MANAGING GAP HOURS
CoMP ELIGIBILITY

JoB AID OM-4 | POSITION SETTINGS

oM

The purpose of this job aid is to explain how to manage Gap hours for comp time eligibility.
Introduction

Following the establishment of the Gap Hours policy in 2009, agencies have the choice to provide
compensatory time for Gap Hours for their Subject-FLSA employees instead of retaining the immediate pay
behavior. Infotype 9017 — Gap Hours Comp Eligibility, a record on the Position, holds the setting that triggers
the comping of Gap Hours and how long the comped hours will be held before paying out, if unused. HR
Master Data Maintainers and OM Position Maintainers will be able to perform the steps of adding Gap Hours

eligibility to a Position or ending the eligibility if necessary.

Steps to add gap hours comp eligibility to a position

1. Start transaction PO13.

Maintain Position
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~ 8 Position Plan version [zurrent plan g
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m Flanned i Submitted i Approved i Rejected
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| |Description O Today O Currentweek
| |Drepartment/Staff Qal O Current manth
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2. Enter a position number and press or click Enter.
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Maintain Position
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3. Scroll down in the list of infotypes until you find Gap Hrs Comp Eligibility.

Maintain Position
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Object manager scenario: SZEMPRO1

= 8 Position Plan version Current plan Q|
fid} Search Term Position 60004826 Official Court Reporter
fill structure Search e 112302350078
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S0C Code
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= Select, |
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4. Select that row and click the Create button IEI on the menu bar.

Create Gap Hrs Comp Eligibility

(] =

E2[1E E E IR E Position 112302350078 Official Court Reporter
Ohject manager scenario: SZEMPPO1 | Flanning Status Active |
= B Position walidity fies5/2008 &)t [12/3179998] [&r Display change infor

&} Search Term

Structurs Ssarch
|| St Seer Gap Hrs Caomp Eligikility 01 & 60004825 1

Gap Hrs Eligibility [+ Comp Aging Lirmit

5. Change the Validity date to the effective date of the comping behavior for Gap hours. The to date

can be left at the default value of 12/31/9999.

Create Gap Hrs Comp Eligibility

EE] ==

B3 1E E E IR R Position 112302350078 Official Court Reporter
Chject manager scenario; SZENFRO1 | Planning Status Active
~ & Position Validity 10/05/2008) o [12/31/9988] [@e Display change infor

{H} search Term

Structure Search
Ll Gap Hrs Comp Eligibility 01 5 600048261

Gap Hrs Eligihility [+ Comp Aging Limit

6. Change the Comp Aging Limit value from 365 to a lesser value, if appropriate.

=g
Infotype  Edit Goto View Systern Help

& | D4 @ NHE anas BE @M

Change Gap Hrs Comp Eligibility

B BN

EXE E EIE B Position 112302350078 Official Caurt Reparter
Ohject manager scenario; SZENPPO1 | Flanning Status |Active

~ 8 Position validity 10/01/2009] 1o [12/31/9989[F) [&  Display change infar

{H} Search Term
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Gap Hrs Eligibility [v] Comp Aging Limit
Recaord - of 1
]
7. Click the Save button to save the record.
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Steps to End Gap Hours Comp Eligibility for a Position

1. Start transaction PO13.

Maintain Position
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Object manager scenario; SZEMPPO1

= & Position Plan varsion Current plan =]
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2. Enter a position number and press or click Enter.
Maintain Position
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~ & Position Plan version Current plan |
il search Term Position 60004626 Sicial Court Reparter
7] Bl et Abbr, 112302350078

m Flanned , Submitted | Approved | Rejected
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3. Scroll down in the list of infotypes until you find Gap Hrs Comp Eligibility.

Maintain Position
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Ohject manager scenatio: SZENPPO1

~ 8 Fosition Flan version Current plan ]
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= Select.

O To current date

4. Select that row and click the All radio button in the Time Period section.

Maintain Position
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5. Click the overview button to see all 9017 records for the position.

List display with change Gap Hrs Comp Eligibility

o) [

[0 1 R A Y

Object manager scenario: SZEMNPPO1

Fosition! 112302350078 Official Court Reporter
Flanning Status Active

= B Position

fHl search Term
fHl structure Search

Gap Hrs Comp Eligibility 01 5 60004826 1

End Date  |Startdate  |cloap|
12/31/9999 10/01/2009 X 365

6. Select the row of the record wanted to delimit (change the end date).

s eajn) =]

NOTE: Pay attention to the dates on each record listed. Select the record covering the period of time
in which the comping behavior should end.

List display with change Gap Hrs Comp Eligibility

tl7)m)sl 3] ]
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Object manager scenario: SZEMNPPO1

Position 112302350078 | Official Court Reporter
Flanning Status Active

= & Position

il search Term
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Gap Hrs Comp Eligibility 01 5 600048261
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7. Click the change infotype button on the menu bar.

EEEDE

Change Gap Hrs Comp Eligibility
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Object manager scenario: SZEMPPO1 | Planning Status Active
< & Position walidity 10/01/2008) 1o 12421 /0000|(E
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1
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8. Change the to date to the last date on which the comping behavior should apply to Gap Hours.

&
Infotype  Edit Goto  View System  Help

v A0 eEe SHE aDOo0 R @m
Change Gap Hrs Comp Eligibility

| EN ]

[= s E] =] 2] Position 112302350078 Official Court Reporter

Object manager scenario; SZENPPO | Planning Status Active
~ & Position validity 1o/01/2008) tw  [pe/3072018[3) (@  Display change infar

Kl Search Term

Structure Search
) Gap Hrs Comp Eligibility 01 8§ 60004826 1
Gap Hrs Eligihility m Comp Aging Limit |365] Days
Record nf 1

]
9. Click the Save button to save the record. The infotype record will be delimited as of the new end

date.

12/13/18 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE7 OF 7



	Introduction
	Steps to add gap hours comp eligibility to a position
	Steps to End Gap Hours Comp Eligibility for a Position

