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HIP Accrued Liability Report 
 
This guide is to assist HR and Payroll users in processing the Accrued Liability Report for the end 
of the fiscal year. This report provides you with information that you need to assist with the 
preparation of the State of Hawaii’s Annual Comprehensive Financial Report (ACFR). 
 
For Departments Implemented on Time and Leave for More Than One (1) Fiscal Year: The 
report will encompass your employee’s sick, vacation, and compensatory time balances from 
the prior fiscal year end and current fiscal year end.  
 
To ensure that employee leave balances are captured as of June 30, you will want to ensure 
that you run the report no earlier than July 20 so that the earned leave for the period worked 
for After-the-Fact employees of 6/15 to 6/30 is processed and included in the report results.  
 
For Departments Implemented on Time and Leave for Less Than One (1) Fiscal Year: As your 

employees have used time and leave for less than one full fiscal year, the HIP system will have a 

picture of your employee’s sick, vacation, and compensatory time balances for only the present 

fiscal year end.  Please run the report, but be advised of the following: 

• The previous fiscal year balances and variance data on page 1 of the report results will 
not apply to you this year and should be disregarded.  Next year, after you have been 
using Time and Leave for more than a year, data on page 1 pertaining to a prior year’s 
leave balances and the year-over-year variance data will be accurate for your 
department.  Therefore, you may need to refer to last year’s figures via different 
sources. 

• The Column “Balance Adjmnts” refers to employees’ starting balances in HIP when you 
went live in HIP, as shown in the example below: 
SAMPLE: 
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1. ProceduresNavigate to NavBar> Navigator> State of Hawaii> Reports> Accrued Liability 
Report 

 

2. Click Search to see all previously created Run Control IDs or click on Add a New Value to 

create one. 

 

3. If creating a new Run Control ID, the ID can be any value, in this example ‘Test’ ID will be 

used. 
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4. The following page will appear. The following steps will guide you through how to 

complete each of the fields. 

 

5. Report Output can be either PDF or Excel format (in this example, Excel format is 

chosen).  

 

6. Set the Period End Date to 06/30/XXXX where ‘XXXX’ is the end of the fiscal year 

chosen. If the date is not in this manner, the following error will show. 

 

7. Set ID is the business unit that you are running for. For Executive Branch units, STATE 

will be used. For other jurisdictions, the appropriate ID can be used. Click on the 

magnifying glass to pull up the list of jurisdictions. 
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8. Select the Department ID that you want the Accrued Liability Report processed for. The 

selection is based on your current security access . To process the report for the entire 

department, select the six-digit department ID at the top of the list. In this example, 

department 510000 is selected to run for the entire DAGS department. 

• Note: The old five-digit department ID does not process a report. 

 

9. If you also need to run the report for a lower-level, department, click on the “+” button 

and add the department needed. Both reports will appear once the process is 

completed. 
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10. Click ‘Run’. 

11. Select the server name as PSNT, then click ‘OK’. 

 

12. Click on Process Monitor. 

 

13. The process status will show here. Click on Refresh until the Run Status says Success and 

the Distribution Status says Posted. 
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14. Click on the Report Manager hyperlink. 

 

15. The processed report appears below. Click on the hyperlink to access and download the 

report. 

• Note: If you added rows to run the report for lower-level departments, they will 

also appear on the list. 
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Sample of Department Deployed on Time and Leave for More Than One (1) Year: 
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Sample of Department Deployed on Time and Leave for Less Than One (1) Fiscal Year 

(department implemented Time and Leave in the middle of the prior fiscal year): 

 

Because this sample department implemented Time and Leave in the middle of the prior fiscal 

year, Previous Fiscal Year information will be incomplete and should be disregarded. 


