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USPS COMP TIME PROCESSING

SSDT Comp Time Documentation Click Here 
1. Comp time Eligibility - Position Screen must be marked as True to "Eligible for Comp Time” (currently this is broken, ESS leave can be added even though the position is not set to Comp Time True. Waiting for a hotfix from SSDT)
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a. This allows comp time to be posted against the balance in the Attendance Screen
b. Comp Time Leave Unit must be the same as all other leave type daily/hourly) 
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2. Comp Time Leave can be mass loaded into the Attendance screen using Entity Type Attendance Journal (Absence Category CompTime)
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3. Comp Time can be imported into the Attendance screen (CT Leave Type) using the same import spreadsheet used for Future/Current/Attendance.
a. Go To Utilities/Attendance/Absence Import option.
4. Accumulations - Districts can accumulate Comp Time to track a Comp Time balance available to be used by the employee.
a. Accumulations can be added on the Employee Dashboard
b. Accumulations can be added in Core/Leaves/Accumulations
c. Accumulations can be mass loaded (Utilities/Mass Load)
5. Job Calendars have been updated to include Comp Time
6. Comp Time is on the Employee Dashboard with a total of unused Comp Time days or hours.
7. Comp Time will display on default pay slips.  Custom forms will need to be manually updated using “Merge Fields”
USE-COMP BAL
«compAdj»/«bal»





8. REPORTS:
a. Comp Time will be included on the following reports
b. Attendance Report
c. Leave Activity Report
d. Leave Balance Report
e. Payroll Leave Report
f. GASB101 Report
g. AOS Employee Report
9. Comp Time is available in Employee Onboarding
10. Deferred Absence Posting
a. When the Deferred Posting option has been setup, AB entries for Comp Time, along with Sick, Vacation, Personal may be entered. When selecting Post to Current/or Future option, a Warning message will be issued if comp time leave balance will be negative:
b. Warning-Deferred comp time leave usage plus current entry will cause Comp Time Leave balance to be negative.










EMPLOYEE ENTERING COMP TIME DAYS
1. Employees can add Comp Time in ESS, same as they enter other leave types.
a. Log into ESS
b. Leave Requests [image: ]
c. Create Leave Request  [image: ]
d. Leave Type -Select Comp Time [image: ]
e. In ESS employees can see Leave/Absence/Accumulation balances by selecting Leave Information.  
i. Comp Time has been included in these Leave Balances.
		


image5.png
H  Leave Requests




image4.png
+ Create Leave Request




image7.png
Leave Type -
Comp Time

Leave Balance Before Request (Including Ongoing Leave Requests}: 0.000




image3.png
Eligibilty Flags

 Elgible For Personal Leave v Eigible For Sick Leave.  Eligb For Vacaton Leave.





image6.png
USPS. Tuker Dome)Schok - admin

Home Cors - Payments - Payrol + Procacsing - Regors Sy <. Uil . USAS agaton . Wiaklous <

Crstoow 0 Cna

Perona Leav 0

[P re—

Vaceion Loave0| | st et Car-ANON1O00
Comp Tme:0 -

oy

G| 2 asa

= = o A i3
- e




image2.png
_ CRITES Mt SppAcioatce

Load files may contain only Attendance, only  id (only if modifying o current record) appointmentType
Absences, or a combination of both Absences
and Attendances.

position.number « Centficated
compensation.code. 5 Dlesied

dayofweek
Example of Attendance and Absence Journal

Modify Template id (Compensation)
payDate

Example of Attendance and Absence Journal Loy

Add Template substituteFor - (enter employee number of the substitute)

type

usasPostingIndicator





image1.png
mvtcg'

MIAMI VALLEY TECHNOLOGY
& COMMUNICATIONS GROUP





