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Welcome to Monthly Leave Report

for SPA Exempt Employees.

You will continue to be responsible for
recording all exception leave hours.

Example: Vacation, Sick and any earned/taken
Comp Time, etc. as well as Shift, @mall and
Holiday Worked.
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What is Leave Report?

Leave Report tracks your general attendance for
adjustments to be made to future pay periods.

Banner HR/Payroll will pay employees on a current basis.
_eave Report will be used to track general attendance &
oremium pays/hours during the current pay period for
payment adjustments to the

Example: Premium Pay or insufficient leave adjustments to
pay are typically made t o
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Important Reminders:

A
A

View your leave balances before recording any leave to ensure you have
that type of leave available prior to taking leave.

If leave is taken when a balance is not available the following paycheck
will typically be docked, as appropriate. However, if you have another
leave balance (with the exception of sick leave) available, banner will use
cascading approach to recover leave used from another leave type when
balance is not available in the reported leave type.

Example: If an employee reports 16 hours of vacation leave but only has
10 hours available. Banner automatically reviews available compensatory
time 1.5 and 1.0, and other leave balances respectively, and reduces thes
leave balances as appropriate to recover leave taken by employee in an

effort not to dock the empl oyeeos
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A Leave balances are adjusted as soon as the
supervisor approves th
report.

NEW -

A If your monthly leave report is not submitted and
approved by your supervisor by thé &f the
month, you will not be paid at the end of the
month in which this occurs. A delayed payment
will be at least a week or more after a regular
monthly pay date.
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NEW-

A Compensatory Time 1.0 (CT) is no longer available for use
In the same month as accrued. CT accrued is moved into
the available balance after payroll is run for use in the
following month(s).

A If you attempt to use CT in the month accrued you risk
having your pay docked if no other leave is available.

A Maximum CT for SPA employees is 240 hours. After you
reach 240 hours any additional hours you work will not be
added to your leave balance. Monitor carefully and seek
supervisor approval to use CT leave to manage the balanc
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BisMeekly Time Sheet —

Monthly Leswe Report
Benefits and Deductions

Wiem your refirernent plans, insurance benefits information and rmiscellaneous deduciions.

Pay Information ﬁ:
Wiew your Direct Depost breakdown; Wiew your Earmmge e

Tax Forms
Wiew your Wi-4 Forrn, W-2 Inforrmaol

Current and Past Jobs
Time Off Current Balances and History

Electronic Personnel Action Forms
RELEASE: 8.1.1

4 NEW: Select to View Time Sheet Histq er/LP -
J NEW: Select to completecave Report
7 New: To View Benefit & Deductions
New: Direct Deposit breakdown
available 3 days prior to pay day
New: View W2 Tax Exemptions epucanon
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Personal Information Student Employee

Searchl G0 | RETURN TO MENU ESITE MAP HELP EXIT

BiWeekly Time Sheet / C|ICk|V|0nth|y Leave Reporto access your leave report and
Monthly Leave Report enter exception leave and premium pay (example: shift).

Benefits and Deductions

Wiem your refirernent plans, insurance benefits information and rmiscellaneous deduciions.

Pay Information
Wiew your Direct Depost breakdown; Wiew your Earnings and Deductions History; View your Pay Shubs.

i — You will be surprised how mudleave Reportooks and

Current and Past Jobs . . . . .

Time Off Gurtent Balances and History functions (time entry and supervisor approval) similar to a web
Electronic Personnel Action Forms H H
e time entry timesheet! —

Done
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@ http://banssbprod.uncp.edu:9040/pls/PPRD/bwp... _ 'i;f;"i' * B ~ [l mm v Page~w Safety~ Tools
Title and Number:
Department and Number:
Leave Report Period: Jan 01, 2010 to Jan 31, 2010
Submit By Date: Feb 05, 2010 by 05:00 P.M.
Earning Total Total Friday Saturday Sunday Monday Tuesday Wednesday  Thursday

Hours Units Jan 01,2010 Jan 02,2010 Jan 03,2010 Jan 04, 2010 Jan 05, 2010 Jan 06, 2010 Jan 07, 2(

Leave HEFJDIT Cetification 0 Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enie:
Vacation n Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enter Hours Enie:
Sick 0 Srares Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enie:
Comp Time Eamed 1.0 0 Enict TR fpger Hows Enfer fours Enter Hours Enfer Hours Ens
Comp Time Taken 1.0x ’ Newc Leave Report Certification should reflect 1 hour
Premium On-call Rate 3 0
Shift Bremium 0 any day of the month before submitting leave report. Tm
Civil Leave 0 certifies that you reported leave as appropriate. ==
Community Service Leave 0 Enier Hours Enter Hours Enfer Hours Enter fours Enter Hours Enfer Hours Ens
HU”dE}’ 0 Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enie:
Holiday Worked Premium 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Ente
Baonus Leave 0 Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enie:
Adverse Weather Leave Taken 0 Enier Hours Enter Hours Enfer Hours Enter fours Enter Hours Enfer Hours Ens
Adverse Weather Make-up 0 Enier Hours Enter Hours Enfer Hours Enter fours Enter Hours Enfer Hours Ens
|"u"|i|i’[3.l"_-,-‘ Leave 0 Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enie:
Voluntary Shared Leave Taken 0 Enier Hours Enter Hours Enfer Hours Enter fours Enter Hours Enfer Hours Ens
Administrative Leave Used 0 Enier Hours En'er Hours Enfer Hours Ener fours Enfer Hours Enfer Hours Ens
Other Leave Used 0 Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enie:
Total Hours: 0 0 (0 1 0 (0 1
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Date: Jan 01, 2010
rours: i This should be reflected on leave repor
Save | Copy | monthly.
Earning Total Total Friday Saturday Sunday Monday Tuesday Wednesday  Thursday
Hours Units Jan 01,2010 Jan 02,2010 Jan 03, 2010 Jan 04, 2010 Jan 05,2010 Jan 06, 2010 Jan 07, 2(
Leave HE[:JDIT Cerification 1 Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Vacation 0 Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Sick 0 Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Comp Time Eamed 1.0 0 Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Comp Time Taken 1.0x 0 Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Premium On-call Rate 3 0 Enier H Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Shift Premium 0 Enier Hours Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Civil Leave 0 Enier Hours Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Gnmmunity Service Leave 0 Enier Hours Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
HU|ida}f 0 Enier Hours Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
HU|ida}f Worked Premium 0 Enier Hours Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Banus Leave 0 Enier Hours Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Adverse Weather Leave Taken 0 Enier Hours Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Adverse Weather Mak&up 0 Enier Hours Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Military Leave 0 Enier Hours Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
‘u’nluntary Shared Leave Taken 0 Enier Hours Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Administrative Leave Used 0 Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enier Hours Enie:
ther Leave Used 0 Enier Hours Enier Hours Enter Hours Enier Hours Enier Hours Enter Hours Einie:
Total Hours: 1 1 0 0 0 0 0
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File Edit Wiew Favorites Tools Help

x Go gle | “ -.' Search = 4» @ S E?' " A @ < Sidewiki = ? Check = El Translate ~ | AutoFill - & % < SignIn =
{3 Favorites *{.:"g | + @ Customize Links & | Free Hotmail | Windows %5 Windows Marketplace @& | Windows Media & | Free ACL & Unlimited Internet & | RealPlayer @ -
| (& http:ifbanssbprod uncp, edu:9040/plsPPROJEwEKEeE | | - B ] pmy v Page v Safety - Tooks - (@~ =
r Department and Number: Uall — ToZ5U0 ¥
Leave Report Period: Feb 01, 2010 to Feb 28, 2010 L V R r f r PA EX m
Submit By Date: Mar 03, 2010 by 05:00 P.M. ea e epo t O S e pt
Earning: Comp Time Eamed 1.0
Date: Feb 12, 2010

T — Once hours are entered select
save | cory| Preview to view_eave Report

Earning Total Total Monday Tuesday Wednesday
Hours  Units Feb 08, 2010 Feb 09, 2010 Feb 10, 201

Thursday Friday Saturday Sunday
Feb 11, 2010 Feb 12, 2010 Feb 13, 2010 Feb 14, 2010

Wacation
Sick
Comp Time Eamed 1.0

i

Comp Time Taken 1.0x
Premium On-call Rate 3

Shift Premium

Civil Leave

Community Service Leave
Haliday

Holiday Warked Premium
Bonus Leave

Adverse Weather Leave Taken
Adverse Weather Make-up
Military Leave

Voluntary Shared Leave Taken

[ T e R s [ R [ s s [ s L N )

Administrative Leave Used

Other Leave Used

Leave Report Certification

Total Hours: 0 0 3 0 0
Total Units: 0 0 0 0 0§
Posiion Selecion Comments | Preview | Submit for Approva | Restart | Pravious Na’|
b
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If leave report is correct or changes

need to be made click previous menu
— to return to leave report.



