How to Identify and Monitor Comp Payout
Balances (Org Managers)

This SOP outlines how Org Managers can identify employees with available Comp
Time balances eligible for payout using the Data View Library, and initiate the payout
process by navigating to employee timecards.

1 Access the Data View: Open the Main Menu.

@GN LoboTime |

@ Welcome back, testmgr

HR and Payroll Updates : My Notifications ~ : Manage Timecards ~

HR and Payroll encourage you to review the Previous Pay Period v
information on our website. Tasks 0 >

time.unm.edu

2 Clean Timecards

Payroll deadlines are available here. My Requests 0 > Timecards with no >
payroll.unm.edu/mypay/pay-schedule.html exceptions
Here are job aids to help you with LoboTime. Employee Requests 0 >

time.unm.edu/resources/job-aids_ukg_v1.pdf

Current actual leave balances are maintained in Notices 0 >
UNM's Employee Dashboard, not in LoboTime.
Please go to the link to see your current balances.

bapp.unm.edu/EmployeeSelfservice/ Timekeeping Requests 0 >
System Messages 0 >
Timekeeping 0 >
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2  Select Data View Library

[ Search

Q

Home

Time

Timecards

Schedule

Dataviews & Reports ~

Dataview Library

Group | Dataview Library

Report Library

My Information v

Maintenance

Share Feedback

3  Select Accrual Details - Full

‘ Name: Employee Summary - Full Name: Employees By Organization Name: Multiple Assignment Details
Subject: Employee Subject: Employee Subject: Employee

Scheduling

Count: 6
Name: Schedule Planner Column Set Name: Schedule Summary - Full Name: Schedule Summary - Paycode
Subject: Employee Subject: Employee Subject: Employee
Name: Schedule Summary - Shift Name: Time Off Requests History Name: Time Off Requests Info
Subject: Employee Subject: Employee Subject: Employee

Timekeeping

Count: 17
Name: Accrual Details - Basic Name: Accrual Detiils - Full Name: Accrual Transactions Details
Subject: Employee Subject: Employee Subject: Employee
Name: Employee Approval Multi Job ... Name: Employee Approval Summary Name: Employee Hours by Day
Subject: Employee Subject: Employee Subject: Employee
Name: Employee Hours by Job Name: Employee Hours by Labor Cat... Name: Employee Hours Toward OT
Subject: Employee Subject: Employee Subject: Employee
Name: Exception Summary Name: Exempt Assignment Hours W... Name: Hourly Employee Timecard
Subject: Employee Subject: Employee Subject: Employee

Managers with Unapproved J... Overtime Summary Punch Audit

S i
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4 Locate the Filter icon (small filter/funnel icon) on the far right-hand side

ENAN L oboTime JEYEAELEETERH]

Accrual Details - Full v B~ Today ¢ > & ~ AlHome & Loaded 224PM

v A f(“' e & -

@ 1nformation Showing 1000 of 9749 employees n this dataview. Sorting, grouping. calculation and charts are disabled for dataviews with multiple pages. If fiters are applied, clear them to show complete data for this page.

Employeeid + | AccrualCode.. Vs~  ReportingPeriodv  OpeningVested ... ~ EamedtoDate v  TakentoDate v  CurrentVested..  Available Balancev  PlannedTakings  Pending Grants v  Ending Vested B....  Employeef.
Sick 1/01/2026 - 123112026 000 000 000 000 000 000 000 0.00
Comp Earned 1/01/206 - 1273112026 000 000 000 000 000 000 000 000
Comp Payout 1/01/2026 - 1273172026 000 000 000 000 000 000 000 0.00
Annual 110172026 - 1273112026 000 000 000 000 000 000 0.00 0.00
Annual 110112026 - 1273112026 000 000 000 000 000 000 0.00 0.00
m Comp Earned 10172026 -12/31/2026 000 000 000 000 000 0.00 000 0.00
sick 10172026 -12/31/2026 000 000 000 000 000 000 000 0.00
m Comp Payout 1/01/2026 - 1273112026 000 000 000 000 000 000 000 0.00
m Comp Payout 1/01/2026 - 1273112026 000 000 000 000 000 000 000 0.00
Annual 1/01/2026 - 1273112026 000 000 000 000 000 000 000 0.00
Comp Earned 1/01/2026 - 1273172026 000 000 000 000 000 000 000 0.00
O sick 10172026 -12/31/2026 000 000 000 000 000 0.00 0.00 0.00
sick 110112026 - 1273112026 369.88 2100 200 32638 32638 000 3200 35838
Paid Parental Leave 10172026 -12/31/2026 000 000 000 000 000 000 000 000
Showing / I~ 1 Jof10 » & Download

5  Select Show Filters to display the filter row

ENAN | oboTime VIR ISR

Accrual Detas - Full = B Tdy ¢ >

6 -

Accruas  Approval

v A R

@ Information Showing 1000 of 9749 employees in this dataview, Sorting, grouping, calculation and charts are disabled for dataviews with multiple pages. If filters are applied, clear them to show complete data for this page.

Employeeid | AccrualCode.. Vv  ReportingPeriodv  OpeningVested v  EarnedtoDate v  TakentoDate CurrentVested..v AvailableBalancev  PlannedTakingsw  Pending Grants v  EndingVested B..v  Employ,
Sick 110172026 - 1273112026 000 000 000 000 000 000 000
Tear all i
Comp Earned 110112026 -1231/2026 000 000 000 000 000 000 000 Clscantees
Columns
Comp Payout 10112026 -12731/2026 000 000 000 000 000 000 000
+ Employeeid
Annual 110112026 - 1273112026 000 000 000 000 000 000 000
Employee Email
Annual 110112026 -12731/2026 000 000 000 000 000 000 000
+ Accrual Code Name
Comp Earned 110172026 - 1273172026 000 000 000 000 000 000 000
+ Reporting Period
sick 10112026 1273112026 000 000 000 000 000 000 000 7 Opeiog Veaed B
o Comp Payout 110112026 1273112026 000 000 000 000 000 000 000  Eamed toDate
Comp Payout 110172026 - 1273172026 000 000 000 000 000 000 000  Takento Date
Annual 110112026 -1231/2026 000 000 000 000 000 000 000  Current Vested Balance
Comp Earned 110172026 - 1273172026 000 000 000 000 000 000 000 Viifmtstis anc
B  Planned Takings
sick 1012026 - 1273112026 000 00 000 000 000 000 000
 Pending Grants
sick 10112026 -12731/2026 36988 2400 20 32638 32638 000 3200
 Ending Vested Balance
Paid Parental Leave 110172026 - 12/31/2026 000 000 000 000 000 000 000
+ Employee full name
Showing i~ 1 Jof10 » & Download
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6

ENAN L oboTime JEYENELEETERH]

In the Accrual Code column filter: Select Equal To (=)

Accrual Details - Full ¥

B v A

A @ &~

B~ Today ¢

> & v Aitome O Loaded 224PM

@ Information Showing 1000 of 9749 employees in this dataview. Sorting, grouping, calculation and charts are disabled for dataviews with multiple pages. I ilters are applied, clear them to show complete data for this page. x
Employeeid | AccrualCode.. Vv  ReportingPeriodv  OpeningVested.. ~ EamedtoDate v  TakentoDate v  CurrentVested...  AvailableBalancer  PlannedTakingsw  Pending Grants v  EndingVestedB. Employeef.. ¥ ¥
Stans with | [1snotnut v [starswin - v v v ) - B v | [stanswitn v
<Nofiter> ( | ( ( )
Starts with
Not starts with 1/01/2026 - 123112026 000 000 000 000 000 000 000 000
Custom
C - 1/01/2026 - 1273112026 000 000 000 000 000 000 000 0.00
- 110112026 - 1273112026 000 000 000 000 000 000 000 0.00
m 1/01/2026 - 12/31/2026 0.00 000 000 000 000 000 000 000
b 110172026 - 1273112026 000 000 000 000 000 000 000 000
is not nul
0 Between 110112026 - 1273112026 000 000 000 000 000 000 000 000
Not between
m N 1/01/2026 - 1273112026 000 000 000 000 000 000 000 .00
Comp Payout 1/01/2026 - 1273112026 000 000 000 000 000 000 000 000
Comp Payout 1/01/2026 - 1213112026 000 000 000 000 000 000 000 000
) Annual 110172026 - 1273112026 000 000 000 000 000 000 000 000
Comp Earned 110112026 - 123112026 000 000 000 000 000 000 000 000
Sick 1/01/2026 -12/3112026 000 000 000 000 000 000 000 000
Showing v 1 Jof10 » & Download
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Enter Comp Payout.

Accrual Details - Full ¥

AR

A

Approval Lesve

8- v

@ Information Showing 1000 of 9749 employees in this dataview, Sorting, grouping, calculation and charts are disabled for dataviews with multiple pages. If fiters are applied, clear them to show complete data for this page.

B~ Today ¢

>

X

Employeeid | AccrualCode.. ¥~  ReportingPeriodv ~ OpeningVested..  EamedtoDate »  TakentoDate v  CurrentVested...  Available Balancer  PlannedTakingsw  Pending Grants »  EndingVested B... Employeef... ¥ ¥

Starts with - | [stanswen - - - .| [ <) - - bl | [suns wen ~

omparost) | | \ \ \ B
1/01/2026 - 123172026 000 000 000 000 000 000 000 000
Comp Earned 110112026 - 1273112026 000 000 000 000 000 000 000 000
Comp Payout 1/01/2026 - 1273112026 000 000 000 000 000 000 000 000
. Annual 110172026 -12/31/2026 000 000 000 000 000 000 000 000
Annual 110172026 - 1273172026 000 000 000 000 000 000 000 000
0 Comp Earned 110112026 - 1273112026 000 000 000 000 000 000 000 000
O Sick 1/01/2026 - 1273112026 000 000 000 000 000 000 000 000
Comp Payout 1/01/206 - 1273172026 000 000 000 000 000 000 000 000
Comp Payout 1/01/2026 - 1273112026 000 000 000 000 000 000 000 000
) Annual 1/01/2026 - 1273112026 000 000 000 000 000 000 000 000
Comp Earned 110112026 - 1273112026 000 000 000 000 000 000 000 000
Sick 110112026 - 1273112026 000 000 000 000 000 000 000 000
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8 In the Available Balance column filter: Select Not Equal To (!=)

= @ IRYIITY Accrual Details - Full

© Information Showing 1000 of 9749 employees in this dataview. Sorting, grouping. calculation and charts are disabled for dataviews with multiple pages. I iters are applied, lear them to show complete data fo this page. x
Employeeid v | AccrualCode.. Vv  Reporting Periodv  OpeningVested ..,  Earned to Date TakentoDate \  CurrentVested...  Available Balancev  Planned Takings~  Pending Grants v  Ending Vested B..  Employeef.. ¥ ¥
Starts with v|([= v | [starts with vl | v|[= v| (= v| (= v|[= vl (= v| (= vl | v | [stans with -

comp payout ( ( | <Nofiter> | ‘ (

Comp Payout 1/01/2026 - 1273172026 000 000 000 09 000 000 0.00
Comp Payout 10172026 - 12/31/2026 000 000 000 0.00 000 000 000
Comp Payout 110172026 - 1273112026 000 000 000 000 >* 0.00 0.00 0.00
Comp Payout 110172026 - 12/31/2026 000 000 000 000 | ggnul 000 000 000
. s not null
Comp Payout 110172026 -12/31/2026 000 000 000 000 000 000 0.00
Between
Comp Payout 1/01/2026 - 1273112026 000 250 000 2250 | Notbetween 000 000 250
m Comp Payout 110112026 - 1273112026 000 000 000 000 000 000 000 0.00
Comp Payout 1/01/2026 - 123112026 000 200 000 200 200 000 430 630
Comp Payout 1/01/2026 - 123172026 000 000 000 000 000 000 000 0.00
0 Comp Payout 10172026 -12/31/2026 000 000 000 000 000 000 000 000
Comp Payout 10172026 - 12/31/2026 000 000 000 000 000 000 000 0.00
Comp Payout 10112026 -12/3112026 0.00 000 0.00 0.00 0.00 000 000 0.00
Showing v 1 |of10 > & Download

Enter 0. This filters out employees with a zero balance and shows only those who
currently have comp time payout available.

ENAN | oboTime YIRS R

Accrual Details - Full v B~ Today ¢ > K v AlHome G Loaded 225PM
B- v A & & - 1)
© Information Showing 1000 of 9749 employees in this dataview. Sorting, grouping, calcul d ch disabled for pages. If filters are applied, clear them to show complete data for this page. X
Employeeid « | AccrualCode.. Vv  ReportingPeriodv  OpeningVested...  EamedtoDate TakentoDate v  CurrentVested...  AvailableBalancev  PlannedTakingsw  PendingGrants »  EndingVestedB.. Employee v
Starts with v|([= v | [stanswith vl (= v|/(= v||= v = v||[= v [= v = v | | starts with v|
comp payout ( | J ( J
Comp Payout 1/01/2026 - 1213172026 000 000 000 000 000 000 000
Comp Payout 10172026 - 12/31/2026 0.00 000 000 0.00 000 000 000 000
Comp Payout 10172026 -12/31/2026 000 000 000 000 000 000 000 000
= Comp Payout 10172026 - 12/31/2026 000 000 000 0.00 0.00 000 0.00 0.00
Comp Payout 110172026 -12/31/2026 000 000 000 000 000 000 000 000
0 Comp Payout 10172026 -12/31/2026 000 250 000 2250 2250 000 000 2250
0 Comp Payout 10172026 -12/31/2026 000 000 000 000 000 000 000 000
Comp Payout 1/01/2026 - 1213112026 000 200 000 200 200 000 430 630
Comp Payout 1/01/2026 - 1273172026 000 000 000 000 000 000 000 000
u| Comp Payout 1/01/2026 - 1273112026 000 000 000 000 000 000 000 000
Comp Payout 10172026 -12/31/2026 000 000 000 000 000 000 000 000
Comp Payout 10172026 -12/31/2026 000 000 000 000 000 000 000 0.00
Showing v 1 Jof10 > & Download
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10 Review all comp payout balance. Any employee with an available comp payout
balance must have the balance paid out in accordance with applicable policy.

= @ IMJIRITN Accrual Details - Full Qo .,

S B~ Today ¢ > & v Alkome O Loaded 225PM
B v A & B & Y 0 o O )
. - - " Reque ea
@ tnformation showing 1000 of 749 employees inthis dataview. Soring, rouping, calculation and charts ae isable fo dataviews with multple pages. I fiters are appled,cea the to show complete daa for this page.
Employeeid + | AccrualCode.. ¥  ReportingPeriodv  OpeningVested .  EamedtoDate v  TakentoDate v  CurrentVested..v AvailableBala..V  PlannedTakingsw  PendingGrants v  EndingVestedB. Employeef.n ¥ %
Strts with A+ <) | (sarswen lF AlE J|F |F <) | m|le BliE ) (stanswitn =
comp peyout \
‘Comp Payout 1/01/2026 - 12/31/2026 0.00 2250 0.00 0.00 0.00 2.50
Comp Payout 10172026 - 1273172026 000 200 000 00 430 630
Comp Payout 10172026 - 1273172026 000 030 000 0 000 030
Comp Payout 10172026 - 1273172026 000 s265 3750 1515 151 00 000 151
Comp Payout 10172026 - 1273172026 000 000 000 000 50 125 750
Showing v 1 |of10 > & Download

11 NOTE: Select one or more employees with an available comp payout balance,
right-click on the employee name, and use the Go-To shortcut to navigate directly

to the employee’s timesheet.

SN | oboTime JYTELETER | QoL

aits - Full > B~ Tdy ¢ > g AlHome G Loaded 225PM
B v A A B & Y P 0 o]
T : p o
Employeeid + | AccrualCode.. ¥~  Reporting Periodv  Opening Vested ... Earned to Date + TakentoDate +  CurrentVested...  Available Bala.. ¥~  Planned Takings~  PendingGrants Ending Vested B... Employeef... ¥ ¥
Starts with ~|[- v | [stans win v [ v [= v = v [= v (= v [ v [ v| [ v [stnswith -
comp payout | 0
100000009 Comp Payout 1/01/2026 - 12/31/2026 0.00 2250 0.00 2250 2250 0.00 0.00 2250 Testemployee 1
100000011 Comp Payout 1/01/2026 - 12/31/2026 000 030 0.00 030 030 0.00 000 030 Testemployee 3
110172026 - 1273172026 000 5265 3750 1515 1515 000 000 1515 Testemployee 3
4 employees selected
110172026 - 1273172026 000 000 000 000 750 nas 375 750 Testemployeed
3 Vo &
Approve timecard
# - Goto
Timegard
5<h£24e
People
Reports
Business processes
Showing  Abad-Mota, Soraya - Bosin, Yury v 1 |of10 & pownload

Refer to Job Aid 1.9.b. Supervisor Job Aid - How to Payout Comp Time Earned
for steps on how to add Comp Payout to a timecard.
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