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To: Holders of the Payroll/Personnel Manual

This bulletin is being issued to announce new reports on the Reporting Center. Illustrations
of these reports are provided in the attachment to this bulletin. Current Reporting Center
users do not need to request additional access for the reports listed in this bulletin.

Non-Pay Hours Report

Effective October 20, 2009, the Non-Pay Hours report will be added to the Reporting
Center under the Workforce Reports menu. This report displays time charged to
Transaction Code (TC) 71, Leave Without Pay, and TC 72, Absent Without Leave.

New Option on the SF-2812 Report

Effective October 20, 2009, the SF-2812 menu option on the Financial Reports menu
will be renamed SF-2812 Reports. A Report Name field will be added to the report which
allows users to select either SF-2812, Report of Withholdings and Contributions for Health
Benefits, Life Insurance, and Retirement, or SF-2812A, Report of Withholdings and
Contributions for Health Benefits by Enrollment Code. The report defaults to SF-2812,
Report of Withholdings and Contributions for Health Benefits, Life Insurance, and
Retirement.

Additional Workforce Reports

The following new reports are currently available on the Workforce Reports menu.

� Comp Time-Regular Comp Time Balance

� Comp Time-Regular Earned and Used

� Comp Time-Travel Comp Time Balance

Reporting Center Procedure

The Reporting Center procedure, which is available online at the NFC Web site, has been
updated to include the information in this bulletin. To view and/or print this procedure, go
to NFC’s Home Page (www.nfc.usda.gov) and click the Publications link at the top of the
page. At the Publications page right-hand Quick Picks menu, click Procedures by
Acronym or Procedures by Title/Chapter then search for REPT on the list provided. 
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Please refer questions about the Reporting Center to Customer Support at 504−255−5230
or via e-mail at customer.support@usda.gov.

JOHN S. WHITE, Acting Director
Government Employees Services Division

Attachment
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Reporting Center

Non-Pay Hours report

Figure 1. Non-Pay Hours report

Figure 2. Non-Pay hours report (with criteria)

Comp Time reports

Figure 3. Comp Time-Regular Comp Time Balance report

Figure 4. Comp Time-Regular Time Balance report (with criteria)
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Figure 5. Comp Time Regular-Earned and Used report

Figure 6. Comp Time Regular-Earned and Used report (with criteria)

Figure 7. Comp Time-Travel Comp Time Balance report
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Figure 8. Comp Time-Travel Comp Time Balance report (with criteria)

SF-2812 reports

Figure 9. 2812 report

Figure 10. SF-2812 report (with criteria)
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Figure 11. SF-2812A report (with criteria)

Figure 12. SF-2812A report (supplemental report for temporary employees) (with
criteria)
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Figure 13. SF-2812A report (supplemental report for non-temporary employees) (with
criteria)


