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HR Leave Tracking Universe 
Quick Reference Guide
EDW – HR Leave Tracking
Who should use this universe?

· College and Department HR Managers

· Anyone who needs to track sick and vacation earned and used

· Anyone who needs to track sabbatical leave

What types of business questions can I answer using this universe?

· How much vacation and sick leave have my employees taken?

· How much vacation and sick leave have my employees earned?

· When was the last time a professor took his sabbatical?

Universe Description

The Leave Tracking Universe contains information on accrued leave balances, leave taken, non-accruable leave, FMLA usage, by employee, position and job.
Data Included in the HR Leave Tracking Universe

· Employee Name

· Employee UIN

· Employee Home Campus Code and Description

· Employee Home College Code and Description

· Employee Home Department Code and Description

· Employee Home Org Code and Description (Home Org)

· Position Title

· Position Number-Job Suffix

· Job Begin Date

· Job End Date

· Job Title

· Job Timesheet Campus Code and Description

· Job Timesheet College Code and Description

· Job Timesheet Department Code and Description

· Job Timesheet Org Code and Description (Time sheet Org)

· Job FTE

· Accrued Leave Payroll Year

· Accrued Leave Payroll ID

· Accrued Leave Code, Short Description and Long Description

· Accrued Leave Amount

· Accrued Leave Beginning Balance

· Accrued Leave Accrued Amount

· Accrued Leave Taken Amount

· Current Leave Available

· FMLA Usage

· Leave Biweekly Leave Code and Description

· Leave Biweekly Hours Taken

· Reported Time Earnings Code and Description

· Reported Time Hours

· Reported Time Associated Pay Amt

Universe Tips & Tricks

· Accrued Leave contains records of leave as it is accrued by pay period.

· Accrued Leave Balance is a record of accumulated leave balances (e.g. vacation or accrued sick leave.)  Because the balance will hold manual adjustments, it may or may not match either Accrued Leave or Leave Taken totals.

· When running a report on Accrued Leave, Accrued Leave Balance or Leave Taken – Paid Biweekly, always include the Payroll Year, Payroll Number and Payroll ID from the corresponding class.  

· The Current Leave Available object is a derived field in the universe.  It is determined by (Accrued Leave Beginning Balance + Accrued Leave Accrued Amount – Accrued Leave Taken Amount.)

· When running a report on Accrued Leave Balance, use the Cur_Leave_Bal predefined condition to obtain Current Balances.

Data Quality Advisories

· Academic employees in colleges, departments, and units were not required to use the Banner system for leave tracking until August 2004.  Therefore, leave balances in the EDW that include data prior to August 2004 may not be accurate or complete for all academic employees.  Leave tracking for Civil Service employees began at implementation on December 29, 2003.  Therefore, leave balance data for Civil Service employees should be accurate. 

· For most monthly paid employees, leave taken is entered into Banner on a bi-annual basis.  Please be aware that leave taken balances in the EDW are accurate as of the last entry into Banner and may not include recent leave activity. 
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