CAT2 Comp BALANCE CHECK

WHEN RECORDING ADVERSE WEATHER LEave | TM
JoB AID TM-43

The purpose of this job aid is to explain the CAT2 Comp Balance Check and how it will work when adverse
weather is recorded.

With the changes to the Adverse Weather policy effective 1/1/2015, an employee is not allowed to use
Adverse Weather Leave if the employee has available Comp Leave.

A validation in the CAT2 will prevent a Time Admin from keying Adverse Weather Leave (A/A 9545) in the
timesheet if there is an available balance in any of the Comp Leave quotas for the requesting employee. The
validation considers current balances and also takes into account any Approved Leave keyed prior to the A/A
9545 entry on the timesheet.

Examples

If an employee has Comp Balances to cover the amount of Adverse Weather leave keyed, the following error
will generate, and the entry should be changed to Approved Leave (A/A 9000).

Data Entry Area

LT A/... P.. Total SuU 0201 MO 02/02 TU 02/03 WE 02/04 TH 02/05 FR 02/06 SA 02/
i 40 a0 10 10 10 10 a0

[= Display Messages

9545 Date Status Type Error Message
@oo E Comp balance(s) availble for . A/A 9000 should be recorded inst

If an employee has Comp Balances to cover a portion of the Adverse Weather leave keyed, the following
error will generate, and the employee should record Approved Leave (A/A 9000) for the amount of Comp
Leave remaining and record the remainder of the absence as Adverse Weather leave (if management
approves).

Data Entry Area

LT|Af... P.. Total SU 02/01 MO 02/02 TU 02/03 WE 02/04 TH 02/05 FR 02/06 SA 02/
i 40 ] 10 10 10 10 a0
& [= Display Messages

9500

9545 Date Status Type| Error Message

@oo E Comp balance(s) availkble for . 2.00 hours of A/A 9000 should b

If an employee does not have any Comp Balances, the following warning/informational message will
generate. This message is a reminder that the manager must approve the use of Adverse Weather leave
based on provisions outlined in the Adverse Weather policy.
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Data Entry Area
LT &/f... P.. Total su 02/01 MO 02/02 TU 02/03 WE 02/04 TH 02/05 FR 02/08 SA 02/0
] 40 a0 10 10 10 10 a0

[E Display Messages

9545 Date| Status Type Error Message
Cyys W Supervisor approval required for Adverse Weather (A/A 9545) for

Keep in mind that the entire error message text will not display for the two errors in the initial
pop-up window. Only a portion of the message will display. By double clicking on the message
itself, the full text will be displayed in a separate pop-up window as shown below.

[S Performance Assistant N s

<=|ex=)>] % al=<a)

Comp balance(s) available for . A/A 9000 should be
recorded instead of A/A 9545 (Adverse Weather)

b

Message no. LRGBT

NOTE: Please note that employees keying time in ESS will be presented the same errors and warnings.
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