Time Management Balance Screen Explanation

Purpose: These instructions are to explain the “Balance” screen in Time Management for leave

balances.

To access the Balance screen you will click on the Time bookmark.
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You will click on the Absence link.
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Once you click on Absence the system will open up the “My Balances” screen
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Reserved Available Pending Rejected Reported  Balance
Plan: COMPENSATORY TIME as of 31-Aug-2012 through 08-Sep-2012
Balances Proxy Position: 0.00 14.25 0.00 0.00 0,00 14.25 FunreRequests  AddRequest
Proxy Absence Requests
AllBalances Plan: ND BALANCE CATEGORY as of 05-Sep-2012 through D6-Sep-2012
All Absence Requests Position: 0.00 0.00 0.00 0.00 0.00 0.00  Future Reguests Add Request
Plan: ANNUAL LEAVE as of 31-Aug-2012 through 06-Sep-2012
Position: 0.00 45.00 0.00 0.00 0.00 45.00  Future Reguests Add Request
Plan;: SICK LEAYE as of 31-Aug-2012 through 08-Sep-2012
Position: 0,00 39.81 0,00 0,00 0,00 39.81  Future Requests Add Request
Plan: FLOATING HOLIDAY as of 31-Aug-2012 through 08-Sep-2012
Position: 0.00 7.50 0.00 0.00 0.00 7.50 Future Reguests Add Request

NOTE:

GHRS is the system of record for all leave balances and NHFIRST Payroll will be the new system of record
when we move in Jan.

What shows as “available” in TM is exactly what is pulled from GHRS and fed to TM each night. So the
available column in your TM balance screen (shown above with red arrow) is always accurate from
GHRS.

The next few columns (shown above in blue brackets) is TM trying to be smart and going out to the
leave request screen to see if there is any leave out there in the future and does the simple math for you
to show your new balance, again this is NOT the system of record it is just trying to help the user.

However, TM is not smart enough to know that it was changed on the timecard. Therefore it will remain
as leave that is going to be used until the Friday night Gross to Net runs and then refreshes TM with the
accruals and the usages that happened from the previous pay period.
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