Leave Error Reports
Leave Error reports should be checked by timekeepers every pay period.

Instructions:

1) Log onto STAR-web

2) If your list of employees automatically pops up then double-click on the square icon directly above the list of names to the left of the printer icon. (If you run your mouse over it, it will say "Go to contact point list")

2a) or you can Select an Action, then choose "Change Contact Point"

3) Highlight (do not double-click) the contact point

4) Click Select an action

5) Click Leave Error Report. 

6) To print, right click on the report and select print.

NOTE:  

If the leave audit shows that NFC is correct and your T&A leave account is wrong, change the employee’s balances in their leave account to match NFC. File the audit (signed by the supervisor) with the T&A.

If, however, your T&A leave account is correct and NFC is incorrect, you will need to fax the leave audit to your Personnel contact so that NFC can be adjusted.  Audits must be completed through the current pay period and include all forms of leave (e.g., credit, comp, annual, etc.  When doing an audit of comp-time make sure to do two audits, separating the regular comp-time from the comp-time travel.  Audits are to include the timekeeper’s name/phone number and be must be signed by the supervisor.
