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Auditing Leave Balances — For Employees Who Use
MyLeave Only
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Step 4: Validate MyLeave Entries Against CU Leave Balances

Step 5: Enter Leave Adjustment in CU Employee Reported time

Example of Correctly Processed Leave
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Step 1: Open MyLeave

1. Log into the portal — https://my.cu.edu/

2. Open the MyLeave tile from the CU Resources
Home page in the portal.

3. Under Department Employees tab, enter the
Empl ID and select View Calendar.

4. You can change the month and year to review
prior months. Start with the earliest month in
scope and working forward to the current month
(two year look back). Reviewing chronologically
helps identify leave that was not processed in
one month but may have posted in a
subsequent month. Review one month at a
time, cross checking both vacation and sick to
CU Leave Balances.

5. Review the type of leave used (Vacation/Sick)
and number of hours approved, including status
(approved/taken/requested).

Important Note:

Manual leave or third-party timekeeping entries
directly entered in CU Time will not appear in
MyLeave.
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Step 2: Access CU Leave balances
through WorkCenter

1.

Log into the portal if you aren’t already in
HCM — hiips://my.cu.edu/

From the CU Resources home page,
select HCM tile.

From the HCM Community Users
page, click the HCM WorkCenter tile.

Scroll down and under Time Collection,
select CU Leave Balances.

If the leave was entered directly into CU
Employee Reported Time (not
MyLeave), open CU Employee
Reported Time in a separate tab for
reference. This ensures you can see
both system-generated leave taken
(MyLeave) and manually entered leave
(CU Employee Reported Time).
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Step 3: Review CU Leave Balances
(Continuation of Step 2)

Once you've navigated to CU Leave Balances in
Step 2, use the steps below to review the
employee’s balances in detail.

1. Enter the employee’s Empl ID.
2. Click Search.

3. Select the Details tab.

4

Review each month line-by-line and
cross-check against MylLeave, starting with the
earliest month in scope and working forward to
the current month (two year look back).
Reviewing chronologically helps identify leave
that was not processed in one month but may
have posted in a subsequent month. Be sure to
review both vacation and sick in CU Leave
Balances.

5. ldentify any months where Hours Taken
Unprocessed column has 0 (no hours) but
leave hours were reported in MyLeave. You will
also need to review Hours Adjusted
Unprocessed to check if leave was manually
adjusted in CU Employee Reported Time later
using earnings codes SCA or VAA.
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In this example, the rows highlighted in YELLOW are
months where vacation was submitted in MyLeave but
not posted to CU Time and now requires an

adjustment in CU Employee Reported Time.
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How to interpret CU Leave Balances
Accrual Date column displays the amount of leave available for use on the 1st of the following month. This does
not include leave taken in the current month.

Hours Taken Unprocessed column should match the leave hours taken for the applicable month in MyLeave.
This includes earnings codes VAC and SCK and may include unprocessed leave from prior months.

Hours Processed This Month column reflects leave hours from the previous month that were processed and
deducted from the balance in the current payroll cycle.

Hours Adjusted Unprocessed column reflects manual leave adjustments entered using earnings codes such
as VAA (Vacation Adjustment) or SCA (Sick Adjustment). These earnings codes are used to correct/adjust
unprocessed leave.

- Positive VAA/SCA entries increase the balance
- Negative VAA/SCA entries decrease the balance

Cumulative Hours Adjust column reflects leave balances that were adjusted due to the fiscal year-end leave
sweep, which occurs during August payroll.
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Step 4: Validate MyLeave Entries Against CU Leave Balances

1. For each month reviewed in MyLeave, return to CU Leave
Balances.

2. Verify whether MyLeave usage appears under: Hours Taken
Unprocessed, Hours Processed This Month or Hours Adjusted
Unprocessed

3. If MyLeave reported leave usage but it didn’t process in CU Leave
balances, you will need to review CU Reported Time for the pay
period in question to ensure the leave wasn’t adjusted at a later
date.

Example of unprocessed leave can be found on Step 3: Review CU Leave Balances.
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Step 5: Enter Leave Adjustment in CU Employee Reported Time (If
there was unprocessed MyLeave exception time)

To correct unprocessed leave taken, an adjustment must be entered in CU Employee Reported Time.

1. From HCM Community Users home page, navigate to HCM WorkCenter tile.

2. Scroll down and under Time Collection select CU Employee Reported Time.

3. Enter the month begin and end dates, department number, Empl ID and Empl record, then select search.

4. If arecord exists for the dates entered, CU Employee Reported Time will display, continue to Step 6.

5. If no record is returned, select @ AddaNew\Value then re-enter the month begin and end dates, department
number, Empl ID and Empl record, then select Add.

6. Add arow by selecting the add row <+ icon.

7. Under Entry Type, select Manual Time Sheet from the dropdown.

8. Go to the Batch & MyLeave & Manual tab.

9. Enter adjustment details:

Vacation Earning Code VAA (Enter Negative number to process leave taken and check Off Cycle)
Sick Earning Code SCA (Enter Negative number to process leave taken and check Off Cycle)

10. In Long Description, enter a comment (example: Unprocessed Vacation — September 2025).
11. Return to the Employee Details and change Status to Approved and select Save.

*The note is required to explain why the manual correction exists. @ Anschutz



Example of Correc
Processed Leave

This is an example where MyLeave
entries processed correctly.

* In MyLeave, 8 vacation hours
were approved, and the timesheet
status is Posted.

 In CU Leave Balances, 8
vacation hours are reported in the
Hours Taken Unprocessed and
then in August, they were entered
in the Hours Processed this
month column.
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Note:

If employee has multiple appointments, leave should be tracked and
reported separately. Leave accrues based on the FTE for each
appointment. If you have individuals with multiple appointments,
please reach out to the HR.LeaveAudit@CUAnschutz.edu to
request a meeting to discuss the audit process.

If you have general questions about the leave audit process, please
reach out to: HR.LeaveAudit@CUAnschutz.edu
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