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Agenda

•Enhanced Substitute Pay and Employee 
Leave System
• Input Employee Leave
• Import Employee Leave
•Post Leave
•Leave Reports
•Leave Setup
•Wrap up

•CPI Cycle 3 Reporting
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Payroll Update Menu
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Employee Setup
Teacher Gross Data Lines

Select 
accounts for 
substitute pay
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Employee Setup
Teacher Personnel Data Screen

Hours Per Day
must be set up for 
every active 
employee

Leave fields
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Employee Setup
Substitute Personnel Data Screen

Substitutes should 
have a Substitute 
Rank field defined
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Input Employee Leave and 
Substitute Pay
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Enhanced Leave and the 
Payroll Cycle
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Enhanced Leave and the 
Payroll Cycle
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Input Employee Leave and 
Substitute Pay



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 11

Input Employee Leave and 
Substitute Pay
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Input Employee Leave and 
Substitute Pay
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Input Employee Leave and 
Substitute Pay
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Input Employee Leave and 
Substitute Pay

Enter time in either 
days or hours

Enter a substitute 
number, or if no 
substitute, check 
the box
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Input Employee Leave and 
Substitute Pay
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Input Employee Leave and 
Substitute Pay

Modify substitute total 
time, if necessary
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Input Employee Leave and 
Substitute Pay



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 18

Input Employee Leave and 
Substitute Pay

Modify account 
distribution, if desired
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Input Employee Leave and 
Substitute Pay
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Input Employee Leave and 
Substitute Pay

Modify employee 
time, if necessary, or 
add an optional memo
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Input Employee Leave and 
Substitute Pay
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Input Employee Leave and 
Substitute Pay
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Input Employee Leave and 
Substitute Pay
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Input Employee Leave and 
Substitute Pay

This drop down 
displays all current
leave records entered 
for the employee
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Input Employee Leave and 
Substitute Pay
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Input Employee Leave and 
Substitute Pay

There is no substitute 
for this employee
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Input Employee Leave and 
Substitute Pay

No substitute data 
is required

A memo or description 
is optional

Display Leave Balances
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Display Leave Balances
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Display Leave Balances

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

Leave type summary line
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Display Leave Balances

Breakdown of reasons for 
the leave takenUse function key buttons 

to drill down to leave detail 
data
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Display Leave Balances
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Display Leave Balances

HST = Leave History Record
CUR = Current Leave Input Record
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Display Leave Balances

Time in = time added
Time out = time subtracted

HST = Leave History Record
CUR = Current Leave Input Record
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Input Employee Leave and 
Substitute Pay
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Input Employee Leave and 
Substitute Pay

Print this data
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Employee Leave and Substitute 
Pay Report
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Agenda

•Enhanced Substitute Pay and Employee 
Leave System
• Input Employee Leave
• Import Employee Leave
•Post Leave
•Leave Reports
•Leave Setup
•Wrap up

•CPI Cycle 3 Reporting
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Import Leave Input Data from CSV
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Import Leave Input Data from CSV
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Import Leave Input Data from CSV
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Import Leave Input Data from CSV
Define Employee Information
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Import Leave Input Data from CSV
Define Leave Type & Reason Codes
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Import Leave Input Data from CSV
Template
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Import Leave Input Data from CSV
Template

Entering the employee 
number, automatically 
populates the Name fields

Substitute information, 
if applicable
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Import Leave Input Data from CSV
Template

Entering the leave type 
and reason codes, 
automatically populates 
the Memo field with the 
leave description

Override account 
number, if applicable.
(Sometimes used for 
Staff Development 
time off.)
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Import Leave Input Data from CSV
Template

No substitute
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Import Leave Input Data from CSV
Template
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Import Leave Input Data from CSV
Template

Refund time taken 
with negative amount
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Import Leave Input Data from CSV
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Import Leave Input Data from CSV

• Leave Import Report with Errors

Errors appear in right 
hand margin
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Import Leave Input Data from CSV
• Leave Import Report with Warnings Only

No errors in 
right hand 
margin
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Import Leave Input Data from CSV
• Payroll Balance Report
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Import Leave Input Data from CSV
• Employee Leave Detail Report
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Import Leave Input Data from CSV
• Substitute Leave Detail Report
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Agenda

•Enhanced Substitute Pay and Employee 
Leave System
• Input Employee Leave
• Import Employee Leave
•Post Leave
•Leave Reports
•Leave Setup
•Wrap up

•CPI Cycle 3 Reporting
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Post Leave Input Data
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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.



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 58

Post Leave Input Data
Payroll Monitor Before Posting

The exceptions register and 
trial registers can be run at 
any time
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Employee Leave Balances
Before Posting

HST = Leave History Record
CUR = Current Leave Input Record
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Post Leave Input Data

Same options as gross data 
import.  Use ‘Add’ option if 
substitute employees have 
pay from sources other than 
the leave system.
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Post Leave Input Data
Payroll Monitor After Posting

After posting leave, the 
exceptions register and trial 
registers must be rerun
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Employee Leave Balances
After Posting

HST = Leave History Record
CUR = Current Leave Input Record
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Post Leave Input Data
Absent Employee Leave
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Post Leave Input Data
Substitute Gross Data
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Detailed Pay Check Stub

All leave 
types are 
listed!
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Agenda

•Enhanced Substitute Pay and Employee 
Leave System
• Input Employee Leave
• Import Employee Leave
•Post Leave
•Leave Reports
•Leave Setup
•Wrap up

•CPI Cycle 3 Reporting



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 67

Leave Reports
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Leave Reports
Employee Summary Reports
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Leave Reports
Employee Summary Reports
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Leave Reports
Employee Summary Reports
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Leave Reports
Employee Summary Reports
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Leave Reports
Employee Summary Reports

• Employee Summary Control Report
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Leave Reports
Employee Summary Reports

• Sorted by Employee Number
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Leave Reports
Employee Summary Reports

• Sorted by Leave Type
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Leave Reports
Employee Detail Reports



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 76

Leave Reports
Employee Detail Reports



Richard Woods, Georgia’s School Superintendent | Georgia Department of Education | Educating Georgia’s Future 77

Leave Reports
Employee Detail Reports
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Leave Reports
Employee Detail Reports
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Leave Reports
Employee Detail Reports

• Employee Detail Control Report
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Leave Reports
Employee Detail Reports

• Sorted by Employee Number
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Leave Reports
Employee Detail Reports

• Sorted by Leave Type
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Leave Reports
Substitute Detail Reports
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Leave Reports
Substitute Detail Reports
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Leave Reports
Substitute Detail Reports
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Leave Reports
Substitute Detail Reports
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Leave Reports
Substitute Detail Reports

• Substitute Detail Control Report
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Leave Reports
Substitute Detail Reports

• Sorted by Employee Number
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Leave Reports
Substitute Pay Reports
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Leave Reports
Substitute Pay Reports
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Leave Reports
Substitute Pay Reports
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Leave Reports
Substitute Pay Reports
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Agenda

•Enhanced Substitute Pay and Employee 
Leave System
• Input Employee Leave
• Import Employee Leave
•Post Leave
•Leave Reports
•Leave Setup
•Wrap up

•CPI Cycle 3 Reporting
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Leave Setup
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Define Leave Type Codes
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Define Leave Type Codes
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Define Leave Reason Codes
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Define Class Code Parameters
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Define Leave Advance Formulas
Based on Contract Months
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Define Leave Advance Formulas
Based on Months of Service
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Define Leave Advance Formulas
Based on Contract Months
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Enhanced Leave
New Fiscal Year
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Agenda

•Enhanced Substitute Pay and Employee 
Leave System
• Input Employee Leave
• Import Employee Leave
•Post Leave
•Leave Reports
•Leave Setup
•Wrap up

•CPI Cycle 3 Reporting
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Enhanced Substitute Pay and Employee 
Leave Processing Documentation
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Enhanced Substitute Pay and Employee
Implementation

•70 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 meantime, review the leave 
documentation
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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 I – setting up leave parameters 
and getting ready for conversion

•Session II – learning the processes
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Enhanced Substitute Pay and Employee
Implementation

Districts can’t 
implement 
without approval 
from the DOE
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Enhanced Substitute Pay and Employee
Implementation

• The new system requires converting existing PCG leave 
data to the new leave history file

107
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Agenda

•Enhanced Substitute Pay and Employee 
Leave System
• Input Employee Leave
• Import Employee Leave
•Post Leave
•Leave Reports
•Leave Setup
•Wrap up

•CPI Cycle 3 Reporting
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Import Leave Input Data from CSV
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Import Leave Input Data from CSV
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CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

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

•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.  
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CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

Staff Development 
time off has been 
added
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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.
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CPI Cycle 3 Reporting
PCGenesis Leave System Users Only
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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.
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis
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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.
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

•This Leave Import populates data on the PCG 
leave screen in payroll
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

Create the Original Leave of Absence file.  
• If 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. 

• If leave data has NOT been entered into 
payroll, the Original Leave of Absence File 
will be created as an empty file.
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Questions?
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PCGenesis Documentation

http://www.gadoe.org/Technology-Services/PCGenesis/Pages/default.aspx
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Thank you for attending!


