3/17/2008HCM89 Leave Balance Inquiry
FINAL


	
	HCM 8.9 Business Process Guide
Leave Balance Inquiry


	Last Revised: 3/08/08
	

	Final
	


REVISION CONTROL 

	Document Title:
	HCM 8.9 Business Process Guide:  Leave Balance Inquiry

	Author:
	 Lori Serna

	File Reference:
	HCM89_BPG_LeaveBalanceInquiry_20080310.doc


	Date
	By
	Action
	Pages

	3/10/08
	Lori Serna
	New Document Release
	All

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table of Contents

Page

1Introduction


11.0
Group/Department Inquiry: Prerequisites/Assumptions


22.0
Group/Department Inquiry: Instructions


22.1
Group Leave Balance (beginning 01/01/2008)


42.2
Group Leave History (through 12/31/2007)


53.0
Employee Personal Leave Balance Inquiry


53.1
Leave & CTO (beginning 01/01/2008)


83.2
Leave & CTO History (through 12/31/2007)




Introduction

This Business Process Guide provides instruction on the new Leave Balance Inquiry pages used in PeopleSoft version 8.9.  This guide contains two sections:
· Instructions for the Group/Department Inquiry for Timekeepers/Managers.
· Instructions for the Employees viewing their personal leave pages.
1.0 Group/Department Inquiry: Prerequisites/Assumptions

	Prerequisite/Assumption
	Detail

	Authorized security to the Groups/Departments you are trying to view.

	If you are accessing Group/Department view, authorization approved through the submission of “CMS Account Request form” is required.  You will need to specifically state which Group you need access to.



2.0 Group/Department Inquiry: Instructions
2.1 Group Leave Balance (beginning 01/01/2008)
	Processing Steps
	Screen Shot

	Log onto the My Cal Poly Portal.

To access leave balances in the new leave module beginning with the January 2008 pay period and forward, you would select “Group Leave Balance (beginning 01/01/2008) under the “CMS Links” section of your Main Cal Poly Portal page.
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	At the “CSU Absence Inquiry” page, you can enter the 6-digit Department ID or 9-digit Employee ID, depending on how you would like to search.  If you are accessing a Department, it will filter who you can see according to your “Group” security. 
 You can also further filter your Department results by entering the following fields:

 “HR Status” = Active or Inactive employees only

and/or 

“Pay Group” = POS (hourly emps) or MST (master payroll emps).  Then hit Search.
Alternative: Click on the magnifying glass next to Department or EmplID to view all Departments or Employees you have security to view, without having to look them up specifically.  Click on the Dept or Employee you are interested in, when you see your results, for more balance information.
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	Absence Balances Tab: 

Contains sick, vacation and PH balances.  Also, this is the only tab where the Employee Record number is found (under the “Rcd” column)
Compensatory Time Tab:
Contains CTO, Holiday Credit, Holiday CTO, Excess/Deficit, and ADO balances.
State Service Tab:
Contains State Service Months, and for hourly leave eligible employees, shows the carryover hours between accruals
(Leave eligible hourly employees earn accruals based on Technical Letter “HR/Leaves 2002-01”)
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	Page Hints:

1) To view all balance tabs at once, click on the spreadsheet icon next to the State Service tab.  You will need to scroll to the right quite a bit to view all columns.
2) To view details, click on the blue encircled “i” next to each balance

3) To customize your column or sort order on this page, you can click on “Customize”.  This only changes your work station.  Please note: any upgrades or changes to this PSoft module may result in the loss of your customizations and you may need to repeat them.

4) To download the results into Excel, hold down the Ctrl button and click on the little grid button next to Find.  Keep holding Ctrl until your dialog box appears to open or save your results.

5) If your results are large, you may need to scroll or click next.  

6) Clicking on any column header sorts the results ascending or descending alphabetically or numerically.

7) Personal Holiday Available:

“1” equals available, “0” equals taken.
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	8) When you click on the blue encircled “i”, a details screen appears for each type of leave, state service or carryover hours balance.  This screen shows you how the balances were affected by adjustments, CAT hours donated and earned/taken time.  

There are two sections: The top section shows you activity since the “Last Processed Date” or the last pay period that was closed.  It will not show your earned time until the pay period is closed.  The bottom section shows you activity for prior pay periods.  Please note the Employee Record number.  For Employees with multiple positions, balances held by the Record number in which they were earned.
-You can still download this screen to Excel by clicking on the little grid button next to the word “Customize”.  Hold down the Ctrl button on your keyboard and click the grid button, hold down Ctrl until your dialog box appears to either save or open your results.
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2.2 Group Leave History (through 12/31/2007)

	Processing Steps
	Screen Shot

	To access leave balance history, you would select “Group Leave History (through 12/31/2007) under the CMS Links section of your Main Cal Poly Portal page.
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	At the “Leave-TL Group Balances” page, you will enter the 5-digit Group ID. This page is identical to how you searched for Group Balances in PeopleSoft version 8.0.

The results are a snapshot in time when PeopleSoft was upgraded to version 8.9.  This data will not change and will be used for historical purposes only.  Any adjustments needed to the December 2007 pay period or before will be made and reflected on the new balance pages.
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3.0 Employee Personal Leave Balance Inquiry

3.1 Leave & CTO (beginning 01/01/2008)

	To view your personal Employee balances you need to first log onto the My Cal Poly Portal.  Click on the “Personal Info” tab.

On the Personal Info page, under the section entitled “My Employee Info” you will see several self-service blue links.  The top two contain your personal leave balances.  

Click on “Leave and CTO (beginning 01/01/2008) to view your current leave balances.
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	As the page is loading, this header section will come up first.  This is the area where we will post the status of monthly processing, any new helpful tips and tricks, and the current version of the Step by Step guide.  Please check here often, you may need to scroll down to view all of the content.
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	Absence Balances Tab: 

Contains sick, vacation and PH balances.  Also, this is the only tab where the Employee Record number is found (under the “Rcd” column)

Compensatory Time Tab:
Contains CTO, Holiday Credit, Holiday CTO, Excess/Deficit, and ADO balances.

State Service Tab:
Contains State Service Months, and for hourly leave eligible employees, shows the carryover hours between accruals

(Leave eligible hourly employees earn accruals based on Technical Letter “HR/Leaves 2002-01”)
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	Page Hints:

1) To view all balance tabs at once, click on the spreadsheet icon next to the State Service tab.  You will need to scroll to the right quite a bit to view all columns.

2) To view details, click on the blue encircled “i” next to each balance

3) To customize your column or sort order on this page, you can click on “Customize”.  This only changes your work station.  Please note: any upgrades or changes to this PSoft module may result in the loss of your customizations and you may need to repeat them.

4) To download the results into Excel, hold down the Ctrl button and click on the little grid button next to Find.  Keep holding Ctrl until your dialog box appears to open or save your results.

5) If your results are large, you may need to scroll or click next.  

6) Clicking on any column header sorts the results ascending or descending alphabetically or numerically.

7) Personal Holiday Available:

“1” equals available, “0” equals taken.
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	8) When you click on the blue encircled “i”, a details screen appears for each type of leave, state service or carryover hours balance.  This screen shows you how the balances were affected by adjustments, CAT hours donated and earned/taken time.  

9) There are two sections: The top section shows you activity since the “Last Processed Date” or the last pay period that was closed.  It will not show your earned time until the pay period is closed.  The bottom section shows your activity for prior pay periods.  The ‘As of Date’ is always the 1st day of the following pay period and reflects what happened in that prior pay period.  Please note the Employee Record number.  For Employees with multiple positions, balances held by the Record number in which they were earned.

10) You can still download this screen to Excel by clicking on the little grid button next to the word “Customize”.  Hold down the Ctrl button on your keyboard and click the grid button, hold down Ctrl until your dialog box appears to either save or open your results.
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3.2 Leave & CTO History (through 12/31/2007)

	To view leave balance history through 12/31/2007, Log into the My Cal Poly Portal.  Click on the Personal Info tab.  Under the “My Employee Info” section, click on the second blue hyperlink called “Leave & CTO History (through 12/31/2007).  The balances and history shown on this page is a snapshot, and are for historical purposes only.  The data will not change.  Any adjustments needed for the December 2007 pay period and before, will be reflected on the new leave pages accessed by clicking on “Leave & CTO (beginning 01/01/2008)”
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	This page has been retrofitted for v8.9 and is almost identical to the balance inquiry page that was in our previous version.  The only change is that now you can download the results into Excel by clicking on the grid button next to the words “View All”.  Hold the Ctrl button down and click on the grid button.  Continue to hold the Ctrl button down until the dialog box pops up asking you to open or save your file.
Reminder: There are two tabs: The 1st tab shows Employee Leave Balances (sick, VAC, etc) and the 2nd tab shows Employee Comp Time Balances (CTO, ADO, Excess, etc)

Your balances are held by the Record # in which they were earned.  If you have multiple positions, you will have a yellow button along the bottom that says “Next in List”.  Press this to see all Record # balances.  Record #’s in PeopleSoft always start with zero (0) then go to 1, 2 etc…
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The previous balance shown ‘As of Date’ 1/01/2008 is the conversion balance from the previous version of PeopleSoft.  The conversion balance also shows as an adjustment in the January pay period row (01/31/2008) because the conversion date of 1/1/08 is included in the January pay period.  It does not affect the balance twice.





The previous balance shown ‘As of Date’ 1/01/2008 is the conversion balance from the previous version of PeopleSoft.  The conversion balance also shows as an adjustment in the January pay period row (01/31/2008) because the conversion date of 1/1/08 is included in the January pay period.  It does not affect the balance twice.
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