
Supervisor 
Reports for 
Biweekly 
Employees



Verify Assignment, Account, Pay Code, and Hours

Reports: Time Detail Review
Header: 
•Time Period
•Query Name

Employee Summary
•Assignment
•Account
•Pay Code 
•Hours 

Time Detail
• Date 
• Assignment
• Account
• Transfers (Xter) 
• Work Rule Transfer
• In Punch
• Out Punch
• Pay Code
• Comments
• Hours by shift

Verify Assignment & Account by Date
Verify Transfers (X) to Account and/or 
Work Rule

Verify In & Out 
Punch by Date

Verify Pay Codes, 
Comments & Total Hours 
by Date



Reports: Accrual Summary
Header: 
• Time Period
• Query Name

Accruals provide 
detail for 
Paid Time Off
• Each employee will 

be listed with their 
Paid Time Off 
Accrual Codes

Starting Balance 
• The carryforward 

balance is the 
balance as of the 
effective date:

Action: Taking
• Taking indicates the 

PTO amount used 
during the pay period 
by day

NOTE: This report is helpful in ensuring employees are taking their allocated 
personal and vacation time, particularly as we near the fiscal year-end. At the end of 
the fiscal year, an employee may carry over up to five days of personal time into the 
next fiscal year. Vacation time is not carried over without authorization. See the Paid 
Time Off – Hourly Employees Policy for more information. 

https://policies.dartmouth.edu/policy/paid-time-hourly-employees
https://policies.dartmouth.edu/policy/paid-time-hourly-employees
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