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Payroll Update Menu

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003 C:)\DEWSYS CHSECOND _Iﬂlﬁl
Payroll System PAYUPDTP

Payroll Update HMenu
4 -- Add New Employee

-- Update/Display Personnel Data

-- Update{Display Deduction Data

-- Update{Display Gross Data

-- Update/Display Withholding Data

-- UpdatefDisplay Current Leave Usage Data
-- UpdatefDisplay YTD{Fiscal Data

-- Update/Display Deduction Adjustments

-- Update/Display FICA/Medicare Adjustments
-- Update{Display Garnishment ¥endor Data

-- Add Earnings History Becord
-- Update{Display Earnings History ! Transfer Gross Earnings
-- Print Earnings History

-- Calculate and Display An Employee's Pay
-- Delete Employee

-- UpdatefDisplay Leawve YTD{Balance Data
-- Detailed Pay Stub - Employee Message

Master userlist 12.82_88
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Employee Setup
Teacher Gross Data Llnes

B2 PLCG Dist=8991 Rel=12.03.00 09/27/2012 DOD DD4 CLDEYSYS LC:SECOND: GREEN LI
Status fActive Update/Display Gross Data PAY B7

EmpHo 89236 BASFIELD, JOSEFIHE Class 5 TEACHERS

55H  999-88-9236 Loc 161 Location @88181 Job cd 1685 TEACHERS

Cert level State yrs @ Pay step E Local yrs @ Salary sched

Work sched ID Hrs/Day 8.8608 Days/Week 8  Hrs/Week 46.68 13714 pay ind Y

Ann work days 8 Days worked YTD B.88 This per #.688 Days docked YTD B.88 This per 8.88

Proc Pa Pay Rate Days/Hrs DayssHrs Reqular Overtime GHI % Pa Pay for
U u U U q Y U

Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End
#1. 5 @18 2964 856 7588
g2. & @614 988 .02 -2588
g3. 5 68383 19.23
By. 5 8363 19.23
B5. 5 @363 EF .69
86. B B3mM 83.20- SeIeCt

3965 . 63

accounts for

¥Yr Fnd F Prg

ACCT 681 12 188 1041 2064 . BS .
ACCT B2 13 188 1641 18688 11888 161 088 _ B2 y substitute pay
ACCT 83 13 168 9998 2186 19968 161 19.23

[ A e S

ACCT B84 13 188 92990 1888 19988 18 y 19.23
ACCT B85 13 188 9994 2188 19988 1M L7 .69
ACCT 86 13 188 1841 1880 11888 1M B3.28-

3%65. 63
TRS & ERS Pens Gross Adj Total gross 3965 .03
Ant/% Contract amt GS52827.088 Cycle gross LA48.23 Cycle 1 Cal ¥Yr
Pay sch. # 12 State salary 51377.88 Local salary 204.808 O0ther 12506.08
Pens code 2 TRS Pens elig date 8&/81/2812 Amt /% . 86580 Contmo 18
Pens switch V¢ TRS service ind 1 PY contmo B8
ENTEV Fi ’% Fz‘ﬁ‘ F= % F'I- F5 FE F? 5 u Fa ‘r"? F1IZIT 1l E FI2-IE F15@'\ 12 = ﬂa 5 ﬂﬂ
e | PR Per |Ded | Giz |WAH | Lv | Ytd | Help | Adj |FICA| Gar
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Employee Setup
Teacher Personnel Data Screen

B2 PCGDist=8991 Rel=12.03.00 09/27/2012 DODOD4 C\DEYSYS C:iSECOND GREEN
Display/Update Personnel Data PH?BE
Status A -- Active BASFIELD, JOSEFIHE
Emp. no. 89236 Pay Loc 181 Location 886161 Class _5 TEACHERS
Sex Code E Work Loc _181 Location 68881861 Job 185 TEACHERS
HMar Stat s S5H 999 B8 9236 EEOD-5% Job ABG6 Second Teacher
EEOD-5 Ethnic _2 WHITE
HAME First JOSEFIHE Middle
Last BASFIELD Suffix Prefix Hispanic/lLatino Ethnicity?
" Yez(® Mo
Address 1776 MAIM STREET Certificate Type Race (3elect all—+bhat annlui
Address L2 C51 Job {(from CPI) BAA
City/State SHITH , GA Include on CPI 7 ¥ Hours Per Day
Zip Code 33333 County 168 Sick Bank 7 H
Phone ({9903)55C-f764 Out of State Substitute rank = must be Set up for
- Dverride accrue?
1 fidj Lv Elig Date I
Leave fields F a et e every active
Spouse S3H Pens Eliq Date g/81/2812 TRS DOE Paid ERCOH 7 _ GE'T]F)I())/EBEB
Birth Date 11/81/196%9 GHI Eligible ? ¥ Participate in GHI ? ¥
Hire Date A2z GHI 15T Day Wrk _7/25/72812 GHI Option U2 UHC 5TD HRA
Rehire Date GHI Eff Date GHI Tier 18 SIHGLE
Term Date GHI Change DatE GHI Ded Cd _9
Term Reason _ GHI Change Code HEHP
Hew Employee hire
*x¥x¥ TAN DATA ==*xxxx
Federal: HMar Stat H Exempt _2 Withholding Code 8 Ant/% - 8@
State: Mar Stat b Allowance Mar 1 Dep _1 Withholding Code B8 Ant/% .88
Tax Switches: Fed ¥ State ¥ FICA ¥ Retire ¥ REIC _
Mode changed to update
ENTEV Fi’% FZ‘% F3§ FW[@ FSE FE[@ F?[ﬁ FzZ E Fﬂ&jﬂ F1IZIT Fllltl FI'Z-E F15l9"\ 12.“2.““
o] BT Fer |Ded | Grs |W/H | Ly | ¥td | Help | Adj | FICA | Gar
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Employee Setup
Substitute Personnel Data Screen

B PLCGDist=8991 Rel=12.03.00 09/28/2012 DOD DD2

C:LDEYSYS LC3SECOND:

Display/Update Personnel Data

PFI':'BE

Status A —- fActive BAPBOSA, ADYLFO
Emp. no. BE864 Pay Loc 6211 Location 886211 Class _9 SUBSTITUTE TEACHER
Sex Code E Work Loc 6211 Location 886211 Job 189 SUB-TEACHERS
Mar 3tat 5 58H 990 B8 HEGL EEO-5 .ob HB2 Substitute
EE0D-5 Ethnic _2 WHITE
HAME First ADYLFO Hiddle
Last BA9BOSA Suffix Prefix Hispanic/lLatinn Ethnicitu?
" Yes (¥ Mo
Address 2152 MAIH STREET Certificate Type T4 Race {Select 1
Address L2 C51 Job (from CPI) 999 " Yes(¥ No SUbStItUtes ShOUId
City/State SHITH » GA Include on CPI ¥ H " Yes™ HNo =
Zip Code 33333 County 16 Sick Rank 2 N & veer- no | NAve a Substitute
Phnne f00QAEEL 4434 Nut nfF State Substitute rank gll | . .
i 5 - Substitute Rank _|o|x|| 'Overrideaceruer Rank field defined
' Adj Lv Eligqg Date
1 HEU!-'.!:?!I Hours Per Day
2 Certified
sp |3 School Food » TRS DOE Paid ERCON 7 _
pi [4 Bus ¢ M Participate in GHI ? N
Hi |9 Long-Term "k GHI Option HC  WAIVED
Re GHI Tier ag HO COUVERAGE
Te o 2] GHI Ded Cd _
Te jle HEHMP
Hew Employee hire
NTH 2ex3xxx
Withholding Code 8 Amt/% .88
jep _@  Withholding Code 8 Amt/% -88
Ta Retire ¥ AEIC _
n D I C I I IE Fﬁg'f F1-:-T FIIE FI2-IE F15% 12.82.80
— one ance
e : : : : —ds |wsH | Lv | vid [ Helo | Adj |FicA| Gar
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Input Employee Leave and
Substitute Pay

m PCG Dist=6791 Rel=23.02.00 10/10/2023 DOEOO4  CADEVSYS CASECOND GREEN — x
Personnel System PERHEHU
FKey Haster Henu

1 | -- Personnel Update Menu

) 4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
13 | -- Special Functions Menu

20 | -- File Reorganization

Waster llserlist 21.83.88

e8| IS | WS | A | MEND
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Enhanced Leave and the
Payroll Cycle

Integrated Pavroll and Leave System Checklist
J‘ Step Action

1 | Setup payroll.
NOTE: Setting up payroll causes the Current Leave Input File to be cleared in

preparation for the new payroll cyvcle. If the payroll 1s reset for any reason by using the
Payvroll Monitor, all data in the Current Leave Input File will be lost.

Pavroll Svstem Operations Guide, Section A: Payroll Setup and Section H:
Update/Display the Payroll Sequence Monitor

2 | Start keving in payroll changes, as normal and as required, for the payroll run.
Pavroll Svstem Operations Guide, Section B: Payvroll Update Processing
3 | Run the payroll Trial Registers and Exceptions Reports as often as needed.

Pavroll System Operations Guide, Section C: Payroll Check and Direct Deposit
Statement Processing, Topic 1 Process Preliminary Payroll

4 | Input Emplovee Leave and Substitute Pay or Impart Leave Data from CST as described
in this document. The import process may be run in multiple batches, if desired. The
leave data entered for the payroll cycle 1s collected in the Cwrrent Leave Input File.

5 | Run the following reports as often as needed to verify the contents of the Cuwrrent Leave
Input File. Run the reports at least one time before posting the leave data.

Current Leave Input File:

¢ Employee Summary Reports

o Employee Detail Reports

¢ Substitute Detail Reports
Substitute Reports:

¢ Substitute Pay by Employee N

e Substitute Pay by Account '
Personnel System Operations Guide, Section E: Enhanced Substitute Pay and Emplovee 70 OE
Leave Processing, Topic 4: Leave Reporting AR 6 FALAREIES
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Enhanced Leave and the
Payroll Cycle

Integrated Payroll and Leave System Checklist - Continuned
J‘ Step Action

6 | When all leave data and substitute pay has been entered into the system and venified,
execute Post Leave Input Data as described 1n this document. The Current Leave Input
Data may only be posted ONE TIME during the payroll cycle.

NOTE: The Post Leave Input Data step must be run for ALL regular and special

pavroll cycles, whether or not there 1s any leave data in the Current Leave Input File.
Even if there 1s no leave data to post, the posting step must be executed.

When runnming a Manual Veid Check Run Only payroll cycle, if the Post Leave for
Manual/Veid Run option 1s set to ¥ (Yes), the Post Leave Input Data step must be
executed. If the Post Leave for Manual/Void Run option 1s set to N (No), the Post

Leave Inpur Data step 13 NOT executed.

7 | Run the payroll Trial Registers and Exceptions Reports again. This 15 a required step.

NOTE: After the Current Leave Input File has been posted, the payroll monitor switch
for Run Exceptions Register with no exceptions will automatically be reset to "N’ so that

this step must be rerun.

Payroll Svstem Operations Guide, Section C: Pavroll Check and Direct Deposit
Statement Processing and Section H: Update/Display the Payroll Sequence Monitor

8 | Continue with the payroll process as documented in the Payroll Svstem Operations
Guide, Section C: Payroll Check and Direct Deposit Statement Processing

X\ .‘/
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Input Employee Leave and
Substitute Pay

B PLCGDist=8991 Rel=12.03.00 09/28/2012 DOD 002 C:HDEYSYS L\ SECOND GREEN _Iﬂl_ﬁl
Personnel System PER B3P
FKey Enhanced Substitute Pay and Leave System
1 | -- Leave Setup Menu
> 2 | -- Leave Update Menu

3 | -- Leave Reports Menu

4 | -- Leave History Menu
Master | User 12.81.88
rel| S | WoriSp | AL | MEND
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Input Employee Leave and
Substitute Pay

B2 PCGDist=6991 Rel=12.03.00 09/28/2012 DOD 002 C\DEYSYS C:\SECOND: — =] x|
Personnel System PERB3P2

Leave Update Henu

-- Input Employee Leave and Substitute Pay
-- Import Leave Input Data from C5¥
-- Post Leave Input Data

-- Display Gross Data
Display Leave YTD\Balance Paycheck Data

-- Advance Leave
-- Plan Year Rollover Processing

-- Load Employee Leave History from Payroll Leave Records
-- BRecalculate Year-to-Date Leave on Payroll Record

B EE kb BREIS

Master |.|snarlist 12_82.88

rel| S | WoriSp | AL | MEND
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Input Employee Leave and
Substitute Pay

E PCG Dist=8991 Rel=23.03.00 10/10/2023 DOEOD1  KASYSTEM  KASECONMD GREEM - X
Input Employee Leave and Substitute Pay LUIB18a

Enter the leave data you wish to maintain or create:
Absent employee no.: 862??;:] - or - If no absent employee, check here: [

Starting leave date:
Leave type:
Leave reason:

Days absent: - or - Hours absent:

Substitute employee no.: - or - If no substitute, check here: [

In order to refund leave taken, enter negative days or hours.

ENTEV Fi ’% F2‘-% F= % FH-@ Fs@ FE[@ F?[@ Fz u Fa ! Fi0 I Fi1 El Fiz [ E—ﬁ? Il-: Rk F15% 23.82 .00
-
re$| 50 | e T FzrTie | ree % | resLy Help
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Input Employee Leave and
Substitute Pay

m PCG Dist=2991 Rel=23.03.00 10/11/2023 DOEOOT  KASYSTEM  KASECOND GREEM = O *

Input Employee Leave and Substitute Pay LUIA1a88

Enter the leave data you wish to maintain or create:

Absent employee no.: 86277 - or - If no absent employee, check here: [
AD9MSOH, BOPETTE

Starting leave date: 15[15_{2[1211
Leave type:
Leave reason: __
| PF15=Look up Leave Type Cu:u:lel

B Leave Type and Reason Codes - II:I Ill

Sick
Typ Reas Type Description Reason Description feg Bal? Reas Hax FHMLA? Bank? Pers?
: ) Mo neqg bal 00000
Al 02 SICK LEAVE PERSOMAL LEAVE Ck leave hal 0.0000 Ko neq bal 3.0000 PERS
A2 01 OTHER LEAYE OTHER LEAVE Unlimited 0.0000 Ko neqg bal 0.0000
A2 02 OTHER LEAYE JURY DUTY Unlimited 0.0000 Mo neg bal 0.0000
A2 03 OTHER LEAVE OFF CONTRACT Unlimited 0.0000 Ko neqg bal 0.0000
A3 01 UNPAID LEAYE UNPAID LEAVE Unlimited 0.0000 Ko neq bal 0.000n
Ab 01 VACATION YVACATION Ck leave bal 0.0000 Mo neg bal 10.0000
AR 01 PROFESSIONAL PROFESSIOMAL Unlimited 0.0000 Ko neqg bal 0.0000
M1 00 PSERS CREDITS PSER5 CREDITS Ck leave hal 0.0000 Ko neq bal 0.000n
11 00 THS CREDITS TRS CREDITS Ck leave bal 0.0000 Mo neg bal 0.0000
. Done I . Cancel I

\ZaVD0oE
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Input Employee Leave and

Substitute Pay

E PCG Dist=8991 Rel=23.03.00 10/10/2023 DOEOD1  KASYSTEM  KASECOMD GREEM

Input Employee Leave and Substitute Pay

Enter the leave data you wish to maintain or create:

BO27T - or -
AD9MSOH, BOYETTE

Absent employee no.: If no absent employee,

Starting leave date: 1/85/2824

Leave type: Al SICK LEAUVE
Leave reason: 81 SICK LEAUVE
Days absent: 2.008084a - or - Hours absent:
Substitute employee no.: 8?66?;:] - o¥ — If no substitute, check here:

In order to refund leave taken, enter negative days or hours.

check here: [

X
LUIB188

Enter time in either
days or hours

-

Enter a substitute
number, or if no
substitute, check
the box

EMTER o ] == = = = = — 13 | cren s EAL 23 _B2.00
( T g\ F= % relER] | FelEX | relll] | oI ) re H Fs i Fi0 I Fir ] Fiz Fiz A% F15Q
[=1- HMODIFY | MODIFY | MODIFY "
F1E- Fiz= | F1e m FaaTiME | Fez 3 | ez lw Help
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Input Employee Leave and
Substitute Pay

E PCG Dist=8991 Rel=23.03.00 10/10/2023 DOEO0OOT  KASYSTEM  KASECOMND GREEM - X
— Input Employee Leave and Substitute Pay LUITA188
Absent Employee Info: Emp. no. 86277 ADYMSOM, BOYETTE Status A -- Active
55H 999-88-6277 Class 2 TEACHERS Work Loc 161 Location 8886161
Hrs/Day &.8608 Job 3 TEACHERS
- Leave date 1/85/2824 Type A1 SICK LEAUVE Reason 81 SICK LEAUE
Memo
Employee leave: Days absent 2.080806a -0r- Hours absent
-
— [Substitute Info: Sub. no. 87667 ACPER, HU9IA Status A -- Active
SSH 999-88-7667 Class 3 SUBSTITUTES, IHSTR Work Loc 189 Location 8088189
Sub rank 8 IHUALID RAHK CODE Job 5 IHSTRUCTIDHAL-SUBS
Substitute pay rate 88.888 (Daily pay rate)
Froc Pay Pay Rate Days/Hrs Regular
Type Type Y¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly Regular Gross Distrib %
a1, D‘1BBZh 24 180 _ 1651 1668 11368 161 1 80.000 1.83 146408 -9172
82. b A8624 24 186 _ 16853 1668 113660 _181 1 80.000 o I 13.640 -8828
— a3. aa i —
ah SN T ot
[ e
a6 . an. . .- ==
a7. B0 =
a8 . ans. =
a9. ___ B8 __  _ -
18. ___ B8 ___ _ i
2.88 168.88 1.06880
Req Daily w/Pension and Taxes
—
ENTEV FLP:E F;“-%: F3% F'+ Ehd FE F? Fz E FS; F:l.'l? F:IE F:2@ :-kli':| 2 Il-:';":-BHL F15Q 23-ﬂ2-ﬂﬂ
] B 1 [dEAF IR Help

~——
|F21 =Madiity tatal sub time |
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Input Employee Leave and
Substitute Pay

E PCG Dist=8991 Rel=23.03.00 10/10/2023 DOEOD1  KASYSTEM  KASECOMD GREEM - X
Input Employee Leave and Substitute Pay LUIB18a8
Absent Employee Info: Emp. no. 86277 ADYMSOM, BOYETTE Status A -- Active
55H 999-88-6277 Class 2 TEACHERS Work Loc 161 Location 8886161
Hrs/Day &.008 Job 3 TEACHERS
Leave date 1/85/2824 Type A1 SICK LEAUVE Reason 81 SICK LEAUE
Memo
Employee leave: Days absent 2.080806a -0r- Hours absent
Substitute Info: Sub. no. 87667 ACPER, HU9IA Status A -- Actiuve
SSH 999-88-7667 Class 3 SUBSTITUTES, IHSTR Work Loc 189 Location 8088189
Sub rank 8 IHUALID RAHK CODE Job 5 IHSTRUCTIDHAL-SUBS

Substitute pay rate 88.888 (Daily pay rate)

Froc Pay Pay Rate Days/Hrs Regular

Type Type Y¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly Regular Gross Distrib %
g1. b @824 24 188 16851 16868 11388 101 1 80.0008 1.83 146 .48 -9172
g2. b @824 24 188 16853 168608 11388 101 1 g80.008 A7 13.64 -8828
a3. aa
ah. aa
as . aa H H
6. 69 Modify substitute total
a7 . aa . .
0s. 00 time, if necessary
a9. aa

18. 8e R
2.88 168.08 1.8008

Mode changed to update

b

ENTEV F1L E r.:"-% F3% F'+ —rs@\rs F? F2 Q ra.‘? FuuT F:1Ei F:2fq_ .“'ii" Al IF'}'-:BHL F'.sjap 23.02.00

[=1- Tl CALL DiIFY | MoDIFY
F1E- F<.:'I_=.|""-\L F191_ﬁ|ﬂ ( F2|l§'1:f1I iz% rzzlw HEID

F21=Recalculsteidizplay scrn |
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Input Employee Leave and
Substitute Pay

B PCGDist=8991 Rel=12.03.00 09/28/2012 DODOO1  C3DEYSYS L SECOND _Iﬂlﬁl
Input Employee Leave and Substitute Pay LUIB1688
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFIHE Status A -- Active
58N 999-88-9236 Class S TEACHERS Work Loc 161 Location BA88181
Hrs/Day B8.688 Job 185 TEACHERS
Leave date 18/681/2812 Type A1 SICK LEAUE Reason 81 SICK LEAUE
Hemo
Employee leave: Days absent 1.08080808 -or- Hours absent
Substitute Info: Sub. no. 88864 BHAPBOSA, ADILFO Status A —- fActive
SSH 999-88-8864 Class 9 SUBSTITUTE TEACHER MWork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 3UB-TERCHERS

Substitute pay rate 78.688 ({Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly Regular Gross Distrib %
1. Eﬂ% 13 188 _ 1841 16888 113688 181 1 78.0688 1.548 1685.88 -7 88
82. b 8825 13 16868 _ 16841 16868 11388 _181 1 78.088 -58 35.84 -2588
3. _ ___ 88 ___ _ _
By, B8 __ _
o R | {1 i
Bh.— - - Bl - =
AT | T s
B8y o . ABEE o
ge. 88 __ =
18. _ _ 88 =

2.88 148.88 1.06840

Reqg Daily w/Pension and Taxes
ENTEV Fl'% FE‘!% F3§ F'+ FS,'FEE'I\RZ F& E F.'-:! F1-:-T Fllltl F|2-|E| E:;“ lﬁ‘;{rsm F‘15% 12.83.80
F1E@ F1.--E'-l5 F1sm FeiTuk] rez o | e Lv Help

F22=mModify Distribution Pctz | LN
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Input Employee Leave and
Substitute Pay

B2 PCGDist=8991 Rel=12.03.00 09/28/2012 DDDODZ C:\DEYSYS C:SECOND GREEN - =] x|
Input Employee Leave and Substitute Pay LUIB18a
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFIHNE Status A -- Active
SSH 999-B8-9236 Class 5 TEACHERS Work Loc 181 Location B8A161
Hrs/Day 8.60848 Job 185 TEACHERS
Leave date 18/681/2012 Type A1 SICK LEAVE Reason 81 SICK LEAUE

Memo PRESENTED DOCTOR'S EXCUSE

Employee leave: Days absent 1.6808808 -0r- Hours absent
Substitute Info: Sub. no. 88864 BAPBOSA, ADILFO Status A —— Actiuve
SSH 999-@8-8864 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 886211
Sub rank 2 Certified Job 189 3UB-TERCHERS

Substitute pay rate 78.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Reqular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly Reqular Gross Distrib %
1. b @825 13 188 1641 1888 113688 181 1 fA.088 1.58 18%.80 -88088
g2. b 8825 13 188 1841 1888 1126868 161 1 fO.068 .58 35.88 .78
a3. i)
84 . ga .
5. 80 Modify account
86 . 08 . " ; " "
07 68 distribution, if desired
BP: aa
18. ga

2.80 148.80 1.8080

Mode changed to update

ENTEV Fl'% FE‘% F3§ F'+ FE 4‘5@‘{7 Fz u 8 ! F1DT 1 E F12-IE E‘l:? II;HFBHL F15& 12.“3.““
L B AR P Help
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Input Employee Leave and
Substitute Pay

B PCGDist=8991 Rel=12.03.00 09/28/2012 DODOO1  C:\DEYSYS Lo SECOND ;IQ‘_ILI
Input Employee Leave and Substitute Pay LUIB168
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFIHE Status A -- Active
55H 999-88-9236 Class &5 TEACHERS Work Loc 181 Location 888181
Hrs/Day &.088 Job 185 TEACHERS
Leave date 18/81/2012 Type A1 SICK LEAVE Reason 81 SICK LEAUE
Hemo
Employee leave: Days absent 1.080888 -or- Hours absent
Substitute Info: Sub. no. 888464 BAPBOSA, ADILFO Status A —— Active
SSH 999-88-8864 Class 9 SUBSTITUTE TEACHER MWork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 78.888 ({Daily pay rate)

Froc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly Reqular Gross Distrib %
81. D=8825 13 1688 _ 1641 18668 11388 161 1 70.888 1.68 112.68 -8A08
82. b 8825 13 168 _ 16841 16688 11388 _181 1 /08.08088 48 28.08 -.2888
83. B _ _
8. __ Bs _
a5 . E o wHBE S i
86 . ER =
a7 . e SEHTS o e
ag. e i e e =
a9, ____ B8 _ =
18. __ B8 _ =

2.840 148.688 1.0680

Req Daily w/Pension and Taxes
ENTEV FL I‘;?; FE‘!% F= % F'I- F5 Fs—ﬂ@\m E £ ! Fif T Fil Itl F|2-|E| E:;“ H-:Bm F‘15:& 12.83.00
B et G P ) Help

|F23=MDdﬁyEmpbyeeLeave|
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Input Employee Leave and
Substitute Pay

B PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 001 C:\DEYSYS LC:\SECOND:

Input Employee Leave and Substitute Pay s LUIB168
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFIHE Status .
SSN 999-88-9236 Class 5 TEACHERS Work Loc 181 Location 086181 MOdIfy employee
Hrs/Day §&.8808 Job 185 TEACHERS . .
Leave date 18/81/2812 Type A1 SICK LEAVE Reason @1 SICK LEAVE t|me, |f necessary, or

Memo presented doctor's exXcuse

add an optional memo

Employee leave: Days absent 1.08808 -0r- Hours absent

Substitute Info: Sub. no. 88844 BAPBOSA, ADILFO Status A —— Active
55H 999-B8-8864 Class 9 SUBSTITUTE TEACHER MYWork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 708.6888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly Regular Gross Distrib %
1. 0 8825 13 188 1841 18088 11388 161 1 78.888 1.68 112.88 -8a08
@z2. b 8825 13 1688 1841 1888 11388 181 1 70.0088 -ha 28 .80 -2808
a3. aa
ay . aa
a5 . aa
a6 . aa
ar. aa
a8 . aa
a9. aa
18. aa

2.88 148.688 1.0080

Mode changed to update

ENTEV Fl'% A s S| eulER] | BT FE'ﬂ@\FE-u F.'-l! F1-:-T FIIE FI2-E Fis. i F15l& 12.03.88
F1E@ F1.‘-E;' F1sm L r::gu{ EFZI;:S&‘) Help

| F23=Recalculsteidizplay scrn |

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE

Georgia Department of Education



Input Employee Leave and
Substitute Pay

B2 PCGDist=8991 Rel=12.03.00 09/28/2012 DODOO1 C:\DEYSYS C:SECOND _Iﬁlﬁl
Input Employee Leave and Substitute Pay LUIB18a
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFIHE Status A —- Active
5SH 999-88-9236 Class 5 TEACHERS Work Loc 181 Location 888181
Hrs/Day &.0808 Job 185 TEACHERS
Leave date 18/681/2012 Type A1 SICK LEAVE Reason 81 SICK LEAUE

Memo PRESENTED DOCTOR'S EXCUSE

Employee leave: Days absent 1.6808808 -0r- Hours absent
Substitute Info: Sub. no. 88864 BAPBOSA, ADILFO Status A —— Actiuve
SSH 999-@8-8864 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 886211
Sub rank 2 Certified Job 189 3UB-TERCHERS

Substitute pay rate 78.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Reqular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly Reqular Gross Distrib %
81. D»[0625 13 188 _ 1841 1060 113060 161 1 70.8088 1.68 112.88 -gaaa
B2. D 86825 13 188 _ 1641 1868 11388 _181 1 70.06088 -4a 28.068 -2804a
g2. _ __ B8 _ _
ay. _ _ B8 ___ _ _
| R || i
Wi o o B oo =
B e o GBS o s
aeg, ... . . o0m . o
Py, .. . . A\ . =
18. _ __ 88 =

2.80 148.880 1.8080608

Reg Daily w/Pension and Taxes

e d Ualidated Successfully -- F8 to Save

Gﬂﬁ '% FE‘!% F3§ F'+ FE FE F? Fg n Fi ! Fit T F 1B F|2-|E| e IEH@BHL F‘15Q 12.63.80

ric 8| o5 | o AT FarTine | pas v | ras Ly Help

G
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE
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Input Employee Leave and
Substitute Pay

B2 PCGDist=6991 Rel=12.03.00 09/28/2012 DODOO1  C:\DEYSYS C:\SECOND -2 x|
Input Employee Leave and Substitute Pay LUIB18a
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFIHE Status A -- Actiuve
S5H 9299-38-9236 Class 5 TEACHERS Work Loc 181 Location 888181
Hrs/Day 8.60848 Job 185 TEACHERS:
Leave date 18/681/2012 Type A1 SICK LEAVE Reason 81 SICK LEAUE
MHemo PRESENTED DOCTOR®S ENCUSE
Employee leave: Days absent 1.6808808 -0r- Hours absent
Substitute Info: = = . S . - E i —— Activue
SSH 099-B8-8864 [las Substitute Time / Employee Time Mismakch ﬁl
Sub rar . : i
"-, The substituke time does nok match the absent emploves leave time,
Substitute .
Alliow?

Proc Pay Lavr

Type Type Yr Fnd [ > | pss  Distrib %
a1. Q"|[1[125 13 188 _ b .88 -&888
82. D 8825 13 188 _ = a8 .2088
és. _ _ B8 _ -
ay., @88 _ _
L i | ) 1 A i
B o . Bl oo =
87. _ i1 =
a8. _ e —
a9, _ a8 =
1. _ _ 88 =

2.88 148.88 1.0808688
..-..- /q : FmT FIIE F|2-|E| E‘ﬁ? IEH&BQL F‘15Q 12.03.80

rie 8| o 50| e 1T eavTee | ras % | reslv Help

G
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE

Georgia Department of Education



Input Employee Leave and
Substitute Pay

E PCG Dist=8991 Rel=23.03.00 10/11/2023 DOEODT  KASYSTEM  KASECOMND GREEM - X
Input Employee Leave and Substitute Pay LUIB18a8

Enter the leave data you wish to maintain or create:

Absent employee no.: 862??;| - or - If no absent employee, check here: [
AD9MS0OH, BOPETTE

Starting leave date: 1/85/2824
Leave type: Al SICK LEAUVE
Leave reason: 81 SICK LEAUVE

Days absent: 2.008084a - or - Hours absent:

Substitute employee no.: BF667 - o¥ - If no substitute, check here: [
AC2ER, HU9IA

In order to refund leave taken, enter negative days or hours.

Record Added Successfully
hv Ly EAL 23.82.088

Flr-li\ F2:-E\ F3§-—F—‘+@- FSE FE[@ F?[@ Fz E Fa ! FIDT F‘.1E F12@ IIE'F‘:;‘I F15Q

- [=1- m HooiFy | Mooiey | MooiFy
FiE F<.7I_=.|*-|' Fig F21Tive | F2z 3 | rezlw HEID
Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Input Employee Leave and
Substitute Pay

E PCG Dist=8991 Rel=23.03.00 10/11/2023 DOEOCOT  KASYSTEM  KASECOMND GREEM - X
Input Employee Leave and Substitute Pay LUIB18a8
Enter the leave data you wish to maintain or create: Th
is drop down
nbsent employee no.: :gg;;uﬂ BDQET;EDF - If no absent employee, dlSpIayS a” Current
. _ leave records entered
Starting leave date: -
Leave type: _
Leave reason: PF15=LanupLeaveInput| for the employee
Days absent: - or - Hours absent:
Substitute employee no.: - o¥ - If no substitute, check here: [
In order to refund leave taken, enter negative days or hours.
A PP TS I ] ] P o) ™ | O P ol OO T | ] P 23.02.00
| 50| e T voiTine | ros o | o= Ly Help

Gébor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Input Employee Leave and
Substitute Pay

B PLCGDist=8991 Rel=12.03.00 09/28/2012 DOD 001 C:hDEYSYS C:SECOND: . Iﬂlﬂ
Input Employee Leave and Substitute Pay LUIB1688
_ o] x|

Employee number: 89236
Name : BASFIELD, JOSEFINE
Sub No _ Sub Mame Leave Date Time DFf Leave Type Leave Reason

089957 AD4IR. CE4AESTA 0912201 2 2500 DAYS Al SICK LEAVE 01 SICK LEAVE

[Tk :
089141 GA4IN. ED4ARDD 09/13/2Mm2 L5000 DAYS A LwWOP 0 LwapP
088864 BAJSBOSA, ADILFO 104014202 1.0000 DAYS Al SICK LEAVE 01 SICK LEAVE

Enter substitute number: D

Enter employee nunmber: (89236 '_ S titn
Re-filter | Done | Cancel |
FI2-IE e lﬁ‘;{rsm F15%

ENTEV ¥ % = F-+ FSE FE[@ w[ﬁ Fe = Fa ! Fif T Fil E Fiz.
F1E@ F1.--E'-l5 Fiz m ForTnie | oz ot | reslv Help
LN

Georgia Department of Education

12.83 .88

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Input Employee Leave and
Substitute Pay

E PCG Dist=8991 Rel=23.03.00 10/11/2023 DOEOD1  KASYSTEM  KASECOMD GREEM - X
Input Employee Leave and Substitute Pay LUIB18a8

Enter the leave data you wish to maintain or create:

Absent employee no.: 8??91_:] - or - If no absent employee, check here: [
BA2MAN, EF2EH

Starting leave date: 1/86/2824
Leave type: A3 UNPAID LEAVE
Leave reason: A1 UHPAID LEAUVE

Days absent: 2.008084a - or - Hours absent:

Substitute employee no.: - or - If no substitute, check here: v

In order to refund leave taken, enter negative days or hours.

There is no substitute
for this employee

({1] Added Successfully
ENTER o ) == == == = ] ] [l | crEn L\ EAL - -
N ( & r.:"-i F2 % relER] | FelEX | relll] | oI ) re H Fa ; Fio T Fi Ei Fi2 |ﬂ Fiz Fit F15Q cEobzobl
=- toniey | Mooiey | MoDiFy
FF Fiz = F1sm P TiME | Fzz % | rzz LW

Help

Gébor
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Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Input Employee Leave and
Substitute Pay

B2 PCGDist=6991 Rel=12.03.00 09/28/201Z DODO01 C\DEYSYS Ci\SECOND GREEN — =] x|
Input Employee Leave and Substitute Pay LUIB1688
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFIHE Status A -- Active
55H 999-88-9236 Class 5 TEACHERS Work Loc 161 Location BA88181
Hrs/Day &.0808 Job 185 TEACHERS
Leave date 951272012 Type A3 UNHPRID LEAVE Reason 81 UHPARID LEA

A memo or description
Hemo

——Is optional
Days absent 75088 -0r- Hours absent

No substitute data
IS required

Display Leave Balances

ENTEV Fl'% FE‘% F3§ F‘+ F5 FE[@ W[@ F& E F_'-I! F1IZIT F1IE F12-IE RE! E &I 12-ﬂ3-ﬂﬂ
ris 8| 59| o I FeiTiie | Fox vt | resl¥ Help F14-Employee Leave Balances |

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Georgia Department of Education



Display Leave Balances

B PCGDist=8991 Rel=12.03.00 09,/28/2012 DODOO2 C3DEYSYS LCiSECOND GREEN -IEIEI
Input Employee Leave and Substitute Pay LUHF IHD
Leave Balances Summary 3creen
Employee number: 89236 BASFIELD, JOSEFIHE

Flan year: 2813 Display mode: D (D=days, H=hours}) Display in days
Type Reas  Description Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
o1 | Al oo SICK LEAVE 1.2500 1.2500 -0ooo 1.0000 1.2500 2500
o1 SICK LEAYE -0000 1.2500
02 PERSOMAL 1.0000 -noon
04 | A3 00 LwaoP -0ooo -0ooo -Dooo -D0oo 1.2500 -000o0
o1 LwoP -Dooo 1.2500

ENTER = Continue, F16 = Exit, F17¥ = Print Screen
| b |z |2 | Fa | r5 | ke | E7 | B | B8 | Fin | Ei | Bz | P13 |EiA | B et e

.F1E:« = = 25 25 27 Help

Gébor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Display Leave Balances

B PLCGDist=8991 Rel=12.03.00 09/28/2012 DOD DD2 C:hDEYSYS LC:SECOND

Input Employee Leave and Substitute Pay —— Leave type Summary Ilne

Leave Balances Summary 3creen

Employee number: 89236 BASFIELD, JOSEFIHE
Plan year: 2813 Display mode: D (D=days, H=hours}) Display in days /
Description Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal

Type Reas
01 | A1 00 SICK LEAVE 1.2500 1.2500 -0ono 1.0000 1.2500 .2500
o SICK LEAVE -0ooo 1.2500
oz PERSOMAL 1.0000 .0ooo
04 | A3 00 LwoP -0noo .0o0og .0ono -000o 1.2500 -0ooo
m LwoP -0ooo 1.2500

For leave types which track a balance:
Ending balance = Beginning balance + Advances + Adjustments — Leave Taken

ENTER = Continue, F16 = Exit, F17¥ = Print Screen
| b |z |2 | Fa | r5 | ke | E7 | B | B8 | Fin | Ei | Bz | P13 |EiA | B et e

F15-« % 2-+ 25 25 27 Help

Gébor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Display Leave Balances

B PCGDist=8991 Rel=12.03.00 09,/28/2012 DODOO2 C3DEYSYS LCiSECOND _Iglﬂ
Input Employee Leave and Substitute Pay LUHF IHD
Leave Balances Summary 3creen
Employee number: 89236 BASFIELD, JOSEFIHE

Flan year: 2813 Display mode: D (D=days, H=hours}) Display in days
ype Reas  Description  Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
Al oo SICK LEAVE 1.2500 1.2500 -0ooo 1.0000 1.250 2500
o1 SICK LEAYE -0000 1.2500
02 PERSOMAL 1.0000 -noon

A3 00 LwaopP -0000 .0ooo .0ooo 0000 1.2500 000
o1 LwapP .0ooo 1.2500

Breakdown of reasons for

Use function key buttons the leave taken
to drill down to leave detall
data
ENTER = Continue, F16 = Exit, F17¥ = Print Screen
‘““mz F2 | Fa | 55 | k6 | F7 | B | B8 | Fin | Fid | Bz | P13 |FiA | B et e
F15-«\§ 2-+ 25 25 27 Help

Gébor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Display Leave Balances

B PCGDist=8991 Rel=12.03.00 10/02/2012 DODOD3 C:\DEYSYS L[:\SECOND “GREEN _Iglil
Input Employee Leave and Substitute Pay LUHF IHD
Leave Detail Screen
Employee number: 89236 BASFIELD, JOSEFIHE
Plan year: 2613 Display mode: b (D=days, H=hours) Display in days

Leave type: A1 SICK LEAUE

Srce Reas Desription Transaction Leave Dt Trans Dt Time In  Time Out SubMo Sub Hame

HS5T 00 SICK LEAVE BEG BAL 8A/15/2012 8A5/20012 1.2500
H5T 02 PERSOMAL LY TAKEN 81552012 BA15720012 1.0000
H5T 00 SICK LEAVE ADVANCE Q2152012 9521520012 1.2500
CUR 01 SICK LEAVE LY TAKEN 94122012 2500 89957 ADAIR. CE4ESTA
CUR 01 SICK LEAVE LY TAKEN 10/01/2012 1.0000 88364 BAJBOSA ADSILFO

Begin Bal fidvance Adjust ¥TD Taken Cur Taken End Bal

1.2500 1.2500 0000 1.0000 1.2500 -2500
EHMTER = Continue, F16 = Exit, F17 = Print Screen

| F1 | F2 | P2 | P4 | P | F6 | F7 | FB | B3 | Fio | F11 | P12 | F13 | F14 | 12.83.88
F1E"« % 24 25 2E 27 HEID

Gébor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Display Leave Balances

B PCGDist=8991 Rel=12.03.00 10/0Z/2012 DODO03 C\DE¥YSYS LC:3SECOND - =] x|
Input Employee Leave and Substitute Pay LUHF IHD
Leave Detail Screen
Employee number: 89236 BASFIELD, JOSEFIHE
Flan year: 2813 Display mode: D (D=days, H=hours}) Display in days

Leave type: A1 SICK LEAUE

Srce Reas Desription Transaction Leave Dt Trans Dt Time In Time Out SubHo Sub Hame

HST 00 SICK LEAYE BEG BAL 8A5/2012 8/15/2012 1.2500

HST 02 PERSOMNAL LY TAKEN 845720012 8A5/2012 1.0000

HS5T 00 SICK LEAYE ADVYANCE /217202 9/21.2M2 1.2500

CUR 01 5ICK LEAYE LY TAKEN 3272032 2500 89957 AD4IR. CE4ESTA
CUR 01 5ICK LEAYE LY TAKEN 1070172012 1.0000 883864 BASBOSA, ADILFO

/\

HST = Leave History Record
CUR = Current Leave Input Record

Begin Bal fidvance Adjust  ¥TD Taken Cur Taken End Bal
1.2500 1.2500 .0oo00 1.0000 1.2500 .2500
ENTER = Continue, F16 = Exit, F17¥ = Print Screen
Y| P | F2 | F2 | R4 | F5 | FE | F7 | BB | B3 | F100 | 1T | Ei2 | F13 | EiA |8 12.683.00
F15-« =] I P i 25 27 Help

Gébor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Display Leave Balances

B2 PCGDist=6991 Rel=12.03.00 10702/2012 DODO03 C\DEYSYS C:SECOND -2 x|
Input Employee Leave and Substitute Pay LUHF IHD
Leave Detail Screen
Employee number: 89236 BASFIELD, JOSEFIHE
Flan year: 2813 Display mode: D (D=days, H=hours}) Display in days

Leave type: A1 SICK LEAUE

Srce Reas Desription Transaction Leave Dt Trans Dt Time In Time Out SubHo Sub Hame

HST 00 SICK LEAYE BEG BAL 8A5/2012 8/15/2012 1.2500

HST 02 PERSOMNAL LY TAKEN 845720012 8A5/2012 1.0000

HS5T 00 SICK LEAYE ADVYANCE /217202 9/21.2M2 1.2500

CUR 01 5ICK LEAYE LY TAKEN 3272032 2500 89957 AD4IR. CE4ESTA
CUR 01 5ICK LEAYE LY TAKEN 1070172012 1.0000 883864 BASBOSA, ADILFO

/\ N

HST = Leave History Record Time in = time added

CUR = Current Leave Input Record Time out = time subtracted
Begin Bal fidvance Adjust  ¥TD Taken Cur Taken End Bal
1.2500 1.2500 .0oo00 1.0000 1.2500 .2500
ENTER = Continue, F16 = Exit, F17¥ = Print Screen
—F| A1 | F2 | F2 | B4 | F5 | F6 | F7 | BB | E3 | F100 | B | Ei2 | F13 | Fi4 |8 12.683.00
F15-« =] I P i 25 27 Help

Gébor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Input Employee Leave and
Substitute Pay

B PCGDist=8991 Rel=12.03.00 09/28/2012 DODOO1  C:DEVSYS LC:SECOND GREEN _Mﬂ
Input Employee Leave and Substitute Pay LUIB1688
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFIHE Status A -- Active
58N 999-88-9236 Class S TEACHERS Work Loc 161 Location BA88181
Hrs/Day B8.688 Job 185 TEACHERS
Leave date 9/12/28012 Type A3 UNPAID LEAVE Reason 61 UNPRID LEAUE
Hemo
Days absent 75088 -0r- Hours absent
/ENTEFH ‘R'% FE‘% F3§ F'+ F5 FE W Fz E 'Fil! F1IZIT F1I|E F12-IE E‘:? II;EBEL F, & 12.“3.““
(e[ oEs ] T o A R Help

aVOE

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Input Employee Leave and
Substitute Pay

E PCG Dist=8991 Rel=23.03.00 10/11/2023 DOEODT  KASYSTEM  KASECOMND GREEM - X
Input Employee Leave and Substitute Pay LUIB18a8

Enter the leave data you wish to maintain or create:

Absent employee no.: 8??91;] - or - If no absent employee, check here: [
BA2MAN, EF2EH

Starting leave date: 1/86/2824
Leave type: 2 UNPAID LEAVE

Leave reason: 1 UHPAID LEAVE

Days absent: 2.008084a - or - Hours absent:

Substitute employee no.: - or - If no substitute, check here: v

In order to refund leave taken, enter negative days or hours.

Print this data

EMTER I (4]
( Fi P:i Fz‘- F= % F‘f?;-l FE E-\;-l FC@ F?I F& E Fa ! Fid T Fil E Fiz Iﬂ E‘:;ﬁ Il':'r':'Bﬁl F15Q 23 E ﬂz Z Bﬂ
=) S 7 tanruey | mnmey | HooiFy
F1E- F*..'/‘L:.I'-"hl Fiz m \_! PF3=Frint thiz data I}’; rzzlw HEID

Gébor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Employee Leave and Substitute
Pay Report

REPBORT DATE: 08/02/2012 13:57:35 EMPLOYEE IERXVE AND SUBSTITUTE PAY PLEE 1
PROGRAM: IWIO100

TIME OFF  TIME OFF i 5B
LELVE TYDE IEAVE CODE LEAVE TATE DLYS BOURS SUENO SUB MIME TOT TIME CROSS
87603 SOSELD, NASACHRL
Al SICK 0l SICK g/01/2012 1.5000 12.0000 87377 HLEKS, TRENT 1.50 103,50
87613 HAALOW, DHANG
A7 OTHER NON-D 02 FIEID TRIES  5/01/2012 Z.0000 16.0000 3.00 183,00
ul SICK 01 SICK 5/02/2012 2.0000 16.0000 3.00 183,00
8761¢ RIGINS, DASTE
43 TWOD 01 LWoD 5/01/2012 1.0000 80000 3.00 183,00
L SICK 01 SICK 5/02/2012 1.0000 20000 3.00 18300
87643 DESTER, SEGLSTIAN
Al SICK 0l SICK g/02/2012 0.5000 2.5000 3.00 183.00
87673 BESRIOS, JESFERSON
L6 S0 0l 5D £/03/2012 1.0000 B.0000 7894 ID3M, MAIAIDA 1.00 g2.00
87674 BITNO, CH7RLYN
Al SICK 01 SICK §/02/2012 1.5000 12 .0000 3.00 183,00
87330 CATY, SHTRRN
A7 OTHER NON-D 01 JURY DUTY §/01/2012 3.0000 24.0000 B558& CR7SE, LATOMA 3.00 183,00
BE138 EATIS, TAT
46 S0 01 50 5/01/2012 1.0000 B.0000 E5861 EE4MUDEZ, FR4RY 1.00 73.00
8235 HAMONDS, KAZIML
ul SICK 01 SICK 5/04/2012 1.0000 B.0000 E7834 ID3M, MAJALDA 1.00 5200
82838 GETTILE, MRT
43 THOD 01 LWoP 5/04/2012 1.0000 5.0000 8704 GESGER, DESICK 1.00 200
85117 DE40RE, MRATA
Ll SICK 01 SICK 5/03/2012 3.0000 24.0000 83727 GAZLARDO, KEZA 3.00 204.00
o
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future : a o_

Georgia Department of Education



Agenda

* Enhanced Substitute Pay and Employee
Leave System

* Input Employee Leave
*Import Employee Leave
* Post Leave
*_eave Reports
*_eave Setup
*Wrap up

* CPI Cycle 3 Reporting

L __N

(7 ]
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE

Georgia Department of Education



Import Leave Input Data from CSV

B PpPCGDist=8991 Rel=12.03.00 09/28/2012 DODODZ C:\DEVSYS C3SECOND GREEN _Iﬁlﬁl
Personnel System PERB3P2

Leave Update Henu

-- Input Employee Leave and Substitute Pay
-- Import Leave Input Data from C5¥
-- Post Leave Input Data

-- Display Gross Data
Display Leave YTD\Balance Paycheck Data

-- Advance Leave
-- Plan Year Rollover Processing

-- Load Employee Leave History from Payroll Leave Records
-- BRecalculate Year-to-Date Leave on Payroll Record

B EE kb BREIS

Master |.|snarlist 12_82.88

rel| S | WoriSp | AL | MEND

Gébor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Import Leave Input Data from CSV

AutoSave (8 off) "9 = = Enhancedleavelmportxlsx - Read-Only = Saved to this PC » £ Search
Home Insert Page Layout Formulas Data Review View Automate Help Team
li‘::ézm Arial «9 A A= == # a8, Wrap Text Text - @ @ Mormal Bad
5 e 2
I S "4/ T . = = = hreins o S o &0 .00 Conditional Formatas | Neutral Calculal
<&/ Format Painter D - i - - - Miine: Senles $ % 9 |G 8 Formatting ~ Table » I:
Clipboard ] Fant 5] Alignment I MNumber = Styles
4 B || v2.00
Al B 0 D E | F G H J K L M N 0
1| Enhanced Leave Import v 2.00
2 |
i 5 |
3 | NOTE: Commas may not be entered into any input field.
7 |
5 | All Dates must be in MM/DD/CCYY format
]
Ti 1 F 2 I 3 I 4 5 | § | 7 | [ 9 I 11 | 12 | 13 | 14
8 Absent Employee Required Fields Absent Employee Optional Fields Absent Employee Leave Fields
Max 20 Max 15 Max 15 H=Hrs
A1,A2A3A5AGA MM\DD\CCYY
Characters Characters Characters 7L1LZL3L5.6 D=Days
3 Class Code Work Loc Code Leave Starting Entry Total
Empno Last Name First Name Middle Name Class Pezcrgition foc Hexcriphon Leave Type Reason e ik e Time Off Memo

K1)

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Georgia Department of Education



Import Leave Input Data from CSV

AutoSave (@ o) l-‘-') o E

Enhancedleavelmport.xlsx - Read-Only « Saved to this PC »

File Home Insert Page Layout Formulas Data Review View Automate Help Team
Eﬁ & cut Arial o A K| E=E & LwepT Text % @ Narmal Bad Good Sim mux el
[Bcopy ~ =
Paste = = == == == = Conditional Format as Calculation i Insert Delete Format
I U~ M A | === = 32 H = v O 0 .00 MNeutral Calculation f =
« <X Format Painter = . ===1= Merae & Center $ %o 2 o 0 Formatting ~ Table ~ | l % v -
Cliphoard & Font ] Alignment = MNumber ] Styles Cells
* 5 v 2.00
(A B | c | D | E P Q R S ik 9] v w X ¥ z A\ | AB AC AD
1| Enhanced Leave Import v 2.00
2
3 | NOTE: Commas may not be entered into any
4
5 | All Dates must be in MM/DD/CCYY format
G
T 1 T 2 F 3 T 4 15 16 | 17 I 18 I 19 | 20 21| 22 [ 25 | 24 25 | 26 | 27 | @28 | 29
& Absent Employee Required Fields Substitute Employee Fields Substitute Employee Optional Fields| Override General Ledger Account
Max 20 Max 15 Max 15 YiN Max 20 Max 15 Max 15 ‘;)Ufm_rﬂl o
Characters Characters Characters Ch ters Ch ters Characters (¢
e = Sub Employes Sub Middle = Class Code Work Loc Code -
Empno Last Name First Name Middle Name |Substitute Flag| A Sub Last Name| Sub First Name Name Sub Paid Time | Class feanration Loc Deseription FY Fund | Fiscal |Program| Func

40

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Import Leave Input Data from CSV
Define Employee Information

Empno |Last Name First Name Middle Name |Class Desc
1234|Wayne John M.
5678 |Frank N. Stein
90 |Presley Elvis

PCG CPI Export Last Name, First Name, Middle Name, and Class

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Georgia Department of Education



Import Leave Input Data from CSV
Define Leave Type & Reason Codes

Al 01 |Sick Leave

Al (02 |FMLA

Al 03 |Personal

Al |04 |Sick Bank Contribution
Al |05 |Other Deductible

A2 |01 [Jury Duty/Witness Leave
A2 |02 |Field Trips

A2 |03 |Other Non-Deductible
A3 |01 [Days Deducted from Pay
A5 |01 |Annual Days

A6 |01 |Staff Development

A7 |01 |Days Received from Sick Bank
T1 01 |TRS Credit

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Georgia Department of Education



Import Leave Input Data from CSV
Template

Substitute Flag

Emplovyee Employee Leave Reason Starting Total Time ¥=Sub Substitute Substitute Substitute STAFF STAFF STAFF STAFF STAFF STAFF STAFF STAFF
MNumber Last Name Type Code Leave Date Off for Emp Memo MN=Mo sub Number LastName Paid Time FY FND PRGM FNCT OBICT FCTY B ADDL
HNA Error N
HNJA Error N
HNJA Error N
HNA Error N
HN/A Error N
HNJA Error N
HNSA Error N
HNJA Error N
HNA Error N
HNA Error N
HNA Error N
HNA Error N
HNA Error N
HNA Error N
HNJA Error N
HNJA Error N
HN/A Error N
HNA Error N
HN/A Error N
HNJA Error N
HNJA Error N
HNJA Error N
HN/A Error N
HNJA Error N
HN/A Error N
HNJA Error N
HNSA Error N
HNA Error N
HN/A Error N
HNJA Error N
LN
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ; a OE
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Import Leave Input Data from CSV
Template

Substitute Flag

Employee Employee Leave Reason Starting Total Time Y=Sub Substitute Substitute Substitute STAFF STAFF STAFF STAFF STAFF STAFF STAFF STAFF
Number Last Name  Type Code Leave Date Off for Emp Memo N=MNo sub MNumber Last Name Paid Time FY FND PRGM FNCT OBJCT FCTY B ADDL
1234 Wayne Al 01 12012012 1 Sick Leave Y 90 Presley 1
HNJA Error h I
HNJA Error
Error N
Error N Y
Error =
Error

Entering the employee o Substitute information,

number, automatically o It applicable

. Error N

populates the Name fields | ™ g
Error N

Error N

#NJA Error N
HNfA Error N
HNJA Error N
HNJA Error N
HNfA Error N
HNJA Error N
HNJA Error N
HNJA Error N
#NJA Error N
HNfA Error N
HNJA Error N
HNJA Error N
HNfA Error N
HNJA Error N
HNJA Error N

(;
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE
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Import Leave Input Data from CSV
Template

Substitute Flag

Employee Employee  Leave Reason Starting Total Time ¥=Suh Suhstitute Substitute Substitute  STAFF  STAFF STAFF STAFF STAFF STAFF  STAFF STAFF
Number Last Name Type Code Leave Date Off for Emp Memao N=No sub Number Last Mame Paid Time FY FND PRGM FNCT OBICT FCTY B ADDL
1234 Wayre AL o1 12012012 1 Sick Leave i 90 Presley 1
5678 Frank A6 01 11302012 1 Staff Developme Y 90 Presley 0.5\13 402 1750 2210 11300 100 1 I
e e i
A - : |
HNJA . N .
«: | Entering the leave type : Override account
~ | and reason codes, : number, if applicable.
w. | automatically populates | . (Sometimes used for
o the Memo fleld with the : Staff Development
~ | leave description ; time off.)
A il "
ANFE Error N
HNAA Error N
HNSA Error N
ANA Error N
ANSE Errar N
AN/A Errar N
HNSA Error N
ANA Error N
HN/A Error N
ANE Errar N

Gibos

Georgia Department of Education
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Import Leave Input Data from CSV
Template

Substitute Flag

Employee Employee Leave Reason Starting Total Time Y=Sub Substitute Substitute Substitute STAFF STAFF STAFF STAFF STAFF STAFF STAFF STAFF
Number Last Name Type Code Leave Date Off for Emp Memo N=No sub Number LastName PaidTime  FY FND PRGM FNCT OBJCT FCTY B ADDL
1234 Wayne Al 01 12012012 1 Sick Leave Y. 90 Presley 2
5678 Frank Ab 01 11302012 1 Staff Development ¥ 90 Presley 0.5 13 402 1750 2210 11300 100 1
90 Presley Al 03 12042012 4 Personal \ N I
H#N/SA Error N
#N/A Error N Y
#N/A Error N
#NJA Error N
#N/A Error N N b tt t
#N/A Error N O Su S I u e
#N/SA Error N
#N/A Error N
H#NJA Error N
#NJA Error N
#NSA Error N
#N/A Error N
#NSA Error N
#N/A Error N
H#NJA Error N
#N/A Error N
#NSA Error N
#NJA Error N
#N/A Error N
#N/A Error N
H#N/A Error N
#N/A Error N
#N/SA Error N
#N/A Error N
#N/A Error N
#N/A Error N
H#N/A Error N
LN
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Import Leave Input Data from CSV
Template

Substitute Flag

Employee Employee Leave Reason Starting Total Time Y=5ub Substitute Substitute Substitute STAFF STAFF STAFF STAFF STAFF
Number Last Name Type Code Leave Date Off for Emp Memo N=No sub Number Last Name Paid Time FY FND PRGM FNCT OBICT
1234 Wayne Al 01 12012012 1 Sick Leave Y 90 Presley 1
5678 Frank Ab 01 11302012 1 Staff Development 1Y 90 Presley 0.5 13 402 1750 2210 11300
90 Presley Al 03 12042012 4 Personal N
90 Presley A3 01 12312012 1 Days Deducted from Pay N
#N/A Error N
#N/A Error N
H#N/A Error N
#N/A Error N
#N/A Error N
H#N/A Error N
H#N/A Error N
#N/A Error N
#N/A Error N
#N/A Error N
H#N/A Error N
#N/A Error N
#N/A Error N
H#N/A Error N
H#N/A Error N
#N/A Error N
H#N/A Error N
#N/A Error N
H#N/A Error N
#N/A Error N
H#N/A Error N
H#N/A Error N
H#N/A Error N
#N/A Error N
H#N/A Error N
#N/A Error N
LN
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future V‘ a OE
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Import Leave Input Data from CSV
Template

Substitute Flag

Employee Employee Leave Reason Starting Total Time Y=Sub Substitute Substitute = Substitute STAFF STAFF STAFF STAFF STAFF STAFF STAFF STAF
Number Last Name Type Code Leave Date Off for Emp Memo N=No sub MNumber Last Name Pal;i]']me FY FND PRGM FNCT OBICT FCTY B ADD
1234 Wayne Al 01 12012012 1 Sick Leave Y 90 Presley 1
5678 Frank Ab 01 11302012 1 Staff Development ¥ 90 Presley 0.5 13 402 1750 2210 11300 100 1
90 Presley Al 03 12042012 4 Personal N
90 Presley A3 01 12312012 1 Days Deducted from Pay N

90 Presley Al 03 12312012 -1 Personal N
#N/A Error N
#N/A Error N
#N/A Error N
#N/A Error N
EN/A N
H#N/A - N
e Refund time taken .
#N/A . . N
A with negative amount N
#N/A N
#N/A Error N
#N/A Error N
#N/A Error N
#N/A Error N
#N/A Error N
#N/A Error N
#N/A Error N
#N/A Error N
#N/A Error N
#N/A Error N
#N/A Error N
#NJSA Error ]
#N/A Error N
#N/A Error N
#N/A Error N

LN
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Import Leave Input Data from CSV

B2 PCGDist=8991 Rel=12.03.00 10/02/2012 DOD D03 C:\DEYSYS LC:.SECOND _Iglﬂ
Import Leave Input Data from CSU LuuBa2aa

Identify the Leave Input Import CSU File:

Enter the import file path and name {e.g. C:\PCGALUIMPORT.CSU)
or F18 to Brouwse for File

C:%PCGNIUTHPORT .CSU

Trial mode to verify changes prior to updating? ¥

Enter = continue or F16 = Exit 12.83.0808

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ; a OE
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Import Leave Input Data from

» Leave Import Report with Errors

DATE 0B8f1e/2012 LVUOZ00 LEAVE INDPUT IMPORT ERROB/WRERNING REBORT TRILL MODE DLCGE 1

EMINO MESSLCE TYPE MESSAGCE DETRIL

T,87613, HRALOW, DHANG, 0, ,, ,,Al, 01, 60120121, 2, Sick Leawe,¥, 87605, MBAON, JRAVIS, 0,2, . rrsrrrrees

087613 SUBSIITUTE MIDDLE NAME MISMATCH 0
087613 EMPLOYEE MIDDLE NREME MISMATCH 8]
08713 BECORD LCCEDTED WITH WRBNINGS

T,3761€, RISCINS, IRSTE, 0, , ,,, Al, 02, 6022012,D,5, FMLA, ¥, 87636, FASCON, SHSRILYN, 0,5, , s rvrrrrrrss
087€l€ SUBSTITUTE MIDDLE NAME MISMLTCH

087616 EMPLOYEE MIDDIE NAME MISMATCH 0

DE7E1E RECORD ACCEPTED WITH WARNINGS

T,B87673, BEBRIOS, JEBFERSON, 0, ,, ,,A3, 01, 6032012,D, 0.5, Days Deducted from Pay, ¥, 87679, BI2DLE, VEZN, 0, 0.5, ., 00 e ererrs
D&7&73 SUBSTITUTE MIDDLE MAME MISMATCH 0

087673 FEMPLOYEE MIDDIE NEME MISMATCH 0

087673 RECORD ACCEPTED WITH WRRNINGS

T,87230, HE3NING, AS31EY, 0, ,,, ,AS,01, 6042012, D, 2, Armual Days,Y,87844, OLSERA, CHERE, 0, 2, , v\ vrvrrerss

087830 SUBSIITUTE MIDDLE NALME MISMATCH 8]

087830 EMPLOYEE MIDDLE NIME MISMATCH 0

087830 EMPLOYEE CLASS NOT S5ET UP FOR LERVE TYPE CIASS = 01 LV TYPE = BS ERROR
087830 EECORD REJECTED

Errors appear in right

hand margin
(70 OE
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Import Leave Input Data from CSV

 Leave Import Report with Warnings Only

| pate ogs1le/ 2012 2 LELRVE INDUT IMDORT ERROR/WAEBNING REDOET TRIAL MODE DLGE 1

EMINO MESSLCE TYDE MESSLCE DETRIL

T,87613, ERALOW, DH4NG, 0, ,, , AL, 01, 6012012, D, 2, Sick Leave,¥, 87605, MEAON, JEAVIS, 2, o s rrrverrrrs

DETALA. . EMPLQYEE, MIDDLE NEME MISMATCH 0
087613 BECORD ACCEETED WITH WABNINGS

T,8761&, RISGINS, DLYTE, , ,, ., Al, 02, 6022012,D, 5, EMLL, ¥, 8763¢€, FASCON, SHSEILYN, 0,5, v vsreres e
DETELE. . SURSIITUTE MIDDLE NAME MISMATCH 0

08TELE BECORD ACCEETED WITH WABNINGS

T,87673, BESRIOS, JEBFERSON, ,, ,, ,A3,01, 6032012, 0,0.5,0ays Deducted from Day,¥,87679, BIZDLE, VEZN, , 0.5, . 1 sevrrreer
087673 BECORD ACCEDTED

T,87830, BEE3NING, AS3IEY, ,,,,, B6,01,6042012,D, 2, Staff Development Y, 87844, OLSERA, CHERE, , 2, ., 0 vrrerses
087230 RECORD ACCEPTED

T,87854,,,,,,,,82,01,8052012, 0,3, Jury Duty ¥, 87888, ., 3./, rvrarrres
NEIgsd.  SRSIITUTE

LAST NAME MISMATCH WI3ES
DEIgsd  JRSIITUTE FIRST HAME MISMATCH EBE3ITO
nergsa FMPIOYEE LAST NAME MISMRETCH NO3EN
nergsda  FMPIOYEE FIRST NAME MISMRTCH ERILIE
0g78s4 BECORD LOCEDTED WITH WRBNINGS
T,88138, BATTS,TAT, ,,,,.A1,00,6062012, 0,3, 5ick Leave, ¥, 87886, ... 3. vvrvsrrsrsss
DERL3E. . SORSITINIE LAST NAME MISMATCH WI3ES
DERLAE. . SORSIITUTE FIRST MEME MISMATCH BE3ITO
ogglas BECORD LOCEDTED WITH WRBNINGS
T,87673, BEBRIOS, JESFERSON, ,, ., ,A1,03, 6072012, D,3, Personal leave,Y,87844, OLSERA, CHSERE, .2, .. vsvrrrrrrrs
087&73 BECORD LOCEDTED
T,B87830, HEANING, AS31EY, ,,,,,Al,03,6082012,D,3, Personal Leave,Y, 87679, BIZDLE, VEZN, , 310 s vrrrerree
0g7aaon BECORD LCCEPTED
:
LEKTE BMIANGE E0T3S No errors in
DERL38. . BRITS, TAT .
0g8glas  IELVE ENCEEDS EMPLOYEE ERLANCE FOR TYILE I¥ TYPE = L1 ENDING BAL = 2.0000 TOT REQUEST = 3.0000 rlght hand
DETEI3.. BEEBIOS, JESFERSON .
0E8Te73  TELVE ESCEEDS Mi¥ ALTOWED FOR BEASON IV TYPE = L1 1V REAS = 03 MARE ALLOWED = 3._0000 PRIOR REQ = 1.000 margln
NEIe30.  HEINIMG, ASILEY
0e7gan  TEMVE ENCEEDS MM ALTOWED FOR BEASON LV TYPE = K1 LV REAS = 03 MR ALLOWED = 3.0000 PRIOR REQ = 1.000

Gébor
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Import Leave Input Data from CSV
« Payroll Balance Report

REDORT DATE: 08/1&/2012 DRYROLL ERLRNCE *++ DPRELIMINAGRY - LOCATION WITHIN CLASS DLGE a1
REDOET ID: IVESBAL] /LVRSBRLZE

LOC SUEf CL SUE HRME

TELCHER HNRME Lv DLTE ELTE DEG-HRZ BEG-LMT LCCOUNT NUMEER
€793 87679 03 BIZDLE, VEZW
087€73 BEBRIOS, JESFERSON 0e/03/2012 €300 .50 31.50 D 12-100-0-1041-1000-11300-0108-1-000000
€733 87636 03 FASOON, SHERILYN
087€l€ RISGINS, DASTE DEFOZ/ 2012 €8.00 4.00 272.00 D 12-100-0-1021-1000-11300-0100-1-000000
087€l€ RISGINS, DRASTE DEfOZ/ 2012 €8.00 1.00 €2.00 D 12-100-0-2111-1000-11300-0100-1-000000
%% EUBSTITUTE TOTAL 5.00 340 .00
€733 27605 03 MRAON, JRAVIS
087€1l3 HR4LOW, DHEING 0&/01/2012 Sg. 00 2.00 1le.00 D 12-100-0-1041-1000-11300-0108-1-000000
€793 87844 03 OLSERA, CHSERE
087830 HE3NING, RAS3ILEY 0E/04/2012 €8_00 2.00 13600 D 12-100-0-2041-1000-11300-0108-1-000000
€733 27286 03 VI3IES, EEZITO
087854 HNO3IEN, ER3LIE DEsO0B/ 2012 73.00 3.00 215.00 D 12-100-0-3011-1000-11300-0108-1-000000
*% TLOCATION - TOTAL 12 .50 842 50
ko CLASS - TOTAL 12 .50 242 &0
REDORT DATE: 08/1&/2012 DAYROLL EALRNCE #++ DRELIMINARY - LOCRTION WITHIN CLLSS DLCE 2
REDQRT ID: LVRSEALL/LVRSBALZ
LOC SUEB§ CL SUE NRAME
TELCHER NAME IV DATE BRTE REG-HRS BEG-EMT LCOOUNT NUMBER
w&kd CRAND - TOTAL 12.:50 242 &0

GaOE
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Import Leave Input Data from CSV

 Employee Leave Detail Report

BEDORT DATE: 08/1&/2012
BEDORT TIME: 12:11

EMDNO EMPLOYEE MRME
LERVE TYPE LEAVE CODE

27€73 EEEBRIOS, JESFERSON
* A3 LWOD 01 Lwop

27€l3 HMLOW, DHANG
* Rl SICK 01 SICK

87230 HE3INING, RSILEY
* QA& STLFF DEVEL 01 STAFF DEVEL

27254 HNOQ3IEN, ERILIE
* A2 OTHER 01 JURY DUTY

87gle RISCINS, DASIE
* Rl SICK 02 FMLL

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

EMDLOYEE LEAVE DETATL REPORT - CURRENT LEAVE DATAR ONLY
S0RTED BY Emp Wame, Lv Type, Lv Date
DLLN YERR - 0000

CLASE WK LOC YELR
LERVE DRTE DRYE BEOURS SUENG SUE HRME
01 0108 2012
&/ 0372012 0.5000 4.0000 87e7% EBIZDLE, VEZN

o1 0lo8 2012
&/ 01/2012 2.0000 1€.0000 87e05 MR4ON, JRAVIS

01 0108 2012
&/ 04/2012 2.0000 1€ .0000 87844 COQLSERR, CHERE

01 0lo8 2012
&/ 05/2012 3.0000 27 .0000 8782€ VI3IES, EE3ITO

01 0100 2012
&/ 0272012 5.0000 40 0000 87e3€ FLECON, SHERILYN

DAGE:

bl

DROGREM: LVREDTILZ

0T TDE

(%]

(%]

.50

-00

-0o

-00

-00

GROZE

3l.50

11&6.00

13&€.00

213.00

340.00

>
(70
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Import Leave Input Data from CSV

» Substitute Leave Detail Report

BEBORT DATE: 08/1&/2012 SUBSTITUTE LEAVE DETATI. REPORT - CUBRENT LERZVE DATRZ OMNLY DREE - 1
BEEBORT TIME: 12:11 SORTED BY Sub Name, L Date PROGEAM - LVESDTLZ
PLAN YERR - Q000
SUENO SUBSTITUTE MRZME CLASS WE LOC YERR
TYPE TN DATE IV DATE EMP NO EMP NZME UHIT SUE TIME
g87e73 BIZDLE, VEZN 03 &733 2012
CUR LV 00 /00/0000 0es03/2012 g87e73 EEBRIOS, JESFERSON DATLY 5000
w%& EBUBSTIITUTE TOTALS _E000 o+
g87e3e FASCOMN, SHSRILYN 03 &733 201z
CUR LV 00 /00/0000 0es02/2012 g7ele RISGINS, DRASTE DATLY 5.0000
#&% CSUBSTIITUTE TOTALS S5_0000 +
g87e05 MR4ON, JR4AVIS 03 8733 2012
CUR LV 00 /00,0000 0es0l/2012 g87el3 HR4LOW, PHANG DATLY 2_0000
*%% BSUBSIITUIE TOTALS 2.0000 -~
g7844 OLSERL, CHSEE 03 &£793 2012
CUR LV 00,/00,/0000 0g/04,/2012 87230 HE3NING, AS3ILEY DATLY 20000
*%% BSUBSIITUIE TOTALS 2.0000 -~
g788¢ VI3ES, BE3ITO 03 &£793 2012
CUR LV oo /00,/0000 0e/05,/2012 87854 NO3EN, EA3ILIE DATLY 3_0000
*%% SUBSIITUIE TOTALS 3.0000
-
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future : ==
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Agenda

* Enhanced Substitute Pay and Employee
Leave System

* Input Employee Leave
* Import Employee Leave
*Post Leave
*_eave Reports
*_eave Setup
*Wrap up

* CPI Cycle 3 Reporting

L __N

(7 ]
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Post Leave Input Data

B PpPCGDist=8991 Rel=12.03.00 09/28/2012 DODODZ C:\DEVSYS C3SECOND GREEN _Iﬁlﬁl
Personnel System PERB3P2

Leave Update Henu

-- Input Employee Leave and Substitute Pay
-- Import Leave Input Data from C5¥
-- Post Leave Input Data

-- Display Gross Data
Display Leave YTD\Balance Paycheck Data

-- Advance Leave
-- Plan Year Rollover Processing

-- Load Employee Leave History from Payroll Leave Records
-- BRecalculate Year-to-Date Leave on Payroll Record

B EE Bl RbEIS

Master |.|snarlist 12_82.88
riee | [5G | WordSh| BANY. | MEND

Gébor
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Post Leave Input Data

= A backup copy of SECOND data is created in SECONDL.
SECONDL can be used as a restore point, if necessary.

= Gross data information is created for the substitute.

» Current leave is posted for the absent employee’s pay stub. The
absent employee’s leave balances, current leave taken, and year-
to-date leave taken fields are updated.

* The absent employee’s leave data is posted into the Leave
History File.

» The Current Leave Input File is cleared.

» The payroll monitor will display a Y’ next to the Post substitute
pay and employee leave step.

* The payroll monitor will display an ‘N’ next to the Run exceptions
register with no exceptions step.

(7 ]
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Post Leave Input Data
Payroll Monitor Before Posting

PLG Dist=8991 Rel=12.03.00 10/02/2012 DOD DD3 CLDEYSYS LC:SECOND:

pavroLL sequence monttor | 1 NE €xceptions register and
trial registers can be run at
any time

Setup payroll for new pay period

Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update ¥TD figures

Z T ZIC=

Print paychecks and Direct Deposits
/ Void/Add Run Completed H
(This cycle can be repeated more than once) / Final Register H
% Deduction Registers H
% Final Distribution H

Update earnings history with current pay H

Update budget files with current pay H
Hanual/Uoid Checks Run Only: H Deduct Pension:
Regular Gross Types oy 01d PSERS: ¥ 01d ERS: H Hew PSERS: V¥
Special Gross Types o TRS: ¥ Hew ERS: H

—————————————————————— PAYROLLS SELECTED DURING SETUP: ——---—--o-oomoommmmee
PAY  HO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 MONTHLY 9 g9/28/12 ¥

Selected classes: 1 2 3 4 5 6 § 8B 918 11 12 13 14 15 16 17 28 21 22 23

ENTER=Validate, F11=Go to screen 2, Fi16=Exit. 12.03 .88

Gébor
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Employee Leave Balances
Before Posting

B2 PCGDIst=8991 Rel=12.03.00 10/02/2012 DODO03 C:\DEYSYS LC:SECOND: GREEN — =] x|
Input Employee Leave and Substitute Pay LUHF IHD
Leave Detail Screen
Employee number: 89236 BASFIELD, JOSEFIHE
Flan year: 2813 Display mode: D (D=days, H=hours}) Display in days

Leave type: A1 SICK LEAUE

Srce Reas Desription Transaction Leave Dt Trans Dt Time In Time Out SubHo Sub Hame

HST 00 SICK LEAYE BEG BAL 8A5/2012 8/15/2012 1.2500

HST 02 PERSOMNAL LY TAKEN 845720012 8A5/2012 1.0000

HS5T 00 SICK LEAYE ADVYANCE /217202 9/21.2M2 1.2500

CUR 01 5ICK LEAYE LY TAKEN 3272032 2500 89957 AD4IR. CE4ESTA
CUR 01 5ICK LEAYE LY TAKEN 1070172012 1.0000 883864 BASBOSA, ADILFO

/\

HST = Leave History Record
CUR = Current Leave Input Record

Begin Bal fidvance Adjust  ¥TD Taken Cur Taken End Bal
1.2500 1.2500 .0oo00 1.0000 1.2500 .2500
ENTER = Continue, F16 = Exit, F17¥ = Print Screen
Y| P | F2 | F2 | R4 | F5 | FE | F7 | BB | B3 | F100 | 1T | Ei2 | F13 | EiA |8 12.683.00
F15-« =] 24[E2] 25 25 27 Help

aVOE
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Post Leave Input Data

BY PCGDist=8991 Rel=12.03.00 10/02/2012 DOD D03 C:\DEVSYS L SECOND = =] x|
LUPOSTP

* x % UARHNIMHNGE * % x

This process will take the CURRENT leave input file, which is called
*LUIHPUT on PERDATA®, and POST the leave data to the CURRENT payroll.
Once this process has begun, it CAHHOT be stopped and rerun without proper

file REBUILD PROCEDURESt®®?

fi Input the GROSS DATA TYPE for Posting Leave
R = Replace - To replace ALL current gross data entries for the substitutes
A = Add - To add salary, hourly or daily entries for the substitutes

Same options as gross data
import. Use ‘Add’ option if
substitute employees have
pay from sources other than
the leave system.

#** Press EHTER to Continue ==

#% Press F16 to Exit == 12.683 .88

G
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE
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Post Leave Input Data
Payroll Monitor After Posting

B PLCGDist=8991 Rel=12.03.00 10/02/2012 DOD 0D3 C:hDEYSYS C:SECOND:

- After posting leave, the

FAYROLL SEQUEHCE HMOMITOR

exceptions register and trial
registers must be rerun

Setup payroll for new pay period

Run exceptions register with no exceptions
Post substitute pay and employee leave
Calculate payroll and update ¥TD figures

et o ~ - i ]

Print paychecks and Direct Deposits
/ Uoid/fndd Run Completed H
(This cycle can be repeated more than once) { Final Register H
% Deduction Registers H
% Final Distribution H

Update earnings history with current pay H

Update budget files with current pay H
Manual/Void Checks Run Only: H Deduct Pension:
Regular Gross Types T 01ld PSERS: ¥ 01d ERS: H Hew PSERS: ¥
Special Gross Types o TRS: ¥ Hew ERS: H

—————————————————————— PAYROLLS SELECTED DURING SETUP: ——---—--——ommmmommo
PAY  NO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 MONTHLY 9 g9/28/12 ¥

Selected classes: 1 2 3 4 5 6 7 8 918 11 12 13 14 15 16 17 28 21 22 23

F11=Go to screen 2, Fl6=exit. 12.683 .88

aVOE
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Employee Leave Balances
After Posting

B PCGDist=8991 Rel=12.03.00 10/0Z/2012 DODOO3 C\DEYSYS LC:SECOND GREEN _Iglﬁl
Display Employee Leave Balances LUHF IHD
Leave Detail Screen
Employee number: 89236 BASFIELD, JOSEFIHE
Flan year: 2813 Display mode: D (D=days, H=hours}) Display in days

Leave type: A1 SICK LEAUE

Srce Reas Desription Transaction Leave Dt Trans Dt Time In Time Out SubHo Sub Hame

HST 00 SICK LEAYE BEG BAL 8A5/2012 8/15/2012 1.2500

HST 02 PERSOMAL LY TAKEN 845720012 8A5/2012 1.0000

HS5T 01 SICK LEAYE LY TAKEN Jn2/2m2  9/28/22 2500 89957 AD4IR. CE4ESTA
HS5T 00 SICK LEAYE ADYANCE /2122 9/21/2m2 1.2500

HS5T 01 5ICK LEAYE LY TAKEN 1070172012 9372872012 1.0000 883864 BASBOSA, ADILFO

/\

HST = Leave History Record
CUR = Current Leave Input Record

Begin Bal fidvance Adjust  ¥TD Taken Cur Taken End Bal
1.2500 1.2500 .0ooo 2.2500 -0ooo -2500
ENTER = Continue, F16 = Exit, F17¥ = Print Screen
M| F0 | P2 | P2 | P2 | Fs | FB | F7 | F8 | Fa | F1o | F11 | F12 | F13 | F14 | & 12.83 .08
F15-« =] 24[E2] 25 25 27 Help

Gébor
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Post Leave Input Data
Absent Employee Leave

B2 PCGDist=6991 Rel=12.03.00 10/02/2012 DODOD3 C:\DEVSYS C:\SECOND GREEN _Iﬂlﬁl
Status fActive Update/Display Balance and YTD Leave Data PAY B3
Employee 89236 BASFIELD, JOSEFIHE Class 8%
#=xx  3ftate Leave Plan == Sick Bank
Sick Leave  Pers Bus Vacation Dther W/0 Pay Staff Taken
Current 1.25 1.25
Balance -25
Used ¥TD 1.:25 1.488 1.25
#x% Local Leave Plan xxx Sick Bank
Sick Leave  Pers Bus Vacation Other w/0 Pay Staff Contribution
Current
Balance
Used ¥TD

Mode changed to display
ENTEV F1i ’ Fz‘ﬁ‘ F= % F'I- F5 FE r/‘ Fi u IITEl irtl’ F'1IZIT il Itl F12-|E F15& 1 2 i 33 - ﬂﬂ
o | o S0 T Per | Ded | Grs |W/H | Ly | td | Help | Adj | FICA| Gar

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ; a OE
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Post Leave Input Data
Substitute Gross Data

B PCGDist=8991 Rel=12.03.00 10/02/2012 DODOO3  C3DEVSYS LC3SECOND —|=| x|
Status fActive Update/Display Gross Data PAY 87
EmpHo 88864 BAYBOSA, ADOLFO Class O SUBSTITUTE TEACHERS
55H 9900-BB-88AY4 Loc 6211 Location 886211 Job cd 189 SUB-TEACHERS
Cert level T4 State yrs _ Pay step E Local yrs _8 Salary sched
Work sched ID _ Hrs/Day _8.888 Days/Week B  Hrs/Week 8.88 13714 pay ind _
Ann work days _ 8 Days worked YTD .88 This per 8.88 Days docked YTD B.88 This per 8.088
Proc Pay Fay Rate Days/Hrs Days/Hrs Reqular Overtime GHI % Pay Pay for
Type Type Hrly/fDaly Regular Overtime Gross Gross Dist Reas Period End
B1. D BB25 fA.0888 1.68 112.88 v
B2. D BB25 70.08688 -h8 28.08 S
83. _ A
By, _ =
5. _ —
B6. _ ar g g
2.88 1406.88 Sub
¥ Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Contract Distrib
ACCT 81 13 186 _ 1641 1886 113868 1681 1 -
ACCT B2 13 188 _ 1641 168688 11388 1681 1 =
ACCT 83 88 o -
ACCT 84 BB _ _
ACCT B85 A8 _ _
ACCT 86 B8 _ i i
TRS & ERS Pens Gross Adj Total gross 140.0608
Amt/% Contract amt Cycle gross Cycle 1 Cal ¥r
Pay sch. # 12 State salary Local salary Other
Pens code a Pens elig date Aamt /% Contmo 12
Pens switch ¥ TRS service ind 1 PY contmo 88
Mode changed to update
ENTEV Fi’% Fz‘r% F3§ F'+ F5 FE F? F& E Fﬂ&jﬂ F1IZIT Fllltl FI2-E F15& 12-ﬂ3-ﬂﬂ
o] BT Per |Ded | Giz |WAH | Lv | Yid | Help | Adj | FICA | Gar

aVOE

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Detailed Pay Check Stub

nfarmaticn Company Information
Employes 1D 421 DOE, JANE R. BOARD OF ED
S5N | 1 WEST FIRST STREET 1 WEST FIRST ETREET

Telephone | 777-222-4444 ATLANTA, GA 30000 ATLANTA, GA 30000
LociClass

General Infarm ) Tax Daka

Mel Pay Distribution

223239 Fed | GA Account Typa Account Number Armiount
Married [Joinr Both| Chacking wEsTaranelag 1,610_326

Check Date |08/30/2012 0z M[2] Dioa] | Checking LELFEGBE 1,073.51
Contract Fiscal-To-Dala .0 Check No | 2283238 Total Net Pay 2,683.77

HAVE A GREAT, RELAXIHI AND BAFE SUMMERH.
YOUR STIPEND HAS HEEN ADDED TO YOUR PAY CHECK FOR THIS PAYROLL, CYCLE.
Paycheck Summary

o7 Amt | Cont Amt

2683 .77
173943 .37

1076, 94

Currenl Hours and Earmings

Dascri 1] Regular Hrs ular Amount
Erace gg:arr Fed b P o s
Local Reg Salary 12T .23
|Dept Chair/Team Leader 166,24
Coaching Supplement &T.36

Stipends 345 .12

3, 916.65
FPaid Toyse OFF

All leave
types are = |umoe o
listed! FEAE pee

YD
3700 . 50|
RS 446, 50 2580.20
FICA 268 .65 1751.36

1627 .63 3033 .45

Before-Tax Deductions After-Tax Deductions

¥TD
333.06 Z357.44 [CIGHA LIFE 15 .60 109,20
70,94 496 .58 [PAGE 12.50 B7.50
Total 404.80 | 2853 .82 Total 28.10 19670

PLEASE DETACH THS STUS AND RETAIN FOR YOU IEKIGVE DOCUMENT ALONG THIS PERFORATION
THIS DICUMENT 15 PRIMTED (N TWO COLOAS. M0 MOT ACCEPT UNLESS FLUE AND GREEN ARE FPRESENT.

BOARD OF ED No. 228239 PAYROLL
=44 PAYROLL ST Date DIRECT DEPOSIT
ATLATAGA 3 [i] 68 /30 2012

| s -ﬂ-z,aa;.ﬁl

L __N
THO  THOUSAND SIX HNDRED EIGHTY THREE AND 77/100 G OE
Richard Woods, Geo D it THIS IS NOT A CHECK - DO NOT CASH a
, ‘ epos

To The DOE, JANE R, Georgia Department of Education

Account OFf




Agenda

* Enhanced Substitute Pay and Employee
Leave System

* Input Employee Leave
* Import Employee Leave
* Post Leave
*Leave Reports
*_eave Setup
*Wrap up

* CPI Cycle 3 Reporting

L __N

(7 ]
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE
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Leave Reports

BY PCGDIst=8991 Rel=12.03.00 10/02/2012 DODO03 C:\DEYSYS LC:SECOND - GREEN —|=| x|
Personnel System PERB3P

FKey Enhanced Substitute Pay and Leave System

1 | -- Leave Setup Menu

_2 | -- Leave Update Menu

)il -- Leave Reports Menu

_4 | -- Leave History Menu
Mastep | Voer . 12.81.88
rc’ | 55 | WriSp| AN | ATERIR

Gébor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Leave Reports
Employee Summary Reports

E PCG Dist=8991 Rel=23.03.00 10/11/2023 DOEOD1  KASYSTEM  KASECOMD GREEM X
Personnel 3ystem PERB3IP3
FKey Leave Reports Henu

Current Leave Input File: [Available only BEFORE posting leave]
> [ Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leawve History File:
>» 5 |-- Employee Summary Reports
_6 | --  Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leave History File:

9 | -- Employee Summary Reports
10 | --  Employee Detail Reports
11 | --  Substitute Detail Reports

Substitute Reports: [Available only BEFORE posting leave]
13 | --  Substitute Pay by Employee

14 | -~ Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17 | --  Print Employee Leave Data

18 | --  Print Employee Current Leave Edit Listing

Mastap "“’list 12.83.M1

e 5 | Wori5p | FANT | MEND

aVOE
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Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Leave Reports
Employee Summary Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DODOO3 CA\DEYSYS LC:SECOND GREEN _Iglil
Employee Summary Report - Both Current Leave and Leaue History LURESUM1
Data Selection Screen
Enter plan year: 2813
o e o
Enter period to be printed: thru
Select data for report: ¥ Summary data for TYPE and REASON codes

{” Summary data for overall TYPE code only
" Summary data for REASON codes only

Active Only: & -DR- Inactive Only: _ -O0R- Both: _

Enter Empl#t or leave blank to print ALL employees:
Enter class code{s) or leave blank to print ALL classes:

Enter work loc code(s) or leave blank to print ALL work locations:

Enter leave type code(s) or leave blank to print ALL types:

ENTEV HP% Fa‘?% F1|:-T F15& 12.83 .88
Fie Help

aVOE

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Leave Reports
Employee Summary Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DODO0O3  C\DEYSYS C:3SECOND GREEN —Iﬂlﬁl

Employee Summary Report - Both Current Leave and Leaue History LURESUMA
Sort Selection Screen

Select sort for report: Emp Name, Ly Type, Ly Beas

Emp Mo, Ly Type, Lv Reas

Work Loc, Class. Emp Name, Ly Type. Ly Reas
Work Loc. Clazs. Emp No, Lv Type, L¥ Reas
Work Loc, L¥ Type. Ly Heas. Emp Hame

Work Loc. L¥ Type, Ly Reas. Emp Mo

Work Loc. Emp Mame, Lv Type, L¥ Reas

Work Loc, Emp Ho, Lv Type, L¥ Reas

Clazz, Work Loc. Emp Name, Lv Type, Ly Reas
Class. Work Loc. Emp No, Ly Type, Lv Reas
Class. Lv Type. L¥ Reas. Emp Hame

Clasz, L¥ Type. L¥ Reaz. Emp Mo

Clazz. Emp Mame, L¥ Type. L¥ Reas

Clazs, Emp Ho, Lv Type, Lv Heas

Ly Type, L¥ Reas. Work Loc, Emp Hame
Lv Type, Ly Reas, Work Loc, Emp No

Lv¥ Tyvpe, L¥ Reas. Clazz, Emp Name
Lv Type, L¥ Reas,. Clazss, Emp No

Lv¥ Type. L¥ Beas. Emp Name
L¥ Type. Ly Aeas. Emp No

G0 e B S S T DS e e RS T 08 b 6 e e

ENTEV Fl'% Fa‘% FmT FE& 12_83 .88
rietd Help

aVOE

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Leave Reports
Employee Summary Reports

BY pCGDIst=8991 Rel=12.03.00 10/30/2012 DODO0DZ C:\DEVSYS LC:SECOND GHEEN —|= x|

Employee Summary Report - Leave History File Only LURESUM1
Export Screen

Enter the Export file Path and Hame (e.g. C:\EXPORTALEAUECYHD.CSU)
or F15 to Browse for File

CAEXPORTNIEAVE2B1216838.C5Y
HOTE: DIRECTORY Must Already Exist

F15=Browse for Export File, F16=Exit Without Printing

ENTEV HP% Fa‘?% F1|:-T F‘15Q‘ 12.83 .81

F15@ Help
(70 OE

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Leave Reports

Employee Summary Reports

* Employee Summary Control Report

RERORT DRTE: 07/17/2012
EER(RT TIME: 14:52

SELECTION CRITERIR

PLAN YELR
RERQET TYEE
EMPIOYEE STATUS
SORT

EXPORT FIIE No

Employee Summary Report - Both Current Lesve and Leawe History BAGE: 1
PROGRAM: LVRESTMI

2012

Summery for Type and Reason Codes
Only active employees

Emp No, Iv Type, Lv Reas

Gibos

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future eorai oepm e ot RS



Leave Reports
Employee Summary Reports

« Sorted by Employee Number

REPORT DRTE: 07/17/2012
BEDORT TIME: 14:58

EMPLOYEE LEAVE SUMMARY REPORT - CURRENT AND HISTORY LERVE
SO0RTED BY Emp Mo, Iw Type, Lv Reas
DLAN YEIZR - 2012

DLEE: 1
DROGEEM: LVRESTUMZ

EMPNO EMPLOYEE NAME CLASS WE 1IOC PLAN YR

TYDE EERS EEG ELL LIWLNCE ADJUST DRIOR TRKEN CUER TREEN TOT TREEN END' ELL
87609 SOBELO, NRLBACHRL 11 0108 2012
nl oo SICK 33 2800 2.5000 2.0000 11.5000 1.5000 13.0000 247500 DAY
nl 01 SICK 105000 1.5000 120000
nl o3 DERSONAL 1.0000 0.0000 1.0000
LE oo LNNULL DAYS 0. 0000 0.0000 2.0000 00000 0.00Q00 0.0000 2.0000 DAY
87613 HRALOW, PHANG 01 0108 2012
a1 oo SICK 112500 Z_5000 o_ooo0 &_5000 00000 &_5000 72500 DAY
nl 01 SICK &.5000 0.00Q00 &.5000
nz oo QTHEER HON-D 0.0000 0.0000 0.0000 0.0000 2.0000 2.0000 0.0000 DAY
Lz oz FIELD TRIES 0.0000 Z2._0000 Z_0000
Le oo D 0. 0000 0.0000 0.0000 S.0000 0.0000 S.0000 0.0000 DY
Le 01 ED S.0000 0.0000 S.0000
87€1& RISGINS, DASTE 01 0100 2012
Al oo SICK 1&.2500 2.5000 0.0000 10.5000 0.0000 10.5000 g2.2500 DY
Al 01 SICK 105000 0.0000 10.5000
43 oo LWoPp 0.0oo0 o_0oo0 o_oooo 00000 1.0000 1.0000 0_ooo0 DAY
L3 01 LWop 0.0000 1.0000 1.0000
Le oo D 0.0000 0.0000 0.0000 2 .0000 0.0000 2.0000 0.0000 DAY
Le 01 5D 2 _0000 0_.0o0o0 Z2._0000
8762e DOTCHIY, EMTRY 0s 0zol 2012
nl oo SICK 282800 2.5000 0.0000 3.5000 0.0000 2.5000 24_2500 DAY
a1 01 SICK Z_5000 0.0000 Z2_5000
a1l 03 DERSONAL 1.0000 0_.000o0 1.0000
27643 REEIER, SEERSTIRN 12 2012 2012
41 oo SICK 0.0000 2_5000 0.0000 0.0000 0.0000 0.0000 Z_E000 DAY

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future
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Leave Reports
Employee Summary Reports

« Sorted by Leave Type

|REDCIR’I‘ DRTE: 07/17/2012Z EMPLOYEE LERVE STMMREY REPORT - CUREENT AND HISTORY LERVE DRGE: bl
EERORT TIME: 15:04 SORTED BEY Lw Iype, Lv Reas, Emp Mo PROGRAM: LVRESTRMZ
PLAN YERR - 2012

TYPE EREAS DESCRIPTION UNIT DLAN YR

EMPNO EMPLOYEE NAME CLASS WE LOC BEG BAL ATWANCE ANJUST PRIOR TAKEN CUBR TAEEN TOT TAEEN END} BAL
F-% 0 oo SICK DAYS 2012

87609 S0BELO, NABACHR 11 0108 33 2500 2_.5000 2.0000 11 5000 1.5000 130000 24_T7500
87813 HRLALOW, PHANG 01 0108 11.2500 2.5000 0.0000 &.5000 2 .0000 8._5000 5.2500
g7ele RISGINS, DASIE 01 0100 1. 2500 2.5000 0.0000 10.5000 1.0000 11 5000 T.2500
g76Ze DOTGHTY, EMTEY 05 0201 25_ 2500 2.5000 0.0000 3 .5000 00000 35000 24_ 2500
87643 EHEETER, SE&ARSTIAN 12 28012 0. o000 2_5000 0_0000 00000 o _5000 0_5000 2_0000
87673 BEBRIOS, JEBFERSON 01 0108 &2 5000 1.0000 0_0000 3 _5000 0 _0000 3 _5000 €0_ 0000
g876€74 BUVNG, CHTRLYN 01 0155 S0.0000 2_5000 0_0000 1_5000 1_5000 3_0000 45_5000
87675 CHeW, CHEISIINIR 0z 0108 33.0000 2_.5000 0.0000 T7.0000 00000 70000 33_5000
g767¢ DESNEY, RESD 0z 0155 28_7500 2_.5000 0.0000 2 ._.0000 00000 2 _0000 23_2500
87650 FOTTIN, RLTHINSO 01 0155 &1.0000 0.0000 0.0000 1.0000 00000 1.0000 &0. 0000
87651 PLaMh, RISOEERTO 01 0100 1e. 5000 2.5000 0.0000 5 .0000 0 _.0000 5._0000 14_ 0000
g7708 MUSLIGAN, ROSCO 02 0100 145000 2.5000 0.0000 22 0000 0 _.0000 22 0000 5. 0000-
87714 MCTRTIHUR, JOTANNE 12 8012 15. 4500 2.5000 0.0000 11.7000 0 .0000 117000 &.2500
87718 PE3CE, DI3GO 05 0108 53_7500 2_5000 0_0000 20000 0 _0000 2 _0000 54 _Z500
8772 MR3IE, VR3IGHN 01 0201 &€ 2500 2_0000 0_0000 8_2500 o _0000 8 _2500 €0_ 0000
87729 TREMMELL, EIBTIE og 0108 £3_ 0000 0_0000 0_0000 30000 0 _ 0000 3_0000 €0_ 0000
87732 DPRSENT, GRSHAEM 0z 0155 4g_ 5000 2_.5000 0.0000 2 _5000 00000 2 5000 48 5000
87304 HISTT, HNOSAN 01 0100 &3.0000 0.0000 0.0000 30000 00000 30000 &0._ 0000
g8730& RO35H, WE3DOLYN 01 0108 18._7500 2_.5000 0.0000 4 5000 00000 4 5000 1&. 7500
g§78330 HE3INING, AS3LEY 01 0108 &5 0000 2.5000 0.0000 S .5000 0 _.0000 S _.5000 58.0000
87833 NEBTLES, ELBIOT 01 0108 S3.0000 2.5000 0.0000 g .2500 0 _.0000 8.2500 472500
g§783% ELZDA, JOZQUIN 01 0201 &3 0000 1.0000 0.0000 4 0000 0.0000 4 0000 &0 0000
g7840 EGSLESTON, CRSOYIN 05 2010 55_7500 1_7500 0_0000 1_5000 o _0000 1_5000 €0_ 0000
87843 LOGBRARDI, DEEIS 05 0155 8. 2500 2_5000 0_0000 4 _ 0000 0 _0000 4 _0000 &_T500
87854 NO3EN, ER3LIE 01 0108 15_ 5000 2_5000 0_0000 70000 0 _ 0000 70000 11_ 0000
87362 CH3IRCHILL, HA3IRISON 01 0100 8_7500 2_.5000 0.0000 0.0000 00000 00000 11.2500
87877 S04TH, ER4IE 01 0108 18.2500 2_.5000 0.0000 T.5000 00000 T.5000 132500
87385 TIU4BS, FR4ACE 01 0155 3&.5000 0.0000 0.0000 30.5000 00000 305000 &. 0000
87501 SL4DGE, DA4IAN 01 0100 S0.5000 2.5000 0.0000 4 0000 0 _.0000 4 0000 43_ 0000
87504 CHSLTE, CHSCK 01 0100 &5 0000 2.5000 0.0000 12 0000 0_.0000 12 0000 S5_5000
87507 MReTOH, MIEHELINA 10 8013 &0. 0000 0.0000 0.0000 0.0000 00000 00000 &0 0000
87508 MCSUFFIE, CLSVELEND 10 8013 34_7500 2_5000 0_0000 00000 0 _0000 0_0000 37_Z2500
87509 MELDOR, EL4ON 0g 2010 50.2500 2_5000 0_0000 00000 0 _0000 0_0000 52_T7500
87910 MI3LARD, MO3I 01 0108 43 0000 2_5000 0_0000 11 0000 0 _0000 11 0000 34_5000

-
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ‘: a O_E
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Leave Reports
Employee Detail Reports

E PCG Dist=8991 Rel=23.03.00 10/11/2023 DOEOQOT  KCASYSTEM  KASECOMD GREEM - X
Personnel System PERB3IP3
FKey Leave Reports Henu

Current Leave Input File: [Awvailable only BEFORE posting leave]
1 | -- Employee Summary Reports
> 7 | --  Employee Detail Reports

_3 | -- Substitute Detail Reports
Leawve History File:
> 5 | -- Employee Summary Reports
_6 | --  Employee Detail Reports
_7 | -- Substitute Detail Reports

Both Current Leave Input File and Leave History File:
-- Employee Summary Reports

3|
> 10 | -- Employee Detail Reports

11 | --  Substitute Detail Reports
Substitute Beports: [Awvailable only BEFORE posting leave]
13 | --  Substitute Pay by Employee

14 | --  Substitute Pay by Account
Paycheck Leave Fields on Payroll File:

17 | --  Print Employee Leave Data
18 | -~ Print Employee Current Leave Edit Listing
Master | Der) 12.83.M

reA| L5 | "5 | DAY | MEND

Gébor
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Leave Reports
Employee Detail Reports

B PCGDist=8991 Rel=12.03.00 10/0Z/2012 DOD D03 C\DE¥YSYS LC:SECOND GREEN - =] x|
Employee Detail Report - Both Current Leave and Leave History LUREDTLA1
Data Selection Screen
Enter plan year: 2813
O
Enter period to be printed: thru
Print option for report: {* Print multiple employees per page

i Print single employee per page

Active Only: & -0BR- Inactive Only: _ -0R- Both: _

Enter Empl#f or leave blank to print ALL employees:

Enter class code(s) or leave blank to print ALL classes:

Enter work loc code{s) or leave blank te print ALL work locations:

Enter leave type code{s) or leave blank to print ALL types:

ENTEV Fl'% Fa‘}% F1|:-T F15& 12.683 .88
Fie Help

Gébor

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Leave Reports
Employee Detail Reports

B PCGDIist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEYSYS [:SECOND GREEN —|=| x|

Employee Detail Report - Both Current Leave and Leau History LUREDTLA1
Sort Selection Screen

Select sort for report: Emp Hame, Ly Type, Ly Datei

Emp Ho, Ly Type, Ly Date

Work Loc, Clazs, Emp Name, Ly Type, L¥v Date
Work Loc, Class. Emp No, Lv Type. Lv Date
Work Loc, Ly Type. Emp Hame, Lv Date

Work Loc, L¥ Type. Emp No, L¥ Date

Work Loc. Emp Mame, L¥ Type, L¥ Date

Work Loc, Emp No, Ly Type, Ly Date

Class, Work Loc, Emp Hame, Ly Type, Lv Date
Clazz. Work Loc, Emp No, L¥ Type, L¥ Date
Clazz, Ly Type. Emp Hame_ L¥ Date

Class. Ly Type. Emp Ho, L¥ Date

Class. Emp Hame, Ly Type, Ly Date

Clazz. Emp Mo, L¥ Type, L¥ Date

Ly Type, Work Loc. Emp Hame. Ly Date
Ly Type. Work Loc, Emp Mo, Ly Date

Lv Type, Class. Emp Hame, L¥v Date
Ly Type. Class. Emp No, L¥ Date

Ly Type. Emp Hame, Lv Date
Ly Type. Emp Mo, L¥ Date

& 1 [ i SN e 0 O S T T S T i 1 S e T

ENTEV FL'% Fa‘}% F1|:|T F15& 12.03 .88
1 Help

G
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Leave Reports
Employee Detail Reports

BY PCGDIst=8991 Rel=12.03.00 10/30/2012 DODO0DZ C:\DEVSYS LC:SECOND GREEN —|=| x|

Employee Detail Report - Both Current Leave and Leave History LUREDTLA1
Export Screen

Enter the Export file Path and Hame (e.g. C:\EXPORTALEAUECYHD.CSU)
or F15 to Browse for File

CAEXPORTNIEAVE2B1216838.C5Y
HOTE: DIRECTORY Must Already Exist

F15=Browse for Export File, F16=Exit Without Printing

ENTEV HP% Fa‘?% F1|:-T F‘15Q‘ 12.83 .81

F15@ Help
(70 OE

Georgia Department of Education
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Leave Reports
Employee Detail Reports

« Employee Detail Control Report

EEBORT DATE: 07/18/2012 Employee Detail RBeport - Both Current Leave and Leave History BAGE: 1
EER(RT TIME: 15:43 PROGRAM: IVREDTLI

SELECTION CRITERIA

DLW YEAR 2012

BRINT QPTICH Print multiple employees per page

EMPLOYEE STATUS Only active employees

SRT Emp Mo, I Type, Lv Date

EXPORT FIIE Tes

EXPORT FIIENAME  C:\EXPORT\IERVEZ(0120718.CSV

Gibos

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future eorai oepm e ot RS



Leave Reports
Employee Detail Reports

« Sorted by Employee Number

EERORT DATE: 07/18/2012 EMPLOYEE LEAVE DETATL REPORT - CURRENT AND HISTORY LERVE PRGEE: 1
FEDORT TIME: 15:43 SORTED EY Emp No, Lv Type, Lv Dete PROGRIM: IVREDTLZ
PLAEN YERR - 2012
EMPND EMPLOYEE HAME CLASS WE LOC YEAR TYPE DESCRIPTION
TYPE EEXS DESCRIPTION TN DATE 1LV DATE SUE NO SUE NAME LEARVE IN LEAVE OUT END ELL UNIT
8705 SOSELOD, NASLCHRL 11 0108 2012 L1 SICK
BEG BEGDMNING EALL 33.2500
H5T LV 01 SICK 04/30/2012 0372272012 1.0000 32_2500
H5T LV 01 SICK 040472012 0470472012 S_5000 22.7800
H5T LV 03 PERSONLL 04/04/2012 0470472012 1.0000 21.7500
ADWV ATWANCE o7/17/2012 04/30/2012 1_2500 23_0000
COR LV 01 SICK oo/s00/0000 0O5/01/2012 87577 HRBES, TREBNT 1_5000 21_5000
AnJ ACCEUAL ADJ o7/17/2012 05/15/2012 2_0000 23_5000
ADWV ATWANCE o7/17/2012 05/30/2012 1_2500 24_7500
#%%  TYPE TOTALS 4_5000 13._ 0000 24 7500 * DAY
87€0% SO08ELO, NABACHAR 11 0108 2012 45 ANNUAL DAYS
ADT ACCEURAL ADT 04/15/2012 0O7/01/2011 3.0000 3.0000
*%% TYPE TOTALS 30000 3.0000 + DAY
87613 HRALOW, PH4ANG o1 0108 2012 41 SICK
BEG BEGDMNING EAL 11.2500
HST LV 01 SICK 04/30/2012 0372272012 L2500 11.0000
HST LV 01 SICK 04/04/2012 04/04/2012 €. 2500 4_T500
2OV LOVANCE 07172012 04/730/2012 1.2500 &.0000
CUR LV 01 SICK 00s00/0000 0570272012 87€13 20000 4_ 0000
AOW LOVANCE 071772012 0573072012 1.2500 5.2500
*%% TYDE TOTLLS 2_5000 8_5000 5_2500 + DAY
87€13 HRALOW, DPH4ANG o1 0108 2012 4Lz OTHEER HON-D
COR LV 02 FIELD TRIES oo0/00/0000 05701752012 B7&l3 2_0000 2_0000-
*%%  TYPE TOTALS 2_0000 2_0000- * DAY
8713 HRALOW, PHANG o1 0108 2012 e 5D
HST LV 01 SD 04/04/2012 04/04/2012 5_0000 S5_0000-
*%%  TYPE TOTALS S_0000 5_0000- * DAY
8T7€le RISGINSG, DASTE o1 0100 2012 41 SICK
BEG BEGDMNING EAL 1&.2500
HST LV 01 SICK 04/30/2012 03/05%/2012 1.0000 15.2500
HST LV 01 SICK 04/30/2012 03/7/23/2012 87923 BUBL. ELSZ 10000 14_ 2500
-
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ‘: a O_E
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Leave Reports
Employee Detail Reports

« Sorted by Leave Type

BEDORT DATE: 07/18/2012 EMDLOYEE LERVE DETATL REDORT - CURRENT LND HISTORY LERVE DLZE: 1
BEDORT TIME: 15:47 S0RTED EY Iwv Type, Emp No, Lv Date DROGEEM: LVREDTLZ
DLAN YERR - 2012
EMDONCG EMELOYEE NALME CLLSS WE 1OC YERR TYPE DESCRIPTION
TYPE EEAS DESCRIPTION TN DATE LV DATE SUE NO SUB NIME ILELZVE IN LEARVE QUT END BAL.  UNIT
87€05 S08ELD, NR2RCHR 11 0108 2012 L1l ESICK
EEG EEGIMNING ERL 33.2800
HST LV 01 SICK 04s30/2012 0372272012 1.0000 32.2800
HST LV 01 SICK 04/04/2012 0470472012 9.5000 227500
HST LV 03 PERSONAL 04/04/2012 04/04/2012 1.0000 21.7500
v LIWVINCE o7/17/2012 0473072012 1.2500 23.0000
CUR LV 01 SICK oo/00/0000 0570172012 87577 HREES, TRENT 1.5000 21.5000
ing LCCRURL AL O7/17/2012 05/15/2012 2.0000 23.5000
LA LIWINCE 07/17/2012 0573072012 1.2500 24.7800
*%% TYDE TOTALS 4_5000 13_ 0000 24_ 7500 +* DAY
87613 HRALOW, PHANG 0108 2012 L1 SICK
EEG EEGINNING ELL 11.2500
HST LV 01 SICK 04/30/2012 0372272012 - 2500 11.0000
HST LV 01 SICK 04/04/2012 0470472012 €.2500 4.7500
v LIWVINCE 07/17/2012 0473072012 1.2500 €.0000
CUR LV 01 SICK oo/00/0000 0S5/02/2012 87613 Z2_0000 4_0000
anv LIOVAENCE 07/17/2012 05/30/2012 1_2500 5_2500
w&%  TYPE TOTALS 2.5000 2.5000 S.2500 + DAY
87ele RISGINS, DLSTE 0100 201z Ll SICK
EEG EEGIMNING ERL 1€.25800
HST LV 01 SICK 04/30/2012 0370572012 1.0000 15.2500
HST LV 01 SICK 04/30/2012 0372372012 875929 BEUBL, ELS 1.0000 14_ 2500
HST LV 01 SICK 04/30/2012 03/2€/2012 8B872 WISEER, JRSQUETTR S_0000 9_2500
HST LV 01 SICK 04/04/2012 0470472012 3.5000 E.7500
v LIOWINCE o7/17/2012 0473072012 1.2500 7.0000
CUR LV 01 SICK 00/00/0000 O05/02/2012 BTl 1.0000 &.0000
v LIWINCE 07/17/2012 0573072012 1.2500 T.2500
w&d  TYPE TOTRALS 2.5000 115000 7.2800 + DAY
87626¢ DOTGHTY, EMTREY 0201 2012 L1 SICK
EEG EEGIMNING ERLL 25_.2500
HST LV 03 DPERSONAL 04/30/2012 0370572012 1.0000 24 2800
HST LV 01 SICK 04/30/2012 0371572012 1.0000 23.2800
HBAT W ™M ATrW n4Mas20M 7 N4AMA2mM2 1 ROND 21 TRON
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Leave Reports
Substitute Detalil Reports

E PCG Dist=8991 Rel=23.03.00 10/11/2023 DOEOD1  KASYSTEM  KASECOMD GREEM X
Personnel 3ystem PERB3IP3
FKey Leave Reports Henu

Current Leave Input File: [Available only BEFORE posting leave]
_1 | -- Employee Summary Reports
_2 | -- Employee Detail Reports
2 3 | --  Substitute Detail Reports
Leawve History File:
_5 | -- Employee Summary Reports
_6 | --  Employee Detail Reports
> _7 | -- Substitute Detail Reports
Both Current Leave Input File and Leave History File:

9 | -- Employee Summary Reports
10 | --  Employee Detail Reports
11 | --  Substitute Detail Reports

Substitute Reports: [Available only BEFORE posting leave]
13 | --  Substitute Pay by Employee

14 | -~ Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17 | --  Print Employee Leave Data
18 | --  Print Employee Current Leave Edit Listing
Mastap "“’list 12.83. M

e 5 | Wori5p | FANT | MEND
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Leave Reports
Substitute Detail Reports

B2 PCGDist=8991 Rel=12.03.00 10/0Z/2012 DOD D03 C:\DE¥SYS C:SECOND GHEEN —|=| x|
Substitute Detail Report - Both Current Leave and Leave History LURSDTLA1
Data Selection Screen
Enter plan year: 2813
e
Enter period to be printed: thru
Print option for report: ¥ Print multiple zubstitutes per page

i Print single substitute per page
Employee number option for report: & Do HOT print employee numbers
i Print employee numbers

Active Only: & -0R- Inactive Only: _ -0R- Both: _

Enter Sub # or leave blank to print ALL substitutes:
Enter class code(s) or leave blank to print ALL classes:

Enter work loc code(s) or leave blank to print ALL work locations:

ENTEV Fir% Fa‘}% F1|:|T F15& 12.03 .88

| F15@ Help
-
(70 OE
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Leave Reports
Substitute Detail Reports

B PCGDist=8991 Rel=12.03.00 10/0Z/2012 DODO03 C:\DE¥YSYS LC:SECOND GHEEN _Iglﬁl
Substitute Detail Report - Both Current Leave and Leave History LURSDTLA1
Sort Selection Screen

Select sort for report: Sub Hame, Lv Date!

Sub No, L¥ Date

Work Loc, Clazs, Sub HName, Lv Date
Work Loc, Clazs. Sub Ho, Lv Date
Work Loc. Sub Hame, L¥ Date

Work Loc, Sub Mo, Lv Date

Clazz, Work Loc. Sub Hame, L¥ Date
Clasz, Work Loc. Sub Mo, Lv Date
Class, Sub Hame, Lv Date

Clazz, Sub Mo, Ly Date

i i 08 G S 1 e e e

ENTEV Fl'% Fa‘}% F1|:-T F15& 12.683 .88
Fie Help

Gébor
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Leave Reports
Substitute Detail Reports

BY PCGDIst=8991 Rel=12.03.00 10/30/2012 DODO0DZ C:\DEVSYS LC:SECOND GREEN —|=| x|

Substitute Detail Report - Both Current Leave and Leave History LURSDTLA1
Export Screen

Enter the Export file Path and Hame (e.g. C:\EXPORTALEAUECYHD.CSU)
or F15 to Browse for File

CAEXPORTNIEAVE2B1216838.C5Y
HOTE: DIRECTORY Must Already Exist

F15=Browse for Export File, F16=Exit Without Printing

ENTEV HP% Fa‘?% F1|:-T F‘15Q‘ 12.83 .81

F15@ Help
(70 OE

Georgia Department of Education
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Leave Reports
Substitute Detail Reports

» Substitute Detail Control Report

BEBORT DATE: O7/15/2012 Substitute Detail Beport - Both Current Leave and Leave Histor DAGE: 1
EERORT TIME: 08:20 PROGRAM: LVRSDTL1

SELECTION CEITERIR

PLAN YERR 2012

BEINT OPTION Print miltiple substitutes per page
EMPNO OPTION Do NOT print employee mumbers
EMPLOYEE STATUS Only active employees

SORT Class, Sub Mo, Lv Date

EXPOET FILE Yes

EXDORT FILEMRME  C:A\EXBORTA\IEAVEZ20120715.C5V

GaOE

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future eorai oepm e ot RS



EEPORT DRTE: 10/30/2012
EEPORT TIME: 15:3¢

SUEBNO SUBSTITUTE HEME
TYPE TN DATE

883685 TO8H, ELSONOR

CUR LWV oos00,0000
CUR LWV oo/00,0000
CUR LV ooS00/0000

88514 HATLEY, LETHEL
CUR LWV oos00,0000
CUR LWV oo/00, 0000

88539 HL&, LAEE

CIR LWV oos00,/0000
CUR LWV 0o 00,0000
CUOR LWV oo/00,0000
CUR LV oo/00,0000
CUR LWV ooDS00/0000

88704 GE3GEER, DESICK
CUER LWV 0o/00,0000
CUR LWV oo/00, 0000

88705 PRALSON, MI4LARD

CUR LWV oos00,/0000
CUR LWV 0o/00,/0000
CUR LWV oos00,/0000

88759 ELZIOT, ALZARD

IR LV oo 00 0000
COR LWV 0o/00,/0000
CUR LWV oos00,0000

Leave Reports

SUESIIIUIE

LEAVE DETATL REPORT - CUORRENI AND HISTOEY LEAVE

SORTED BY Sub No, Lw Date

CLLSS WE LOC
IV DATE EME HO

i) 8211
ogr23s2012
ogs24,2012
05/07/ 2012

os 0101
08/1les 2012
oesles2012

os £211
DE/24/ 2012
08F2T/ 2012
ogrzesf2olz
ogs2o,/2012
08/30/ 2012

il 8211
0S/0TS 2012
09/12,,2012

os £211
DB 2472012
OBF2TS2012
09/s06/ 2012

os £211
08/ 2072012
097052012
0S/0TS 2012

PLAN YERLER - Z013

YERE
EMP HAME

2013
LOeBARNT, DEECIE
ERTL, VITCE
IREBEZRERY, FKITETIS
*&& SUBSTITUTE TOTALS

2013
HIZLMAN, WEZDIE
HIZLMREN, WEZDIE
*&+ ESUBSTITUTE TOTARLS

2013
GRASE, MYSES
HESEINGTON, PRSSCILAE
ERB0ON, MIBCHEL
OETHNY, OLTHDR
HESETINGTON, PRSSCILA
*&% SUBSTITUTE TOTALS

2013
SPTUILL, ESTEERN
SETUILL, ESTEBARN
+&%  SUBSTITUTE TOTALS

2013
CHE853TER, CRES0N
LASDIS, SHBQUANE
CH3RCHILL, HE3MILA
+&%  SUBSTITUTE TOTALS

2013
PRTTEN, ART
PRZSLEY, RUZI
LOEEBARDI, DEGCIE
%44 SUESTITUTE TOTALS

UNIT

DATLY
DATLY
DATLY

DATLY
DATLY

DATLY
DATLY
DATLY
DATLY
DATLY

DATLY
DATLY

DATLY
DATLY
DATLY

DATLY
DATLY
DATLY

sSUB

W R RSN [ W

e

87 Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

Substitute Detail Reports

« Sorted by Employee Number

TIME

0000
0000
I Tudulel
e Tudule]

5000
5000
0000

-oooo
0000
0000
0000
e Tudule]
I Tudulel

0000
I Tudulel
e Tudule]

- 00o0
0000
0000
e Tudule]

- 0000
0000
0000
I Tudulel

SUB AMOUNT

TO 0000

TO_0000

TO.0000
Z210_0000 *

35 0000
3150000
As0_0000 <+

a0 _ 0000

&d 0000

el 0000

g0 0000

gl _ 0000
300 ._0000 <+

el 0000
gD _ 0000
120_0000 =+

a0 _ 0000

&d 0000

el 0000
180 _0000 =

el 0000

el _ 0000

el _ 0000
18300000 *

W UVVEL
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Leave Reports
Substitute Pay Reports

E PCG Dist=8991 Rel=23.03.00 10/11/2023 DOEOQOT  KCASYSTEM  KASECOMD GREEM - X
Personnel System PERB3IP3
FKey Leave Reports Henu

Current Leave Input File: [Awvailable only BEFORE posting leave]

1 | -- Employee Summary Reports
2 | -- Employee Detail Reports
3 | -- Substitute Detail Reports

Leawve History File:
_5 | -- Employee Summary Reports
_6 | --  Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leave History File:
_9 | -- Employee Summary Reports
_10 | --  Employee Detail Reports
_11 | -~ Substitute Detail Reports
Substitute Beports: [Awvailable only BEFORE posting leave]
> _13 | --  Substitute Pay by Employee
_14 | --  Substitute Pay by Account
Paycheck Leave Fields on Payroll File:

17 | --  Print Employee Leave Data
18 | -~ Print Employee Current Leave Edit Listing

Mazter |.|snarlist 12.83.M

reA| L5 | "5 | DAY | MEND

Gébor

Georgia Department of Education
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Leave Reports
Substitute Pay Reports

B PCGDist=8991 Rel=12.03.00 10/30/2012 DODODO2 C:\DEYSYS LC:\SECOND _Iglﬂ
Substitute Balance Sheet LURSBALA1
Sort Selection Screen

Select sort for report: { Location, Class. Substitute Hame, Account No
{* Clazz. Location, Substitute Name, Account No
{" Location, Class. Substitute Name, Teacher No, Account No
" Class. Location, Substitute Mame, Teacher No, Account Mo

ENTEV Fio T F15l& 12.82.00
Fie Help

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ; a OE
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REPOET DATE: 1073072012

REDORT ID:

LOC SUBE CL

LVRSBALL /LVRSELLZ

SUE HAME

TERCHER HAME

0102 83594 05
0g9812
022647
023335
023 esl
0B8etl
023070
023070
083856
089522

0202 23533 05
083914
negavTe
0233l
02331a
08391 &

€211 23557 05
023314
083236
0BE487
0233l

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

CRTECH, MLTHTA
CHEMPAGHE, SCSTTY
PIZEENS, TIZENY
CAEINAUGH, AREATH
GUEVARR, SCET
GUGVAFRR, SCET
HE3Z0G, JA3I
HE3Z0G, JA3I
FLSNT, EESEL
CRTVEN, VITO

L

HAE, LLEE
DETNY, OLTHDA

GLEE, MYSES

BAREON, MISCHEL
HESRINGTON, DRSSCILA
HESRINGTON, DRSSCILA

Ll

ADM IR, CE4ESIA
DETNY, OLTHDA
BLEFTELD, JOSEFINE
HIZIMAN  WEZDIE
BRE0ON, MISCHEL

Leave Reports
Substitute Pay Reports

PAYROLL BALANCE +++ PREELIMINARY - LOCRTION WITHIN CLASS

LV DALTE

08/f23/,2012
02/10/2012
02/13/2012
09/06/,2012
09/0e/2012
022772012
02/30/2012
08 /2472012
09/07 /2012
SUBSTITUTE TOTAL

IOCATTON - TOTAL

082972012
0B f24 /2012
02 /28 /2012
02727 /2012
08 /30,2012
SUBSTITUTE TOTAL

LOCATION - TOTAL

02/21 /2012
091272012
0Bf23/,2012
03/13/2012
SOESTITUTE TOTAL

BLTE

ol
20,
2.
el
ol
20,
2.
el
ol

L1EN
ol
20,
2.
L1E

2.
el
ol
20,

oo
oo
]
oo
oo
oo
]
oo
oo

oo
oo
oo
]
oo

]
oo
oo
oo

REG-ERS

N el o

[K¥]

N S S

L}

T

] ]
.00
.00
-850
50
.00
.00
-0
] ]
.00

-0

00
] ]
.00
.00
-0
el

.00

.00
00
] ]
.00
.00

BEG—IMT

i
0.
0.
0.
a0.
0.
0.
20
ol
430.

4380

20 .
ol
0.
0.
20
300.

300.

0.
20 .
Acl.
0.
540.

0o
oo
0o
(i8]
0o
oo
0o
(i8]
0o
0o

0o

0o
0o
oo
0o
(i8]
0o

0o

0o
(i8]
0o
oo
0o

I e O e s o Y Y

[ -

[ I

PRGE 3

RCOCOUNI HUMEER

13-100-0-1021-1000-11300-0302-1-000000
13-100-0-1081-1000-11300-0102-1-000000
13-100-0-1081-1000-11300-0102-1-000000
13-100-0-2041-1000-11300-0302-1-000000
13-100-0-2051-1000-11300-0302-1-000000
13-404-0-2824-2210-11400-0102-1-000000
13-404-0-2824-2210-11400-0102-1-000000
13-415-0-1784-2210-11300-0202-1-000000
13-415-0-1784-2210-11300-0302-1-000000

13-100-0-1041-1000-11300-0101-1-000000
13-100-0-5071-1000-11400-0101-1-000000
13-403-0-1750-1000-11300-0101-1-000000
13-404-0-2824-2210-11300-0101-1-000000
13-404-0-2824-2210-11300-0101-1-000000

13-100-0-1041-1000-11300-0101-1-000000
13-100-0-1041-1000-11300-0101-1-000000
13-100-0-2041-1000-11300-0101-1-000000
13-403-0-1750-1000-11300-0101-1-000000

GaOE

Georgia Department of Education




28823

29554
22759
B8759
28704
2E703
22709
29174
g23e9
28389

29957
839557
29141
29141
29141
28539
2978l
297el
29310

29ele
29ele
g9e8l1e
291c
29ele
29ele

29554
29554
29141
29141
297el
2978l
297el
2978l

DROGELM:

WIZEUR,

CRTECH,
ELZTOT,
ELZTOT,
GESGER,

REPOET DARTE: 1073072012
LVRSLCTZ

EMPHO EMPTOYEE HAEME

AT.Z5h

MRTHTL
ALZAED
AT.ZRE0
DOESTCE

PR4LSON, MI4LART
DRALSON, MIALART

SP3RLOCE,

LY3mN

TOEH, ELSONOR
TOEH, ELSONOR

AD4TR,
ADM4TR,
GRATIN,
GRL4TIN,
GRL4TIN,

HISOJOSA,
HIZOJOSLh,

CE4ESTR
CE4ESTR
ED4ARDO
E[MARDO
E[MARDO
HLE, LALEE

MOENIE
MOENIE

SH3LER, LU3TEN

LISSCOME,
LISSCOME,
LISSCOME,
LISSCOME,
LISSCOME,
LISSCOME,

DALSTE
DLSTE
DAL STE
DR 5TE
DALSTE
DLSTE

CRTECH, MATHTR
CRTECH, MATHIL
GLATN, EDMARDO
GLATN, ED4RRDO

HIZ0J0O5R,
HIS0JOSA,
HIZOJOSLh,
HIZOJOSA,

HMOENTE
MOENIE
MOENIE
MOENTE

Leave Reports
Substitute Pay Reports

SUBSTITUIE DAY REPORT

— SMITE CITY BOARD OF EDUCATION

*+ ROCCOUNT NIMEER, EMPLOYEE NIME SEQUENCE *+

STATOS IOC CLASS SCH RATE

O R T T R T SR T ST T I TR T SR R

0302

0102
2211
8211
8012
8211
2211
8012
o211
8211

8211
o211
8211
2211
8211
0202
0102
0102
8211

8211
2211
8211
o211
8211
2211

0102
0102
2211
8211
0102
0102
0102
0102

og

03
09
09
09
09
09
09
09
09

09
09
09
09
09
09
13
1z
09

03
09
09
09
09
09

09
09
09
09
13
13
1z
13

12

1z
1z
12
1z
1z
1z
12
1z
1z

12
1z
1z
1z
12
1z
1z
1z
12

1z
1z
12
1z
1z
1z

1z
1z
1z
12
1z
1z
1z
12

25

0.
e0.
el
0.
0.
e0.
0.
T0.
T0.

0.
0.
0.
e0.
el
0.
0.
e0.
0.

T0.
T0.
T0.
T0.
T0.
T0.

0.
0.
e0.
el
0.
0.
e0.
0.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

ooo

ooo
ooo
ooo
ooo
ooo
ooo
ooo
ooo
ooo

ooo
ooo
ooo
ooo
ooo
ooo
ooo
ooo
ooo

ooo
ooo
ooo
ooo
ooo
ooo

ooo
ooo
ooo
ooo
ooo
ooo
ooo
ooo

HOTURS

N N S

[

- 0o

.00
- 00
- 0o
- 00
.00
- 00
- 0o
- 00
.00

- 0o

1.00

el =

[

.50
- 00
- 50
- 00

- 0o

.00
- 00
- 0o
- 0o
.50
- 00

- 00
.00

=1

-50
- 00
.50
i1
1

oo
oo

GROSE

e0.
e0.
L
el .
e0.
e0.
&0 .
TO .
T0.

&0 .
el .
30.
e0.
30.
el .

L

T0.
T0.
TO.
TO
35.
T0.

el .
e0.
30.
30.
el .
30.
e0.
L

] ]

oo
oo
oo
oo
oo
oo
oo
oo
oo

oo
oo
oo
oo
oo
oo

oo

oo
oo
oo
oo
oo
oo

oo
oo
oo
oo
oo
oo
oo
oo

CODE

[ - ] v I v I o s o v e el

i v I e I s

PLGE 1
LOCOUNT

13-100-0-1011-1000-11300-0302-1-000000

13-100-0-1021-1000-11300-0302-1-000000

13-100-0-1041-1000-11300-0101-1-000000

13-100-0-1051-1000-11300-0202-1-000000

13-100-0-1081-1000-11300-0102-1-000000

W/ UVvVL
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Agenda

* Enhanced Substitute Pay and Employee
Leave System

* Input Employee Leave
* Import Employee Leave
* Post Leave
*_eave Reports
*Leave Setup
*Wrap up

* CPI Cycle 3 Reporting

L __N

(7 ]
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Leave Setup

B PCGDist=8991 Rel=12.03.00 10/02/2012 DODO03 C:\DEVSYS C:SECOND  GREEN —|=| x|
Personnel System PERB3P
FKey Enhanced Substitute Pay and Leave System
> 1 | -- Leave Setup Menu

_2 | -- Leave Update Menu

_3 | -- Leave Reports Menu

_4 | -- Leave History Menu
Mastep | Voer . 12.81.88
rc’ | 55 | WriSp| AN | ATERIR

Gébor

Georgia Department of Education
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Define Leave Type Codes

B PCGDist=8991 Rel=12.03.00 11/0Z/2012 DODO01 C:\DE¥YSYS LC:SECOND GREEN —|=| x|
Maintain Leave Type Codes LUT@188

Enter the Leave Type Code you wish to maintain or create:

Leave Type: w|

Ualid Type Codes: A1 = Paid sick
A2 = 0ther
A3 = Unpaid leave
A5 = Paid vacation
A6 = Approved professional (staff development)
A7 = Sick bank

L1 = Secondary paid sick

L2 = Secondary other

L3 = Secondary unpaid leave

LS = Secondary paid vacation

L6 = Secondary approved professional {(staff development)

M1 = Hon-TRS credits
T1 = TRS credits

Enter=Edit, F3=Print nll, F13=Create, F18=Delete

ENTE‘V F'1|:|1> F2« F3§ F-+ F5 FE[@ wlﬁ FE u Fi ! F1-:-T F1IE F12-E| Fiz. F‘15Q L = fk
=]

.F1E@ F1.‘-E|;' F1sm HE'D
-
(70 OE
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Define Leave Type Codes

B2 PCGDist=8991 Rel=12.03.00 09/27/2012 DOD 004 C:\DEYSYS C:SECOND _Igl x|
Maintain Leave Type Codes LUTA188
Leave Type #i1 Paid sick Plan start month 7_ (HH} Plan year 2813 (CCYY)
Desc SICK LEAUE Memo 1
Short desc SICK LEAVE Memo 2
————————————————————————————————————— AccrpuddiBaraneboporssssnsnnnrsnnns s e s s s s s s s s e T
Drop unused days ¢ Drop unused days At year-end, add unused days © Yes
at year-end? ¢ Canypover unused dayps to sick? & Mo
Leave advance formula ¢ Contract months Length of service based on ¢ Original hire date
" Months of service " Rehire date
" All employees accrue {” State years experience
" Mo accrual " Local years experience
i Mot applicable
Advance Schedule ¢ Annually
& Monthly Last mofyear accrued B2 f 2612
" Mot applicable Last rollover date
—————————————————————————————————————— e A e e R B ARSI
Clear Staff Dev  Yes CPI category & Sick How much to take ( Unlimited
accounts for subs? & Mo " Vacation * Check leave balance
i Staff development " Check mazx to take
" Other
Default leave input < Hours Allow balance to go negative? { Yes
in hours or days? ¢ Days * Ho
Enter in days
Maximum days allowed to take for plan year (Enter if 'Check max to take' selected)
Minimum day allowed to take -2580
Day increment for time off requests -25808 {(Enter as days or fraction of day)
ENTEV F1I:'1> F2<.1I:I F?ﬁ F'!- FEE FE[@ W[ﬁ F= n 3 , F1DT FIIIL' FI2-IE E:;ﬁ| F15l9"\ 12.“3.““
F1E@ F1.‘-E;I F1s‘m HE'D

Gébor
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Define Leave Reason Codes

B PLGDist=8991 Rel=12.03.00 09/27/2012 DOD 004 CDEVSYS CHhSECOND
Haintain Leave Reason Codes

Leave Type A1 Paid sick

Desc PERSOMAL LEAUE

Leave Reason B2

Hemo 1

Short desc PERSOHAL

=15] |

LUTA1848

Hemo 2

FHLA category?  Yes Show as personal leave
¥ Mo on pay check stub?

Sick bank contri-

i~ Yes Maximum days to take

bution category? & Ho for leave reason?

Hinimum DAYS needed to contribute to sick bank:
{Enter if "Sick bank category' is ¥)

Maximum DAYS allowed to take for plan year: 3.08888
{(Enter if 'Maximum days to take' is ¥)

EMTER =
f F'1|:'1> F2<1I:l F_Ttg FI+ Fs FE[@

W[@ Fz n Fa ! F1DT F1IE F12-IE El"é“ F15&

{* Yes
" Mo

* Yeg
" Mo

F1E@ F1._-E';I F18m

Help

12.683.84
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Define Class Code Parameters

B PpCGDist=8991 Rel=12.03.00 09/27/2012 DODOD4 C\DEVSYS C3SECOND GREEN _Iﬁlﬁl
Maintain Payroll Class Code Leave Parameters LUTa2aa

Payroll Class Code: 65 TEACHERS

Substitute object code 11388

Substitute process type b Req Daily w/Pension and Taxes
Hourly or daily rates? b  (H=hourly, D=daily)
Pay

Rate Type
Substitute rank 1 - Regular 68.0888 25 Substitute Pay
Substitute rank 2 - Certified 78.0088 25 Substitute Pay
Substitute rank 3 - School Food
Substitute rank 4 - Bus 48.08488 25 Substitute Pay
Substitute rank 5 - Long-Term 75.0088 25 Substitute Fay

Select at least one leave type for the class code:
A1 SICK LEAUE

A2 DTHER LEAVE

A3 UNPAID LEAUE

A5 UACATION

A6 PROFESSIONAL

TIRIRIA

ENTEV F'1|:'1> F2<::l Fscﬁ F-+ FE FE[@ w[@ Fg n £ ! F1DT F1IE F12-|E| E:? F15& 12.83.00
.F1E@ F1.--EI'-I5 F1sm HE'IJ

Gébor
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Define Leave Advance Formulas
Based on Contract Months

E PCG Dist=8991 Rel=23.03.00 10/13/2023 DOEO0ODT  KASYSTEM  KASECOND GREEM - O X
Maintain Leave Advance Formulas LUTB388

Fayroll Class Code: 82 TEACHERS Last mo/fyear accrued: 87 f 2823

Leave Type: A1 SICK LEAUVE

Advance formula: Contract months Length of service based on: Hot applicable

Advance schedule: Monthly Carryover option: Carryover unused days
Contract Hos Max Days Max Days
or Service Mos to Carryover to Advance to Accrue  Description

ADY Ba1 18 45 .8668 1.2588 57.56068 168 MOWTH EMPLOYEES

ADU 882 11 45 . B688 1.2588 58.75088 11 MOHTH EMPLOYEES

ADU 883 12 45 . 8688 1.2588 60.0088 12 MOHTH EMPLOYEES

ADU B84

ADU B85

ADU 806

Data saved.

ENTE? F1I::> F2<::I FBﬁ FH- F5 FE F? F& E ra! Fu:-T F‘.1Ei F‘.2E F‘.S& 23.83.00
F1E- F*.?E;I F1S1T|ﬂ HE'D

aVOE
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Define Leave Advance Formulas
Based on Months of Service

PCG Dist=6791 Rel=23.02.00 10/11/2023 DOEOQOZ  CASCLSYS CASECOND GREEM - O X
Maintain Leave fAdvance Formulas LUTB3 88

Fayroll Class Code: 65 SCHOOL COUHSELORS Last mofyear accrued: B89 f 2823

Leave Type: A1 SICK LEAUVE

Advance formula: Months of service Length of service based on: Rehire date

Advance schedule: Annually Carryover option: Carryover unused days
Contract Hos Haz Days Max Days
or Service Mos to Carryover to Advance to Accrue  Description

ADY 861 5.08688 5.08688 16.8668 B - 5 YEARS

ADYV Ba2 68 16.86068 16.86068 20.086088 5 — 18 YEARS

ADY 863 128 15.8668 15.8668 J0.86068 18 - 15 YEARS

ADYV B84 188 20.86088 20.86088 40.86068 15 - 99 YEARS

ADY Bas

ADY B8

Validations passed. Save your changes.

ENTE@ Fi F2<.JI:I Fe & F'+ FE FE F? Fz n Fa f le‘-? Fil @ FiZ Iil -'-:!':Ig!- 23.“3.““

o I Help
-
(70 OE
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Define Leave Advance Formulas
Based on Contract Months

E PCG Dist=8991 Rel=23.03.00 10/13/2023 DOEOO1  KASYSTEM  KASECOND GREEM - O >
Maintain Leave Advance Formulas LUTA388
Payroll Class Code: 15 CEHTRAL/OTHER Last mofyear accrued: @7 Jf 2823
[Leave Type: A5 UACATIOHN |
Advance formula: Contract months Length of service based on: Hot applicable
Advance schedule: Annually Carryover option: Carryover unused days
Contract Hos Max Days Max Days
or Service Hos to Carryover to Advance to Accrue  Description
ADU B 12 J8.8680808 16.68608 J6.880808 12 HONTH EMPLOYEES
ADU a2
ADU a3
ADU Ba4
ADU @as
ADU 886
ENTEV F1I:> F2<;:| FBﬁ F'+ F5 FE F? F3 n rsf Fu:-T F‘.1Ei F‘.2E F'.EIE}\ 23.083.80
F15« |=<.7EI;'-:I F1s'ﬂ.ﬂ HB|D
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Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



Richi

Enhanced Leave
New Fiscal Year

PERSONNEL — PERSONNEL PROCEDURES AFTER COMPLETING THE 06/2023 PAYROLL

v STEP

ACTION

For users of the Enhanced Substitute Pay and Leave System: Run the Plan Year
Rollover Processing for ALL Leave Type Codes first in TRIAL mode and then in FINAL
mode. (F3,F4,F2, F11)

After running the rollover process in FINAL mode, print the Leave Type and Reason Codes

Report and verify that each Leave Type Code displays Plan Year 2024 for EVERY Leave
Type Code.

For users of the Enhanced Substitute Pay and Leave System: Run the Advance Leave
process for sick leave (Leave Type Code ‘A1’ or “L1") first in TRIAL mode and then m
FINAL mode. (F3, F4,F2, F10)

For users of the Enhanced Substitute Pay and Leave System: Run the Advance Leave
process for annual or vacation leave (Leave Type Code ‘A5’ or ‘LS’) first in TRTIAL
mode and then in FINAL mode, if your system offers vacation leave. (F3, F4, F2, F10)

For users of the Enhanced Substitute Pay and Leave System: Run the Employee Leave
Summary Report - History Leave Data Only report for Plan Year 2024 and verify the
employee leave balances for the new plan year. (F3. F4, F3, F5)

For legacy leave users: Run the Create Original Leave of Absence File procedure first in
order to capture FY 2023 leave totals for CPI reporting. Execute this procedure only one
time. (F4, F9, F6)

For users of the Enhanced Substitute Pay and Leave System: The Create Original

Leave of Absence File procedure can be run at any tune since the leave data 1s pulled from
the Leave History File. (F4, F9, F6)

For legacy leave users: Run the Automatic Leave Update procedure second in order to
clear the 2023 fiscal year-to-date leave totals. (F3, F5.F3)




Agenda

* Enhanced Substitute Pay and Employee
Leave System

* Input Employee Leave
* Import Employee Leave
* Post Leave
*_eave Reports
*_eave Setup
*Wrap up

* CPI Cycle 3 Reporting

L __N
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nhanced Substitute Pay and Employee
Leave Processing Documentation

. () () httpsy//www.gadoe.org/Technology-Services/Enterprise-Systems-and-Applications/PCGenesis/Pages/Personnel.aspx

Offices & Divisions-  Programs & Initiatives-  Data & Reporting-  Learning & Curriculum-  State Board & Policy -

h = Technology Services = Enterprise Systemns and Applications - PCGenesis - Personnel System Operations Guide

PCGenesis Personnel System Operations Guide

Financial Accounting and Reporting
System Operations Guide

Payroll System Operations Guide

= Section A: Legacy Leave Processing
Personnel System Operations Guide

N N » Section B: Personnel Report Processing
Certified/Classified Personnel Information

(CPI) System Operations Guide » Section C: Employee Contract File Export Processing

Budget System Operations Guide = BLNKRNEW.docx

LUAS Manual » Section D: Special Functions

Technical System Operations Guide Section E: Enhanced Substitute Pay and Employee Leave Processing

= Topic 1: Leave Setup
» Jopic 2: Leave Payroll Processing

Release Information

» EnhancedlLeavelmport.xlsx Template
» Jopic 3: Leave Periodic Processing
» Topic 4. Leave Reporting
» TJopic 5: Leave History Processing DOE

of Education

= Section F: Personnel Update Processing




Enhanced Substitute Pay and Employee
Implementation

/0 districts are up and running on the
new leave system

*Using the new leave system is
OPTIONAL

*Phased implementation over the client
base

Call the help desk to get on the wait list

°In the mean_time, review the leave
documentation

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ; a OE
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Enhanced Substitute Pay and Employee
Implementation

*New leave is turned on by the DOE

* Training is over the phone using
TeamViewer

* Two training sessions, generally two
hours each

*Session | — setting up leave parameters
and getting ready for conversion

*Session |l — learning the processes

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ; a OE

Georgia Department of Education



Enhanced Substitute Pay and Employee
Implementation

B PCGDist=8991 Rel=12.03.00 10/25/2012 DODOO1  C:3DEVSYS LC3SECOND GREEN —|=| x|
PAYTAXES
#* Payroll Control Information ==
System #: 8991 MHame: SHITH CITY BOARD OF EDUCATION
Address: 182 MATH STREET
CityfState: SHMITH, GA Zip code: 33333
Withholding fund: 199 State name: GEORGIA S5 system #/non-teaching: 8888
Payroll year: 2812 County ID: 168 Out of State 55 system #/teaching: B688
Fayroll bank: BKBE FHBE 888 DOF SHMITH CITY
Enable enhanced substitute pay & leave system? (Y/H): ¥ System sick bank balance 8.84
Enable direct deposit for current payroll run? (Y/H): L DIStrICtS Can’t
01d {non-HACHA) direct deposit: .
Issue banks checks rather thanm wire zfer? (Y/H): H |mp|ement
Use NACHA direct deposit? (Y/H): ¥ without approva|
Carriage return at end of record? (Y/H): ¥
Last data block filled with 9's? (¥/H): ¥
Include bank offset debit record? (Y/H): ¥ from the DOE
Imnmed Dest: Routing num 999888779 Mame HACH DEST BAHNK
Immed Orig: Routing num 999888669 Hame MACH ORIG BAMK
Fay statement options:
Print SSH on checks? (Y/M): ¥ Print leave on checks? (Y/H): ¥
Print DD account on stub?: " Print entire DD account
" Print last 4 digits of DD account
= Do not print DD account [all =]
ENTER=Update, F16=Exit 12.83 .88

Gébor
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Current

Balance

Used YTD

Enhanced Substitute Pay and Employee

Implementation
* The new system requires converting existing PCG leave

data to the new leave history file

Status fActive

B PCGDist=§991 Rel=12.03.00 10/25/2012 DODO01  CDEVSYS C:SECOND
Update/Display Balance and YTD Leave Data PaYe3
Employee 88582 BE3NSTEIN, BL3IR Class 17
#*xx State Leave Plan === Sick Bank
Sick Leave Pers Bus  Uacation Dther /0 Pay Staff Taken
34.08 6.08
.25 1.80 4.08
=% Local Le Sick Bank
Sick Leave Pers Bus  Ua W70 Pay Staff  Contribution

Current

Balance

Used YTD

tode chang

EN"V Fi '

ed to update

FZ‘%

F3§

F

F?[@ F% E FQSOA FioY FIIE FI’2-|E

a
FiE

F|S® F|.'-E;)

mm

Per | Ded | Grs (W/H | Lv | ¥id | Help | Ad|

FICA

[

12.03.08

Plan year: 2613

= PCGDist=8991 Rel=12.03.00 10/25/2012 DOD 001

[\DEVGYS [:\SECOND
Display Employee Leave Balances

Leave Balances Sumnmary Screen
Employee number: 88502 BEINSTEIM, BL3IR

Display mode: D {D=days, H=hours)

=lalx]

LUHFIHD

Display in days

Type Reas Description Begin Bal  Advance Adjust  YTD Taken Cur Taken
0 | Al 00  SICK LEAVE 34.0000 1.2500 .0000 1.2500 .0000
01  SICK LEAVE -2500 .oooo
02  PERSOMAL 1.0000 .oooo
04 | Ab 00 VACATION 10.0000 .0ooo .0oao 4.0000 -0ooo
01 VACATION 4.0000 .0ooo
ENTER = Continue, F16 = Exit, F17 = Print Screen
M F [ F2 [ F3 [ Fa | F5 | F6 [ F7 | BB | F3 | FI0 | Fi1 [ FiZ | F13 ] FA LR
F|Sh @ 2‘! 25 26 27 Help

End Bal
34.0000

6.0000

12.63.08




Agenda

* Enhanced Substitute Pay and Employee
Leave System

* Input Employee Leave
* Import Employee Leave
* Post Leave
*_eave Reports
*_eave Setup
*Wrap up

* CPI Cycle 3 Reporting
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Import Leave Input Data from CSV

PCGenesis Certified/Classified Personnel Information (CPI) Cycle Three
Checkiist

Contact the Technology Management Customer Support Center for assistance as needed.
J‘ Step | Action

9 | PCGenesis Leave System Users Only: Executing all of Step 9 assumes that leave data 1s
already available in PCGenesis. This 1s the case if employee leave data 1s displaved on the
Update/Display Balance and YTD Leave screen 1n payroll. (F2, F2, F17)

¢ The leave data on the Update/Display Balance and YTD Leave screen may have been
imported from a third party leave system during payroll processing.

o [Leave data will also be available for users of the new Enhanced Substitute Pay and
Emplovee Leave Svstem.

Payroll System Operations Guide, Section B: Pavroll Update Processing, Topic 4.
Update/Display Pavrell Information, Procedure E: Updating/Displaving Leave Data

9.1 | Create the Original Leave of Absence file. The Original Leave of Absence File will be
created using leave data from payroll. (F4, F9, F6)

Certified/'Classified Personnel Information (CPI) Svstem Overations Guide, Section F.

CPI In-Progress Report and Transmission File Processing, Topic 3: Creating the
Original Leave of Absence File

9.2 | Skip Step 10 and proceed to Step {1

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future \: a E O_E
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Import Leave Input Data from CSV

Contact the Technology Management Customer Support Center for assistance as needed.
J Step | Action

11 | Maintain the Leave af Absence file as needed. (F4.F2,F7)

Certified/'Classified Persovmnel Information (CPI) Svstem Operations Guide, Section F: CPI
In-Progress Repart and Transmission File Processing, Topic 4: Leave af Absence File
Maintenance

12 | Print the Leave aof Absence file. (F4, F9_ EEB)

Certified ' Classified Personnel Information (CPI) Svstem Operations Guide, Section F: CPI
In-Progress Report and Transmission File Processing, Topic 3: Printing the Leave of
Absence Report

13 Create the CPI In-Progress Report and the CPI Data Transmission File: PCGenesis
creates the CPI transmission file for transmission via the MyGaDOE Web portal for reporting

purposes. Period 3 15 generally known as the CPI leave reporting cycle and transmits the
leave data from the Original Leave af Absence file to Data Collections. (F4, F9, F1)

Certified/'Classified Personnel Information (CPI) Svstem Overations Guide, Section F: CPI
In-Progress Report and Transmission File Processing, Topic 1. Creating the CPI In-
Progress Report and/or the CPI Data Transmission File

13.1 | Print the CPI In-Progress Report: Verify the leave data in the CPI Cycle 3
transmission file by reviewing the CPI In-Progress Report.

Certified/'Classified Personnel Information (CPI) System Operations Guide, Section F:

CPl In-Progress Report and Tvansmission File Processing, Topic {B.1: CPI In-
Progress Report - Example




CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

Employee leave data is displayed on the
Update/Display Balance and YTD Leave
screen.

e Leave data is always available for users of

the Enhanced Substitute Pay and
Employee Leave System.

*Or, the leave screen is updated manually
each payroll cycle.

*Or, the leave data on the leave screen may
be imported from a third party leave system
during payroll processing.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ; a OE
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CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

B PCGDist=8991 Rel=12.03.00 10/23/2012 DODOO3 C:3DEVSYS LC3SECOND GREEN JQJ
Status fActive Update/Display Balance and ¥TD Leave Data PAY B3
Employee 88BL5Y BEBKWITH, BUSTOH Class @2
#xx State Leave Plan === Sick Bank
Sick Leave  Pers Bus Vacation Other w/0 Pay Taken
Current
Balance L5 .88
Used ¥TD 1.088
#x% Local Leave Plan »=xx Sick Bank
Sick Leave  Pers Bus Vacation Other Contribution
Current
Balance
Used YTD
Staff Development
time off has been
Hext employee retrieved (by Hame)
ENTEV FLP% Fz‘r% F3§ F'+ F5 FE[@ W[@ F-E-u FS‘:" F'1IZIT F1IIL| F12-E F15& 12-B3-ﬂﬂ
o] BT Per | Ded | Grs |W/H | Ly | ¥id | Help | Adj | FICA | Gar

aVOE
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CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

* Create the Original Leave of Absence file.

* The Original Leave of Absence File will be
created using leave data from payroll.

PN
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CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

B PCGDist=8991 Rel=12.03.00 10/23/2012 DODOO3  C\DEYSYS LC:iSECOND GREEN _IEIH
Personnel System PERBL4P
FKey Legacy Leave HMenu

1 | -- Print Employee Leave Data
3 | -- Automatic Leave Update - By Pay Class
4 | -- Update Job Code for CPlPayroll{CS-1

Set Up Leawe Data for CPl Cycle 3 Reporting:
5 | -- Import Employee Leave Data

) _B | -- Create Original Leave of Absence File
Ll -- Leave of Absence File Maintenance
il -- Leave of Absence File Print

il -- Delete Leave of Absence File

Master | User 12.82_88

Gébor

= | S | WeedSp | PAY | VEND
Fi& I]- % 5 '% MONITOF, | MORITOF:
Georgia Department of Education
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

To suppress printing leave on checks/direct
deposits:

» Set the Print Leave on Checks option to ‘N’ on the
Payroll Control Information screen.

 This will allow leave data to be imported into
PCGenesis without having the data appear on

employees’ pay statements.

(7 ]
Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future a OE

Georgia Department of Education



CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

B PCGDist=8991 Rel=12.03.00 10/23/2012 DODO03  C:DEVYSYS LC:SECOND - GREEN ;Iﬁ‘_lﬁl
PAYTAXES
#* Payroll Control Information ==
System #: 8991 MHame: SHITH CITY BOARD OF EDUCATION
Address: 182 MATH STREET
CityfState: SHMITH, GA Zip code: 33333
Withholding fund: 199 State name: GEORGIA S5 system #/non-teaching: 8888
Payroll year: 2812 County ID: 168 Out of State 55 system #/teaching: B688
Fayroll bank: BKBE FHBE 888 DOF SHMITH CITY
Enable enhanced substitute pay & leave system? (Y/H): ¥ System sick bank balance 8.84
Enable direct deposit for current payroll run? (Y/H): L
01d {non-HACHA) direct deposit:
Issue banks checks rather thanm wire zfer? (Y/H): H
Use HACHA direct deposit? (Y¥/H): ¥
Carriage return at end of record? (Y/H): ¥
Last data block filled with 9's? (¥/H): ¥
Include bank offset debit record? (Y/H): ¥
Imnmed Dest: Routing num 999888779 Mame HACH DEST BAHK
Immed Orig: Routing num 999888669 Hame MACH ORIG BAMK
Fay statement options:
Print SSH on checks? (Y/M): ¥ Print leave on checks? (Y/H): H
Print DD account on stub?: " Print entire-BB-aeeount
" Print last 4 digits of DD account
= Do not print DD account [all ="}
ENTER=Update, F16=Exit 12.83 .88

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ; a OE

Georgia Department of Education



CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

* Optional: Perform the Import Employee
Leave Data function on the Legacy Leave
Menu in order to import leave data into the
PCGenesis system.

* The leave data is imported into the
Update/Display Balance and YTD Leave
screen in payroll.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ; a OE
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

B PCGDist=8991 Rel=12.03.00 10/23/2012 DODO0D3  CO\DEYSYS LC:SECOND GREEN —IEIH
Personnel System PERBL4P
FKey Legacy Leave HMenu

1 | -- Print Employee Leave Data
3 | -- Automatic Leave Update - By Pay Class
4 | -- Update Job Code for CPlPayroll{CS-1

Set Up Leawe Data for CPl Cycle 3 Reporting:
> 5 | -- Import Employee Leave Data

_B | -- Create Original Leave of Absence File
Ll -- Leave of Absence File Maintenance
il -- Leave of Absence File Print

il -- Delete Leave of Absence File

Master | User 12.82_88

Gébor

reH | IS | WriSp | BN | MERD
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1

2
3
4
5
B
7
8
3

0|
i

E
| PCGenesis Leave Import Template --Felease 12,0100

* This Leave Import populates data on
leave screen in payroll

e T o [ & [ F [ & Py 7 T &7 ® T 0 [T W [ W T o9l PT [

LUA  Leawve Fay
IO Cutoff Date

HT gsa1 720040330 7 2004040

T

Diet ail Lime - Calumn A T or 5 = State L= Lozal [Future Option]
Current  Current Current -Current Current Current Cuorrent YTO ¥TO ¥TO ¥TO ¥TO Y¥TO ¥TO Balance

2 |ID Empne Sick Personal Wacation Other  LWOF  Staif Sick Bank Sick Fersonal Wacation Other  LWOFP  Stakf Sick Bank Sick

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future

CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

the PCG

Balance Balance Balance Balance Balance
Personal Wacation Other LwioOF Sitaff

Gébor
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

Create the Original Leave of Absence file.

*|f leave data has been imported or keyed
into the data entry payroll screens, the
Original Leave of Absence File will be
created using leave data from payroll.

* |f leave data has NOT been entered into
payroll, the Original Leave of Absence File
will be created as an empty file.

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future ; a OE
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Questions?
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PCGenesis Documentation
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Thank you for attending!

GaOE

Georgia Department of Education

Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future



