CalTime

Supervisor of Non-Exempt Employees (RDP):

The Accrual Leave Balances Genie shows you the leave balances for your employees. If you are just interested
in current balances, you can use it instead of the Accrual Detail report, which is more of a diagnostic tool than
is this Genie. The Accrual Leave Balances Genie is not available in Web-access CalTime.

1. Loginto CalTime
using RDP access.
(See the Internet
site, http://caltime.
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instructions.)

2. Click the My Genies
drop-list arrow.

3. Choose the Accrual C ai'ﬁaimge st Of Change F
Leave Balances m — Eoiams - | finnaim - lisioes
Genle Timecard | Schedule | Reports Non-Exempt Pay Period Approval

. i d Exceptions
NON-EXEMPT PAY PERIOD A EL::;;LE:-C:EILZI; Approval Home and Tr... + i i Previous Pay Period
Last Refreshed: 1:50PM - oo — Time Perlod [[TE70R8 T 228
Worked Accounts
Actions ™ Approvals O”ic"'Fi”d_ 3
Person ID| Name 1/ [Title Code| rgu Accrual Leave Balances ﬂ = HCM Manager REG oTs oTP oT2
00980... | Anderson002, Nick| 4722C Pari , De.. 51.06
00980... | Brickle002, Paula | 48180 Parkinson002, De..
00990... | Briggs002, Thomas| 5332C Parkingon002, De.. 56.0
00990... | Carter002, Rick | 7583U Parkinson002, De.. 56.0
00890... | Cross002, Katie 47220 w Parkinson002, De.. 56.0
00880... | Haggarty002, Carl | 4723C W Parkinson002, De.. 56.0
00880... | Jackson002, Sha...| 5332C Parkinson002, De..
00850... | Love002, Hanna 75830 Parkinson002, De..

4. Click the Show drop- C i Training
. akTime .
list arrow. || m¥centese ~ || scueDuLing ~ ||

Timecard | Schedule | Reports 4
5. Select All Non- ACCRUAL LEAVE BALANCES - I'_'I
w | Al Home hd

Exem t Home and Last Refreshed: 3:55PM Show Al Home

p All Home and Transferr
Trans' In. Actions ¥ Approvals ¥

Person ID Name 5 —
. . 009501002 Anderson002, Nick
(Tlme PerIOd 009501002 Anderson002, Nick AZCSS
defaults to Today' 009501002 Anderson002, Nick AZCSS
which is appropriate
for current
balances.)
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Supervisor of Non-Exempt Employee (RDP):
CalTime

Download Option:

Under the Actions menu’ Timecard | Schedule | Reports
t th ACCRUAL LEAVE BALANCES (Ao ome ana ]
you can exportthe Last Refreshed: 3:57PM Show | = 20 —
contents of the Accrual
. Actions Approvals =
Leave Balances Genie to oot o1 | Approvale™,
= - Name 14 Home Deg
a Microsoft Excel file or Process Employee Totals Anderson002, Nick AZCSS
_ ted- print = Anderson002, Nick AZCSS
as a comma Separa e Anderson002, Nick AZCSS
value (CSV) file. Exportto G5V by Anderson002, Nick AZCSS
009901002 Anderson02, Nick A7Css
6 009802002 Bricklz002, Paula FipPS
6. For example, from
the Actions drop list,
choose Export to
Excel.
7. Respond to the e Dommlond
fO”OW|ng dlalog Do you want to open or save this file?
WlndOW by C|ICkIng I‘_—'I Name: Accrual-eave-Balances.xls
- Type: Application, 12.5£B
save' From calﬂmetmberkelev.edu7

what the file’s

Op—enl I%IJ Iﬂl icon looks like

Acrualde

|é| While: files from the Intemet can be useful, some files can potentially
-~ 1
Balance

ham your computer. f you do not trust the source. do not open ar
save this file. What's the risk?

Designate a storage location for the file that you can easily find, such as
the Desktop. (You can always move it later to another location.)
8. When the download is

complete, click the
Close button.

Download complete M=

— Download Complete

summaryda%rvlet from caltimetrn.berkeley.edu

Downloaded: 125KBin 1sec
Download to: Witsclient\Ch.. \crual-Leave-Balances s
Transfer rate: 12 5KB/Sec

[™ Close this dialog box when download completes 8

Open Open Folder |I Close I
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CalTime

Supervisor of Non-Exempt Employees (RDP):

9. Click My Genies to
view a different
Genie, click Reports
to generate a report,
or click Log Off to
end your CalTime
session.
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Log Off| Cr inge Password | Help
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