US UNIV E RS ITY OF Division of Human Resources
SOUTH FLORIDA Attendance & Leave Audit Procedures

Goal: To educate leave coordinators on how to execute the business processes as they apply to leave
audits and timesheets.

Resources: University Attendance and Leave Administrator
Beverly Jerry - Tampa
(813) 974-5717
bjerry@usf.edu

Regional HR Contacts
Robin Jones — St. Petersburg (rli@mail.usf.edu)
Carolyn Dyson — Sarasota-Manatee (cdyson@sar.usf.edu)

Upon completion of this workshop, you will be able to:

Apply USF leave regulations and procedures accurately

Identify employee’s Job history (salary plans, employee class, etc.)
Reconcile and track leave taken on timesheets

Process and track FMLA and sick leave pool leave request

Verify ALT entries

Explain how ALT processes leave reports

Process leave payouts

Exercise 1: Location of HR A&L Website and USF Regulations

Follow the navigation path below to access the HR A&L Website and Regulations & Policies.
Scroll to bottom of USF Home page and click on Human Resources or Regulations & Policies.

UNIVERSITY SOUTH FLONID ! 1O SRECT

Human Resources

A DIVISION OF ADMINISTRATIVE SERVICES

EMPLOYMENTY WOoRXFrLACE
ABOUT US BENEFITS RESOURCES LEARNING PROCEQURES FORMS URRARY

N RESOURCES |

e Human Resources Home Page: HR Services > Benefits > Attendance & Leave
e Regulations & Policies:

USF Home Page > Regulations & Policies > Search index of current regulations and policies > select a
category > Human Resources > Benefits and Hours of Work (Faculty) or Benefits and Hours of Work
(Staff)
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Exercise 2: Run Public Query (U_ALL) - provides information for all employees appointed within a
department.
Exercise 3: How to Reconcile and Track Leave on Timesheets — the examples below demonstrates how

the leave procedures are applied for different leave situations. Leave coordinators should ensure all timesheets
are filled out correctly. If time worked or leave taken is entered incorrectly on the timesheet you will need to
resubmit the timesheet back to the employee and/or the supervisor.

Example of adjusted workweek

USF UNIVERSITY OF )

SOUTH FLORIDA Staff Timesheet
MName: Sharon Jones Pay Period: _ 1/30/2015 to: 21272015
Empl. ID: 00000 Rec#: 0 FTE: 1% Overtime: Mon Exempt
Department: Human Resources Department 1D: 0-0320-000
| All overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member: Y

L]
LEAYE TYFE USED
g o gl =
= = Total | Reg. ey
Day Date ; - o 5 i E 2 Duaily Pay ﬁ L4 53 £
2 = g = = E o EE Hours |Hours | £ g2 E’g o
=i 2 « |ES |32 | = E | x5 | 82| & EE| E |5 B
= = e = 2 £ 3 8
E2 | £ | & |s&|&8°2| 2 | F |a& | E2| B 88| & | &2 E

FFil 01/30/15) 8.00 9.00 | 9.00
5aT 01/3115| 3.00 3.00 | 3.00
SUM 020115
MOon | 020215 8.00 8.00 | 5.00
TUE 02/03/15| 8.00 Adinsted 5.00 | 5.00

ljus
WED 02/04/15) 8.00 8.00 | §.00
Workweek

THU 02/05/M5| 4.00 4,00 | 4.00

rora il 20 | | | 40.00 | 40.00
SpeciallFegular Comp @ 1Far 1
Qwertime Comp @15

Example of adjusted leave used
USF UNIVERSITY OF _

SOUTH FLORIDA Staff Timesheet

MName: Sharon Jones Pay Period: _ 1/30/2015 to: 2M12/2015
Empl. 1D: se00000 Rec#: 0 FTE: 1% Overtime: Mon Exempt
Department: Human Resources Department 1D: 0-0320-000

| All overtime must be PRE-APPROVED by your immediate supervisor. Sick Leave Pool Member: N

RELT]
LEAYE TYPE USED

o =

- g5 = Total | Reg. = E =

Day Date = ~a| g = E 2 Daily | Pay g o o w
g = zE - E = . ] E = Hours |Houwrs | £ g 2w g

= | 2| < |E%|82| 2 | E |35 | B2 | & 22| 5 |Ef| 3

L | 5 a | S& | 82| 2 3 |ae | £2 ) 8 88| & | £2| £

FRI 01430015 .00 .00 | 8.00
saT_ |o1mins
sun fozminms
mon [ozmzrs| s00 . .00 | 8.00
Tue  |ozmans| soo 2.00 Sick Leave 7.00 | 7.00
wED  |02/04M15| 800 Adjusted 5.00 | 8.00
THU  |ozmsms| s.o0 9.00 | 9.00
me_- 38.00 2.00 | [ 40.00 | 40.00

SpeciallFRegular Comp & 1for 1
Owertime Comp @15
Page | 2
Questions (813) 974-5717 Attendance & Leave Audit Procedures

Rev.06/2017
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Example of overtime when workweek could not be adjusted

UNIVERSITY OF )
SOUTH FLORIDA Staff Timesheet

MName: Sharon Jones Pay Period:  1/30/2015  to:  2112/2015
Empl. ID: %00000 Rec#: 0 FTE: 1% Owvertime:  Non Exempt
Department: Human Resources Department ID: 0-0320-000
| All overtime must be PRE-APPROVED by your immediate supervisor, | Sick Leave Pool Member: N
[ R)
LEAYE TYPE USED
o o E| 3
o e Total | Req. A
Day Date g - E 2= E @ Daily | Pay E - ] i
84 = E E = E = = [ E = Houwrs | Howrs | & g 2w =
=2 | 3| L |9 52| B | £ |25 | 85| & g2 £ |52 | 3
E2 | 5 | 3 |&&|a2| 2| 3 |22|s2)] 3 38| 5 |8 E
FFRil 01/30/15] 10.00 10.00 | 10.00
SAT /3115 7.00 7.00 | 7.00
SUM 02/0115
=
rOn  |02/0215] 200 Overtime when 8.00 | 8.00
TUE  |02/0315| 800 the Workweek 8.00 | 8.00
wED |02/04115] .00 Could Not Be 8.00 | 700 | 1.00
THU  |0zi0sns| .00 Adjusted £.00 8.00
TDTnL- 49.00 | | | 49.00 | 40.00] 2.00
SpeciallRegular Comp @ 1kar 1
Owertime Comp @15 | 413,50
Example of work during a week with a holiday
UNIVERSITY OF }
SOUTH FLORIDA Staff Timesheet
Name: Sharon Jones Pay Period:  5/22/2015  to: 6/4/2015
Empl. 1D: %00000 Rec®: 0 FTE: 1% Overtime: Mon Exempt
Department: Human Resources Department 1D: 0-0320-000
| All overtime must be PRE-APPROVED by your immediate supervisor, | Sick Leave Pool Member: N
R
LEAYE TYPE USED
a =
o =] 2 Total | Reg. = £ =
Day Date 5 ~a | @ E= E 2 Daily Pay g L= i =
o4 = g E = -‘é‘ = . T T = Hours | Hours | = g 2m E
22| 2| - |E5 32| 2 | £ |35 | 82| B B2 |t | EE| 3
E2 | S | 3 |&&|&g2| 2 | 2 |s88 |82 8 88| & |22] £
FEI 05/2215 | 8.00 &.00 | 5.00
saT | 05023015
SUM | 05/24015 N
oM | 0525015 5.00 Worked 200 | 5.00
TUE | 0s/28M5 | @00 £”Tg 'rath 800 | 8.00
WED | 0527415 | 8.00 eeaw 8.00 | 800
THU | 05/28/15| 8.00 Holiday 8.00 | 8.00
TuTnL- 32.00 8.00 T T 40.00 | 40.00
SpecialiRegular Comp @ 1for i
Owertime Comp @15
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US UNIVERSITY OF
SOUTH FLORIDA

Example of worked on a holiday
UNIVERSITY OF
SOUTH FLORIDA

Name: Sharon Jones

Empl. ID: %00000 Rec#: 0 FTE: 1%

Department: Human Resources

| All overtime must be PRE-APPROVED by your immediate supervisor. |

Division of Human Resources
Attendance & Leave Audit Procedures

Staff Timesheet

Pay Period: _ 5/22/2015  to: _ 6/4/2015

Overtime:  _Mon Exempt
Department 1D: 0-0320-000

Sick Leave Pool Member: N

]
LEAYE TYPE USED
o = gl =
T & Total | Reg. i
Day | Date g -~ o E T é @ Daily | Pay | £ < 3 E
L] — g = E = : o T > Hours | Hours | £ g 2w z
2 = =0 | E a £ |3 o 23| £ | s8] =
2| 2| £ |BEo|Bg| 2 E |xg | 82| E EE| § (52| ¢
Es | & | 5 |22 |&2]| 2 | 3 |a&| 22| & 88| & |2 | &£
FRI |0s/z2ns| 800 8.00 | 8.00
saT  |05/2305
sUm |05/2405 . ) |
Mo |05/25Ms| 800 5.00 Worked 16.00 | 8.00 | 2.00 Delayed
Holiday/SPC |
TuE  |osizsis| soo HOF:da 3.00 | 8.00 Sl
ohda
wED  |05/2715| &.00 Y 2.00 | 8.00
THU  |05/28M5| &.00 2.00 | 8.00
TDTnL- 40.00 3.00 43.00 | 40.00| s.00
SpecialiRegular Comp @ 1for1 | 8.00
Civertime Comp @15
Example of holiday falls on a regular day off
UNIVERSITY OF _
SOUTH FLORIDA Staff Timesheet

Name: Sharon Jones
Empl. ID: 200000 Rec#: 0 FTE: 1%
Department: Human Resources

| All overtime must be PRE-APPROVED by your immediate supervisor, |

Pay Period: _11/20/2015  to: _ 12/3/2015

Overtime:  MNon Exempt
Department ID: 0-0320-000

Sick Leave Pool Member: N

REL]
LEAYE TYPE USED
o o E‘ ﬁ
5 = Total | Req._ i
Day Date ; -~ o E e % @ Daily FPay E & 3 E
2 o E | ©OT 3 = = H o7 E o o @
23 | 2 Bs|=s2| 7| |8 |Ez owrs Hows| £ | E | EE | £
£ | 2| |5 25| 2 | E |x5 |82 = Be| E | B2 | 3
a5 | = a | &8 |82 | 2 Z |a8 | £2| B8 S8 | 8 |E2 | &
FRl 11620015] 10.00 10.00 | 10.00
AT 112115
SUM 11622115
mMON (1142315 10.00 10.00 | 10.00
TUE 11724115 10.00 10.00 | 10.00 Delayed |—
WED  [11/25/15] 10.00 . 10.00 | 10.00 Holiday/ | |
THU  [11i28115 10.00 e 10.00 10.00 SPC
ohday 1a on a
TOTAL 40.00 10.00 50.00 | 40.00] 10.00
- regular day off.
Jaular Comp @ 1for 1 10.00
Oyertime Comp @15
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US UNIVERSITY ()F Division of Human Resources
SOUTH FLORIDA Attendance & Leave Audit Procedures

Example of holiday falls on a regular day off — Part-time Employees

UNIVERSITY OF )
SOUTH FLORIDA Staff Timesheet
MName: Sharon Jones Pay Period: _ 7/3/2015 to:  7/16/2015
Empl. ID: 00000 Rec#: 0 FTE: 50% Cwvertime: Mon Exempt
Department: Human Resources Department 1D: 0-0320-000
| All overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member: N
REL]
LEAYE TYPE USED
o =
- E-—o 2 Total | Reg. fg E =
Day Date 5 - o & = 3 o Duaily Fay E o= o =
2 _ E E b ‘i = - E E = Hours [Hours | £ g 2e g
=2 | 2| £ |EQ 8| E | £ |25 | EE| B ez | £ |s5E| 3
S | 5 | & |s&|&82]| 2 [ 3 |8 | &2 B 38| & [E£] E
FRI |o7i0ans 200 N, 4.00 200 T~
AT |07/04NS Holiday Falls on Delayed | —
sUM 0700815 Regular Day Off - Part Holiday/ | |
MO |07/0615| 8.00 time Employees 8.00 | 8.00 SN
TLE 070715 8.00 8.00 | 8.00
WED  |07/08M5] 4.00 4.00 | 4.00
THU 07/08M5
me_- 20.00 4.00 24,00 | 20.00| 4.00
SpeciallFegular Comp @ 1kori | 4.00
Cwertime Comp @1.5
Exercise 4: How to process and track FMLA and sick leave pool requests

Step 1 (FMLA) - Follow the navigation path below to access the FMLA website.

Human Resources Home Page: HR Services > Benefits > Attendance & Leave > Family Medical
Leave Act

RSITY OF 5 TH FLORIDA " X ‘ v E

Human Resources

A DIVISION OF ADMINIETRATIVE SERVICES

EMPLOYMENT WORKPLACE
ABOVYT Us BENEFITS RESOURCES LEARNING PROCROURES FORMS LIBRARY
Attendance & Leave
Overview ".ll'!’l ]‘. \I(‘\]!s':ii l cave Act

Bmploywe Guite

Manasger Guide

Leave Coorfinasor Gusie
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US UNIVERSITY ()F Division of Human Resources
SOUTH FLORIDA Attendance & Leave Audit Procedures

Step 2 — Discuss and Demonstrate

Click on FMLA Information for Departments in the Information section and refer to What Attendance & Leave
Coordinators need to know. The instructor-led discussion will assist the leave coordinator in understanding
their responsibilities.

Step 3 - How to record FMLA hours on timesheets

Example of employee on continuous FMLA and using partial leave

UNIVERSITY OF _

USEF Esuiigie it Staff Timesheet
Mame: Sharon Jones Pay Period: _ 1/30/2015  to: _ 2M2/2015
Empl. ID: 00000 Rec#: 0 FTE: 1% Overtime: MNon Exempt
Department: Human Resources Department 1D: 0-0320-000
| All overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member:

¥ 1)
LEAYE TYPE USED
2 - | g3
= = Total | Reg. hE
Day Date E - E = E 2 Daily | Pay g < 8 z
2 3 = E E = E = = E Ex Howrs |Howrs [ £ E E‘ _E E‘
£ | 2| 5 |Sw|8=2| 2 | E |5 |B2| & EE| 5 | BZ| 3
= = s | 82| 2 Z |2 |22 | 5 88| & e | &
FRI 01/30M5 2.00 200 | 2.00 3.00
SAT 01731715 EE on continous
SUN 020115 FMLA and using
mMon |02r021s 2.00 partial leave 2,00 | 2.00 2.00
TUE 02/03M5 2.00 200 | 2.00 8.00
WED 02/04M5 2.00 200 | 2.00 8.00
THU 02/05M5 2.00 200 | 2.00 8.00
TDTJ\L- 10.00 10.00 | 10.00 40.00
SpecialiFegular Comp @ 1Far 1
Dheertime Comp @1.5

Step 4 (Sick Leave Pool) - Follow the navigation path below to access the Sick Leave Pool website.

HR Services > Benefits > Attendance & Leave > Sick Leave Pool

Py

Human Resources

A DIVISION OF ADMIKISTRATIVE SERVICES

EMPLOYMENT WORKPLACE

ARCUT US RENEFITS RESOURCES LEARNING PROCROURES FORMS LIARARY
\ > 1 » e ] AT

ttendance & Leave

' n
Overvew Sick leave Poo
Smpiuywe Culde C
. ern o a5 starain e m . . s~

Manager Quoe Paiicn sher shanivg thes -

Loave Coorginator Gude

Bizk Laove Pool Froceduay
Famby Medcal Laawe At VEF Sick Laeve Foot Roguues! 10 Use Mou's

US> Sick Lasvs Pood Medicn Statermmrt

Hoitday Scteadile
Replemeshiment

7017 SLP Roglenishmant Mamo
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US LJ N I V E RS IT Y (jl: Division of Human Resources
SOUTH FLORIDA Attendance & Leave Audit Procedures

Step 5 - Discuss & Demonstrate

Click on Sick Leave Pool Procedure. The instructor-led discussion and demonstration will combine ALT
fundamentals covered in GEMALT training and the USF Leave Procedures on the Sick Leave Pool website

The discussion and demonstration will cover the following:
e Documentation required from the department for use of hours
e A&L coordinator responsibilities
e Use of hours for maternity leave

Step 6 - How to record sick leave pool hours on timesheets

Example of employee exhausting all leave and approved to use sick leave pool hours

USF UNIVERSITY OF )
SOUTH FLORIDA Staff Timesheet
MName: Sharon Jones Pay Period: _ 1/30/2015 to: _ 2M2/2015
Empl. ID: %00000 Rec#: 0 FTE: 1% Overtime: MNon Exempt
Department: Human Resources Department 1D: 0-0320-000
| All overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member: Y
RELY]
LEAYE TYPE USED
3 o =
T e Total | Reg. A
Day Date g -~ o E = E 2 Daily Pay E I 53 i
845 — N E = : o Ex Hours |Hours | £ g 2w g
o E] =0 o & 3 = - ] e =i} = = 2 =
=% = = |Eo| 83| 2 E | g5 | 22| 2 EE| § |E=| 2
= = @ | & | 82| 2 2 |ad | &2 | B8 88| & [ £ ] &
FFil 01430015 8.00 8.00 | &.00
S5aT 0143115
SUM 02/01M5
Mon_|02/0218 8.00 2,00 500 Efﬁhal!ﬂi"!l_'-ﬂ"l’e
an Ins using sl |
e |0z03ns 3.50 | 450 — | 800 | 800 | |pour I
WED 02/04M5 2.00 5.00 8.00 | 800
THU 02/05M5 8.00 .00 | 800
TDT.ﬁL- 19.50 | 6.50 14.00 40.00 | 40.00
SpeciallPegular Comp @ 1Forl
Overtime Comp @15
LEAYE TYFPE USED
o Total | R z Bl 3
— @ otal e =
Day Date E - o 5 £ 5 o Daily | Pay g & 8 i
24 — LE = 1§1 = - @ T Houwrs | Howrs | i g 2 g
2 = £0 | E& = - 53 = a2 | £ [=2] =
Z< Z 5 |Ea|23z| 2 E |xs | 22| E e | 5 [ 55| B
8z | £ = |8 | 82| £ 3 |=2|£2| B S8 | & || £
FRIl 0206115 8.00 &.00 | 5.00
AT 0210715
SUn 020815
MOM | 02/08/15 8.00 &.00 | 5.00
TUE 02M1015 8.00 2.00 [ .00
WED 021115 8.00 &.00 | 5.00
THU 0zMz2ns 8.00 &.00 | 5.00
rora [ 40.00 40.00[40.00
SpeciallRegular Comp @ 1for 1
Overtime Comp @ 15
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US LJ N I V E RS IT Y (jl: Division of Human Resources
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Example of employee using accrued leave before using sick leave pool hours

USF UNIVERSITY OF )

SOUTH FLORIDA Staff Timesheet
MName: Sharon Jones Pay Period: _ 1/30/2015  to: 21272015
Empl. 1D: %:00000 Rec#: 0 FTE: 1% Cwertime: MNon Exempt
Department: Human Resources Department 1D: 0-0320-000
| All overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member: Y

KR}
LEAYE TYPE USED
a o gl 3
5 = Total | Reg. =
Day Date ; —~ E = E o Daily | Pay g s 8 i
£ - 25 = E = . H Ep Hours |Howrs | £ = gr g
=2 | 2| L |g2 |38 2| E |35 | 32| 8 g2 | € |22 =
E2 | 5 | 5 |d28|85| 8 |3 |28 |82 & & | & B8 E
FFI 0/30M 5 6.00 | 2.00 k‘“‘a §.00 | 8.00
EE Using
SAT 01/31ME
Accrued Leave
sun 020115 before using
non |02/02115 2.00 slp hours 6.00 8.00 | 8.00
TUE 020315 8.00 §.00 | 8.00
WwED |02/04/M5 8.00 §.00 | 8.00
THU 02/05M5 8.00 8.00 | 5.00
TDT.HL- 500 | 400 30.00 40.00 | 40.00
SpecialiRegular Comp @ 1for |
Chertime Comp @15
LEAYE TYPE USED
g Total | R o =
— @ otal eg. u
Day Date g - £ 2 E z Daily | Fay | £ = 8 b
24 = g E ; E o - o E o Houwrs | Howrs | £ g 2 =
=E | 2| < |EC|SE| 2| E |25 | 82| 23| £ |52 =
B2 | £ | 5 [58|88| 3 | % |s8|a3)| 5 38| S [E8] &

FFI 02/08/15 &.00 800 | 8.00

SAT 020715

SUN 02/08M15

MOM | 02/09015 8.00 8.00 | 8.00

TUE 021015 8.00 8.00 | 8.00

wED  |02M11M15 8.00 8.00 | 8.00

THU 021215 &.00 &.00 | 8.00

rora 40.00 40.00 [40.00

SpeciallFeqular Comp @ 1for 1
Overtime Comp @ 15
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US UNIVERSITY OF Division of Human Resources
SOUTH FLORIDA Attendance & Leave Audit Procedures

Exercise 5: How to process and track Job Related Disability Leave

Step 1 - Discuss & Demonstrate Disability Leave - Follow the navigation path below to the information on Job
Related Disability Leave in the A&L Guide for Employees.

UNIVERSITY OF SOUTH FLORIDA MYUSE  WEB YOORLS  DIRECTORY

Human Resources

A DIVISION OF ADMINISTRATIVE SERVICES

EMPLOYMENT WORKPLACE
ABOUT US ~ BENEFITS ~ RESOURCES LEARNING PROCEDURES FORMS LIBRARY

Attendance & Leave

‘/ Overview

Employes Guide This section Wit provide you with Employee and Deparimental guices about attendance and leave benedls ncluding FIMLA
Sk Loave Pool and holday schedulas. Cick 0 @ 1opic to Ang out more sbout ouwr leave grograms

Manapger Gudo

Loave Coordnator Quice

Family Medical Leave Act

Holigay Schedule

The instructor-led discussion and demonstration will combine ALT fundamentals covered in GEMALT training and
the USF Leave Procedures on Job Related Disability Leave.

The discussion and demonstration will cover the following:

e Use of hours
o Departmental A&L Coordinator responsibilities

Page | 9
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US LJ N I V E RS IT Y (jl: Division of Human Resources
SOUTH FLORIDA Attendance & Leave Audit Procedures

Step 2 - How to record disability leave hours on timesheets

Example of employee using disability leave hours

LJNIVERSITY OF )
SOUTH FLORIDA Staff Timesheet
Name: Sharon Jones Pay Period: _ 1/30/2015  to:  2M12/2015
Empl. ID: 200000 Rec#: 0 FTE: 1% Cwertime: MNon Exempt
Department: Human Resources Department 1D: 0-0320-000
| All overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member- N
I
LEAYE TYPE USED
a T E| 3
o & Total | Req. A
Day Date ; - £ ﬁ ] Daily | Fay g IS 8 i
] - 2E |23 = - o T o Hours |Howrs | & g 2m =
T3 L] ES % o [ (= ] Cm o E E5 L
=€ Z = Ea| s | = E =35 | 82 & Eé E R
8z | & s | &8 | &2 | £ : | =8| £2] B8 & | & |e£5 | &
FFI 01/30M5| 8.00 §.00 | 8.00
saT  |01mins 1st Day of injury is second day of injury
= tracked as time EE is eligible to use DL. |
UM |02IMMS worked. DL is tracked in the ||
Mon_|02/02/15] 8.00 2.007] .00 "Olther" and "wc" | |
e [ozmans| s.on 00 | a0 |20
WED 02/04/15 2.00 | 8.00 | &.00 5.00
THU 02/05M 5 2.00 | 800 | 800 2.00
TIIIT.HL- 24.00 16.00 | 40.00 | 40.00 16.00
SpeciallRegular Comp @ 1for 1
Cwertime Comp @15
LEAYE TYPE USED
a Total | R o gl =
— o otal g =
Day Date g - o E £ E o Daily Pay g & 3 =
el = E 5 2 E, = - o = Hours |Hours [ £ _ 2 = o
= 2 E E Y i a £ = _ g0 5 -] £ = 2 =
z2 | E | & |2p|E3| 5 | § |28 |55| & s 2 | EE| B
=53 = @ =3 - I = Fa | & & & =] (=41 =
FFil 0206115 8.00 &.00 | 5.00 5.00
SAT 02/0713
SUR 02/08/15
oM | 020915 200 | 8.00 | 8.00 2.00
TUE 0210813 8.00 | 8.00 | 8.00 8.00
WED |02M1/115
THU 021213
Tora 24.00 | 24.00 [ 24.00 24.00
SpeciallFegular Comp @ 1for
Owertime Comp i@ 1.5
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US LJ N I V E RS IT Y (jl: Division of Human Resources
SOUTH FLORIDA Attendance & Leave Audit Procedures

Example of employee on Wage Loss during a week with a holiday

UNIVERSITY OF )
SOUTH FLORIDA Staff Timesheet

Name: Sharon Jones Pay Period: _ 7/3/2015 to:  7/16/2015
Empl. ID: %00000 Reck#: 0 FTE: 1% Overtime:  Non Exempt
Department: Human Resources Department 1D: 0-0320-000
| All overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member: N
[REL
LEAYE TYPE USED
a o E| 3
o a Total | Reg. i
Day Date E - o E = § @ Daily | Pay E < ] s
2 zE | 213 = - 3 T = Hours |Hours | g BN 2
3 5 ES|s5% & c 2 C & -3 E = £
=€ 2 x Ea|2s | 2 E |x3 | 82 g EE 5 | 8| 3
8z | = = | && | &2 | £ Z |=2 | 22| B 38 | & |£2 | &
FRI |oTmans 270 &, 270 | 270 ‘\\
AT 070415
— Division of Risk Mgmt No
SUM__ |OTIDSMS pays 5.3 hours and Del_aved ||
MOM_ |07/06/15 270 USF2.7 =8hours || 270 | 270 ““'5'::"'-" |
TUE 0rinTNn s 2.70 2.70 | 270
WED |07/M08/15 2.70 2.70 | 270
THU 0Fi0sM s 270 270 | 270
Tmm.- 10.80 270 13.50 | 13.50
SpecialfFegular Comp @ 1For 1
Chertime Comp @15
LEAYE TYPE USED
o Total | R T el 2
— @ otal eq. o
Day Date g - o E i § o Daily | Pay g & 8 z
23 = gE = 51 5 T:' = T Hours | Hours | & _ g EE 1=
nE 2 < |Eo 32| = E | x5 | B2 | = g2 £ |22 3
‘T 0 - =5 L e m 0 o
S| £ | & |82 |82 | 2 | 2 |=&|&2)| B S8 | & ||Eg| £
FFI 070N S 270 2.70 | 270
SAT 07115
SUM 07215
rnon 07315 270 2.70 | .70
TUE 07HM4&M5s 270 2.70 | 270
WED 07MENMSE 270 270 | 270
THU ovHMens 270 270 | 270
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Exercise 6: Verify ALT Entries — Review an Employee’s Leave Management Record:
Step 1 GEMS Navigation: Main Menu > Benefits > Manage Leave Accruals > Leave Management
The following items will be reviewed and discussed:

How to correct an entry once leave has posted

Viewing balances when entering a negative adjustment

How to verify leave accruals are accurate

Verify accuracy of year end carry forward leave balances

Run queries to assist with accuracy of leave request

Practice leave scenarios for reconciliation of timesheets and ALT

Exercise 7: Reports (Employee Leave Year End Report): PeopleSoft provides several ways to review and
analyze employee leave balances through delivered reports. Departmental leave coordinators can use the
employee leave year end report to verify data and track absences. Discussion will be held on how ALT processes
leave.

GEMS Navigation: Main Menu > USF Menu Items > USF Menu Items > Report > Employee Leave Year End
Report

Period Begin Date: 1/1/2010 University of South Florida Run Date: 112002011
;”::;”ﬁ:g}:ﬂ‘]‘n Leave Balance Detail Report ::;n:’:'; :L:i‘;::fp“
; Office Of Human Resources ;

Employee Name: JerryBeverly &

Employee ID (o) 5 re: Sick

R.E'er:' Num Pay Hours Carry Cumulative Cumulative Cumulative Hours

__Position Nur Period Forward Hours Hours Cumulative Cumulative Service Unprocessed

Ending: Balanice: Adjusted: Eamed: Hours Used: Balance: Houwrs: to Post Next

i+ i+ &l = Pay Period:

01012010 31g.62 0.00 0.0o 0.00 318.62 9,360.00 0.00

01072010 31862 0.00 4.00 0.00 322 62 9.440.00 0.oo

012172010 31862 0.00 a.0o 0.00 322 62 9.520.00 =100

02042010 31862 0.00 12.00 4.00 326.62 9,600.00 0.o0o

021182010 31862 0.00 16.00 4.00 330.62 9,680.00 0.oo

03/042010 31862 0.00 20000 4.00 334 62 9. 760.00 0.oo

03182010 31862 0.00 2400 4.00 338.62 9.840.00 0.oo

04/01/2010 318.62 0.00 28.00 4.00 334,62 9,820.00 -8.00

044152010 31862 -5.00 32.00 4.00 330.62 10.000.00 -2.00

042872010 31862 -5.00 36.00 12.00 334 62 10.080.00 0.oo

05/13/2010 318.62 -8.00 40.00 12.00 338.62 10,160.00 0.00

05272010 31862 -5.00 44.00 12.00 342 62 10.240.00 0.oo

06102010 31862 -5.00 48.00 12.00 338.62 10,320.00 -2.00

06/24/2010 318.682 -8.00 52.00 20.00 342.62 10,400.00 0.00

07/0&2010 318.62 -8.00 56.00 20.00 346.62 10,480.00 0.00

072212010 31862 -5.00 G000 20.00 350.62 10.560.00 0.oo

08/05/2010 318.682 -8.00 54.00 20.00 354 62 10,640.00 0.00

02122010 318.682 -8.00 58.00 20.00 358.62 10,720.00 0.00

02/02/2010 318.62 -8.00 72.00 20.00 3082.62 10,800.00 0.00

02/162010 318.682 -8.00 76.00 20.00 354 62 10,8680.00 -12.00

02/30/2010 318.682 -8.00 80.00 32.00 358.62 10,960.00 0.00

10/14/2010 318.62 -8.00 84.00 32.00 3082.62 11,040.00 0.00

10/28/2010 318.682 -8.00 88.00 32.00 358.62 11,120.00 -8.00

111172010 318.682 -8.00 82.00 40.00 382.62 11.200.00 0.00

11/25/2010 318.682 -8.00 26.00 40.00 350.62 11.260.00 -18.00

12/09/2010 318.682 -8.00 100.00 56.00 354 62 11,360.00 0.00

1213172010 318.682 -8.00 104.00 56.00 358.62 11,440.00 0.00

o1/01/2011 358.62 0.00 0.00 0.00 358.62 11,440.00 0.00

01/062011 358.682 0.00 4.00 0.00 382.62 11,520.00 0.00
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Exercise 8: Process Leave Payouts for Terminating Employees - Discussion: Eligible employees will
receive a payout of any unused annual leave, compensatory leave and a portion of unused sick leave within a
reasonable period of time in accordance with the University Procedures. Departmental leave balance audits will be
completed and adjustments made to the ALT system by the terminating employee’s Departmental A&L Coordinator
prior to the end of the pay period following the separation of the employee. The ALT system is considered the
system of record. Leave balances will be paid based on the system of record to individuals who leave employment.
Final leave payments will be processed approximately within 30 days from the last day of employment.

To process leave payouts:
1. Department:
¢ Receives resignation/termination approval/layoff finalization
An ASF is created and immediately sent to HR

The departmental leave coordinator will conduct a leave audit on the employee
Departmental leave coordinators will update ALT within two weeks of termination

2. Employment Center/Regional HR Office:
o Receives ASF with end date of employment and updates GEMS
3. Payroll:

¢ Identifies terminated employees with leave balances

e Reviews balances in ALT

o Receives verification of eligibility from the University A&L Administrator (sick leave payouts only)
e Clears balances in ALT

e |ssues payment to employees approximately 30 days after their last day of employment

4. University A&L Administrator:
o Verifies sick leave payout eligibility

For more information on leave payouts refer to the Attendance and Leave Guide for Leave Coordinators
located on the HR A&L website.
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