 0:00 0:00 0:00 0:00 0:00 0:00 27 54
| 50 | r ESFU  Comp Time 4401/2010 - 3/31/2011  Hour 0:00 0:00 0:00 0:00 0:00 0:00 27 54
| 51| I ESFU  Comp Time 4401/2010 - 3/31/2011  Hour 0:00 0:00 0:00 0:00 0:00 0:00 23 58
| 562 | [ ESFU  Comp Time 470172010 - 3731722011 Hour 0:00 0:00 0:00 0:00 0:00 0:00 "6 34
|63 | [ ESFU  Comp Time 470172010 - 373172011 Hour 0:00 0:00 0:00 0.00 0:00 0:00 2577
| 54 | [ MSFU  Comp Time 470172010 - 373172011 Hour 0:00 2148 218 0.00 0:00 0:00 f18.15 |
185 | [ MSFU  Comp Time 470172010 - 373172011 Hour 0:00 0:45 0:45 0:00 0:00 0:00 f19.74 [v
4 < v nysheet1/ [<] Im ] [

iDraws i | Autoshapess N\ W OO 1 o 23 (8] la | $r - o - A - Eﬂjﬁ

The total in the Accrual Vested Balance is what will be paid out in accordance with CSA Rule 10-66
Compensatory Time.




