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Office of the Controller
Time and Labor - ESS
View Comp and Holiday Comp Time Balances — Salary Non-Exempt

How to view comp and holiday comp time balances for a salary non-exempt employee: This job aid
outlines how a salary non-exempt employee can view comp and holiday comp time balances.

Navigation: Employee Self Service > Time and Absence > Enter Time

Step 1: On the Employee Self Service landing page, click the Time and Absence tile.
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No Announcements available
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My Self-Service

Time and Absence Personal Details Benefit Details

No notifications

When new notifications arrive, the *Q3
Refresh button will show a badge

Last Pay Date 04/15/2025

My Profiles Remote Worker
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Step 2: Click the Comp/Holiday Comp Time tile, to view balance hours.

I Q, Search in Menu

Enter Time Comp/Holiday Comp Time Absence Balances

04/27/25 - 05/03/25 2 6 5 O
@ Reported 0.00 .

@ Scheduled 37.50 Balance Hours

Time Summary View Requests Cancel Absences
04/27/25 - 05/03/25

No Time Reported

Payable Time Extended Absence Request
Last Time Period 04/20/25 - 04/26/25

Total Hours 0 Hours

Step 3: To view additional Comp Time details, click the SALNECMP tile.

The comp time will be paid out at fiscal year-end, June 30.
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FTE | Parking Manager | 661020-PARKING AND TRANSPORTATION SER

SALNECMP SALNEHOL

Plan Type Comp Time Plan Type Comp Time

Recorded Balance 22.50 Recorded Balance 4.00

As of Date 03/17/2025 As of Date 12/30/2024
Expiration Period Months 12
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Step 4: On the Leave Balances History page for Comp Time (SALNECMP), you can see:
e  Minimum Balance

e Maximum Balance
e Earned Balance

e Taken Balance

e Total Balance

Step 5: To view Holiday Comp Time details, click the Return to Leave Balances link.
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Leave Balances History
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Return to Leave Balances

FTE | Parking Manager | 661020-PARKING AND TRANSPORTATION SER

Leave Balance

SALNECMP Balance Minimum Balance Maximum Balance
22.50 0 240
Leave Balance Details
Accrual Date Earned Taken Balance
03/17/2025 0.00 7.50 22.50
02/16/2025 0.00 7.50 30.00
02/18/2025 0.00 7.50 37.50

Step 6: To view additional Holiday Comp Time details, click the SALNEHOL tile.

The expiration period of 12 months indicates the holiday comp time expires 1 year from the earn date.
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FTE | Parking Manager | 661020-PARKING AND TRANSPORTATION SER

SALNECMP SALNEHOL

Plan Type Comp Time Plan Type Comp Time

Recorded Balance 22.50 Recorded Balance 4.00

As of Date 03/17/2025 As of Date 12/30/2024
Expiration Period Months 12
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Step 7: On the Leave Balances History page for Comp Time (SALNECMP), you can see:
e Minimum Balance
e Maximum Balance
e Expiration Date
e Earned Balance
e Taken Balance
e Total Balance

Step 8: To view Holiday Comp Time details, click the Return to Leave Balances link.
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Return to Leave Balances

FTE | Parking Manager | 661020-PARKING AND TRANSPORTATION SER

Leave Balance

SALNEHOL Balance Minimum Balance Maximum Balance

4.00 0 0

Leave Balance Details

Accrual Date Expiration Date Earned Taken Balance
12/30/2024 12/30/2025 4.00 0.00 4.00
12/15/2024 0.00 4.50 0.00
11/17/2024 0.00 6.00 4.50
01/14/2024 0.00 3.00 10.50

Step 9: Click the Arrow icon to return to the Time Self Service page where you can continue to enter,
request and/or view time and absence information.
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FTE | Parking Manager | 661020-PARKING AND TRANSPORTATION SER

SALNECMP SALNEHOL

Plan Type Comp Time Plan Type Comp Time
Recorded Balance 22.50 Recorded Balance 4.00
As of Date 03/17/2025 As of Date 12/30/2024

Expiration Period Months 12

You successfully learned how to view your comp and holiday comp time balances as a salary non-
exempt employee.
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