TIME QUOTA OVERVIEW ESS
ESS-4 | BUSINESS PROCESS PROCEDURE

The purpose of this job aid is to explain how to access the Time Quota Overview in the Integrated HR/Payroll
System.

Trigger:

Use this document to view current leave balances in ESS.

Business Process Procedure Overview:

The Quota Overview service is located in the My Working Time section of ESS. Employees can use this
service to view their most up to date leave balances in the system.

View your Time Statement

1. From the Integrated HR/Payroll System Home Page, click the oo Lif Eol tab or click My Time
under Quick Link to go directly to the My Working Time Screen.
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Welcome to the OSC Integrated HR-Payroll System
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This system provides you with the tools you need to better access and manage your state benefits and personal
information. For additional support information, visit the BEST Shared Services website at
www.oscncgovistate-employees/BEST. H you need assistance while using the site, please call the BEST Shared
Services Center from £ a.m. to 5 p.m., Monday threugh Friday, at 919-707-0707 if local to Raleigh or 1-266-
NCBESTA{U) (1-866-622-3784) outside the Raleigh area.

Note: The portal will be unavailable weekdays from 8 to 3 p.m. and on Sundays from 2 to 8 p.m. for regular
maintenance.

News of Interest

2. Click My Working Time.

My Data (ESS) > Overview > Oveniew

Overview

Employee Seff-Senvice applications provide Morth Carolina State employees with easy access to information and services. This page gives an overview of the entire offering.
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Record Working Time
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A\ %1 Display your pay statement or printireprint your W.2W-2¢ Manage your addresses, direct deposit, and tax withhalding information
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3. The My Working Time screen will be displayed. Click Quota Overview.

My Working Time

4 \if/

3
My Time Sheets

Record Waorking Time

“ou can record your working time here.

In the last 30 days there are 5 workdays on which you have recorded not enough or too many hours.
“our recorded times have been approved up to 04/05/2019.

“ou have released all your recorded times.

My Leave Requests

Leave Request
Request leave and other types of absences.

Quota Overview
Dizplay your leave balance(s).

State of North Carolina Leave Forms

Voluntary Shared Leave Application Form

Voluntary Shared Leave Donor Form
Advance Leave Form

My Time Statements
Time Statement for a Chosen Period

4. The Quota Overview screen will display and shows all available leave balances and the number of hours
remaining. The Entitlement column shows total number of hours accrued by the employee since their
hire date. The Remainder column shows current quota balance of each type of leave available.

My Data (ESS) = My Working Time

?uuta Overview

Entitlement Type: |All Types ~ | | Display |
Time Account Deductible from | Deductible to | Entitlement Remainder
Vacafion Leave 01162019 12/31/9995 25.66 HOURS 2666 HOURS
Sick Leave 011672019 12/31/9999 16.00 HOURS  16.00 HOURS
Holiday Comp Time 122672008 12/31/9999 @0.00 HOURS 30.00 HOURS
Holiday Leave 101272008 12§31/9995 3200 HOURS 16.00 HOURS
Community Service Leave 01/01/2019 1205312019 24 00 HOURS 2400 HOURS

Exit

UPDATED 5/22/19

NORTH CAROLINA OFFICE OF THE STATE CONTROLLER

PAGE 2 OF 3



ESS-4 — Quota Overview BPP

5. Use the Entitlement Type drop-down menu to select a specific type of leave, then click Display.

My Data (ESS) = My Working Time

Quota Overview \_

Entitlement Type: |All Types - [ Display ]

Callback Comp Time

Time Account Holiday Comp Time N iible to | Entitiement Remainder

Vacation Leave | Gap Hrs Comp Time /9999 | 26.66 HOURS 2666 HOURS

B Overtime Comp Time

Sick Leave . 199499 15.00 HOURS 16.00 HOURS
Sick Leave

Holiday Comp Tim vacation Leave 499499 20.00 HOURS 30.00 HOURS

Holiday Leave Advanced Vacation 9999 32.00 HOURS 16.00 HOURS

Community Servic “dvanced Sick /2019 24.00 HOURS 24.00 HOURS
Adverse Weather v

Exit Communicable Disease

6. The type of leave selected will be displayed

My Data (ESS) = My Working Time

Quota Overview

Entittement Type: |Vacation Leave | | Display {

[ﬁme Account | Deductible from | Deductible to | Entilement | Remainder
Vacation Leave  01M16/2019 12/31/9999 2666 HOURS 26.66 HOURS

Exit

Additional Resources

For questions or additional assistance, contact BEST Shared Services:

Phone (Raleigh Area) (919) 707-0707
Phone (Toll Free) (866) 622-3784
Email: BEST@osc.nc.gov

OSC Training website:

https://www.osc.nc.gov/state-agency-resources/training

Click Help Documents and search for:
ESS Time Statement for a Chosen Period
OSHR Policy:

State Human Resource Policies
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