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PCGenesis Personnel System Operations Guide

Overview

The Enhanced Substitute Pay and Employee Leave System is tightly integrated with the payroll cycle.
This is because the substitutes’ gross data lines are generated at the same time that the employee leave is
entered into the system.

‘/ Step Action
1 | Setup payroll.
NOTE: Setting up payroll causes the Current Leave Input File to be cleared in
preparation for the new payroll cycle. If the payroll is reset for any reason by using the
Payroll Monitor, all data in the Current Leave Input File will be lost.
Payroll System Operations Guide, Section A: Payroll Setup and Section H:
Update/Display the Payroll Sequence Monitor
2 | Start keying in payroll changes, as normal and as required, for the payroll run.
Payroll System Operations Guide, Section B: Payroll Update Processing
3 | Run the payroll Trial Registers and Exceptions Reports as often as needed.
Payroll System Operations Guide, Section C: Payroll Check and Direct Deposit
Statement Processing, Topic 1: Process Preliminary Payroll
4 | Input Employee Leave and Substitute Pay or Import Leave Data from CSV as described
in this document. The import process may be run in multiple batches, if desired. The
leave data entered for the payroll cycle is collected in the Current Leave Input File.
5 | Run the following reports as often as needed to verify the contents of the Current Leave
Input File. Run the reports at least one time before posting the leave data.
Current Leave Input File:
e Employee Summary Reports
e Employee Detail Reports
e Substitute Detail Reports
Substitute Reports:
e Substitute Pay by Employee
e Substitute Pay by Account
Personnel System Operations Guide, Section E: Enhanced Substitute Pay and Employee
Leave Processing, Topic 4: Leave Reporting
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PCGenesis Personnel System Operations Guide

roll and Leave System Checklist - Continued

J Step

Action

When all leave data and substitute pay has been entered into the system and verified,
execute Post Leave Input Data as described in 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
payroll cycles, whether or not there is any leave data in the Current Leave Input File.
Even if there is no leave data to post, the posting step must be executed.

When running a Manual/Void Check Run Only payroll cycle, if the Post Leave for
Manual/Void Run option is set to Y (Yes), the Post Leave Input Data step must be
executed. If the Post Leave for Manual/Void Run option is set to N (No), the Post
Leave Input Data step is NOT executed.

Run the payroll Trial Registers and Exceptions Reports again. This is 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 System Operations Guide, Section C: Payroll Check and Direct Deposit
Statement Processing and Section H: Update/Display the Payroll Sequence Monitor

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

The leave data entered for the payroll cycle is collected in the Current Leave Input File. The Current
Leave Input File is a temporary holding area utilized for collecting the employee leave information, and
the substitute gross data lines. Setting up payroll causes the Current Leave Input File to be cleared in
preparation for the new payroll cycle.

As the user prepares the payroll, leave data is entered into the system via the Input Employee Leave and
Substitute Pay procedure or the Import Leave Data from CSV procedure. The import process may be
run in multiple batches, if desired, and once the data is in the Current Leave Input File, the user is able
to modify the imported data using the Input Employee Leave and Substitute Pay module. The user is
able to verify the contents of the Current Leave Input File by running the various leave reports available
within the Enhanced Substitute Pay and Employee Leave System.

Once all leave data and substitute pay has been entered into the Current Leave Input File and verified,
the Post Leave Input Data procedure can be performed. The Current Leave Input Data may only be
posted ONE TIME during the payroll cycle. The Current Leave Input File must be posted before F4 —
Calculate Payroll and Update YTD (Final) is executed so that the substitutes’ gross data transactions are
included in the payroll.
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PCGenesis Personnel System Operations Guide

Posting the current leave input data accomplishes the following:

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 and posted to the substitute’s Update/Display
Gross Data screen.

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 pay stub
leave data is available from the Update/Display Current Leave Data screen within payroll.

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.

The Post Leave Input Data procedure updates the Payroll Monitor with each step of the leave
posting process. If posting fails, the user is forced to restore SECONDL to SECOND and cannot
proceed without doing so. The ‘Post substitute pay and employee leave’ indicator in the Payroll
Monitor will be updated with each step of the leave posting process as illustrated in the following
table.

‘Post substitute pay and
employee leave’ Payroll Leave Data Status

Monitor Value

N The Post Leave Input Data process has not started

S The Post Leave Input Data process started, but did not finish.

The substitute Gross Pay data has posted, but the Leave History
data has not been posted.

L The Post Leave Input Data process started, but did not finish.

The substitute Gross Pay data has posted and the Leave History
data has posted, but the Payroll Leave Data (F2, F2, F17) screen
has not been posted.

Y The Post Leave Input Data has completed successfully.

The Payroll Administrator may now continue with the next steps
in the payroll cycle.
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PCGenesis Personnel System Operations Guide

The Post Leave Input Data procedure allows timely recovery when the posting procedure fails for any
reason. If the Post Leave Input Data fails in the middle of the process, a warning message is displayed
on any PCGenesis menu, and the user is not allowed to repost the leave or continue the payroll process
without restoring SECONDL. An example of the warning message is displayed below.

~ __ _
PCG Dist=8991 Rel=18.01.00 03/16/2018 PCW 001 SV CADEVSYS CASECOND WHITE oo 0
Business Applications HASTER
FKey Master HMenu

_1 | -- Financial Accounting & Reporting System

_2 | -- Payroll System

-- Personnel System

-- Certified/Classified Personnel Information System
-- Budget System

Al

_30 | -- System Utilities

The Enhanced Substitute Pay and Employee Leave System did not post correctly.
Check the PAYROLL HONITOR and werify the status of the leave posting.
If the status is "S' or 'L', call the Help Desk for assistance.

| Ve | 14.62.00

Word 5

PAY | VEND
MOMITOR, | MONITOFR,

Example of Leave Posting Error Message on a PCGenesis Menu Screen

Two options are available for updating the substitutes’ gross data during the posting process: The user
can either replace the substitutes’ gross data lines or add to the substitutes’ gross data lines.

e The user should replace the substitutes’ gross data lines if there are no valid gross data lines on
the substitutes” Gross Data screen, and ALL gross data lines for the substitute are contained on
the Current Leave Input File.

e The user should add to the substitutes’ gross data lines if additional pay from other sources has
been entered directly into payroll using the substitutes’ Gross Data screens and the user needs to
retain these gross data lines.

NOTE: The Post Leave Input Data step must be run for ALL regular and special payroll cycles,
whether or not there is any leave data in the Current Leave Input File. Even if there is no leave data to
post, the posting step must be executed. In this case, a warning message will be displayed indicating
that no records were posted.

When running a Manual/Void Check Run Only payroll cycle, if the Post Leave for Manual/Void Run
option is set to Y (Yes), the Post Leave Input Data step must be executed. If the Post Leave for
Manual/Void Run option is set to N (No), the Post Leave Input Data step is NOT executed.
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PCGenesis Personnel System Operations Guide

Once the current leave input data has been posted, the user must run the payroll Trial Registers and
Exceptions Reports again. This is a required step because 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 the Trial Registers and Exceptions Reports must be rerun.

The following screen illustrates the Payroll Monitor after the Current Leave Input File has been posted:

B PCGDist=6341 Rel=14.0400 02/04/2015 PCW 001  CADEVSYS CASECOND WHITE o (T
PAYROLL SEQUENCE HONITOR Screen 1 of 2 PAYSTUPD

Setup payroll for new pay period

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

Print paychecks and Direct Deposits N
/ Uoid/Add Run Gompleted H
{This cycle can be repeated more than once) / Final Register H
% Deduction Registers H
Update earnings history with current pay H % Final Distribution H
Update budget files with current pay H

HManual/Void Checks Run Only: N Post leave for Manual/Void Run: H

Regular Gross Types H 01d PSERS: ¥ 01d ERS: H TRS: ¥
Special Gross Types H Mew PSERS: Y HMew ERS: H

—————————————————————— PAYROLLS SELECTED DURING SETUP -—-

PAY  HO. PAYS

SCH  TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI
12 12 FY14 HONTHLY PAYROLL 12 12717718 ¥

Selected classes: 1 2 4 &5 6 7 8 911 13 14 15 16 17 18 19 28 22 23 25 26 28 29 38 21
32 33 42 43 44 45 4b

HOTE: Setup and Exception flags may not be changed unless Manual Checks and/for Previous Uoids
are deleted.
F3=Print screen, F11=Go to screen 2, Fi16=exit.

ENTEW Fz % Fit E' 14.02.00
F|6<::I

Screen 1 - Payroll Monitor — After Posting the Leave Input Data

After the Current Leave Input Data is posted and the payroll reports have been verified, the payroll
cycle can continue as normal. The Calculate Payroll and Update YTD (Final) step is executed next.
The final payroll includes the substitute pay; the employees’ pay checks will include the current leave.

Input Employee Leave and Substitute Pay

As leave data is entered into the system via the Input Employee Leave and Substitute Pay procedure or
the Import Leave Data from CSV procedure, the PCGenesis system generates the substitute gross data
lines based upon the following data elements:

The absent employee’s payroll class code

The absent employee’s total leave time

The absent employee’s Substitute Distribution flags on their gross data lines
The substitute employee’s ranking
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PCGenesis Personnel System Operations Guide

The following example illustrates how PCGenesis generates the substitute’s pay. In the following
example, the absent employee’s payroll class code is ‘05’, and the substitute employee’s rank is ‘2°.

The Update/Display Gross Data screen shown in Screen 2 below shows the absent employee’s payroll
class code and the gross data account lines that are flagged for substitute distribution:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001

C\DE¥SYS C:\SECOND

Status Active
EmpHo 88594 CO7YOMADD, MAFHTA
S35H D09-A8-8594 Loc 282 Location A09202
Cert level TS

Work sched ID __
Ann work days 8 Days worked ¥TD

Update/Display Gross

State yrs 27

Hrs/Week _48.88 13/14 pay ind

Pay step L6 Local yrs 3
Hrs/Day _8.888 Days/Week B
8.808 This per

Salary sched

8.88 Days docked ¥TD

B.88 This p

;lilull

Absent employee
payroll class code

er 8.88

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular Overtime GHI % Pay Pay for
Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End
81. & 8818 963.75 _
#2. S5 86818 963.75 _
83. 5 B89 2489 .38 _
B4. S 8818 481 .87 _
g5. £ 8618 83.33 _
174 E 2381 01 At _
Sub H
Four account lines
Pens Amt Contract Distrib
963.75 v P are flagged for
963.75 ¥ -~ substitute
2409.38 ¥ distribution
481_87 ¥
83.33
181._45-
4808.63
TRS & ERS Pens Gross Aadj Total gross 4388.63
AmE/% Contract amt _59625.88 Cycle gross _LO@2.88 Cycle 1 Cal ¥r
Pay sch. # 12 State salary _57825.88 Local salary 2008.088 Other 1080808.88
Pens code 2 TRS Pens elig date amt/% .B608 Contmo 18
Pens switch ¥ TRS service ind 1 PY contmo 18
ENTEW F1'% FZ‘% F3§ F‘\‘ F5 FS F7 F& n FSSOA FIOY FIIE FIZE FISQ 13-31-3“
I — | ) B Per |Ded | Grs |W/H | Lv | Yid | Help | Adj | FICA| Gar

Screen 2 — Absent Employee’s Gross Data Screen
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PCGenesis Personnel System Operations Guide

The Update/Display Personnel Data screen displays the substitute employee’s Substitute Rank field as

shown in Screen 3 below:

B PCGDist=8991 Rel=13.04.00 12/26/2013 PCW 002 5¥ C:\DE¥YSYS C:\SECOND _ = x|
DisplayfUpdate Personnel Data PAY @2
Status A -- Active AD4IR, CE4ESTA
Emp. no. 89957 Pay Loc 111 Location 886111 Class 24 SUBSTITUTES
Sex Code F Work Loc _111 Location 888111 Joh 692 SUBSTITUTES
Mar Stat 5 SSH 999 B8 9957 EED-5 Job HB2 Substitute
EED-5 Ethnic _2 WHITE
MAME First CE4ESTAR Middle
Last AD4IR Suffix Prefix Hispanic/Latino Ethnicity?
 Yes™ Mo
Address 1843 MATH STREET Certificate Type T4 Race (Select all that apply)
Address L2 CS1 Job (from CPI) BBA " Yes™ Mo Am Indian Alaskan
City/State SHITH , GA Include on CPI ? N = Yesi® No Black
Z2ip Code 33333 County 168 jick Ban . @ Yes{ Mo Uhite
Phone (999)555-B843 Out of State ' Yes(® No Asian
Cell phone (___ DUerride—s T — " Yes?™ Mo Hawaiian Pacific
Substitute ranking Adj Lu Elig Date

Lv Reason Hax

Hours Per Day
Spouse 55H o Pens Elig Date
Birth Date 8/81/1985 GHI Eligible ? H TRS DOE Paid ERCOH 7 _
Hire Date 8/081/2007 Hrs/Week 6.88 Health ins flag H
Rehire Date 1/81/2813 GHI 15T Day Wk Participate in GHI ? H
Background CK GHI Eff Date GHI Option HE NOT ELIGIBLE
Term Date GHI Final Ded Dt GHI Tier an NOT ELIGIBLE
Term Reason _ GHI Change Code HNEHP GHI Ded Cd ___

Hew Employee hire

»xx%% TAX DATA x=xxxx
Federal: Har Stat 5 Exempt _@ Withholding Code @ amt/% .88
State: HMar Stat A Allowance Har 8 Dep _8 Withholding Code A nAmt/3% .88

Tax Switches: Fed ¥ State ¥ FICA H Retire ¥ AEIC _
ENTEW F1'% FZ‘% F3§ F‘\‘ F5 FS F7 F& n FSSOA FIOY FIIE F|2E FIS& 13-33-31
I — | ) B Per | Ded | Grs |W/H | Lv | Yid | Help | Adj | FICA | Gar

Screen 3 — Substitute Employee’s Personnel Data Screen
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PCGenesis Personnel System Operations Guide

The absent employee’s payroll class code determines the substitute’s gross process type, the general
ledger account object code, and whether the pay rates are hourly or daily rates, as shown on the Payroll
Class Code Leave Parameters screen below. The substitute’s pay rate and pay type are determined
based upon the Substitute Rank field defined for the substitute employee on their Update/Display
Personnel Data screen. In our example, the absent employee’s payroll class code is ‘05 and the
substitute employee’s ranking is ‘2’.

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEVSYS C:\SECOND =] x|
Haintain Payroll Class Code Leave Parameters LUTBZ a8

Payroll Class Code: B85 TERCHERS

The general ledger object

ubstitute object code 11388 code is 11300 for the
Substitute process type D Reg Daily w/Pension and Taxes substitute. The gross

data process type is ‘D’.

Hourly or daily rates? b ({H=hourly, D=daily}
Pay
Rate Type
" _ .
The pay rate for ubstitute rank 1 - Reqular _ 60,0080 25 Substitute Pay

‘ . [ —>r=—<ubsfitute rank 2 - Certified 76.008 25 Substitute Pay
substitute rank 2 is Substitute rank 3 - School Food
$70.00 which is a Substitute rank 4 - Bus 498.008 25 Substitute Pay
daily rate. Substitute rank 5 - Long-Term 75.68088 25 Substitute Pay

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

A2 OTHER LEAVE

A3 UHPAID LEAVE

A5 UVACATION

A6 PROFESSIDHAL

XORIRA

ENTEV F1 E:> F2<::I Fx ﬁ | F‘\‘ | F5 ‘ Fs ‘ F7 Fg n s , i Y Fii E' Fiz E' E’:;ﬂ Fisa 12.83.00
Fish FI?E;) Fism Help

Screen 4 — Payroll Class Code Leave Parameters for Payroll Class Code 05
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PCGenesis Personnel System Operations Guide

Screens 5 and 6 of the Input Employee Leave and Substitute Pay module illustrate how the system
generates the substitute’s pay. The total leave time entered for the absent employee on Screen 5 will be
used as the default time for the substitute’s pay on Screen 6.

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND =] x|
Input Employee Leave and Substitute Pay LUIG100

Enter the leave data you wish to maintain or create:

Absent employee no.: BBSO0L - or - If no absent employee, check here: [°
CO70NADD, HATHTA

Starting leave date: _4/81/2813 Thetotaltimefortf]e
Leave type: A1  SICK LEAVE absent employee will be the

Leave reason: 1 SICK LEAUE default time paid to the
substitute.

— or - Hours absent:

Days absent: 2.5888

Substitute employee no.: 89957 - or - IFf no substitute, check here: r
AD4IR, CELESTA

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

E'"EV Fi'%le‘% = ru FS rel] r7 Fz = Fs, FiOY FnE' F12E| oy B FiSQ 13.61.00
Fisﬁ F17EI;’ mm‘ :zo:j'i'rl;: :zozmg :zogllr_" Help

Screen 5 — Input Employee Leave and Substitute Pay Screen 1
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PCGenesis Personnel System Operations Guide

The Proc Type and Object
code default based upon Memo
the absent employee’s
pavroll class code.

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEVSYS C:\SECOND —|=] x|
Input Employee Leave and Substitute Pay Lure1ae
Absent Employee Info: Emp. no. 88594 CO70NADD, HA7HTA Status A —- Active
SSN 999-88-8594 Class 5 TEACHERS Work Loc 282 Location 0088282
Hrs/Day 8.088 Job 185 TEACHERS
date &4/681/2813 Type A1 SICK LEAUE Reason 81 SICK LEAVE

Employee leave: Days absent 2.5000 -or-  Hours absent

Substitute Info: Sub. no. 89957 AD4IR, CE4ESTA Status A -- Active
N 999-88-9957 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 086211
Sub rank 2 Certified Job 189 SUB-TEACHERS

te pay rate 78.888 (Daily pay rate)

Pay Rate \ Days/Hrs Regular
Addt’'1l [Hrly/Daly || Regular Gross Distrib 3

%w/ .25

Fnd F Prgm Fn B
13 108 _ 2041 10806 1 78.08088 .5a 35.88 .2@aa
13 188 _ 2841 1 70.008 ) 35.08 .2608
13 188 _ 2041 1086 1 \ 70.0008 1.25 87.58 .5888
1 17.58 .1@6a

o8- — __ /T The substitute’s total time
93, | The Pay Type and Pay The general ledger accounts ) defaults based on the
:3")]. | Rate default based on the default based upon the A _ employee’s leave time.
- - substitute’s rank. Y -
absen.t employee’s gross W] 175.98  1.0088
Reg Daily w/Pension and Taxes datalines thatare flagged
with ‘Y’ for Sub Dist.
ENT:W FL ' % FZ‘% F3 é F‘f F5 FS F7 F& n F3 , F10 Y F11 @ FiZ E EE‘;“ IF-"‘"‘:'BHL FISQ 13 h 81 h BB
= PR FaTun | raz o | rez Ly Help

Screen 6 — Input Employee Leave and Substitute Pay Screen 2

The Proc Type (Process Type) field for the substitute employee is defaulted based upon the Substitute
Process Type field defined for the absent employee’s payroll class code setup on the Maintain Payroll
Class Code Leave Parameters screen.

The Pay Type field for the substitute employee is defaulted based upon the absent employee’s payroll
class code setup on the Maintain Payroll Class Code Leave Parameters screen. Within the payroll class
code setup, the correct Pay Type is defaulted based upon the Substitute Rank field defined for the
substitute employee on their Update/Display Personnel Data screen.

The Acct # field for the substitute employee is defaulted based upon the absent employee’s gross data
lines set up on the Update/Display Gross Data screen. Any of the absent employee’s gross data account
lines which have a ‘Y’ in the Sub Dist (Substitute Distribution) field will be used to default the
substitute employee’s gross data lines on the leave input screen. The account number Object Code field
for the substitute employee is then defaulted based upon the Substitute Object Code defined for the
absent employee’s payroll class code setup on the Maintain Payroll Class Code Leave Parameters
screen.

The Pay Rate Hrly/Daily (Pay Rate Hourly/Daily) field for the substitute employee is defaulted based
upon the absent employee’s payroll class code setup on the Maintain Payroll Class Code Leave
Parameters screen. Within the payroll class code setup, the correct pay rate is defaulted based upon the
Substitute Rank field defined for the substitute employee on their Update/Display Personnel Data
screen.
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The Days/Hrs Regular (Days/Hours Regular) field for the substitute employee is defaulted based upon
the absent employee’s leave time. The system will convert the employee time from hours to days or
from days to hours, if necessary based upon the absent employee’s payroll class code setup on the
Maintain Payroll Class Code Leave Parameters screen.

Within the payroll class code setup, the correct time conversion is computed based upon the Hourly or
Daily Rates? field. If the rates defined on the Maintain Payroll Class Code Leave Parameters screen
are defined as daily rates (D), and the employee leave time is entered in hours, the system will
automatically convert the hours entered for the employee to days in order to pay the substitute.

Furthermore, the total employee leave time is distributed over the substitute employee’s account lines in
the same proportion as the absent employee’s salary is distributed over their gross data lines on the
Update/Display Gross Data screen. Any of the absent employee’s gross data account lines which have
a ‘Y’ in the Sub Dist (Substitute Distribution) field will be used to default the substitute employee’s
gross data lines on the leave input screen.

The defaulting data on the leave input screen can be overridden and changed at any time by the user.
The leave input screen can be modified manually by overtyping anything on the gross data lines, or
several options are available to quickly modify the substitute’s gross data lines or the absent employee’s
leave time.

If a substitute has replaced the absent employee, several options are available to quickly modify the
substitute’s gross data information. This can be done either when adding a new leave record or when
modifying an existing leave record.

e The total time for the substitute can be quickly modified by using the F21 toggle:
%] (21 - Modify total sub time)
Ml (F21 — Recalculate/Display screen)

e The total time for the substitute can be quickly reallocated across all gross data lines by using the
F22 toggle:

&l (F22 — Modify distribution percentages)
%l (F22 — Recalculate/Display screen)
e The total time for the absent employee can be quickly modify by using the F23 toggle:
%l (F23 — Modify employee leave)
Ml (F23 — Recalculate/Display screen)

A summary of the employee leave balances can be reviewed from within the Input Employee Leave and
Substitute Pay module. The ability to display employees’ leave history from within the Input Employee
Leave and Substitute Pay module allows quick and easy access to employees’ leave history, and also

shows the current leave entered into the Current Leave Input File. The ﬂl (F14 — Employee Leave
Balances) button is available from both data entry screens within the Input Employee Leave and
Substitute Pay module.

Screen Print: The screen print feature allows the user to obtain a screen print of selected personnel

screens. The screen print feature is available on display/inquiry screens which have the ==& button.
The screen print file will be available in the print queue with the name ‘PSCNnnnn’.
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Selecting the drop-down selection icon =, ﬁ (F15 — Code Lookup) or w (F28 — Help Screens)
when offered provides additional assistance with the entry of information.
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Procedure A: Input Employee Leave and Substitute
Pay

Al. Adding Employee leave and Substitute Pay Records

Step  Action
1 From the Business Applications Master Menu, select _3 | (F3 - Personnel System).

The following screen displays:

= = ==
=] PCG Dist=8991 Rel=15.02.00 07/13/2015 PCW 002 !ﬂ CADEVEYS  CASECOND WHITE E 25
Personnel System PERHMENU
FKey Master HMenu

1 | -- Personnel Update Menu

4 | -- Enhanced Substitute Pay and Leave System

5 | -- Legacy Leave Menu
_6 |

-- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 |

-- Special Functions Menu

20 | -- File Reorganization

mter o] | | | [ [ [ | [ [ | [ [ | | 15.62.06

e | 5 | MriSp | AT, | MEND

Step  Action
2 Select _4_| (F4 — Enhanced Substitute Pay and Leave System Menu).
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001
Personnel System PERO3P

Mastar | U6ty |

Enhanced Substitute Pay and Leave System

- Leave Setup Menu
- Leave Update Menu
- Leave Reports Menu

-- Leave History Menu

C\DEYSYS C:\SECOND Ailil

12.01.80

=] uu%wnr@ Ay | VEN

Step  Action
3 Select —2_| (F2 — Leave Update Menu).

Georgia Department of Education

April 4,2018 ¢ 9:09 AM e Page 14 of 147
All Rights Reserved.



PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

Input Employee Leave and Substitute Pay
Import Leave Input Data from C5V
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
Recalculate Yearto-Date Leave on Payroll Record

BE EE kb kREZ

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select _ 1| (F1 — Input Employee Leave and Substitute Pay).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND : - = x|
Input Employee Leave and Substitute Pay LUIg160

Enter the leave data you wish to maintain or create:
Absent employee no.: v| - 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.

EN“V FlP%IF2‘£‘ Fsé F'| FS FS F? FE u FS’ FiOY FHE FIZE EI:;II IF‘H!Bnl Fis& 13-‘]1-‘]3
FIS« F17E|;)|F|8m r:zof'i'rl;: r:zoglg :2030[\; Help
Step Action
5 If there is an absent employee: Enter the employee number of the absent employee in the

Absent employee no. field, or select the drop-down selection icon X! to locate the correct
employee number.

If the employee number is unknown, select ﬁl (F15 — Find Employee). When the Select
Employee screen displays, follow normal procedures to locate the employee’s information.
When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates
the employee number in the Absent employee no. field on the screen.

If there is no absent employee: Check the selection box Hto the right of the If no absent
employee, check here field.

When checked, the selection box displays l¥lto indicate that there is no absent employee,
and only substitute pay is being entered.

6 Enter the starting leave date in the Starting leave date field, or select the drop-down
selection icon | to locate an existing employee leave record.

The Starting leave date is the date of the first day of the employee’s absence.
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7 Enter the leave type and reason codes in the Leave type and the Leave reason fields, or
select the drop-down selection icon ~| within the Leave type field to locate the correct
leave codes.

A selection from the drop-down selection box will cause both the Leave type and the Leave
reason fields to be populated.

8 Enter the total number of days or hours the employee is absent in the Days absent or Hours
absent field. Entry is required in either the Days absent or the Hours absent field, but not
both.

If leave time is being refunded, enter negative days or hours.

The total time entered represents the amount of time to be deducted from the employee’s
leave balance, regardless of the Starting leave date entered. For example, if the Starting
leave date is a Friday, and the total number of Days absent is three, the system tabulates
three days of leave. More than likely the three days represent a Friday, a Monday, and a
Tuesday, but the system does not care which days the employee was absent.

9 If a substitute replaced the absent employee: Enter the employee number of the substitute
in the Substitute employee no. field, or select the drop-down selection icon | to locate the
correct employee number. The employee must be in a payroll class defined as a substitute
(S) class.

If the employee number is unknown, select ﬁ (F15 — Find Employee). When the Select
Employee screen displays, follow normal procedures to locate the employee’s information.
When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates
the employee number in the Substitute employee no. field on the screen.

If no substitute replaced the absent employee: Select the selection box Hto the right of
the If no substitute, check here field.

When selected, the selection box displays [l to indicate that no substitute replaced the
absent employee.

10 Select ﬁl (F13 — Create New Record).

11 If no substitute replaced the absent employee: proceed to Step 12.
If a substitute replaced the absent employee: proceed to Step 15.
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If no substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND = Iﬁllﬂ
Input Employee Leave and Substitute Pay LUIg160
Absent Employee Info: Emp. no. 88594 CO7ONADD, MAFHTA Status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 282 Location 886282
Hrs/Day 8.888 Job 185 TEACHERS
Leave date 3/786/20813 Type A1 SICK LEAVE Reason 81 SICK LEAVE
Hemo

Days absent 3.0088 -or- Hours absent
EN“'V Fi P%I F2‘% F= é F» F5 Fs F7 F2 n Fa , FiOY Fil E' Fiz E' E’:? I#;Bnl Fisa 13.01.00
FIS« F17E|;)| Fiz W r:zof'i'rl;: r:zoglg :2030[\; Help

If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DE¥SYS C:\SECOND =] x|
Input Employee Leave and Substitute Pay LUIB1ea
Absent Employee Info: Emp. no. 88594 CO70NADOD, HMAFHTA Status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 202 Location 0868202
Hrs/Day 8.068 Job 185 TEACHERS
Leave date 3/786/2013 Type A1 SICK LEAVE Reason 81 SICK LEAVE
Hemo
Employee leave: Days absent --eas -o0Kr- Hours absent
Substitute Info: Sub. no. B9957 AD4IR, CE4ESTA Status A -- Active
SSN 999-088-9957 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt’'l HrlyfDaly  Regular Gross Distrib %
81. Dx[6825 13 160 _ 20641 1866 11360 _362 1 78.088 .18 7.08 .2008
82. D BB25 13 1668 _ 2041 1660 11360 _162 1 70.0008 1@ 7.08 .2000
3. D 8825 13 1688 _ 2641 1860 11388 _262 1 70.888 .25 17.58 .5e88
84. D BB25 13 1668 _ 2041 1660 113608 _161 1 70.0008 .85 3.58 .1600
es. . ____ e8___ _ __ 0 _
86. _ Li1: R _
er. _ ___ e8__ _ __ 0  _
a8. _ Li1: R _
9. _ 8 _
18. _ Li1: R _

-5a 35.88 1.00888

Reg Daily w/Pension and Taxes

ENTEV Fl'% FZ‘% F3§ F‘I F! FS F? F3 u FS’ FIDY F“@ FIZE :':;“ IF-'I"‘:BRI- FISQ 13-“1-“3
e8| B0 o T ForTve | ro v | rasiv Help
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Once the user enters this second screen of data (shown above), the employee leave time and the total
time being paid to the substitute employee are independent. For example, if the absent employee was
out for .5 days, the substitute employee may still be paid for a full day (1 day). If the substitute time
does not match the absent employee leave time when the user saves the record, a warning dialog box is
displayed as shown below.

Substitute Time / Employee Time Mismatch EI

Tj The substitute time does nok match the absent emplovee leave time,
[

Al

If no substitute replaced the absent employee, complete Steps 12 - 14.

12

Enter a description of the employee’s leave in the Memo field. This field is optional and is
for informational purposes only.

13

Enter the total number of days or hours the employee is absent in the Days absent or
Hours absent field. Entry is required in either the Days absent or the Hours absent field,
but not both.

If leave time is being refunded, enter negative days or hours.

The Days absent or the Hours absent fields will default based upon the time entered by
the user in Step 8. If desired, the user may modify the amount of leave time here.

The total time entered represents the amount of time to be deducted from the employee’s
leave balance, regardless of the Starting leave date entered. For example, if the Starting
leave date is a Friday, and the total number of Days absent is three, the system tabulates
three days of leave. More than likely the three days represent a Friday, a Monday, and a
Tuesday, but the system does not care which days the employee was absent.

14

Proceed to Step 22.
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If a substitute replaced the absent employee, complete Steps 15 - 21.

15 Enter the processing type in the Proc Type field, or select the drop-down selection icon L
within the Proc type field. Only daily or hourly processing types are allowed.

Valid values: Reqular Gross Types:

D — Regular daily with pension and taxes
H — Regular hourly with pension and taxes

Special Gross Types:

A —Daily/Hourly adjustment NO pension calculation
X — Daily/Hourly, with FICA, NO pension/annuities or tax calculation
P — Daily/Hourly adjustment with taxes and pension calculation

The Proc Type field for the substitute employee is defaulted based upon the Substitute
Process Type field defined for the absent employee’s payroll class code setup on the
Maintain Payroll Class Code Leave Parameters screen.

The defaulting data can be overridden and changed at any time by the user.

The field’s entry determines how payroll pension and taxes are calculated and/or if
PCGenesis clears the entry during payroll setup. “No pension” means that annuities will
not be calculated either.

When entering an account number within the Acct# Yr Fnd F Prgm Fnct Objct Fcty B
Add¢t’1 field(s), make an entry in the Proc Type field.

When entering D (Daily) or H (Hourly) in the field, entries are also required in the Pay
Rate Hrly/Daly and Days/Hrs Regular fields.
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Complete Steps 16 - 21 for each Proc Type entered in Step 15.

16

Pay Type: Optional. Used only for the new detailed pay stub.

Enter the pay type or select the drop-down selection icon ~linthe Pay Type field to
define the employee’s pay type.

The Pay Type field for the substitute employee is defaulted based upon the absent
employee’s payroll class code setup on the Maintain Payroll Class Code Leave
Parameters screen. Within the payroll class code setup, the correct Pay Type is defaulted
based upon the Substitute Rank field defined for the substitute employee on their
Update/Display Personnel Data screen.

The defaulting data can be overridden and changed at any time by the user.

The new detailed check stub contains a new section of data entitled Current Hours and
Earnings. The current earnings will print based upon the Pay Type entered for the gross
data line. The Current Hours and Earnings section on the detailed check stub will list the
pay type descriptions, along with the pay rates, regular and overtime hours, regular and
overtime pay, and contract amounts.

In order to get a proper breakdown of the earnings, users will need to categorize their
employees’ Gross Data earnings by Pay Type before utilizing the new detailed pay check
statement. All gross data lines with the same Pay Type and Pay Rate will be summarized
(and accumulated) on ONE earning line on the check stub.

The pay types are user-defined. Detailed instructions for setting up Pay Type codes are in
the Payroll System Operations Guide, Section F. — Description/Deduction/Annuity File
Processing.

NOTE: The names Pay Type and Compensation Type are used interchangeably. The
codes used to define Pay Type on the Update/Display Gross Data screen are called
Compensation Type (code ‘P’) on the Maintain Description Records screen. The Pay
Type table is defined in the Description File under ‘P — Compensation Type’.

The defaulting entry ‘0000’ prints as ‘Regular Pay’ on the detailed check stub.
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17

Enter the account information or select the drop-down selection icon ~linthe (Acct#) Yr
Fund F Prgm Fnct Objct B Addt’l field to select the employee’s payroll gross
distribution account information.

The Acct # field for the substitute employee is defaulted based upon the absent employee’s
gross data lines set up on the Update/Display Gross Data screen. Any of the absent
employee’s gross data account lines which have a ‘Y’ in the Sub Dist (Substitute
Distribution) field will be used to default the substitute employee’s gross data lines on this
screen. The account number Object Code field for the substitute employee is then
defaulted based upon the Substitute Object Code defined for the absent employee’s
payroll class code setup on the Maintain Payroll Class Code Leave Parameters screen.

The defaulting data can be overridden and changed at any time by the user.

For each account entered, make the appropriate entries within the Proc Type, Pay Rate,
Reg Hours, and Reg Gr fields.

If the account number is unknown, select ﬁ (F15 — Look up account). If there are
more than 930 account line entries in the drop down selection box, the message “*** Too
many items to display — Set a filter ***” displays indicating the Chart of Accounts has
more entries than can be displayed. A suggestion for the user to utilize the “Set Filter”
feature” will then be displayed.

18

For Days/Hours entries: Enter the hourly or daily rate of pay in the Pay Rate
Hrly/Daily (Pay Rate Hourly/Daily) field.

The Pay Rate Hrly/Daily (Pay Rate Hourly/Daily) field for the substitute employee is
defaulted based upon the absent employee’s payroll class code setup on the Maintain
Payroll Class Code Leave Parameters screen. Within the payroll class code setup, the
correct pay rate is defaulted based upon the Substitute Rank field defined for the
substitute employee on their Update/Display Personnel Data screen.

The defaulting data can be overridden and changed at any time by the user.
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19

For Regular Days/Hours entries: Enter the number of regular work hours in the
Days/Hrs Regular (Days/Hours Regular).

The Days/Hrs Regular (Days/Hours Regular) field for the substitute employee is
defaulted based upon the absent employee’s leave time. The system will convert the
employee time from hours to days or from days to hours, if necessary based upon the
absent employee’s payroll class code setup on the Maintain Payroll Class Code Leave
Parameters screen.

Within the payroll class code setup, the correct time conversion is computed based upon
the Hourly or Daily Rates? field. If the rates defined on the Maintain Payroll Class Code
Leave Parameters screen are defined as daily rates (D), and the employee leave time is
entered in hours, the system will automatically convert the hours entered for the employee
to days in order to pay the substitute.

Furthermore, the total employee leave time is distributed over the substitute employee’s
account lines in the same proportion as the absent employee’s salary is distributed over
their gross data lines on the Update/Display Gross Data screen. Any of the absent
employee’s gross data account lines which have a ‘Y’ in the Sub Dist (Substitute
Distribution) field will be used to default the substitute employee’s gross data lines on this
screen.

To reduce the employee’s current pay, enter a negative (-) number in the field. Enter
minutes in the quarter-hour decimal format. For example, enter 30 minutes as ‘0.50".

20

Reg Gross: Enter the employee’s gross salary amount or the total number of days or
hours multiplied by the employee’s pay rate in the Reg Gross (Regular Gross) field.

If'S’, ‘B’, Y’, or ‘Q’ was entered in the Proc Type field, an entry is required in the field.
PCGenesis will calculate the entry in the Reg Gr fields for the remaining processing types.

21

If there are additional Proc Types: Select the Tab key to access the next Proc Type field
and repeat this procedure at Step 15.

22

Select j (Enter - validate) to validate the record.

Once the data on the screen has been finalized, and Enter has been selected, the system
will recalculate the Distribution % fields, if necessary, to correctly reflect the distribution
of the substitute days/hours over the gross data account lines on the screen.

Select r=&# (F3 — Print this data) to obtain a screen print of the Input Employee Leave
and Substitute Pay screen. The screen print file will be available in the print queue with
the name ‘PSCNnnnn’.

To scroll up and down on the screen, select the appropriate icon =~EJ |, 7] |, 5] |, A
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:'\SECOND _Iﬂlﬂ
Input Employee Leave and Substitute Pay LUIe160
Absent Employee Info: Emp. no. 88594 CO7ONADO, MA7HTA Status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 202 Location 888282
Hrs/Day 8._068 Job 185 TEACHERS
Leave date 3/86/2813 Type A1 SICK LEAVE Reason 61 SICK LEAVE
Hemo
Employee leave: Days absent 5888 -or- Hours absent
Substitute Info: Sub. no. B9957Y AD4IR, CE4ESTA Status A —— Active
SSH 999-88-9957 Class 9 SUBSTITUTE TEACHER WWork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Reqular

Type Type Y¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/fDaly Regular Gross Distrib %
1. D'|9925 13 188 _ 20641 1060 113608 382 1 70.000 .18 7.808 .2000
2. b 8825 13 188 _ 2841 160688 113688 _182 1 78.888 .18 7.88 .2@88
03. D 08825 13 160 _ 20641 16680 11368 262 1 70.000 .25 17.58 5080
s, D 8825 13 188 _ 2841 16688 11368 _181 1 78.8808 -85 3.58 .1888
5. _ 88 —
e6. _ __ 88 ___ _ __ 0 _
a7. _ 88 —
8. _ 88 —
a9, _ i1 —
18. _ 88 —

.58 35.88 1.08608

Reg Daily w/Pension and Taxes

Record Ualidated Successfully —— F8 to Save
::i — = ﬂ@ﬂ@ﬂ@?@-ﬂ FSI FIOY FnE' F12E| e e FISQ 13.81.00

« = m MoDIFY | MODIFY | MODIFY
Fi5 Fiz = | F1s FeiTive | P2z 35 | Fes LW Help

Verify “Record Validated Successfully — F8 to Save.” displays, and select @ (F8 —
Save changes).
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND - = x|
Input Employee Leave and Substitute Pay LVIg160

Enter the leave data you wish to maintain or create:

Absent employee no.: 885911j - or - If no absent employee, check here: [
CO70NADD, HMA7HTA

Starting leave date: 3/86/2813
Leave type: A1 SICK LEAVE

Leave reason: 1 SICK LEAUE

Days absent: -5068 - or - Hours absent:
Substitute employee no.: 89957 - or - If no substitute, check here: [

AD4IR, CE4ESTA

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

Record Added Successfully

[EAn pa L é'ﬂ@ rs FS F7 Fz u Fa , FIOY FnE' F12E| E’:;ﬂ IF'KBM FISQ 13.61.00
F1€« F|7E|} mm_ff ’:;?‘i’rl;s :zozw“}: :zogllr_" Help

Step  Action

24 Verify “Record Added Successfully” displays, and select ﬁl (F16 — Exit) to return to
the Leave Update Menu screen.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND = |E |£|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- 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
- Recalculate Yearto-Date Leave on Payroll Record

e EE kb EREi

Master | Vo1 | 12.02._00

eS| 15 | Morip | RAY, | VEND

Step Action

25 Select ﬁl (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or
select Ml (Master) to return to the Business Applications Master Menu.
26

To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).
To print the report via Microsoft® Word: Select @l (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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A2. Modifying Employee Leave and Substitute Pay Records

1 From the Business Applications Master Menu, select -3 | (F3 - Personnel System).

The following screen displays:

— — ]
=] PCG Dist=8991 Rel=15.02.00 07/13/2015 PCW 002 gﬂ CADEVSYS  CASECOMND WHITE E &8
Personnel System PERHENU
FKey Master HMenu

-- Personnel Update Menu

-- Enhanced Substitute Pay and Leawve System
-- Legacy Leave Menu
-- Personnel Reports Menu

-- Salary Projection Menu
-- Special Functions Menu

1
4
5|
6]
11 | -- Employee Contract File Export
12 |
13 |
20 |

-- File Reorganization

e Vo] [ | | [ [ [} [ [ | [ [ | | 15.62.06

e | 5 | MriSy | B4R | MEND

Step  Action
2 Select 4| (F4 — Enhanced Substitute Pay and Leave System Menu).
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001
Personnel System PERO3P

Mastar | U6ty |

Enhanced Substitute Pay and Leave System

- Leave Setup Menu
- Leave Update Menu
- Leave Reports Menu

-- Leave History Menu

C\DEYSYS C:\SECOND Ailil

12.01.80

=] uu%wnr@ Ay | VEN

Step  Action
3 Select —2_| (F2 — Leave Update Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

Input Employee Leave and Substitute Pay
Import Leave Input Data from C5V
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
Recalculate Yearto-Date Leave on Payroll Record

BE EE kb kREZ

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select _ 1| (F1 — Input Employee Leave and Substitute Pay).

Georgia Department of Education

April 4,2018 ¢ 9:09 AM e Page 29 of 147
All Rights Reserved.



PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND - = x|
Input Employee Leave and Substitute Pay LUIg160

Enter the leave data you wish to maintain or create:
Absent employee no.: v| - 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.

EN“V FlP%IF2‘£‘ Fsé F'| FS FS F? FE u FS’ FiOY FHE FIZE EI:;II IF‘H!Bnl Fis& 13-‘]1-‘]3
FIS« F17E|;)|F|8m r:zof'i'rl;: r:zoglg :2030[\; Help
Step Action
5 If there is an absent employee: Enter the employee number of the absent employee in the

Absent employee no. field, or select the drop-down selection icon X! to locate the correct
employee number.

If the employee number is unknown, select ﬁl (F15 — Find Employee). When the Select
Employee screen displays, follow normal procedures to locate the employee’s information.
When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates
the employee number in the Absent employee no. field on the screen.

If there is no absent employee: Check the selection box Hto the right of the If no absent
employee, check here field.

When checked, the selection box displays l¥lto indicate that there is no absent employee,
and only substitute pay is being entered.

6 Enter the starting leave date in the Starting leave date field, or select the drop-down
selection icon | to locate an existing employee leave record.

The Starting leave date is the date of the first day of the employee’s absence.
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If the drop-down selection icon | has been selected in the Starting leave date field, the following
screen displays:

B PCG Select Leave Input Record ;lglil

Employee numbetr: 28504
Hame: CO7OHADD, MA7HTA

Sub Ho Sub Hame Leave Date Time OFF Leave Type Leave Reason
0onoon_ MO SUBSTITUTE 08 7£2012 1.0000 DAYS Al SICK LEAVE 01_SICK LEAVE
088599 MC2LOUD, ME2IDETH 03/02/2013 1.0000 DAYS A2 OTHER 02 JURY DUTY
089957 AD4IR. CE4ESTA 03/06/2013 5000 DAYS Al SICK LEAYE 01 SICK LEAVE

Enter employee number: [2g594 - or - Enter substitute number: D
He-liltml Done | Cancel |

7 The Select Leave Input Record screen allows the user to view the existing leave records for
either an absent employee or a substitute.

To view all leave records currently on the Current Leave Input File for an absent
employee: Enter the employee number in the Enter employee number field and select the

ml (Re-filter) button.

To view all leave records currently on the Current Leave Input File for a substitute
employee: Enter the substitute employee number in the Enter substitute number field and

select the _Refilter | (Re-filter) button.

8 Highlight the desired leave record, and either double-click on the selected line, or select the
Done

(Done) button to select the record. If a leave record has been selected, the leave
record information will populate the Leave Input screen.

Select the ﬂl (Cancel) button to close the drop-down selection box without returning
the leave record information to the Leave Input screen.
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If a record has been selected from the drop-down selection icon ~linthe Starting leave date field, the
leave record fields will be populated as shown on the following screen:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001  C:\DE¥SYS C:\SECOND : — =] x|
Input Employee Leave and Substitute Pay LUIB18a

Enter the leave data you wish to maintain or create:
Absent employee no.: B8594 - or - If no absent employee, check here: [°

CO70ONADOD, HA7HTA

Starting leave date: 3862813 v|

Leave type: A1 SICK LEAUE
Leave reason: @81 SICGK LEAVE

Days absent: 58088 - or - Hours absent:

Substitute employee no.: 89957 - or - If no substitute, check here: r

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

EN“V FlP%IF2‘% FB% F'| FS FS F? F2 u F9, FIDY F“@ F|2E El:;ﬂ H‘"}Bnl FISQ 13-01-33
FIS« F17E?|F|sm ‘ ":zof'i'rl;:| r:zogli}: |;12013:|Ir_\; Help
Step Action
9 Verify the leave type and reason codes in the Leave type and the Leave reason fields, or
select the drop-down selection icon ~| within the Leave type field to locate the correct
leave codes.

A selection from the drop-down selection box will cause both the Leave type and the Leave
reason fields to be populated.

10 Verify the total number of days or hours the employee is absent in the Days absent or
Hours absent field. Entry is required in either the Days absent or the Hours absent field,
but not both.

If leave time is being refunded, enter negative days or hours.

The total time entered represents the amount of time to be deducted from the employee’s
leave balance, regardless of the Starting leave date entered. For example, if the Starting
leave date is a Friday, and the total number of Days absent is three, the system tabulates
three days of leave. More than likely the three days represent a Friday, a Monday, and a
Tuesday, but the system does not care which days the employee was absent.
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Ste Action

11 If a substitute replaced the absent employee: Verify the employee number of the
substitute in the Substitute employee no. field, or select the drop-down selection icon =l to
locate the correct employee number. The employee must be in a payroll class defined as a
substitute (S) class.

If the employee number is unknown, select ﬁl (F15 — Find Employee). When the Select
Employee screen displays, follow normal procedures to locate the employee’s information.
When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates
the employee number in the Substitute employee no. field on the screen.

If no substitute replaced the absent employee: Select the selection box Hto the right of
the If no substitute, check here field.

When selected, the selection box displays ¥l to indicate that no substitute replaced the
absent employee.

12 Select El (Enter — Edit Record).

If no substitute replaced the absent employee, the following screen displays:

= PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 CHDEYSYS C:\SECOND _ISIEI
Input Employee Leave and Substitute Pay LUIB18a
Absent Employee Info: Emp. no. 88594 CO7ONADOD, MAFHTA Status A -- Active
S5H 999-p8-8594 Class 5 TEACHERS Work Loc 282 Location 6808282
Hrs/Day 8.888 Job 185 TEACHERS
Leave date &/17/2812 Type A1 SICK LEAVE Reason 81 SICK LEAVE
Hemo

Days absent 1.00888 -or- Hours absent
EN“'V Fl’%IF2‘% Fsé F'| Fs Fs F? F& n FQI FIOY FnE' F|2E| E’:g‘ IE}'I:BHI' FISQ 13.01.098
FIS« F17EID|F|3@ r:zof'i'rl;: r:zogli}: ;‘zosmlr_\'(v Help
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If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ IEI
Input Employee Leave and Substitute Pay LUIg160
Absent Employee Info: Emp. no. 88594 CO7ONADD, MAFHTA Status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 282 Location 886282
Hrs/Day 8._8608 Job 185 TEACHERS
Leave date 3/786/20813 Type A1 SICK LEAVE Reason 81 SICK LEAVE
Hemo
Employee leave: Days absent .5a88 -or- Hours absent
Substitute Info: Sub. no. 89957 AD4IR, CELESTA Status A —— Active
SSN 999-88-9957 Class 9 SUBSTITUTE TEACHER Mork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l HrlyfDaly  Regular Gross Distrib %
1. Q'lﬂﬂ25 13 188 _ 2641 10660 11308 _382 1 70.0008 .18 /.88 .2000
82. D 8825 13 188 _ 2841 1688 11368 _182 1 78.08808 .18 7.88 .2888
83. D 08825 13 160 _ 2041 1008 11368 _262 1 70.0008 .25 17.58 .80
4. D BB25 13 188 _ 2841 1688 11368 _161 1 78.08808 - 85 3.58 .1888
85. _ e _
e6. _ ____ 88 __  _ __ 0 _
87. _ e _
8. _ 88 —
9. _ 88 —
18. _ 88 _ —

.58 35.00 1.808088

EN“'V n'%lrz‘% r= 9 | ol FS FS F? Fz = Fs, FiOY FnE' an' Fie . Fis& 13.01.006
FIS« F17E|;)|F|8m r:zof'i'rl;: r:zoglg :2030[\; Help

Once the user enters this second screen of data (shown above), the employee leave time and the total
time being paid to the substitute employee are independent. For example, if the absent employee was
out for .5 days, the substitute employee may still be paid for a full day (1 day). If the substitute time
does not match the absent employee leave time when the user saves the record, a warning dialog box is
displayed.

Substitute Time / Employee Time Mismaktch ll

The subskitute time does not match the absent emploves leave time,

t.;,

Allow

] Mo |
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Step Action

13 Make the appropriate changes and select E (Enter - Validate) to validate the record.

Once the data on the screen has been finalized, and Enter has been selected, the system
will recalculate the Distribution % fields, if necessary, to correctly reflect the distribution
of the substitute days/hours over the gross data account lines on the screen.

Select =& (F3 — Print this data) to obtain a screen print of the Input Employee Leave
and Substitute Pay screen. The screen print file will be available in the print queue with
the name ‘PSCNnnnn’.

To scroll up and down on the screen, select the appropriate icon £ |, e |, [ |, A |

The following screen displays:

B pPCG Dist=§991 Rel=13.01.00 03/06/2013 PCW 001  C:\DEWSYS C:\SECOND _ = x|
Input Employee Leave and Substitute Pay LuIa18e
Absent Employee Info: Emp. no. 88594 CO7OHADO, HAZHTA Status 0 -- Active
$SH 999-88-8594 Class 5 TEACHERS Work Loc 282 Location 808282
Hrs/Day &.888 Job 185 TEACHERS
Leave date 3/86/2813 Type A1 SICK LEAVE Reason B1 SICK LEAUE
Hemo
Employee leave: Days absent .-aoe -or- Hours absent
Substitute Info: Sub. no. 89957 AD4IR, CE4ESTA Status A —— Active
$SH 999-@8-9957 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.0888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type Y¥r Fnd F Prgm Fnct Objct Fcty B Addt"l Hrly/Daly Regular Gross Distrib %
1. D=|B825 13 188 _ 2841 160688 113688 _3A82 1 78.888 .18 7.88 .2@88
g2. b 06825 13 1688 _ 2641 16868 11388 _162 1 70.888 .18 7.88 .28688
3. b B825 13 1688 _ 2841 16688 113688 _282 1 78.880 .25 17.58 5888
84, D 6825 13 1688 _ 2641 1868 11388 _161 1 78.888 .85 3.58 .1888
5. _ 88 _

86. _ i1 _
a7, _ 88 _
a8. _ i1 _
9. _ 88 _
18. _ a8 _
.a 35.88 1.00888

Reqg Daily w/Pension_and Taxes

@idated Successfully —- Fm
k F1 E F: — = F7 ﬂ F3 , F‘OY Fii @ FiZ E :ﬁ;ﬂ IF""iBHl FISQ 13 b 31 b aa

h =1 ,m. MODIFY | MODIFY | MODIFY
FiE Fiz=i | Fiz FeiTive | P2z 3 | Fez Ly Help

Step | Action
14

Verify “Record Validated Successfully — F8 to Save.” displays, and select @ (F8 —
Save changes).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:'\SECOND _Iﬂlﬂ
Input Employee Leave and Substitute Pay LUIe160
Absent Employee Info: Emp. no. 88594 CO7ONADO, MA7HTA Status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 202 Location 888282
Hrs/Day 8._068 Job 185 TEACHERS
Leave date 3/86/2813 Type A1 SICK LEAVE Reason 61 SICK LEAVE
Hemo
Employee leave: Days absent 5888 -or- Hours absent
Substitute Info: Sub. no. B9957Y AD4IR, CE4ESTA Status A —— Active
SSH 999-88-9957 Class 9 SUBSTITUTE TEACHER WWork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Reqular

Type Type Y¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/fDaly Regular Gross Distrib %
al. Q'lBBZS 13 1688 _ 2641 1668 11388 _362 1 70.888 .18 7.88 .2808
2. b 8825 13 188 _ 2841 160688 113688 _182 1 78.888 .18 7.88 .2@88
83. b 06825 13 166 _ 2641 1666 11388 _262 1 70.888 .25 17.58 .-eoa
s, D 8825 13 188 _ 2841 16688 11368 _181 1 78.8808 -85 3.58 .1888
5. _ 88 —
e6. _ __ 88 ___ _ __ 0 _
a7. _ 88 —
8. _ 88 —
a9, _ i1 —
18. _ 88 —

.-a 35.68 1.00888
Reg Daily w/Pension and Taxes
@ated Successfully -—- F16m

£ n'i F — — ﬂ@ﬂ@“ﬁ@?@-ﬂ s , FIOY FnE' F12E| E’:;ﬂ IF'KBM FISQ 13.01.08
F1€« F|7E|} mm_ff ’:;?‘i’rl;s :zozw“}: :zogllr_" Help

Step | Action

15 Verify “Record Updated Successfully ” displays, and select e (F16 — Exit) to return to
the previous screen.
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND - = x|
Input Employee Leave and Substitute Pay LVIg160

Enter the leave data you wish to maintain or create:

Absent employee no.: 885911j - or - If no absent employee, check here: [
CO70NADD, HMA7HTA

Starting leave date: 3/86/2813
Leave type: A1 SICK LEAVE

Leave reason: 1 SICK LEAUE

Days absent: -5068 - or - Hours absent:

Substitute employee no.: 89957 - or - If no substitute, check here: [
ADLIR, CEMESTA

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

Record Updated Successfully —- F16m
EN o
Fi' I

= — = ﬂ@ﬂ@'ﬂ!@'?ﬁ-ﬂ F3 , FIOY FnE' F12E| s IF'KBM FISQ 13.61.00

« = m HopoiFy | HMoDiEyY: | MODIEY:
Fi5 Fiz =i | Fis EiTine| Fez % | Fesllw Help

" Action

16 Verify “Record Updated Successfully ” displays, and select ﬁl (F16 — Exit) to return to
the Leave Update Menu screen.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND = |E |£|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- 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
- Recalculate Yearto-Date Leave on Payroll Record

e EE kb EREi

Master | Vo1 | 12.02._00

eS| 15 | Morip | RAY, | VEND

Step Action

17 Select ﬁl (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or
select Ml (Master) to return to the Business Applications Master Menu.
18

To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).
To print the report via Microsoft® Word: Select @l (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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A3. Modifying Total Substitute Time

If a substitute has replaced the absent employee, several options are available to quickly modify the
substitute’s gross data information. This can be done either when adding a new leave record or when
modifying an existing leave record. For example, it is possible to quickly modify the total time for the

substitute by using the F21 toggle: %l (F21 — Modify total sub time) and M (F21 -
Recalculate/Display screen). This procedure describes how to modify the total days/hours for the
substitute.

If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND - IE IEI
Input Employee Leave and Substitute Pay LUIB18a
Absent Employee Info: Emp. no. 88504 CO70NADD, HMAZHTA Status n -- nActive
SSH 999-88-8594 Class 5 TEACHERS Work Loc 262 Location 886282
Hrs/Day  8.008 Job 185 TEACHERS
Leave date 3/786/2013 Type A1 SICK LEAVE Reason 81 SICK LEAVE
Memo
Employee leave: Days absent -Laee -or- Hours absent
Substitute Info: Sub. no. 89957 AD4IR, CE4ESTA Status A —— Active
SSN 999-88-9957 Class 9 SUBSTITUTE TEACHER Mork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs  Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt’'l HrlysDaly  Regular Gross Distrib %
61. D >|8825 13 160 _ 20641 18688 11388 3062 1 78.0688 .18 7.88 .2868
2. D 6825 13 166 _ 2641 1060 11388 _162 1 70.0888 .18 7.88 -2p00
83. D 8625 13 1686 _ 2641 1868 11388 _282 1 70.086 .25 17.58 .5888
4. D 6825 13 166 _ 2641 1066 11388 _161 1 70.0888 -85 3.58 -1888
5. _ Li1: R —
86. _ 8 _ —
a7, _ L1 —
8. _ 8 _ —
ee. _ ___ e8__ _ ____ 0  _
18. _ Li1: I —

-ta 35.88 1.00888

Reg Daily w/Pension and Taxes

EN“V FlP% F2‘% Fsé F» id Fs F? F& n FS’ FIOY FnE' F|2E| E’:? Il-:':'-:Bnl FISQ 13.01.00
Fis« F17E;) mm r:on_rI;: 20?(’; rF‘zosmlr_\'rhl' Help

Step  Action

If a substitute replaced the absent employee, complete Steps 1 —5 in order to modify the total
days/hours for the substitute.

Select %l (F21 — Modify total sub time) in order to modify the total days/hours for the
substitute.
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If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ IEI
Input Employee Leave and Substitute Pay LUIg160
Absent Employee Info: Emp. no. 88594 CO7ONADD, MAFHTA Status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 282 Location 886282
Hrs/Day 8._8608 Job 185 TEACHERS
Leave date 3/786/20813 Type A1 SICK LEAVE Reason 81 SICK LEAVE
Hemo
Employee leave: Days absent .5a88 -or- Hours absent
Substitute Info: Sub. no. 89957 AD4IR, CELESTA Status A —— Active
SSN 999-88-9957 Class 9 SUBSTITUTE TEACHER Mork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l HrlyfDaly  Regular Gross Distrib %
81. D @825 13 180 2041 1000 113688 302 1 70.000 .18 7.00 .2000
2. D 8825 13 188 2841 10848 11388 182 1 7a.a88 .18 7.88 .2888
83. D @025 13 180 2041 1000 113608 2062 1 70.000 .25 17.50 .80
1

84. D 8825 13 188 2841 16848 11388 101 7a.a88 .85 3.58 .1888
a5 L]
a6 !
a7 L]
a8 il!]
a9 1]
18 il!]
.58 35.00 1.808088
Mode changed to update
EN“V FiP%IF2‘% Fsé F'| X FS F? FE u F& , FiOY FHE FIZE EI:;II IF":"’!Bnl Fisa 13-‘]1-‘]‘3
FIS« F17E|;)|F|8m \ ?‘2“1‘30" 20352 :2030[\; Help
Step  Action
2 For Regular Days/Hours entries: Modify the total days/hours for the substitute.

Once on this screen (shown above), the employee leave time and the total time being paid
to the substitute employee are independent. For example, if the absent employee was out
for .5 days, the substitute employee may still be paid for a full day (1 day). If the
substitute time does not match the absent employee leave time when the user saves the
record, a warning dialog box is displayed.

EMWTER
Select j (Enter - validate) to validate the record and recalculate values.

Once the data on the screen has been finalized, and Enter has been selected, the system
will recalculate the Days/Hrs Regular fields, if necessary, to correctly reflect the
distribution of the total substitute days/hours over the gross data account lines on the
screen. The time is distributed based upon the distribution percentages (Distrib %)
associated with each gross data line.
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Step Action

4 Select M (F21 — Recalculate/Display screen) in order to modify the total days/hours

for the substitute.

Once the data on the screen has been finalized, and F21 (Recalculate/Display screen) has
been selected, the system will recalculate the Days/Hrs Regular fields, if necessary, to
correctly reflect the distribution of the total substitute days/hours over the gross data
account lines on the screen. The time is distributed based upon the distribution
percentages (Distrib %) associated with each gross data line.

If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001  C:\DEYSYS C:\SECOND —[=1xl
Input Employee Leave and Substitute Pay LUIgi8a
Absent Employee Info: Emp. no. 88594 CO70NADOD, HMAFHTA Status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 202 Location 808282
Hrs/Day 8.008 Job 185 TEACHERS
Leave date 3/786/2013 Type A1 SICK LEAVE Reason 81 SICK LEAVE
Hemo
Employee leave: Days absent --eas -o0Kr- Hours absent
Substitute Info: Sub. no. 89957 AD4IR, CE4ESTA Status A —— Active
SSN 999-088-9957 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt’'l HrlysDaly  Regular Gross  Distrib %
81. Dx[8825 13 160 _ 20641 1866 11360 _362 1 78.088 .28 14.88 .2008
2. D 8825 13 1686 _ 2641 1068 11388 _162 1 70.0888 -28 14.88 -28008
83. D BA25 13 188 _ 2841 18688 11368 _262 1 78.088 .58 35.88 .5008
84. D BB25 13 1668 _ 2041 1660 113608 _161 1 70.0008 1@ 7.08 .1600
a5, _ L1 -
86. _ 8 _ _
er. _ ___ e8__ _ __ 0  _
a8. _ Li1: R _
ee. _ ___ e8__ _____ _  _  _
18. _ Li1: I _

1.688 7a.88 1.00888

Reg Daily w/Pension and Taxes

EN“V Fi '% F2‘£‘ Fz é ‘ F-r ‘ Fs | Fs | F? Fg n Fa ’ FIOY Fil E' Fiz E' e IF'::'&B"I' FISQ 13.01.00
Fis« F17E;) mm r:on_rI;: r:zoglg rF‘zosmlr_\'rhl' Help

Step  Action

5 Continue processing as described above in Section Al. Adding Employee Leave and
Substitute Pay Records or Section A2. Modifying Employee Leave and Substitute Pay
Records.
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A4. Modifying Distribution Percentages

If a substitute has replaced the absent employee, several options are available to quickly modify the
substitute’s gross data information. This can be done either when adding a new leave record or when
modifying an existing leave record. For example, it is possible to quickly reallocate the total time for the

substitute across all gross data lines by using the F22 toggle: % (F22 — Modify distribution

percentages) and %l (F22 — Recalculate/Display screen). This procedure describes how to modify the
distribution percentages for the substitute.

If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001  C:\DE¥SYS C:\SECOND —[=1xl
Input Employee Leave and Substitute Pay LUIB18a
Absent Employee Info: Emp. no. 88594 CO70NADOD, HMAFHTA Status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 202 Location 808282
Hrs/Day 8.008 Job 185 TEACHERS
Leave date 3/786/2013 Type A1 SICK LEAVE Reason 81 SICK LEAVE
Memo
Employee leave: Days absent --eas -o0Kr- Hours absent
Substitute Info: Sub. no. 89957 AD4IR, CE4ESTA Status A —— Active
SSN 999-88-9957 Class 9 SUBSTITUTE TEACHER Mork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt’'l HrlysDaly  Regular Gross Distrib %
81. Dx[8825 13 160 _ 20641 1060 11360 382 1 70.0688 .28 14.88 .2008
2. D 8825 13 1686 _ 2641 1068 11388 _162 1 70.0888 -28 14.88 -28008
83. D 8625 13 1686 _ 2641 1868 11388 _282 1 70.086 .58 35.88 .5888
4. D 6825 13 166 _ 2641 1066 11388 _161 1 70.0888 .18 7.88 -1888
a5, _ L1 —

86. _ 8 _ —
a7, _ L1 —
a8. _ Li1: R —
ee. _ ___ e8__ _____ _  _  _
18. _ Li1: I —
1.688 7a.88 1.00888

Reg Daily w/Pension and Taxes

EN“V Fx'% F2‘£‘ F3§ F-r Fs @F? Fg n FS’ FIOY FnE' F12E| e IF'::'&B"I' FISQ 13.01.00
Fis« F17E;) mm r:on_rI; r:zoglg Ezosmlr_:l' Help

Step  Action

If a substitute replaced the absent employee, complete Steps 1 —5 in order to quickly reallocate
the total time for the substitute across the gross data lines.

Select &l (F22 — Modify distribution percentages) in order to quickly reallocate the
total time for the substitute across the gross data lines.
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If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND = |E |£|
Input Employee Leave and Substitute Pay LuIa160
Absent Employee Info: Emp. no. 88594 CO70NADOD, MA7HTA status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 282 Location 888282
Hrs/fDay 8._0808 Job 185 TEACHERS
Leave date 3/86/2813 Type A1 SICK LEAUE Reason 81 SICK LEAVE
MHemo
Employee leave: Days absent .5e08 -or- Hours absent
Substitute Info: Sub. no. 89957 AD4IR, CEMESTA Status A —— Active
SSN 999-88-9957 Class 9 SUBSTITUTE TEACHER Mork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 7A.888 ({Daily pay rate)

Proc Pay Pay Rate Days/Hrs Reqular
Type Type ¥v Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly  Regular Gross Distrib %
g1. D @825 13 1088 2041 10088 11300 302 1 70.000 .28 14.080 .28088
82. D 8825 13 188 2841 1888 11388 182 1 7o.088 .28 14.88 -20888
1
1

83. D @825 13 1088 2041 1008 11300 2982 70.000 .58 35.00 .50808

84. D 8825 13 188 2841 1888 11388 1M 7o.088 .18 7.88 -1888
a5 ae
86 an
a7z ae
ag an
a9 ae
18 an
1.88 7o0.88 1.08888
Mode changed to update
ENTEV n'%lrz‘% Fs% FI| FS F7 F& u Fs, FiOY FnEl F12E| :’:;ﬂ E;.I:Bﬁl Fisa 13.01.00
o = 0 ) Help
~—
Step Action
2 Modify the distribution percentage for each General Ledger account number. The

distribution percentage (Distrib %) indicates the percentage of the total substitute time to
distribute to the selected GL account line.

All lines with a valid General Ledger account number must add to 100%. (1.0000 equals
100%, 0.2500 equals 25%)

3 Select j (Enter - validate) to validate the record and recalculate values.
Once the data on the screen has been finalized, and Enter has been selected, the system
will recalculate the Days/Hrs Regular fields, if necessary, to correctly reflect the
distribution of the total substitute days/hours over the gross data account lines on the
screen.

4

Select Ml (F22 — Recalculate/Display screen) in order to modify the distribution of the
total days/hours for the substitute.

Once the data on the screen has been finalized, and F22 (Recalculate/Display screen) has
been selected, the system will recalculate the Days/Hrs Regular fields, if necessary, to
correctly reflect the distribution of the total substitute days/hours over the gross data
account lines on the screen.
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If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ IEI
Input Employee Leave and Substitute Pay LUIg160
Absent Employee Info: Emp. no. 88594 CO7ONADD, MAFHTA Status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 282 Location 886282
Hrs/Day 8._8608 Job 185 TEACHERS
Leave date 3/786/20813 Type A1 SICK LEAVE Reason 81 SICK LEAVE
Hemo
Employee leave: Days absent .5a88 -or- Hours absent
Substitute Info: Sub. no. 89957 AD4IR, CELESTA Status A —— Active
SSN 999-88-9957 Class 9 SUBSTITUTE TEACHER Mork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l HrlyfDaly  Regular Gross Distrib %
1. Q'lﬂﬂ25 13 188 _ 2641 10660 11308 _382 1 70.0008 .78 49.008 .7a80
82. D 8825 13 188 _ 2841 1688 11368 _182 1 78.08808 .18 7.88 .1888
83. D 08825 13 160 _ 2041 1008 11368 _262 1 70.0008 .15 16.508 1580
4. D BB25 13 188 _ 2841 1688 11368 _161 1 78.08808 - 85 3.58 .B588
85. _ e _
e6. _ ____ 88 __  _ __ 0 _
a7, _ i1 —
8. _ 88 —
9. _ 88 —
18. _ 88 _ —

1.88 70.00 1.808088

Reg Daily w/Pension and Taxes

EN“'V n'%lrz‘% r= 9 | ol FS FS F? Fz = Fs, FiOY FnE' an' Fie . Fis& 13.01.006
FIS« F17E|;)|F|8m r:zof'i'rl;: r:zoglg :2030[\; Help

Step  Action

5 Continue processing as described above in Section Al. Adding Employee Leave and
Substitute Pay Records or Section A2. Modifying Employee Leave and Substitute Pay
Records.
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A5. Modifying Employee Leave

If a substitute has replaced the absent employee, several options are available to quickly modify the
employee leave information. This can be done either when adding a new leave record or when
modifying an existing leave record. For example, it is possible to quickly modify the total time for the

absent employee by using the F23 toggle: %l (F23 — Modify employee leave) and Ml (F23 -
Recalculate/Display screen). This procedure describes how to modify the total days or hours for the
absent employee.

If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND - IE IEI
Input Employee Leave and Substitute Pay LUIB18a
Absent Employee Info: Emp. no. 88504 CO70NADD, HMAZHTA Status n -- nActive
SSH 999-88-8594 Class 5 TEACHERS Work Loc 262 Location 886282
Hrs/Day  8.008 Job 185 TEACHERS
Leave date 3/786/2013 Type A1 SICK LEAVE Reason 81 SICK LEAVE
Memo
Employee leave: Days absent -Laee -or- Hours absent
Substitute Info: Sub. no. 89957 AD4IR, CE4ESTA Status A —— Active
SSN 999-88-9957 Class 9 SUBSTITUTE TEACHER Mork Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs  Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt’'l HrlysDaly  Regular Gross Distrib %
61. D >|8825 13 180 _ 20641 18688 11388 3062 1 78.0688 .78 49.88 .7868
2. D 6825 13 166 _ 2641 1060 11388 _162 1 70.0888 .18 7.88 -18808
83. D 8625 13 1686 _ 2641 1868 11388 _282 1 70.086 .15 18.58 .1588
4. D 6825 13 166 _ 2641 1066 11388 _161 1 70.0888 -85 3.58 -85 80
5. _ Li1: R —
86. _ 8 _ —
a7, _ L1 —
8. _ 8 _ —
ee. _ ___ e8__ _ ____ 0  _
18. _ Li1: I —

1.688 7a.88 1.00888

Reg Daily w/Pension and Taxes

EN“V F‘P% F2‘% Fsé F» F5 Fs X | F= n FS’ FIOY FnE' F|2E| E’:? Il-:':'-:Bnl FISQ 13.81.68
Fis« F17E;) mm Faitone | vz 7 | ras Ly Help

Step  Action

If a substitute replaced the absent employee, complete Steps 1 — 6 in order to modify the total
days or hours of leave for the absent employee.

Select &l (F23 — Modify employee leave) in order to modify the total days or hours of
leave for the absent employee.
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If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND : = |E |£|
Input Employee Leave and Substitute Pay LuIa160
Absent Employee Info: Emp. no. 88594 CO70NADOD, MA7HTA status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 282 Location 888282
Hrs/fDay 8._0808 Job 185 TEACHERS
Leave date 3/86/2813 Type A1 SICK LEAUE Reason 81 SICK LEAVE
MHemo
Employee leave: Days absent 58088 -or- Hours absent
Substitute Info: Sub. no. 89957 AD4IR, CEMESTA Status A —— Active

8y. D @825 13 168 2841 10088 11308 181 fa.oea .85 3.58 .8508
a5 ae
a6 ag
a7z ae
ag ag
a9 ae
18 ag
1.88 7o0.88 1.08888
Mode changed to update
:NTEV Fi P%l FZ‘% F= % Fll FS FS @ F& u F3 , FiOY Eil B FiZE :’:;ﬂ E:“:B“l Fisa 13 - ﬂ1 - ﬂﬂ

SSH 999-88-9957 Class 9 SUBSTITUTE TEACHER WorK Loc 6211 Location 866211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 7A.888 ({Daily pay rate)

Proc Pay Pay Rate Days/Hrs Reqular

Type Type ¥v Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly  Regular Gross Distrib %
g1. D @825 13 1088 2041 10088 11300 302 1 70.000 .78 49.00 7008
82. D 8825 13 188 2841 1888 11388 182 1 7o.088 .18 7.88 .1888
83. D @825 13 1088 2041 10088 11300 2082 1 70.000 15 108.50 1588
1

Fisﬁ F|7EI;’

HODIESY HMODIEY CALL
F1s‘ml FaiTine | Foz i \| restrg Help

—

2

Enter a description of the employee’s leave in the Memo field. This field is optional and is
for informational purposes only.

Enter the total number of days or hours the employee is absent in the Days absent or
Hours absent field. Entry is required in either the Days absent or the Hours absent field,
but not both.

If leave time is being refunded, enter negative days or hours.

The total time entered represents the amount of time to be deducted from the employee’s
leave balance, regardless of the Starting leave date entered. For example, if the Starting
leave date is a Friday, and the total number of Days absent is three, the system tabulates
three days of leave. More than likely the three days represent a Friday, a Monday, and a
Tuesday, but the system does not care which days the employee was absent.

Once on this screen (shown above), the employee leave time and the total time being paid
to the substitute employee are independent. For example, if the absent employee was out
for .5 days, the substitute employee may still be paid for a full day (1 day). If the substitute
time does not match the absent employee leave time when the user saves the record, a
warning dialog box is displayed.

Select j (Enter - validate) to validate the record.
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Select Ml (F23 — Recalculate/Display screen) in order to modify the total days or hours
of leave for the absent employee.

If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001  C:\DEYSYS C:\SECOND —[=1xl
Input Employee Leave and Substitute Pay LUIB1ea
Absent Employee Info: Emp. no. 88594 CO70NADOD, HMAFHTA Status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 202 Location 808282
Hrs/Day 8.0608 Job 185 TEACHERS
Leave date 3/786/2013 Type A1 SICK LEAVE Reason 81 SICK LEAVE

Memo SICK DAY APPROVED WITH NOTE FROM DR

Employee leave: Days absent --eas -o0Kr- Hours absent

Substitute Info: Sub. no. 89957 AD4IR, CE4ESTA Status A -- Active
SSH 999-88-9957 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 086211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt’'l HrlyfDaly  Regular Gross Distrib %
81. Dx[6825 13 160 _ 20641 1866 11360 _362 1 76.808 .78 49.88 ]
2. D 8825 13 1686 _ 2641 1068 11388 _162 1 70.0888 .18 7.88 -1888
3. D 8825 13 1688 _ 2641 1860 11388 _262 1 70.888 .15 168.58 -1588
a4. D 8825 13 188 _ 2641 1666 11368 181 1 70.808 . 85 3.58 L]
5. _ a8 _
Ao, _ e _ _
ef. _ ___ 88 __  _ __ 0 _
8. _ i1 _
ee. _ __ 88 ___  _ __ _ 0  _
18. _ i1 _

1.688 7a.88 1.00888

Reg Daily w/Pension and Taxes
EN“V Fl'% F2‘£‘ F3§ F‘f FS FS F? F& n & ’ FIOY FA1l @ FIZE :':;“ IF-':.‘:BRI- FISQ 13-31 -aa
e8| B0 o T FarTe | ras v | reslv Help

Step  Action

6 Continue processing as described above in Section A1. Adding Employee Leave and
Substitute Pay Records or Section A2. Modifying Employee Leave and Substitute Pay
Records.
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AG6. Deleting Employee Leave and Substitute Pay Records

1 From the Business Applications Master Menu, select _3 | (F3 - Personnel System).

The following screen displays:

— — ]
=] PCG Dist=8991 Rel=15.02.00 07/13/2015 PCW 002 gﬂ CADEVSYS  CASECOMND WHITE E &8
Personnel System PERHENU
FKey Master HMenu

-- Personnel Update Menu

-- Enhanced Substitute Pay and Leawve System
-- Legacy Leave Menu
-- Personnel Reports Menu

-- Salary Projection Menu
-- Special Functions Menu

1
4
5|
6]
11 | -- Employee Contract File Export
12 |
13 |
20 |

-- File Reorganization

e Vo] [ | | [ [ [} [ [ | [ [ | | 15.62.06

e | 5 | MriSy | B4R | MEND

Step  Action
2 Select 4| (F4 — Enhanced Substitute Pay and Leave System Menu).
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001
Personnel System PERO3P

Mastar | U6ty |

Enhanced Substitute Pay and Leave System

- Leave Setup Menu
- Leave Update Menu
- Leave Reports Menu

-- Leave History Menu

C\DEYSYS C:\SECOND Ailil

12.01.80

=] uu%wnr@ Ay | VEN

Step  Action
3 Select —2_| (F2 — Leave Update Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

Input Employee Leave and Substitute Pay
Import Leave Input Data from C5V
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
Recalculate Yearto-Date Leave on Payroll Record

BE EE kb kREZ

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select _ 1| (F1 — Input Employee Leave and Substitute Pay).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND - = x|
Input Employee Leave and Substitute Pay LUIg160

Enter the leave data you wish to maintain or create:
Absent employee no.: v| - 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.

EN“V FlP%IF2‘£‘ Fsé F'| FS FS F? FE u FS’ FiOY FHE FIZE EI:;II IF‘H!Bnl Fis& 13-‘]1-‘]3
FIS« F17E|;)|F|8m r:zof'i'rl;: r:zoglg :2030[\; Help
Step Action
5 If there is an absent employee: Enter the employee number of the absent employee in the

Absent employee no. field, or select the drop-down selection icon *| to locate the correct
employee number.

If the employee number is unknown, select ﬁl (F15 — Find Employee). When the Select
Employee screen displays, follow normal procedures to locate the employee’s information.
When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates
the employee number in the Absent employee no. field on the screen.

If there is no absent employee: Check the selection box Hto the right of the If no absent
employee, check here field.

When checked, the selection box displays l¥lto indicate that there is no absent employee,
and only substitute pay is being entered.

6 Enter the starting leave date in the Starting leave date field, or select the drop-down
selection icon | to locate an existing employee leave record.

The Starting leave date is the date of the first day of the employee’s absence.
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If the drop-down selection icon | has been selected in the Starting leave date field, the following
screen displays:

B PCG Select Leave Input Record ;lglil

Employee numbetr: 28504
Hame: CO7OHADD, MA7HTA

Sub Ho Sub Hame Leave Date Time OFF Leave Type Leave Reason
0onoon_ MO SUBSTITUTE 08 7£2012 1.0000 DAYS Al SICK LEAVE 01_SICK LEAVE
088599 MC2LOUD, ME2IDETH 03/02/2013 1.0000 DAYS A2 OTHER 02 JURY DUTY
089957 AD4IR. CE4ESTA 03/06/2013 5000 DAYS Al SICK LEAYE 01 SICK LEAVE

Enter employee number: [2g594 - or - Enter substitute number: D
He-liltml Done | Cancel |

7 The Select Leave Input Record screen allows the user to view the existing leave records for
either an absent employee or a substitute.

To view all leave records currently on the Current Leave Input File for an absent
employee: Enter the employee number in the Enter employee number field and select the

ml (Re-filter) button.

To view all leave records currently on the Current Leave Input File for a substitute
employee: Enter the substitute employee number in the Enter substitute number field and

select the _Refilter | (Re-filter) button.

8 Highlight the desired leave record, and either double-click on the selected line, or select the
Done

(Done) button to select the record. If a leave record has been selected, the leave
record information will populate the Leave Input screen.

Select the ﬂl (Cancel) button to close the drop-down selection box without returning
the leave record information to the Leave Input screen.

Georgia Department of Education
April 4,2018 ¢ 9:09 AM e Page 52 of 147
All Rights Reserved.



PCGenesis Personnel System Operations Guide

If a record has been selected from the drop-down selection icon ~linthe Starting leave date field, the
leave record fields will be populated as shown on the following screen:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001  C:\DE¥SYS C:\SECOND : — =] x|
Input Employee Leave and Substitute Pay LUIB18a

Enter the leave data you wish to maintain or create:
Absent employee no.: B8594 - or - If no absent employee, check here: [°

CO70ONADOD, HA7HTA

Starting leave date: 3862813 v|

Leave type: A1 SICK LEAUE
Leave reason: @81 SICGK LEAVE

Days absent: 58088 - or - Hours absent:

Substitute employee no.: 89957 - or - If no substitute, check here: r

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

EN“V FlP%IF2‘% FB% F'| FS FS F? F2 u F9, FIDY F“@ F|2E El:;ﬂ H‘"}Bnl FISQ 13-01-33
FIS« F17E?|F|sm ‘ ":zof'i'rl;:| r:zogli}: |;12013:|Ir_\; Help
Step Action
9 Verify the leave type and reason codes in the Leave type and the Leave reason fields, or
select the drop-down selection icon ~| within the Leave type field to locate the correct
leave codes.

A selection from the drop-down selection box will cause both the Leave type and the Leave
reason fields to be populated.

10 Verify the total number of days or hours the employee is absent in the Days absent or
Hours absent field. Entry is required in either the Days absent or the Hours absent field,
but not both.

If leave time is being refunded, enter negative days or hours.

The total time entered represents the amount of time to be deducted from the employee’s
leave balance, regardless of the Starting leave date entered. For example, if the Starting
leave date is a Friday, and the total number of Days absent is three, the system tabulates
three days of leave. More than likely the three days represent a Friday, a Monday, and a
Tuesday, but the system does not care which days the employee was absent.
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Ste Action

11 If a substitute replaced the absent employee: Verify the employee number of the
substitute in the Substitute employee no. field, or select the drop-down selection icon =l to
locate the correct employee number. The employee must be in a payroll class defined as a
substitute (S) class.

If the employee number is unknown, select ﬁl (F15 — Find Employee). When the Select
Employee screen displays, follow normal procedures to locate the employee’s information.
When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates
the employee number in the Substitute employee no. field on the screen.

If no substitute replaced the absent employee: Select the selection box Hto the right of
the If no substitute, check here field.

When selected, the selection box displays ¥l to indicate that no substitute replaced the
absent employee.

12 Select ﬂl (F18 — Delete Record).

If no substitute replaced the absent employee, the following screen displays:

= PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 CHDEYSYS C:\SECOND _ISIEI
Input Employee Leave and Substitute Pay LUIB18a
Absent Employee Info: Emp. no. 88594 CO7ONADOD, MAFHTA Status A -- Active
S5H 999-p8-8594 Class 5 TEACHERS Work Loc 282 Location 6808282
Hrs/Day 8.888 Job 185 TEACHERS
Leave date &/17/2812 Type A1 SICK LEAVE Reason 81 SICK LEAVE
Hemo

Days absent 1.0088 -or- Hours absent
F18 to delete Record
EN“'V Fl’%IF2‘% FBE F'| Fs Fs F? F& u FQI FIOY FnE' F|2E| E’:g‘ IE}'I:BHI' FISQ 13.01.098
FIS« F17EID|F|3@ r:zof'i'rl;: r:zogli}: ;‘zosmlr_\'(v Help
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If a substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCY 001 C:\DEYSYS C:\SECOND = IE’ |£|
Input Employee Leave and Substitute Pay LUIg160
Absent Employee Info: Emp. no. 88594 CO7ONADD, MAFHTA Status A -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 282 Location 886282
Hrs/Day 8.888 Job 185 TEACHERS
Leave date 3/786/20813 Type A1 SICK LEAVE Reason 81 SICK LEAVE

Memo SICK DAY APPROVED WITH NHOTE FROWM DR

Employee leave: Days absent .5a88 -or- Hours absent

Substitute Info: Sub. no. 89957 AD4IR, CELESTA Status A —— Active
SSH 999-08-9957 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location B85211
Sub rank 2 Certified Job 189 SUB-TERCHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l HrlyfDaly  Regular Gross Distrib %
1. 0 6825 13 1889 2041 10668 11388 3282 1 70.08880 .78 4o.88 .78688
2. D 8825 13 188 2841 10848 11388 182 1 7a.a88 .18 7.88 .1888
@3. 0 6825 13 1889 2041 10668 11388 282 1 70.08880 15 18.58 1588
84. D 8825 13 188 2841 16848 11388 181 1 7a.a88 .85 3.58 .B588
as. a8
a6 . !
az7. a8
a8. il!]
ae. aa
18. il!]

1.08 7@.88 1.0888
F18 to delete Record
ENTEV FlP%IF2‘% FBE FIQ F5 FS F7 FE u FS’ FiOY FHE FIZE E':;ﬂ IF-':.‘:Bnl Fisa 13-31-BB
FIS« F17E|;)|F|8m r:zof'i'rl;: r:zoglg :2030[\; Help
Step  Action

13 Verify that ‘F18 to delete Record’ displays, and select ﬂl (F18 — Confirm Delete) to

delete the record.

To scroll up and down between the gross data lines on the screen, select the appropriate
|C0n lel F5|’ Fsll F7|

The following screen displays:
x|

' "-n., Are vou SURE wou want bo delete this leave record?
L

Step | Action

14 Select Ll (Yes) to confirm the delete request.
Select L (No) to cancel the delete request. Verify that ‘Leave record not deleted’
displays.
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If Ll ('Yes) has been selected to delete the leave record, the following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND _IE'IEI
Input Employee Leave and Substitute Pay LUIB188
Absent Employee Info: Emp. no. 88504 CO7OMADO, MAZHTA Status 0 -- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 202 Location 888282
Hrs/Day &.000 Job 185 TEACHERS
Leave date 3/06/2013 Type A1 SICK LEAUE Reason 81 SICK LEAUE

Hemo SICK DAY APPROVED WITH NOTE FROM DR

Employee leave: Days absent .5e00 -or- Hours absent

Substitute Info: Sub. no. 89957 AD4IR, CELESTA Status A —— Active
55H 999-88-9957 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 886211
Sub rank 2 Certified Job 189 SUB-TEACHERS

Substitute pay rate 70.888 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular
Type Type ¥r Fnd F Prgm Fnct Objct Fcty Addt"1 Hrly/sDaly Reqular Gross Distrib %

B
1. 0 6825 13 188 2841 1668 11388 382 1 70.888 .78 49 .88 .7888
82. b 8825 13 188 2841 1888 113688 182 1 fa.880 .18 7.88 .1888
83. b 0825 13 188 2041 1666 11368 282 1 70.888 15 18.58 1588
8s. D 8825 13 188 2841 1888 113688 181 1 fa.880 .85 3.58 .Bs88
a5 . aa
86 . aa
ar. aa
ag. aa
a9, aa
18. aa
1.688 fa.88 1.86888
@uted -- F16 to Return
: Fi rg\ T — = e F? Fg u FS’ FIOY FnE' F12E| By E?iml F|sa 13.61.00

« =l ,m. HOOIE | MODIES | HODIET
FiE Fio =i | Fis Fez v Help

15 Verify “Record Deleted ” displays, and select ﬁl (F16 — Exit) to return to the previous
screen.

Georgia Department of Education

April 4,2018 ¢ 9:09 AM e Page 56 of 147
All Rights Reserved.



PCGenesis Personnel System Operations Guide

The following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND - = x|
Input Employee Leave and Substitute Pay LVIg160

Enter the leave data you wish to maintain or create:

Absent employee no.: 885911j - or - If no absent employee, check here: [
CO70NADD, HMA7HTA

Starting leave date: 3/86/2813
Leave type: A1 SICK LEAVE
Leave reason: 1 SICK LEAUE

Days absent: -5068 - or - Hours absent:

Substitute employee no.: 89957 - or - If no substitute, check here: [
ADLIR, CEMESTA

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

:""V n'%lrz‘% =] F'O rs FS F7 Fz = Fa , noY rnE' FizE' Fie. e nsQ 13.61.00
F1€« F|7E|} mm_ff ’:;?‘i’rl;s :zozw“}: :zogllr_" Help

Step  Action

16 Select ﬁl (F16 — Exit) to return to the Leave Update Menu screen.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND = |E |£|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- 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
- Recalculate Yearto-Date Leave on Payroll Record

e EE kb EREi

Master | Vo1 | 12.02._00

eS| 15 | Morip | RAY, | VEND

Step Action

17 Select ﬁl (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or
select Ml (Master) to return to the Business Applications Master Menu.
18

To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).
To print the report via Microsoft® Word: Select @l (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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A7. Checking Employee Leave Balances

A summary of the employee leave balances can be reviewed from within the Input Employee Leave and
Substitute Pay module. The ability to display employees’ leave history from within the Input Employee
Leave and Substitute Pay module allows quick and easy access to employees’ leave history, and also

shows the current leave entered into the Current Leave Input File. The ﬂl (F14 — Employee Leave
Balances) button is available from both data entry screens within the Input Employee Leave and
Substitute Pay module.

The Leave Balances Summary Screen allows the user to view a summary of employees’ leave balances,
which reflect the current leave requests on the Current Leave Input File as well. From the summary
screen, the user may drill down into each Leave Type to see the associated detail records for the Leave

Type.

Leave Balances Summary Screen: The Leave Balances Summary Screen provides summarized leave
data per employee. The Leave Balances Summary Screen provides the following information:

Leave Type code information is summarized under reason code ‘00’ on the screen, and shows
totals for the following categories: Beginning Balance, Leave Advanced, Leave Adjustments,
YTD Taken (stored on the Leave History File), Current Taken (stored on the Current Leave
Input File), and Ending Balance.

Leave Reason code information is summarized for each specific reason code, and shows totals
for the following categories: YTD Taken (stored on the Leave History File), and Current Taken
(stored on the Current Leave Input File). Totals for the reason codes summarize leave taken for
the various reasons listed.

Leave Detail Screen: The Leave Detail Screen provides detailed leave information per employee, per
Leave Type. The Leave Detail Screen which includes data from the Leave History File and the Current
Leave Input File, looks very much like a General Ledger in PCGenesis. For each employee and each
Leave Type, the report displays a beginning balance, followed by “Leave In” and “Leave Out”.

The “Leave In” and “Leave Out” columns will itemize the detail records from the Current Leave Input
File and the Leave History File. The detail line items, for each employee and each Leave Type, include
BEG BAL (Beginning Balance) line items, CUR LV TAKEN (Current Leave Taken) line items, HST
LV TAKEN (Historical Leave Taken) line items, ADVANCE (Leave Advanced) line items, and
ADJUST (Leave Adjustment) line items. Summary data for the Leave Type is listed across the bottom
of the screen.

General instructions for using the Leave Balances Summary Screen from within the Input Employee
Leave and Substitute Pay module are available here. However, refer to the Personnel System
Operations Guide, Section E: Enhanced Substitute Pay and Employee Leave Processing, Topic 5:
Leave History Processing for detailed instructions on using the Leave Balances Summary Screen.
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1 From the Business Applications Master Menu, select -3 | (F3 - Personnel System).

The following screen displays:

= e R — rem——
(1 PCGDist=8991 Rel=1502.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WE!_ £

Personnel System PERMENU I

Master Henu

Personnel Update Menu

Enhanced Substitute Pay and Leave System
Legacy Leave Menu
Personnel Reports Menu

Employee Contract File Export
Salary Projection Menu
Special Functions Menu

B ERE bbb k12

File Reorganization

maw|bo| | | | | | [ | [ | | | [ | | 15.02.00

| 5 | MriSy | PO | MEND

Step  Action
2 Select 4| (F4 — Enhanced Substitute Pay and Leave System Menu).
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001
Personnel System PERO3P

Mastar | U6ty |

Enhanced Substitute Pay and Leave System

- Leave Setup Menu
- Leave Update Menu
- Leave Reports Menu

-- Leave History Menu

C\DEYSYS C:\SECOND Ailil

12.01.80

=] uu%wnr@ Ay | VEN

Step  Action
3 Select —2_| (F2 — Leave Update Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

Input Employee Leave and Substitute Pay
Import Leave Input Data from C5V
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
Recalculate Yearto-Date Leave on Payroll Record

BE EE kb kREZ

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select _ 1| (F1 — Input Employee Leave and Substitute Pay).
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The following screen displays:

Step

5

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND = |5’ |£|

:NTEV Fl'%IF2‘% FB% F‘| F5 FS F7 F& u F& , FiOY FAl E FIZE E’:;ﬂ IF-':.‘:Bnl FiSQ 13-31-03

Input Employee Leave and Substitute Pay LUIg160

Enter the leave data you wish to maintain or create:

Absent employee no.: v| - 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.

« =1 m HMoDiEy: | Mooy | HoDiEy:
Fi5 Firl=i | Fis ExiTine| Fez 3 | Fesly Help

" Action |

Enter the employee number of the absent employee in the Absent employee no. field, or
select the drop-down selection icon 2| to locate the correct employee number.

If the employee number is unknown, select ﬁl (F15 — Find Employee). When the Select
Employee screen displays, follow normal procedures to locate the employee’s information.
When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates
the employee number in the Absent employee no. field on the screen.

Once the Absent employee no. field has been keyed in, the user will be able to use the
ﬂl (F14 — Employee Leave Balances) button.

Select ﬂl (F14 — Employee Leave Balances).
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The Leave Balances Summary Screen is shown below:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND E _|5’|£|
Input Employee Leave and Substitute Pay LUHFIND
Leave Balances Summary Screen
Employee number: 88594 CO7OHADD, HAZHTA
Plan year: 2813 Display mode: D (D=days, H=hours} Display in days
Type Reas Description Begin Bal Advance Adjust  ¥TD Taken Cur Taken End Bal
1] | Al oo SICK LEAVE 12.5000 1.2500 _0000 1.0000 3.0000 9.7500
01 SICK LEAVE 1.0000 1.5000
02 PERSOMAL 0000 1.5000
04 | A2 00 OTHER _000o ] _0000 0000 1.0000 0000
02 JURY DUTY 0000 1.0000
06 | A6 00 PROF. 0000 0000 0000 0000 2.0000 0000
1] PROF. 0000 2.0000
ENTER = Continue, F16 = Exit, F17 = Print Screen
wf| F1 | k2 | k3 | Fa | r5 | e | k7 | Fe | ma | Fi0 | Ein | Rz | R | s |2 12.83.00
FIS« é 2w|25|25|27 Help
Step Action
7 A summary of leave balances and leave taken is shown on the Leave Balances Summary

Screen. The user may drill down to the detail records associated with each leave category by
using the function key which appears next to the main leave type. F1 through F14 may be
available to select the leave type, depending upon the entries on the screen. If desired, select
the appropriate function key.

General instructions for using the Leave Balances Summary Screen from within the Input
Employee Leave and Substitute Pay module are available here. However, refer to the
Personnel System Operations Guide, Section E: Enhanced Substitute Pay and Employee
Leave Processing, Topic 5: Leave History Processing for detailed instructions on using the
Leave Balances Summary Screen.

To scroll up and down on the screen for additional leave information, select the appropriate
icon as follows: (F24 — Previous 14 records), (F25 — Next 14 records),

(F26 — Up 1 record), (F27 — Down 1 record).
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The Leave Detail Screen is shown below:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCY 001 C:\DEYSYS C:\SECOND = |5’ |£|

Input Employee Leave and Substitute Pay LUHFIND
Leave Detail Screen
Employee number: 88594 CO70HADO, HAZHTA
Plan year: 2813 Display mode: D (D=days, H=hours} Display in days

Leave type: A1 SICK LEAVE

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

HST 0D SICK LEAVE BEG BAL 82152012 841572012 12.5000
HST 01 SICK LEAVE LY TAKEN 82152012 841572012 1.0000
HST 0D SICK LEAVE ADVAMCE 972122012 972172012 1.2500
CUR 01 SICK LEAYE LY TAKEN 872012 1.0000
CUR 01 SICK LEAYE LY TAKEN 3/06/2013 h000 89957 ADAIR. CE4ESTA
CUR 02 PERSONAL LY TAKEN 371572013 1.5000 88709 PA4ALSOM. MI4LARD
Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
12.5000 1.2500 0000 1.0000 3.0000 9.7500
ENTER = Continue, F16 = Exit, F17 = Print Screen
Sk 4 A0 N N I O I O I M A S A A =S 12.83.00
FIS« é 2» | 25 | 2s | 27 Help

Step  Action |

8 Review the detail data displayed on the Leave Detail Screen.

Select ﬁl (F16 — Return to Summary) to return to the Leave Summary Screen.

9 Review the summary data displayed on the Leave Summary Screen.

Select ﬁl (F16 — Exit) to return to the Input Employee Leave and Substitute Pay screen.
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A8. Refunding Leave Time Taken

Once in a while an error is discovered in employee leave data that was entered during a prior payroll

cycle. There may be instances when leave is charged to an incorrect Leave Type and Reason Code

during a prior payroll cycle. For these cases, the leave must be refunded to the incorrect Leave Type
and Reason Code, and then rekeyed against the appropriate Leave Type and Reason Code during a
subsequent payroll.

For example, if an employee was charged two days against their sick leave balance in a prior month, but
the time should have been charged as staff development, the sick leave must be refunded to the
employee so that the employee’s sick leave balance is increased.

Correcting these types of errors can be accomplished by refunding the leave time taken on a subsequent
payroll cycle. The correct procedure for refunding the leave time taken, and then charging the leave to
the correct leave category is discussed in this section.

Ste Action

1 From the Business Applications Master Menu, select _3 | (F3 - Personnel System).

The following screen displays:

—— — — ~
E] PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND Wﬂl‘glﬂu
—
Personnel System PERHENU
FKey Master HMenu
1 | -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization
moer|beo| | [ | | | [ | | | | [ | | | 15.62.60

e | 5 | MriSp | EA. | MEND

Step  Action
2 Select _4_| (F4 — Enhanced Substitute Pay and Leave System Menu).
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001
Personnel System PERO3P

Mastar | U6ty |

Enhanced Substitute Pay and Leave System

- Leave Setup Menu
- Leave Update Menu
- Leave Reports Menu

-- Leave History Menu

C\DEYSYS C:\SECOND Ailil

12.01.80

=] uu%wnr@ Ay | VEN

Step  Action
3 Select —2_| (F2 — Leave Update Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

Input Employee Leave and Substitute Pay
Import Leave Input Data from C5V
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
Recalculate Yearto-Date Leave on Payroll Record

BE EE kb kREZ

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select _ 1| (F1 — Input Employee Leave and Substitute Pay).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND - = x|
Input Employee Leave and Substitute Pay LUIg160

Enter the leave data you wish to maintain or create:
Absent employee no.: v| - 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.

EN“'V np%lrz‘% = r» FS FS F? Fz = Fs, FiOY FnE' an' Fis . Fis& 13.01.006
FIS« F17E|;)|F|8m r:zof'i'rl;: r:zoglg :2030[\; Help

Step  Action

5

Enter the employee number of the absent employee in the Absent employee no. field, or
select the drop-down selection icon 2| to locate the correct employee number.

If the employee number is unknown, select ﬁl (F15 — Find Employee). When the Select
Employee screen displays, follow normal procedures to locate the employee’s information.
When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates
the employee number in the Absent employee no. field on the screen.

Once the Absent employee no. field has been keyed in, the user will be able to use the
ﬂl (F14 — Employee Leave Balances) button.

Select ﬂl (F14 — Employee Leave Balances).
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The Leave Balances Summary Screen is shown below:

B PCGDist=8991 Rel=14.02.01 08/21/2014 PCW 001 SY C:\DEYSYS C:\SECOND ;Iil!l
Input Employee Leave and Substitute Pay LUHFIND
Leave Balances Summary Screen
Employee number: 89647 BAZLEY, TIZAHY Class code: 82 Contract months: 18
Plan year: 2814 Display mode: D (D=days, H=hours} Display in days
Type Reas Description Begin Bal Advance Adjust  ¥TD Taken Cur Taken End Bal
o | Al oo PAID SICK 37.2500 2.5000 0000 6.0000 0000 33.7500
[1]] PAID SICK 4.0000 0000
11 PAID PERSON 2.0000 0000
04 | AG DD STAFF DEV 0000 0000 0000 3.7500 0000 0000
45 STATE PL 3.2500 0000
48 TITLE I PL .5000 0000

ENTER = Continue, F16 = Exit, F17 = Print Screen

wf| F1 | k2 | k3 | Fa | r5 | Fe | k7 | Fe | ma | Fi0 | Ein | Rz | Rz | ps |2 14.01.08
FIS« é 2w|25|25|27 Help
Step Action
7 A summary of leave balances and leave taken is shown on the Leave Balances Summary

Screen. The user may drill down to the detail records associated with each leave category by
using the function key which appears next to the main leave type. F1 through F14 may be
available to select the leave type, depending upon the entries on the screen. If desired, select
the appropriate function key.

General instructions for using the Leave Balances Summary Screen from within the Input
Employee Leave and Substitute Pay module are available here. However, refer to the
Personnel System Operations Guide, Section E: Enhanced Substitute Pay and Employee
Leave Processing, Topic 5: Leave History Processing for detailed instructions on using the
Leave Balances Summary Screen.

To scroll up and down on the screen for additional leave information, select the appropriate
icon as follows: (F24 — Previous 14 records), (F25 — Next 14 records),

(F26 — Up 1 record), (F27 — Down 1 record).
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The Leave Detail Screen is shown below:

B PCGDist=8991 Rel=14.02.01 08/21/2014 PCW 001 SY¥ C:\DEYSYS C:\SECOND _|E|5|
Input Employee Leave and Substitute Pay LUHF IND
Leave Detail Screen
Employee number: B9647 BAZLEY, TI2ANY Class code: 82 Contract months: 18
Plan year: 2814 Display mode: D (D=days, H=hours) Display in days

Leave type: A1 PAID SICK

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

HST 00 PAID SICK BEG BAL 2714752014 271472014 37.2500

HST 01 PAID SICK LY TAKEN 271452014 271472014 3.0000

HST 11 PAID PERSON LY TAKEN 271452014 271472014 1.5000

HST D0 PAID SICK ADVANCE 2/18/2014  3119/2014 1.2500

HST 00 PAID SICK ADVANCE 3AM17/2014  4A15/2014 1.2500

HST 11 PAID PERSON LY TAKEN 372772014 473072014 5000 88628 HESPHILL. GASIN

HST 01 PAID SICK LY TAKEN 4702/2014 473072014 1.0000 87474 RO70. SP7RKLE
——

In this example, 1.00 day was charged to the
Sick Leave category for this employee with a
Leave Date of 04/02/2014. Since this entry is
incorrect, this leave must be refunded and
then reentered as Staff Development.

Begin Bal Advance Adjust  ¥TD Taken Cur Taken End Bal
37.2500 2.5000 .0ooo 6.0000 0000 33.7500
ENTER = Continue, F16 = Exit, F17 = Print Screen
“f| F1 | r2 | F3 | Fa | 5| re | F7 | re | e |Fi0 |1 |Fi2 | Fis] s | & 14.81.00
Fis« % 24|25|2€|27 Help
Step  Action |
8 Review the detail data displayed on the Leave Detail Screen and identify the leave
information on the Leave History File (Source (Srce) is equal to HST), which was entered
incorrectly.

In this example, 1.00 day was charged against the Sick Leave category for this employee
with a Leave Date of 04/02/2014. Since this entry is incorrect, this leave must be refunded
and then reentered as Staff Development.

Select ﬂ (F16 — Return to Summary) to return to the Leave Summary Screen.

Review the summary data displayed on the Leave Summary Screen.

Select ﬂ (F16 — Exit) to return to the Input Employee Leave and Substitute Pay screen.
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In order to refund the sick leave taken, the following information is entered on the Input Employee
Leave and Substitute Pay screen:

B PCGDist=8991 Rel=14.02.01 08/21/2014 PCW 001 SV C:\DEVSYS C:\SECOND — =] x|
Input Employee Leave and Substitute Pay LUIe18e

Enter the leave data you wish to maintain or create:
Absent employee no.: B9647 - or - If no absent employee, check here: [
BAZLEY, TI2ANY
Starting leave date: 4/8272014

Leave type: 1
Leave reason:

<§=4
=

PAID SICK LEAVE

Days absent: 1.8808- - or - Hours absent:

Substitute employee no.: - or - If no substitute, check here: 72

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

-

EN“V Fl'% Fz‘% Fsé F‘f Fs Fs F? = u Fs, FIOY F“E| F‘2E| Eﬁ;" IF.':iBHL FIS& 14.63.680
F‘sh F17E;) ns,@. ‘ ‘MDDIFY ‘MODIFY ‘MODIFY Help

e N =

10 If there is an absent employee: Enter the employee number of the absent employee in the

Absent employee no. field, or select the drop-down selection icon | to locate the correct
employee number.

If the employee number is unknown, select ﬁl (F15 — Find Employee). When the Select
Employee screen displays, follow normal procedures to locate the employee’s information.
When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates
the employee number in the Absent employee no. field on the screen.

11 Enter the starting leave date in the Starting leave date field.

The Starting leave date should reflect the date for the leave being refunded. In this case,
the sick leave entered for 04/02/2014 is being refunded.

12 Enter the leave type and reason codes in the Leave type and the Leave reason fields, or
select the drop-down selection icon ~| within the Leave type field to locate the correct
leave codes.

The Leave type and the Leave reason fields should be the type and reason of the leave to be
refunded.

A selection from the drop-down selection box will cause both the Leave type and the Leave
reason fields to be populated.
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Action 4‘

Enter the total number of days or hours the employee is absent in the Days absent or Hours
absent field. Entry is required in either the Days absent or the Hours absent field, but not
both.

If leave time is being refunded, enter negative days or hours.

14

If no substitute replaced the absent employee: Select the selection box Hto the right of
the If no substitute, check here field.

In this example, since leave is being refunded, a substitute employee number cannot be
entered.

When selected, the selection box displays Il to indicate that no substitute replaced the
absent employee.

15

Select ﬁl (F13 — Create New Record).

If no substitute replaced the absent employee, the following screen displays:

= PpCGDist=8991 Rel=14.02.01 08/21/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND _|E||£|
Input Employee Leave and Substitute Pay LuIea18e
Absent Employee Info: Emp. no. 89647 BAZLEY, TIZ2ANY Status A -- nctive
SSH 999-88-9647 Class 2 TEACHERS Work Loc 201 Location 0808281
Hrs/fDay 8._0808 Job 2 CLASSRODOM TEACHERS
Leave date 4/02/2814% Type A1 PAID SICK LEAUVE Reason 61 PAID SICK LEAVE
Memo REFUND SICK LEAUE-MISTAKE ON 4/2814

Days absent 1.000808- -or- Hours absent
EN“V FIP%IF2‘% FB% F'O- FS FS F7 F& n FS’ FIOY FII@ F|2E E’:;ﬂ IF-'I‘iBHL F|5& 11"-“3-““
FIS« F17E;)|F|s@ :zoin'I'rl;z r:zogu;or r:zogllr_\;’ Help
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Step Action

16 Enter a description of the employee’s leave in the Memo field. This field is optional and is
for informational purposes only. However, when refunding leave, it is helpful to enter
comments which explain the correction.

17 Enter the total number of days or hours the employee is absent in the Days absent or
Hours absent field. Entry is required in either the Days absent or the Hours absent field,
but not both.

If leave time is being refunded, enter negative days or hours.

18 Make the appropriate changes and select ﬂl (Enter - Validate) to validate the record.

Select r= & (F3 — Print this data) to obtain a screen print of the Input Employee Leave
and Substitute Pay screen. The screen print file will be available in the print queue with
the name ‘PSCNnnnn’.

The following screen displays:

B PCG Dist=8991 Rel=14.02.01 08/21/2014 PCW 001 S¥ C:\DEVSYS C:\SECOND =] x|
Input Employee Leave and Substitute Pay LUI@i88
Absent Employee Info: Emp. no. B9647 BAZLEY, TIZANY Status A —- Active
SSH 990-88-9647 Class 2 TEACHERS Work Loc 281 Location 8868281
Hrs/Day 8._868 Job 2 CLASSROOH TEACHERS
Leave date 4/82/2814 Type A1 PAID SICK LEAUVE Reason 81 PAID SICK LEAVE

Memo REFUND SICK LEAVE-MISTAKE OH 4%/2814

Days absent 1.0888- -or- Hours absent

Record Validated Successfully -- F8 to Save

Emv Fi P% F2‘% Fz é ‘ F-r ‘ Fs ‘ Fs | F? Fg u Fa , FIOY Fil El Fiz El Fis. E:.;BHL FIS& 14.83.80
F1S« Fl?EI} mm_ff r:on_rI;: r:zoglg ’:gsmlr_:l' Help

Step | Action

19 Verify “Record Validated Successfully — F8 to Save.” displays, and select ﬁl (F8 —
Save changes).
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The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/21/2014 PCW 001 S¥ C\DEYSYS C:\SECOND = IE ILI
Input Employee Leave and Substitute Pay LuIa18e

Enter the leave data you wish to maintain or create:

Absent employee no.: 896#?_:] - or - If no absent employee, check here: [
BAZLEY, TIZANY

Starting leave date: 4/02/2014

Leave type: A1 PAID SICK LEAUE
Leave reason: 81 PAID SICK LEAVE
Days absent: 1.8888- - or - Hours absent:
Substitute employee no.: - or - If no substitute, check here: I

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

Record Added Successfully
:NTEV Fi'%|F2‘% FB% F‘| F5 FSIF? |73 u FS’ FiOY F“B FiZE :’:;ﬂ E:“:B“L FiSQ 1!‘-53-53

ﬁ = ,m. topiey | opiey | eoiey
FiE Fio =W | F1g F2TiME | F2o 25

rozLy Help
Step | Action

20 Verify “Record Added Successfully” displays, and select ﬂ (F16 — Exit) to return to
the Leave Update Menu screen.

21 Now that the incorrect leave time has been refunded, the user can immediately check the
sick leave balance and leave taken figures in order to verify the results.

22 Once the Absent employee no. field has been keyed in, the user will be able to use the
ﬂl (F14 — Employee Leave Balances) button.

Select ﬂl (F14 — Employee Leave Balances).
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The Leave Balances Summary Screen is shown below:

B PCGDist=8991 Rel=14.02.01 08/21/2014 PCW 001 SY¥ C:\DEYSYS C:\SECOND _|E|£|
Input Employee Leave and Substitute Pay LUHF IND
Leave Balances Summary Screen
Employee number: B9647 BAZLEY, TI2ANY Class code: 82 Contract months: 18
Plan year: 2814 Display mode: D (D=days, H=hours) Display in days
Type Reas Description  Begin Bal Advance Adjust  ¥TD Taken Cur Taken End Bal
01 | A1 00 PAID SICK 37.2500 2.5000 .nooo 6.0000 -1.0000 34,7500
o PAID SICK 4.0000 -1.0000

1 PAID PERSON 2.0000
LI A6 D0 STAFF DEY 0000 0000 0000

45 STATE PL

48 TITLE Il PL

0000
0000 0000
0000
0000

The Leave Balances Summary Screen shows
the -1.00 day of sick leave refunded in the Cur
Taken column. The End Bal has also been
increased by one day.

ENTER = Continue, F16 = Exit, F17 = Print Screen

MEF| | F2 | F2 | F2 | F5 | FB | F7 | FB | F3 |F1l] | F11 | F12 | F13 | F14 | & 14.61.68
Fis« % 24 25 25 27 Help
Step Action
23 A summary of leave balances and leave taken is shown on the Leave Balances Summary

Screen. The user may drill down to the detail records associated with each leave category by
using the function key which appears next to the main leave type. F1 through F14 may be
available to select the leave type, depending upon the entries on the screen. If desired, select
the appropriate function key.

General instructions for using the Leave Balances Summary Screen from within the Input
Employee Leave and Substitute Pay module are available here. However, refer to the
Personnel System Operations Guide, Section E: Enhanced Substitute Pay and Employee
Leave Processing, Topic 5: Leave History Processing for detailed instructions on using the
Leave Balances Summary Screen.

To scroll up and down on the screen for additional leave information, select the appropriate
icon as follows: (F24 — Previous 14 records), (F25 — Next 14 records),

(F26 — Up 1 record), (F27 — Down 1 record).
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The Leave Detail Screen is shown below:

B PCGDist=8991 Rel=14.02.01 08/21,/2014 PCWO001 S¥ C:\DE¥YSYS C:\SECOND =|i|£|
Input Employee Leave and Substitute Pay LUHF IND
Leave Detail Screen
Employee number: B9647 BAZLEY, TI2ANY Class code: 82 Contract months: 18
Plan year: 2814 Display mode: D (D=days, H=hours) Display in days
Leave type: A1 PAID SICK
Srce Reas Desription Transaction Leave Dt Trans Dt Time In  Time Out SubHo Sub Hame
HST 00 PAID SICK BEG BAL 2A1472014 211472014 37.2500
HST D1 PAID SICK LY TAKEN 2142014 211472014 3.0000
HST 11 PAID PERSON LY TAKEN 2142014 211472014 1.5000
HST 00 PAID SICK ADVANCE 2A18/2014 311972014 1.2500
HST 0D PAID SICK ADVANCE INT2014  4A1572014 1.2500
HS5T 11 PAID PERSON LY TAKEN 32772014 473072014 5000 88628 HESPHILL. GASIN
HST 01 PAID SICK LY TAKEN 470242014 473072014 1.00000 87474 RO70. SP7RKLE
CUR D01 PAID SICK LY TAKEN UI]M
In this example, the Leave Detail screen
shows the current adjustment of Time In
being added back to the Sick Leave balance.
Begin Bal Advance Adjust  ¥TD Taken Cur Taken End Bal
37.2500 2.5000 .0ooo 6.0000 -1.0000 34.7500
ENTER = Continue, F16 = Exit, F17 = Print Screen
MNEF| | F2 | F2 | F4 | F5 | FB | F7 | FB | F3 |F1l] | F11 | F12 | F13 | F14 | & 14.61.80
Fis« % 24 25 25 27 Help
Step  Action |
24 Review the detail data displayed on the Leave Detail Screen and identify the current leave

refund on the Current Leave Input File (Source (Srce) is equal to CUR), which was entered.

In this example, the Leave Detail screen shows the current adjustment of Time In being

added back to the Sick Leave balance. The Time In reflects the sick leave refund.

Select ﬂ (F16 — Return to Summary) to return to the Leave Summary Screen.

o5 Review the summary data displayed on the Leave Summary Screen.

Select ﬂ (F16 — Exit) to return to the Input Employee Leave and Substitute Pay screen.
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Now the time must be entered for the correct leave category. In this example, the refunded leave must
be entered as Staff Development. The following information is entered on the Input Employee Leave
and Substitute Pay screen:

B PCGDist=8991 Rel=14.02.01 08/21/2014 PCW 001 SY¥ C:\DEYSYS C:\SECOND _Iﬂlil
Input Employee Leave and Substitute Pay LUI @188
Enter the leave data you wish to maintain or create:
Absent employee no.: B9647 - or - If no absent employee, check here: [
BAZLEY, TIZ2ANY
Starting leave date: L/82/2814
Leave type: A6  STAFF DEVELOPHEHT
Leave reason: 45 STATE PROFESSIOHAL
Days absent: 1.8 - or - Hours absent:
Substitute employee no.: - or - IFf no substitute, check here: I
In order to refund leave taken, enter negative days or hours.
EN“'V FiP%IF2‘% Fs% FulE] FS FS|F7 F& u Fs, FiOY FnE' F12E| E’:? IF'EBRL FISQ 14.683.00
FIS« |=17EI3|F|9‘@l »;;n_ﬁ;[ r:ggry\: r:;g{_\; Help

26

If there is an absent employee: Enter the employee number of the absent employee in the
Absent employee no. field, or select the drop-down selection icon | to locate the correct
employee number.

If the employee number is unknown, select ﬁl (F15 — Find Employee). When the Select
Employee screen displays, follow normal procedures to locate the employee’s information.
When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates
the employee number in the Absent employee no. field on the screen.

27

Enter the starting leave date in the Starting leave date field.

The Starting leave date should reflect the date for the leave being refunded and then
reentered as Staff Development. In this case, the original sick leave date was 04/02/2014.
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Step Action

28 Enter the leave type and reason codes in the Leave type and the Leave reason fields, or
select the drop-down selection icon ~| within the Leave type field to locate the correct
leave codes.

The Leave type and the Leave reason fields should be the type and reason of the correct
leave category, in this example, Staff Development.

A selection from the drop-down selection box will cause both the Leave type and the Leave
reason fields to be populated.

29 Enter the total number of days or hours the employee is absent in the Days absent or Hours
absent field. Entry is required in either the Days absent or the Hours absent field, but not
both.

To reflect the correct time taken, the leave should be entered as a positive number.

30 If no substitute replaced the absent employee: Select the selection box Hto the right of
the If no substitute, check here field.

In this example, since leave is being refunded and then reentered, a substitute employee
number cannot be entered.

When selected, the selection box displays Il to indicate that no substitute replaced the
absent employee.

31 Select ﬁl (F13 — Create New Record).
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The following warning message displays:

Leave Date Already on File for Employee il

& leave input record already exists For this emplovees For
! leave date 04/02[2014,

Allowy

Mo
Step Action
32 The warning message, “A leave input record already exists for this employee for leave date

04/02/2014” displays. Since the time was refunded time and then taken using the same
date, this action should be allowed.

Select LI to allow the entry.

If no substitute replaced the absent employee, the following screen displays:

B PCGDist=8991 Rel=14.02.01 08/21/2014 PCW D01 5¥ C:\DEYSYS C:\SECOND = Iﬁllﬂ
Input Employee Leave and Substitute Pay LUI 8188
Absent Employee Info: Emp. no. 89647 BAZLEY, TIZ2AHY Status A -- Active
SSH 990-88-9647 Class 2 TEACHERS Work Loc 261 Location 806281
Hrs/Day &.008 Job 2 CLASSRODH TEACHERS
Leave date 4/02/2014 Type A6 STAFF DEVELOPHEHT Reason 45 STATE PROFESSIOHAL

Memo Corrected entry for BA/2814

Days absent 1.466888 -ok- Hours absent
ENTEV e ® % Fz ‘% Fz é Fw Fs Fs F? Fz u Fs , Fio Y Fi1 E' Fiz El E:;n Iﬁl:iBnl F15Q 14.83.00
FiS« Fi?E;) Fig ‘m r:zoin'i'rl;: r:zoznli}: r:zosmlr_\'rv Help

Step  Action

33 Enter a description of the employee’s leave in the Memo field. This field is optional and is
for informational purposes only. However, when refunding and then correcting leave, it is
helpful to enter comments which explain the correction.
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Step Action

34 Enter the total number of days or hours the employee is absent in the Days absent or
Hours absent field. Entry is required in either the Days absent or the Hours absent field,
but not both.

To reflect the correct time taken, the leave should be entered as a positive number.

35 Make the appropriate changes and select ﬂl (Enter - Validate) to validate the record.

Select r= & (F3 — Print this data) to obtain a screen print of the Input Employee Leave
and Substitute Pay screen. The screen print file will be available in the print queue with
the name ‘PSCNnnnn’.

The following screen displays:

B PCGDist=§991 Rel=14.02.01 08/21/2014 PCW 001 S¥ C\DEWSYS C:\SECOND — =] x|
Input Employee Leave and Substitute Pay LuIg18e
Absent Employee Info: Emp. no. 89647 BAZLEY, TI2AHNY Status A —- Active
SEH 999-@8-9647 Class 2 TEACHERS Work Loc 281 Location 888281
Hrs/Day &._0608 Job 2 CLASSROOH TEACHERS
Leave date 4/02/2014% Type A6 STAFF DEVELOPHEHT Reason 45 STATE PROFESSIOHAL

Memo CORRECTED ENTRY FOR 64/2814

Days absent 1.086888 —or- Hours absent

Record Validated Successfully —- F8 to Save

Em[v Fl'%le‘% F3§ F‘f F5 FS F? F& u FS, FIDY F“B FIZE :’:;ﬂ E:“'O'BHL FISQ 1“.83.““
re® B0 T o I, Help

Step  Action

36 Verify “Record Validated Successfully — F8 to Save.” displays, and select ﬁl (F8 —
Save changes).

Georgia Department of Education

April 4,2018 ¢ 9:09 AM e Page 81 of 147
All Rights Reserved.



PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/21/2014 PCW 001 SY C:\DEYSYS C:\SECOND - = x|
Input Employee Leave and Substitute Pay LUIG100

Enter the leave data you wish to maintain or create:

Absent employee no.: soﬁu?j - or - If no absent employee, check here: [*
BAZLEY, TIZANY

Starting leave date: 4/02/2814
Leave type: A6  STAFF DEVELOPHENT

Leave reason: 5 STATE PROFESSIDHAL

Days absent: 1.0688 - or - Hours absent:

Substitute employee no.: - or - If no substitute, check here: 72

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

Record Added Successfully

Emv Fi'%le‘% = r» FS FS r7 Fz =] Fx ’ FiOY FnEl FizEl Fie. L FiSQ 14.83.00
F1€« FI7E|} mm_ff r:zof'i'rl;: r:zoglg ’:gsmlr_\'(\l' Help

Step | Action

37 Verify “Record Added Successfully” displays, and select 1 (F16 — Exit) to return to
the Leave Update Menu screen.

38 Now that the incorrect leave time has been refunded and the correct leave time entered, the
user can immediately check the sick leave balance and staff development leave taken
figures in order to verify the results.

39 Once the Absent employee no. field has been keyed in, the user will be able to use the
ﬂl (F14 — Employee Leave Balances) button.

Select ﬂl (F14 — Employee Leave Balances).
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The Leave Balances Summary Screen is shown below:

B PCGDist=8991 Rel=14.02.01 08/21/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND - = x|
Input Employee Leave and Substitute Pay LUHFIND
Leave Balances Summary Screen
Employee number: B9647 BAZLEY, TI2ANY Class code: 82 Contract months: 18
Plan year: 2814 Display mode: D (D=days, H=hours) Display in days
Type Reas Description  Begin Bal Advance Adjust  ¥TD Taken Cur Taken End Bal
01| Al oo PAID SICK 37.2500 2.5000 0000 6.0000 -1.0000 34.7500
01 PAID SICK 40000 -1.0000
11 PAID PERSDM 2.0000 0000
04 | AB 00 STAFF DEV 0000 _00o0 0000 3.7500 1.0000 0000
45 STATE PL 3.2500 1.0000
48  TITLE N PL 500 .0000
The Leave Balances Summary Screen shows
the -1.00 day of sick leave refunded and 1.00
day of staff development taken in the Cur
Taken column.
ENTER = Continue, F16 = Exit, F17 = Print Screen
MEF| | F2 | F2 | F2 | F5 | FB | F7 | FB | F3 |F1l] | F11 | F12 | F13 | F14 | & 14.61.80
Fis« % 24 25 25 27 Help
Step Action

40

A summary of leave balances and leave taken is shown on the Leave Balances Summary
Screen. The user may drill down to the detail records associated with each leave category by
using the function key which appears next to the main leave type. F1 through F14 may be
available to select the leave type, depending upon the entries on the screen. If desired, select
the appropriate function key.

General instructions for using the Leave Balances Summary Screen from within the Input
Employee Leave and Substitute Pay module are available here. However, refer to the
Personnel System Operations Guide, Section E: Enhanced Substitute Pay and Employee
Leave Processing, Topic 5: Leave History Processing for detailed instructions on using the
Leave Balances Summary Screen.

To scroll up and down on the screen for additional leave information, select the appropriate

icon as follows: (F24 — Previous 14 records), (F25 — Next 14 records),
(F26 — Up 1 record), (F27 — Down 1 record).
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The Leave Detail Screen is shown below:

B PCGDist=8991 Rel=14.02.01 08/21/2014 PCW 001 S¥ C:\DEYSYS C:\SECOND

=l=1x]

Step

41

“f| F1 | r2 | F3 | Fa | 5| re | F7 | re | e |Fi0 |1 |Fi2 | Fis] s | &

LUHF IND

Input Employee Leave and Substitute Pay
Leave Detail Screen

Contract months: 18
Display in days

BAZLEY, TI2AHY GClass code: 82

Dpisplay mode: D {D-days, H=hours)

Employee number: B9647
Plan year: 2814

Leave type: A6 STAFF DEV

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

HST 45 STATEPL LY TAKEN 221472014 211472014 3.2500

HST 48 TITLEIIPL LY TAKEN 2/25/2014 33172014 5000 88607 FO2TE, MAZWELL
CUR 45 STATEPL LY TAKEN 47022014

Aﬂmuu

In this example, the Leave Detail screen
shows the current adjustment of Time Out
being taken for Staff Development.

¥YTD Taken
3.7500

Cur Taken End Bal
1.0000 0000

Begin Bal Advance Adjust
0000 0000 .0ooo

ENTER = Continue, F16 = Exit, F17 = Print Screen

14.681.88

Fis« %

24 | 25 | 25 | 27 Help

" Action |

Review the detail data displayed on the Leave Detail Screen and identify the current leave
refund on the Current Leave Input File (Source (Srce) is equal to CUR), which was entered.

In this example, the Leave Detail screen shows the current adjustment of Time Out being
taken for Staff Development. The Time Out reflects the staff development time taken.

Select ﬂ (F16 — Return to Summary) to return to the Leave Summary Screen.

42

Review the summary data displayed on the Leave Summary Screen.

Select ﬂ (F16 — Exit) to return to the Input Employee Leave and Substitute Pay screen.
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The following screen displays:

B PCG Dist=8991 Rel=14.02.01 08/21/2014 PCW 001 SY C:\DEYSYS C:\SECOND - = x|
Input Employee Leave and Substitute Pay LVIg160

Enter the leave data you wish to maintain or create:

Absent employee no.: s%u?j - or - If no absent employee, check here: [
BRZLEY, TIZANY

Starting leave date: LiB2/2014
Leave type: A6 STAFF DEVELOPHENT
Leave reason: 45 STATE PROFESSIOHAL

Days absent: 1.080888 - or - Hours absent:

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

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

:""V n'%l = F'O rs FS F7 Fz = Fa , noY Fii El FizE' Fie. e nsQ 14.63.00
F1€« F|7E|} mm_ff ’:;?‘i’rl;s :zozw“}: :zogllr_" Help

Step  Action

43 Select ﬁl (F16 — Exit) to return to the Leave Update Menu screen.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND = |E |£|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- 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
- Recalculate Yearto-Date Leave on Payroll Record

e EE kb EREi

Master | Vo1 | 12.02._00

eS| 15 | Morip | RAY, | VEND

44 Select ﬁl (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or
select Ml (Master) to return to the Business Applications Master Menu.
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A9. Printing Employee Leave and Substitute Pay Records

1 From the Business Applications Master Menu, select -3 | (F3 - Personnel System).

The following screen displays:

— — ]
=] PCG Dist=8991 Rel=15.02.00 07/13/2015 PCW 002 gﬂ CADEVSYS  CASECOMND WHITE E &8
Personnel System PERHENU
FKey Master HMenu

-- Personnel Update Menu

-- Enhanced Substitute Pay and Leawve System
-- Legacy Leave Menu
-- Personnel Reports Menu

-- Salary Projection Menu
-- Special Functions Menu

1
4
5|
6]
11 | -- Employee Contract File Export
12 |
13 |
20 |

-- File Reorganization

e Vo] [ | | [ [ [} [ [ | [ [ | | 15.62.06

e | 5 | MriSy | B4R | MEND

Step  Action
2 Select 4| (F4 — Enhanced Substitute Pay and Leave System Menu).
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001
Personnel System PERO3P

Mastar | U6ty |

Enhanced Substitute Pay and Leave System

- Leave Setup Menu
- Leave Update Menu
- Leave Reports Menu

-- Leave History Menu

C\DEYSYS C:\SECOND Ailil

12.01.80

=] uu%wnr@ Ay | VEN

Step  Action
3 Select —2_| (F2 — Leave Update Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

Input Employee Leave and Substitute Pay
Import Leave Input Data from C5V
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
Recalculate Yearto-Date Leave on Payroll Record

BE EE kb kREZ

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select _ 1| (F1 — Input Employee Leave and Substitute Pay).
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The following screen displays:

B PLGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND - = x|
Input Employee Leave and Substitute Pay LUIg160

Enter the leave data you wish to maintain or create:
Absent employee no.: v| - 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.

EN“'V np%lrz‘% = r» FS FS F? Fz = Fs, FiOY FnE' an' Fis . Fis& 13.01.006
FIS« F17E|;)|F|8m r:zof'i'rl;: r:zoglg :2030[\; Help

Step  Action
5 Select = 2] (F3 — Print this data).
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The following screen displays:

B PLGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:\SECOND - = x|
Input Employee Leave and Substitute Pay LUIg160

Enter the leave data you wish to maintain or create:

Absent employee no.: v| - 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: r

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

@st complete. Check p@
- FLo ST — = ﬂ-ﬂ'ﬂ@—rﬁ F& Fs, FiOY FnE' Fle' Fis I#;Bnl Fis& 13.91.00

Fiz
« =1 m HMoDiEy: | Mooy | HoDiEy:
Fi5 Firl=i | Fis ExiTine| Fez 3 | Fesly Help

Step  Action

6 Verify “Print request complete. Check print queue.” displays, and select ﬁl (F16 -
Exit) to return to the Leave Update Menu screen.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND = |E |£|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- 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
- Recalculate Yearto-Date Leave on Payroll Record

e EE kb EREi

Master | Vo1 | 12.02._00

eS| 15 | Morip | RAY, | VEND

Step Action

! Select ﬁl (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or
select Ml (Master) to return to the Business Applications Master Menu.
8

To print the report via the Ugueue Print Manager: Select mﬁl (Ugqueue).
To print the report via Microsoft® Word: Select @l (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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A9.1 Employee Leave and Substitute Pay Report

BEPORT DATE: 08/02/2012 13:357:3%5 EMPLOYEE LEAVE AND SUBSTITUTE PRY PAGE 1
DROGEAM: ILVIO100
TIME OFF TIME OFF b=} SUE
1EAVE TYPE 1ELVE CODE LEAVE DATE DRYS HOTURS SUENC SUE MEME TOT TIME GROSS
87605 SO08SELO, NABACHR
b1 SICK 01 SICK 5/01/2012 1.5000 12 0000 87577 HABKS, TRENT 1.50 105_50
87613 HRALOW, DHANG
A2 QTHER NON-D 02 FIELD TRIES S/01/2012 2.0000 1&.0000 3.00 183.00
Al SICK 0l SICK S/02/2012 2.0000 1&.0000 3.00 185.00
876le RISGINS, DRASTE
43 LWOP 01 LWoP 5/01/2012 1.0000 8 _0000 3.00 185_00
b1 SICK 01 SICK S/0272012 1.0000 8 _0000 3._00 185%_00
87643 REETER, SEEASTIAN
Al SICK 0l SICK S/02/2012 0.5000 Z.5000 3.00 185.00
87673 BESRIOS, JEBFERSON
e 3D 01 5D S/0372012 1.0000 8 _0000 87854 AD3M, MAILTOR 1.00 58_00
87674 BUVNO, CHTRLIN
Al SICK 0l SICK S/02/2012 1.5000 1z 0000 3.00 185.00
87530 CRTY, SHTRAN
42 OTHER NON-D 01 JURY DUTY 5/01/2012 30000 24 _0000 8958 CRTSP, LATOMR 3.00 185_00
28138 BATIS, TAT
A& 3D ol 5D S/01/2012 1.0000 &.0000 85361 EBE4MUDEZ, FR4RY 1.00 73.00
88235 HAZMONDS, FAZTML
b1 SICK 01 SICK 5/04/2012 1.0000 8 _0000 87854 AD3M, MA3ILTOR 1.00 58_00
28858 GEVIILE, MAT
A3 LWOP ol LWoP S/04/2012 1.0000 5.0000 88704 GESGER, DESICK 1.00 SE.00
25117 DE40RE, MR4TR
b1 SICK 01 SICK 5/03/2012 30000 24 _0000 85727 CGAZLIRDO, EKEZL 3.00 204_00
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Procedure B: Import Leave Input Data from CSV

When the import procedure is run, PCGenesis validates the data in the import file first. 1f the import
data passes all validations, the user has the option of continuing the process or exiting so that the output
reports can be reviewed. If the user decides to finish processing, the import file is uploaded into
PCGenesis and the Current Leave Input File is updated.

The import process may be run in multiple batches, if desired. This facilitates loading leave data from
multiple work locations since each batch can be imported separately. Once the leave data has been
imported using this procedure, the data can be modified further from within the Input Employee Leave
and Substitute Pay module described in Procedure A.

The new Enhanced Substitute Pay and Employee Leave System allows substitute pay to be entered on

the Input Employee Leave and Substitute Pay screen, even when there is not an absent employee. Users
are also able to import the substitute pay, when there is no absent employee on the import file. This will
facilitate verifying the substitute pay reports since all substitute pay can be entered into the leave system.

Several fields are available on the import file layout for 'Substitute Only' records. The Process Type
field, the Pay Type field, and the Pay Rate field have been added at the end of the import file layout.
When the absent employee number is zeroes in the import file, the system will use the Process Type,
Pay Type, and Pay Rate fields, in addition to the Override General Ledger Account Number, on the
import file to populate the substitute’s gross data line. When the absent employee number is zeroes in
the import file, only one gross data line can be generated for the substitute employee.

B1l. Import File Layout

e Each line conforms to the following comma delimited format (.csv). Each line ends with a carriage return
and line feed pair. (Line sequential format.)
e Lines without valid record ID codes are ignored. This allows the inclusion of headers and other reference

information.
Column Field Name Notes
Detail Record
One line must be included for each employee’s leave data.
A Record ID Required. Letter “T.
B Absent employee Required. Employee ID number - must be in the Payroll file.
number Enter zeroes if this record is for substitute pay only, and there is
no absent employee.
6 digits
C Absent employee last Required, if valid Employee ID in Column B. Employee’s last
name name — must match the name in the Payroll file.
D Absent employee first | Required, if valid Employee ID in Column B. Employee’s
name first name — must match the name in the Payroll file.
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Column Field Name Notes

Detail Record - Continued

E Absent employee Required, if valid Employee ID in Column B. Employee’s
middle name middle name — must match the name in the Payroll file.
F Absent employee class | Optional. Informational only. The employee’s payroll class
code code.
G Absent employee class | Optional. Informational only. The description of the
code description employee’s payroll class code.
H Absent employee work | Optional. Informational only. The employee’s payroll work
location code location code.
I Absent employee work | Optional. Informational only. The description of the
location description employee’s payroll work location code.
J Leave type code Required, if valid Employee ID in Column B. The leave type
code.
K Leave reason code Required, if valid Employee ID in Column B. The leave
reason code.
L Starting leave date Required. The starting leave date.
The leave date must be entered in MMDDCCY'Y order.
M Time entry type Required. The units for the time off request for the absent
employee.
Valid values:
H = hours
D = days
N Total time off for the Required, if valid Employee ID in Column B. The total
absent employee amount of time taken for leave by the absent employee.
(0] Memo Optional. Informational only. A description of the employee’s
leave.
P Substitute flag Required. An indicator which indicates whether or not there is
a substitute for the absent employee.
Valid values:

Y = There is a substitute
N = No substitute

Q Substitute employee ID | Required, if the Substitute Flag equals “Y’. Substitute
employee number - must be active in the Payroll file. The
employee must be in a payroll class defined as a substitute (S)
class.

6 digits
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Column Field Name Notes

Detail Record - Continued

R Substitute last name Required, if the Substitute Flag equals “Y’. Substitute’s last
name — must match the name in the Payroll file.

S Substitute first name Required, if the Substitute Flag equals “Y’. Substitute’s first
name — must match the name in the Payroll file.

T Substitute middle name | Required, if the Substitute Flag equals “Y’. Substitute’s middle
name — must match the name in the Payroll file.

U Substitute paid time Optional. The total amount of time to pay the substitute. Entry
is required in this field only if the substitute paid time is
different from the absent employee’s time off.

The units of the substitute’s time are determined by the rate

being paid to the substitute as defined on the Payroll Class
Code Leave Parameters record.

\Y/ Substitute class code Optional. Informational only. The substitute’s payroll class

code.
w Substitute class code Optional. Informational only. The description of the
description substitute’s payroll class code.
X Substitute work Optional. Informational only. The substitute’s payroll work
location code location code.
Y Substitute work Optional. Informational only. The description of the
location description substitute’s payroll work location code.

Columns Z through AH contain the override general ledger account number to which the
substitute’s salary will be charged. The override general ledger account number is an optional
field. When utilized, this override account number is typically used for staff development time off.
The substitute’s entire salary will be charged to this one account.

Z Staff FY Required, if zeroes in Column B, otherwise optional. Year in
this account number in which salary is charged - must be the
valid fiscal year.

AA | Staff FND Required, if zeroes in Column B, otherwise optional. Fund in
this account number in which salary is charged

AB Staff F Required, if zeroes in Column B, otherwise optional. Fiscal
Year in this account number - always zero.

AC Staff PRGM Required, if zeroes in Column B, otherwise optional.
Program in this account number in which salary is charged.

AD Staff FNCT Required, if zeroes in Column B, otherwise optional.
Function in this account number in which salary is charged.

AE Staff OBJCT Required, if zeroes in Column B, otherwise optional. Object
in this account number in which salary is charged.
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Column Field Name Notes

Detail Record — Continued

AF Staff FCTY Required, if zeroes in Column B, otherwise optional. Facility
in this account number in which salary is charged.

AG Staff B Required, if zeroes in Column B, otherwise optional.
Building in this account number in which salary is charged.

AH Staff ADDL Required, if zeroes in Column B, otherwise optional.
Additional Local numbers in this account number in which
salary is charged.

Columns Al through AK are utilized only when there is no absent employee (Column B contains
spaces or zeroes) and only substitute pay is being entered.

Al Proc Type Required, if zeroes in Column B.

Gross Type or Process Type code. Hourly (H), Daily (D),
or Adjustment line types A, X, or P.

Valid values:
Reqular Gross Types:

D — Regular daily with pension and taxes
H — Regular hourly with pension and taxes

Special Gross Types:

A — Daily/Hourly adjustment NO pension calculation

X — Daily/Hourly, with FICA, NO pension/annuities or tax
calculation

P — Daily/Hourly adjustment with taxes and pension
calculation
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Column Field Name Notes

Detail Record — Continued

Al Pay Type Optional, if zeroes in Column B.

Pay Type code. The Pay Type code is used only for the
new detailed pay stub. The Pay Type code must be defined
in the payroll Description File. Zero, or an empty cell,
defaults to ‘000’ (Regular Pay).

The new detailed check stub contains a new section of data
entitled Current Hours and Earnings. The current
earnings will print based upon the Pay Type entered for the
gross data line. The Current Hours and Earnings section
on the detailed check stub will list the pay type descriptions,
along with the pay rates, regular and overtime hours, regular
and overtime pay, and contract amounts.

In order to get a proper breakdown of the earnings, users
will need to categorize their employees’ Gross Data
earnings by Pay Type before utilizing the new detailed pay
check statement. All gross data lines with the same Pay
Type and Pay Rate will be summarized (and accumulated)
on ONE earning line on the check stub.

AK Pay Rate Required, if zeroes in Column B.
Employee’s rate of pay.

Georgia Department of Education
April 4,2018 ¢ 9:09 AM e Page 98 of 147
All Rights Reserved.



PCGenesis Personnel System Operations Guide

B2. Importing Leave Input Data from CSV

Step | Action

1 From the Business Applications Master Menu, select 3 | (F3 - Personnel System).

The following screen displays:

= e e e e — [rm——
(] PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CMSECOND WEE_ £

Personnel System PERMENU I
FKey Haster HMenu
1_| -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization
e o [ [ | [ [ [ | [ [ | [ [ [ | 15.62.00

re | S | WoriSp| AN | WEND

Step  Action
2 Select _4_| (F4 — Enhanced Substitute Pay and Leave System Menu).
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The following screen displays:

B PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001
Personnel System PERO3P

Mastar | U6ty |

Enhanced Substitute Pay and Leave System

- Leave Setup Menu
- Leave Update Menu
- Leave Reports Menu

-- Leave History Menu

C\DEYSYS C:\SECOND Ailil

12.01.80

=] uu%wnr@ Ay | VEN

Step  Action
3 Select —2_| (F2 — Leave Update Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

Input Employee Leave and Substitute Pay
Import Leave Input Data from C5V
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
Recalculate Yearto-Date Leave on Payroll Record

BE EE kb kREZ

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select —2_| (F2 — Import Leave Input Data from CSV).
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The following screen displays:

B PCGDist=8991 Rel=14.02.01 08/20/2014 PCW 001 S¥Y C:\DEYSYS C:'SECOND _|E|£|
Import Leave Input Data from CSU Luue2a0

Identify the Leave Input Import CSU File:

Enter the import file path and name (e.g. C:\PCGA\LUIHMPORT.CSU)
or F18 to Browse for File

C=APCGNLUTHPORT .CSY

Enter = continue or F16 = Exit 14.03 .00

Step | Action |

5 Verify the path and filename have defaulted correctly as K\\PCG\LVIMPORT .csv, or enter
the correct path and filename in the Enter the import file path and name field , or select
F10 (to Browse for file).

If the filename entered is incorrect, the “Invalid File 1d. Correct and press ENTER to retry,

or F16 to exit.” message will be displayed. In this instance, return to Step 5 to enter the
correct information.

6 Select Enter.

Select F16 to exit the program without updating, and to return to the Leave Update Menu.
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The following screen displays if there are no errors:

B PCGDist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:\DEYSYS C:'\SECOND _|E|£|
Import Leave Input Data from CSU Luue2ee

Processing in FINAL HODE

@ in LEAVE IHPUT import file

Press EHTER to load LEAVE IHPUT import file

Press F16 to STOP process

Press ENMTER to process or F16 to exit program 13.681.88

The following screen displays if there are errors:

B PCGDist=8991 Rel=13.01.00 03/07/2013 PCW 001 C:\DEVSYS C:\SECOND — =] x|
Import Leave Input Data from C3U Luuezae

Processing in FINAL HODE

Error{s) in LEAVE IHPUT import file.

Please review print file with error listing.

Correct problem{s) in Excel file and recreate LEAVE INPUT import file.

Enter to exit program and correct 13.61.00
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The following screen displays if there are warnings:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEYSYS C:'\SECOND _|5|£|

Import Leave Input Data from CSU Luue2ee

Processing in FINAL HODE

Warning{s} in LEAVE IHPUT import file

Please review print file with warning listing.

FE8 to finish processing FIHAL HODE

F16 to Exit and Correct

13.681.88

Action

If there are errors: Select Enter to exit the program. Access the PCGenesis Uqueue Print
Manager to print the Leave Input Import Error/Warning Report. Using the report, make the
appropriate corrections to the .csv file, and return to Step 5 to repeat this procedure.

If there are warnings: Select F8 to finish processing. The reports will be available for
review and the Current Leave Input File will be updated.

Select F16 to exit the program without updating, and to return to the Leave Update Menu.
Using the reports, make the appropriate corrections to the .csv file, and return to Step 5 to
repeat this procedure.

If there are no errors: Select Enter to continue. The reports will be available for review
and the Current Leave Input File will be updated.

Select F16 to exit the program without updating, and to return to the Leave Update Menu.

The “* * * Updating Leave Totals * * *” message will be briefly displayed.
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND = |E |£|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- 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
- Recalculate Yearto-Date Leave on Payroll Record

e EE kb EREi

Master Userlidl 12.02._00
| 15 | Mrizp | RAY | YEND
Step | Action |
10 Select ﬁl (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or

select Ml (Master) to return to the Business Applications Master Menu.

11 To print the report via the Uqueue Print Manager: Select mﬁl (Uqueue).
To print the report via Microsoft® Word: Select @l (MS WORD).

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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B3. Import Reports — Samples
B3.1 Leave Input Import Error/Warning Report — with Errors

DATE 08/1le/2012 LWUOZO00 LEAVE INPUT IMPORT ERROR/WARNING RERORT TRIZL. MODE DRGE 1

EMINO MESSLCE TYPE MESSACE DEIAIL

T,87613, HR4TOW, DHANG, 0, , , , A1, 01, &012012,D, 2, Sick Leawe,¥, 87605, MBAON, TRAVIS, 0,2, , .00 rrvrrrsy

087€13 SUBSTITUTE MIDDLE NAME MTSMATCH o
087613 EMPLOYEE MIDDLE NAME MISMATCH 0
087&13 EECORD RCCEPTED WITH WAENINGS

T,8761&, BRISGINS, DRSTE, 0, ,,,, A1, 02, 022012, 0,5, FMLL Y, 87638, FASCON, SHERTLYN, 0, 5, 1, vvrrrvres

087€leé SUBSTITUTE MIDDLE NAME MISMATCH 0
087€lé EMPLOYEE MIDDLE NAME MISMATCH 0
08T&le EECORD RCCEPTED WITH WAENINGS

T,8767%, BEERIOS, JESFERSON, O, ,, , A3, 01, 6032012,D, 0.5, Days Deducted from Pay,¥, 87673, BIZDLE, VEZN, 0, 0.5, , rvrrrrerrrs
087673 SUBSTITUTE MIDDLE MNAME MISMATCH o

087673 EMPLOYEE MIDDLE NIME MISMATCH o

087673 RECORD ACCEDTED WITH WARNTNGS

T,87230, HESNING, AS3LEY, 0, ,,, ,A5,01, 8042012, 0, 2, Annual Days,¥, 27844, 0LSERAE, CHSEE, 0,2, 1\ vrrrrrres

087830 SUBSTITUTE MIDDLE NAME MISMATCH o

087830 EMDLOYEE MIDDIE NIME MISMATCH o

087830 EMPLOYEE CLASS NOT SET UP FOR LEAVE TYIE CLASS = 01 IV TYEE = A8 ERROR
087830 RECORD REJECTED
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B3.2 Leave Input Import Error/Warning Report — with Warnings Only

| DaIE 08/le/2002.  LANUQZ00 LEAVE INPUT IMPORT ERROR/WAENING REROERT TRIAL MODE PAGE 1

EMPNO MESSACE TYPE MESSLCE DEIAIL

T,87&13, ELALOW, DE4NG, 0, ,, , AL, 01, @12012, 0, Z, Sick Leave,¥, 87605, MRON, JRAVIS, .2, .\ rvrrvvrrer
DETEL3  FMPLOYEE MTIDDLE NEME MTISMATCH o

087£13 BECORD ACCEPTED WITH WARNTINGS
T,8761&, RISGINS, DASTE, , ,, , A1, 02, @022012, 0, 5, FMLA, ¥, 87636, FASOON, SHERTTYN, 0,5, ,, .\ rvrrrrre

pEIgle  SURSTITITUTE MTIDDIE NAME MISMATCH o

087616 BECORD ACCEETED WITH WARNTHGS

T,87673, BEGRTOS, JEBFERSON, , , ,, ,A3,01, 6032012, 0,0 .5, Days Deducted from Bay,¥,87679, BIZOLE, VEZN, , 0.5, , ,, rrrverser
087ETE RECORD AOCEETED

T,27830, EEINING, AS3LEY, ,,,,,R6,01,6042012,0,2,5taE Development, ¥, 87844, OLSERA, CHEEE, L2, ,, v rvrrrers

087830 RECORD AOCEETED

T,878%4, yrspr ., 02, 0L, 6082012,0,3, Jury Duty, ¥, 87888, ,, + 3 crvrrereres

DE7854. . SUESIITUTE LAST NAME MISMATCH VIZES

DE7254.. SUESIITUTE FIRST MEME MISMATCH BEZITO

027854 FMPLOYEE LAST NAME MISMATCH HO3EN

027854 FMPLOYEE FIRST NAME MISMATCH EA3LIE

087854 BECORD ACCEPTED WITH WARNTINGS

T,88138, BATTS, TAT, ,,, ., B1,01, 6062012,0,3,5ick Leave, ¥, 87888, ,, . 30 vsvrrrvrrrr

pgglag  SURSTITTUTE LAST NRME MTISHMATCH VI3ES

pgglas  SURSITTUTE FIRST MRME MISHMATCH BE3ITO

088138 BECORD ACCEETED WITH WARNTHGS

T,87&73, BEERIOS, JEGFERSON, ,, ,, ,A1,03,8072012, 0,3, Personal Leave,¥,87844, OLSERA, CHIEE, ,3,,, s rerrrers
087€73 RECORD AOCELTED

T,87830, EES3NING, AS3LEY, ,,,,,Al,03,8082012,D,3, Personal Leave, ¥, 87673, BIZ0LE, VEIN, , 2, .\ rvvrrrrs
087830 RECORD ACCEETED

LEAVE BATANCE EDITS

DERL3E. RRITE, TA7
NBR1A8  TELVE EMCEEDS EMPLOYEE BALANCE FOR TYEE IV TYPE = 41 ENDING BAL = 2 _0000 TOT REQUEST = 30000

QETRTA. RERBIOS, JEBFERSON
NETe73 . TELVE EMCEEDS MRX ALTOWED FOR RELSON IV TYDPE = .1 LV REAS = 03 MRY RILOWED = 30000 DRIOR REQ = 1.000

087830 HEIWING, AS3ILEY
DE7830. LEAVE EXMCEEDS MRX ALLOWED FOR RERSON LV TYPE = A1 LV REAS = 03 MAY RALLOWED = 3.0000 PRIOR REQ = 1.000
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B3.3 Payroll Balance Report

REPORT DATE: 08/1&/201Z2 DPAYROLL BALANCE #++ DRELIMINARY - LOCATION WITHIN CLASS DACE 1
REPORT ID: LVRSBALL/LVRSEALZ

LoC SUB# CL SUB MAME
TERCHER HNAME Lv DRIE BATE REG-HRS BEG-MT ACCOOUNT NUMEER

6753 87679 03 BIZDLE, VEZN
087€73 BEBRIOS, JEBFERSON 0&,/03,/2012 &3_00 _50 31.50 D 12-100-0-1041-1000-11300-0108-1-000000

€753 87636 03 FASCON, SHERILYN

DBTELE RISGINS, DRASTE 0E/02/2012 &8_00 4.00 272 .00 D 12-100-0-1021-1000-11300-0100-1-000000
DBTELE RISGINS, DRASTE 0E/02/2012 &8_00 1.00 & _ 00 D 12-100-0-2111-1000-11300-0100-1-000000
*% BUBSTITUTE TOTAL 5.00 340 .00

€753 87605 03 MRAON, JRAVIE

087613 HR4LOW, PH4ANG 0870172012 SE.00 2.00 116.00 D 12-100-0-1041-1000-11300-0108-1-000000
€753 87844 03 OQLSERA, CHSEE
087830 HE3INING, LS3ILEY 0&,/04,/2012 &8_00 2.00 136.00 D 12-100-0-2041-1000-11300-0108-1-000000
€753 8788€ 03 VI3ES, BE3ITO
087854 NO3EN, ER3LIE 0&,/05,/2012 T3.00 3.00 215.00 D 12-100-0-3011-1000-11300-0108-1-000000
*+ LOCATION - TOTAL 12 .50 842 50
e CLAEE - TOIAL 1250 242 .80
REPORT DATE: 08/1&/2012 DPAYROLL BALANCE **+ PRELIMINARY - LOCATION WITHIN CLASS PALGE 2

REPORT ID: IVRSEBAL1 /LVRSEBLLZ

LOC SUEg CL SUB NAME
TERCHER HNAME LV DATE FBATE REG-HRE BEG-IMT LCCOUNT NUMEER

+e@sd GREND - TOTAL 1z.50 842 .50

B3.4 Employee Leave Detail Report — Current Leave Data Only

FEPORT DATE: 0B8/1&/2012 EMPLOYEE LEAVE DETATL BEPORT - CURRENT LEAVE DATA ONLY PAGE - 1
FEPORT TIME: 12:11 S0RIED BY Emp Mame, Lv Iype, Lwv Date PROGEIM: LVREDTL3
DLAN YERR - 0000

EMPNO EMPLOYEE NAME CLLSS WE LOC YERR

1ERVE TYPE 1LELVE CODE LEAVE DATE DREYS HOURS SUENG SUB MRIME TOT TIME GROSS
87€73 BEBRIOS, JESFERSON 01 0108 2012
* 43 ILWOP 01 LWOP &/03/2012 0_5000 4_0000 87675 BIZDLE, VEZN 0.50 31_50
27€l3 HR4LOW, PHANG ol olog 201z
* Al SICK 0l SICK &/01/2012 2.0000 1€.0000 27605 MR4ON, JR4AVIS 2.00 116.00
27830 HEINING, AS3ILEY ol olog 201z
* IE STALFF DEVEL 01 STAFF DEVEL &/04/2012 2_0000 1€ 0000 87844 OLSERA, CHERE 2_00 136 00
27854 NO3EN, ER3LIE 01 0108 2012
+ A2 OTHER 01 JURY DUTY &/05/2012 3_0000 27 _0000 8788& VI3ES, EBE3AITO 3.00 215 00
87eleé RISEINS, DRSTE 01 0100 2012
* Al SICKE 0Z FMLA &/0Z/2012 50000 400000 87636 FASCON, SHERILYN 500 340.00
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B3.5 Substitute Leave Detail Report — Current Leave Data Only

BEPORT DATE: 08/1&/2012 SUESTITUTE LEAVE DETATL REBORT - CURRENT LEAVE DRATR OMLY DAGE - 1
BEPORT TIME: 12:11 S0RTED BY Sub Name, Lwv Date DPROGEIM: LVRSDTLZ
DLAN YERR - 0000
SUBNO SUBSTITUIE MEME CLASS WK LOC YEZR
TIPE THN DARIE LV DAIE EMP NO EMP MNIME UNIT SUB TIME
87675 EBIZDLE, VEZN 03 €753 2012
CUR LV 00/00,/0000 0&/03/2012 87673 EEBRTIOS, JERFERSON DATLY _ 5000
*%% BUBSTITUTE TOTALS _sooo
8763e FASCON, SHSRILYN 03 €753 201z
CUR LV 00/00/0000 08/02/2012 876leé RISGINS, DASTE DATLY 5. 0000
*%% BUBSTITUTE TOQTALS S.0000 =+
87605 MR40N, JR4VIS 03 6753 Z012
CUR LV 00/00,/0000 0&/01/2012 87613 HRALOW, PHANG DATLY 2_0000
*%% EBUBSTITUTE TOTALS 2_0000 +*
37844 OLSERL, CHSEE 03 6753 2012
CUR LV 0D/00/0000 08/04/2012 87830 HE3NING, ASILEY DATLY Z2.0000
w%% EUBSIITUTE TOTALE 2.0000 =+
8788& VI3ES, BE3IITO 03 6753 2012
CUR. LYV 00,/00,/0000 0&/05/2012 87854 MNO3EN, EAR3LIE DATLY 3_0000
*%% SUBSTITUTE TOTALS 3_0000 +*
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Procedure C: Post Leave Input Data

Once all leave data and substitute pay has been entered into the Current Leave Input File and verified,
the Post Leave Input Data procedure can be performed. The Current Leave Input Data may only be
posted ONE TIME during the payroll cycle. The Current Leave Input File must be posted before F4 —
Calculate Payroll and Update YTD (Final) is executed so that the substitutes’ gross data transactions are
included in the payroll.

Posting the current leave input data accomplishes the following:

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 and posted to the substitute’s Update/Display
Gross Data screen.

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 pay stub
leave data is available from the Update/Display Current Leave Data screen within payroll.

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.

The Post Leave Input Data procedure updates the Payroll Monitor with each step of the leave
posting process. If posting fails, the user is forced to restore SECONDL to SECOND and cannot
proceed without doing so. The ‘Post substitute pay and employee leave’ indicator in the Payroll
Monitor will be updated with each step of the leave posting process as illustrated in the following
table.
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‘Post substitute pay and
employee leave’ Payroll Leave Data Status
Monitor Value

N The Post Leave Input Data process has not started

S The Post Leave Input Data process started, but did not finish.

The substitute Gross Pay data has posted, but the Leave History
data has not been posted.

L The Post Leave Input Data process started, but did not finish.

The substitute Gross Pay data has posted and the Leave History
data has posted, but the Payroll Leave Data (F2, F2, F17) screen
has not been posted.

Y The Post Leave Input Data has completed successfully.

The Payroll Administrator may now continue with the next steps
in the payroll cycle.

The Post Leave Input Data procedure allows timely recovery when the posting procedure fails for any
reason. If the Post Leave Input Data fails in the middle of the process, a warning message is displayed
on any PCGenesis menu, and the user is not allowed to repost the leave or continue the payroll process
without restoring SECONDL. An example of the warning message is displayed below.

PCG Dist=8991 Rel=18.01.00 03/16/2018 PCW 001 SV CADEVSYS CASECOND WHITE o[ D
Business Applications MASTER
FKey Haster HMenu

-- Financial Accounting & Reporting System
-- Payroll System

1]
2]
_3 | -- Personnel System
4]
5]

-- Certified/Classified Personnel Information System
-- Budget System

_30 | -- System Utilities

The Enhanced Substitute Pay and Employee Leave System did not post correctly.
Check the PAYROLL HONITOR and verify the status of the leave posting.
If the status is *"S* or ‘L', call the Help Desk for assistance.

|l|ser 14.92 .08

list |

Hord S

PaY
MORITOR: | MORITOR:

Example of Leave Posting Error Message on a PCGenesis Menu Screen
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Two options are available for updating the substitutes’ gross data during the posting process: The user
can either replace the substitutes’ gross data lines or add to the substitutes’ gross data lines.

e The user should replace the substitutes’ gross data lines if there are no valid gross data lines on
the substitutes” Gross Data screen, and ALL gross data lines for the substitute are contained on
the Current Leave Input File.

e The user should add to the substitutes’ gross data lines if additional pay from other sources has
been entered directly into payroll using the substitutes’ Gross Data screens and the user needs to
retain these gross data lines.

NOTE: The Post Leave Input Data step must be run for ALL regular and special payroll cycles,
whether or not there is any leave data in the Current Leave Input File. Even if there is no leave data to
post, the posting step must be executed. In this case, a warning message will be displayed indicating
that no records were posted.

When running a Manual/Void Check Run Only payroll cycle, if the Post Leave for Manual/Void Run
option is set to Y (Yes), the Post Leave Input Data step must be executed. If the Post Leave for
Manual/Void Run option is set to N (No), the Post Leave Input Data step is NOT executed.

1 From the Business Applications Master Menu, select 3 | (F3 - Personnel System).

The following screen displays:

— —— - B
1 PCGDist=8991 Rel=1502.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WELE@Q
Personnel System PERMEHU
FKey Haster HMenu
1_| -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
9 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization

UCE ™ [ I I A A A A S 15.62.99

re | S | WoriSp| AN | WEND
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2 Select 4| (F4 — Enhanced Substitute Pay and Leave System Menu).

The following screen displays:

B pCGDist=8991 Rel=13.01.00 03/06/2013 PCY¥ 001 CH\DEYSYS C:SECOND - IE' Iil
Personnel 3ystem PERB3P

Enhanced Substitute Pay and Leave System

FKey
1 | -- Leave Setup Menu
2 | -- Leave Update Menu
3 | -- Leave Reports Menu
4 | -- Leave History Menu

12.01.80

Mastes | Vet |

eS| 15 | i | PAY. | VEND

Step  Action
3 Select —2 | (F2 — Leave Update Menu).
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The following screen displays:

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCW 001 C\DEYSYS C:\SECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

Input Employee Leave and Substitute Pay
Import Leave Input Data from C5V
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
Recalculate Yearto-Date Leave on Payroll Record

BE EE kb kREZ

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select 3 | (F3 — Post Leave Input Data).
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The following screen displays:

PCG Dist=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DE¥SYS C:\SECOND = IE Iil
LUPOSTP

*® % ® WARNIMHNG * x %

This process will take the CURREMWT leave input file, which is called
"LUINPUT on PERDATA', and POST the leave data to the CURRENT payroll.
Once this process has bequn, it CANMOT be stopped and rerun without proper

file REBUILD PROCEDURES*t*?

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

=% Press EMTER to Continue #=

** Press F16 to EXit == 12.04. M

Action 4‘

Enter R (To replace ALL current gross data entries for the substitutes) or A (To add salary,
hourly or daily entries for the substitutes) in the Input the GROSS DATA TYPE for
Posting Leave field to determine how the file will be processed.

To replace ALL of the substitutes’ existing gross data: Enter R in the field. Use this
code if there are no valid gross data lines on the substitutes’ Gross Data screen and ALL
gross data lines for the substitute are contained on the Current Leave Input File.

To add the Current Leave Input File’s entries to the substitutes’ existing gross data:
Enter A in the field. Use this code if gross data lines from other sources have been entered
directly into payroll using the substitutes’ Gross Data screens.

Select Enter twice to continue processing.

Select F16 to exit the process without posting the Current Leave Input File data.
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The following screen displays briefly:

SAWINDOWS  system32 cond.exe

C:sAcuchl*~AcuGT~bhin*RD ~5% G C:~SECONDL
The system cannot find the file specified.

C=“Acuchl“~AcuGT~hin*md C:~SECONDL

C=“Acuchl*~AcuGT~hin>xcopy C:“S8ECOND C:~SECOMDL e
G :~SECOND~#DODFRT~FOREBBABA
C:~SECOND~#DODFRT~LUACBBAS
C:~SECOND~#DODPRT~LUACAA11
C:~SECOND~#DODPRT~LUACBAA1S
C:~SECOND~#DODFRTI~LUACBAA16
C:~SECOND~H#DODPRT~LUACBA1Y
C:~SECOND~H#DODPRT~LUBLBBAZ
C:~SECOND~H#DODPRT~LUBLBA11
G :~SECOND~#DODPRT~LUBLBA12
G :~SECOND~H#DODPRT~LUBLBA13
G :~SECOND~#DODPRT~LUBLBA1 4
C:~SECOND~#DODPRT~LUBLBA1S
G :~SECOND~#DODPRT~LUBLBA18
G :~SECOND~#DODPRT~LUBLBA
G :~SECOND~#DODPRT~LUBLBA
G :~SECOND~#DODPRT~LUBLBA
C:~SECOND~#DODPRT~LUBLBA
C:~SECOND~#DODPRT~LUBLBA
C:~SECOND~#DODPRT~LUBLBA
C:~SECOND~#DODPRT~LUBLBA
C:~SECOND~#DODPRT~LUBLBA
C:~SECOND~H#DODPRT~LUBL
C:~SECOND~H#DODPRT~LUBL
C:~SECOND~H#DODPRT~LUBL
C:~SECOND~#DODFRT~LUBL
C:~SECOND~#DODFRT~LUBL
C:~SECOND~#DODFRT~LUBL
C:~SECOND~#DODFRT~LUBL

& 000 =] A b (B D

G2 “SECOND~H#DODPRT ~LUEL
G~ SECONDSHDODPRT
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The following screen displays briefly:
(@ rcoDist=5931 Rel=18.01.00 04/04/2018 PCWOD1 SV CADEVSYS CASECOND \.'\n-mlblﬂlg1

LUPOSTP

Leave being updated - DO HOT GCAHGEL PROCESSIHG?

17.81.688

If there is no leave data to post, the following screen displays:

F e T
ﬂ PCG Dist=8991 Rel=18.01.00 04/04/2018 PCW 001 SV CADI YS CASECOND WHITE .L X
e d—

Luue188

Post Leave Input File - Update Substitute Gross Data

MO RECORDS IN LEAVE INPUT FILE - JOB STOPPIHNG

Press ENMTER to continue 14.84.88
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Step Action

7 If there is no leave data to post, a warning screen displays as shown above. This does not
indicate a problem or error but is simply meant to warn the user that no leave records
existed in the Current Leave Input File to post.

NOTE: The Post Leave Input Data step must be run for ALL regular and special payroll
cycles, whether or not there is any leave data in the Current Leave Input File. Even if
there is no leave data to post, the posting step must be executed. In this case, a warning
message will be displayed indicating that no records were posted.

The following screen displays:

B PCGDist=6991 Rel=13.01.00 03/06/2013 PCW 001 C\DEWSYS C:\SECOND _ = x|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- 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
- Recalculate Year-to-Date Leave on Payroll Record

BB EE kb kRE

Waster umlist 12.82.80

rele| [ | MeriSy | DA | MEND

Step  Action

8 Select ﬁl (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or
select Ml (Master) to return to the Business Applications Master Menu.
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Procedure D: Display Gross Data

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 4:
Update/Display Payroll Information for instructions.
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Procedure E: Display Leave YTD/Balance Paycheck
Data

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic 4:
Update/Display Payroll Information for instructions.
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Procedure F: Taking Sick Bank Leave

Sick bank leave is defined as Leave Type ‘A7’. Defining the ‘A7’ leave category is optional and is
dependent on the school system’s leave policy. When a school system offers a system sick bank,
employees are typically given the choice of whether or not to participate in the system sick bank.
Employees who have decided to participate in the system sick bank must have their Sick Bank flag set
to a ‘Y’ on the Personnel Screen. Also, the employee’s payroll class code must participate in Leave
Type ‘AT, sick bank. The Payroll Class Code Leave Parameters for the employee’s class code must
have Leave Type ‘A7’ checked, indicating that the class code participates in the sick bank.

Typically, an employee who participates in the system sick bank is required to periodically donate some
of their earned sick leave to the system sick bank. In order to accomplish this, a Reason Code is set up
under the sick leave category (Leave Type of ‘Al’ or ‘L1’) with the Sick bank contribution category
option set to ‘Yes’. This reason code is typically named ‘Sick Bank Contribution’. In order to
contribute to the system sick bank, sick leave would be taken from the employee using this sick leave
reason code. When the Post Leave Input Data option is executed, the system adds the sick leave taken
from the employee to the system sick bank balance, and the employee’s sick leave balance is
decremented. The time available in the system sick bank is stored in the System Sick Bank Balance
field on the Payroll Identification Record on the Tax/Withholding/Control Menu. The System Sick
Bank Balance field must be greater than zero in order for an employee to use sick bank time.

Typically, sick bank leave is approved for employees based upon an application to the district board or
commission, but this depends on the system’s leave policy. The PCGenesis system is designed so that a
leave history adjustment to the employee’s sick bank balance (Leave Type ‘A7) can be made for the
amount of time that an individual employee has been approved for. A leave history adjustment is the
method used for advancing the sick bank time to the employee, instead of doing an automatic leave
advance to all employees. Therefore, even though an automatic leave advance for the sick bank will
never take place, the ‘A7’ leave type must be set up with a Leave advance formula of ‘Contract
months’ and an Advance schedule of ‘Annually’. The How much to take parameter must be set to
‘Check leave balance’ and the Allow balance to go negative must be set to ‘No’.

Once the employee is approved to take time from the system sick bank, PCGenesis first requires the
employee to finish using all of their own sick leave balance (Leave Type ‘A1’ or ‘L1°) before being
allowed to use the system sick bank time. Therefore, the employee’s ‘A1’ or ‘L1’ sick leave balance
must be zero before the system will allow the employee to use any system sick bank time.

The following table summarizes the requirements for taking system sick bank time:
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~ REQUREMENTSFORSICKBANK LEAVETYPE‘A7

v STEP ACTION

1 The employee must participate in the Sick Bank. The Sick Bank flag must be set to
‘Y’ on the employee’s Personnel Screen.

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing,
Topic 3: Update/Display Personnel Information for instructions.

2 The System Sick Bank must have time available. The System Sick Bank Balance
field is available on the Payroll Identification Record on the Tax/Withholding/Control
Menu. The System Sick Bank Balance must be greater than zero.

Refer to the Payroll System Operations Guide, Section I: Special Functions, Topic 3:
Tax Tables/Withholding/Control Information Processing, Procedure B:
Display/Update the Payroll Identification Record for instructions.

3 The employee’s class code must participate in sick bank. The Payroll Class Code
Leave Parameters for the employee’s class code must have Leave Type ‘A7’ checked,
indicating that the class code participates in the sick bank.

Refer to the Personnel System Operations Guide, Section E: Enhanced Substitute Pay
and Employee Leave Processing, Topic 1: Leave Setup, Procedure C: Maintain
Payroll Class Code Leave Parameters for instructions.

4 The employee must have used all of their available sick leave balance. The ending
balance for Leave Type ‘Al’ and ‘L1’, regular sick leave, must be zero before an
employee is allowed to take sick bank time.

5 The employee must have time available in their Sick Bank Balance. The employee
must have an ending balance greater than zero for Leave Type ‘A7’, sick bank leave.

The PCGenesis system is designed so that a leave history adjustment to the
employee’s sick bank balance (Leave Type ‘A7’) can be made for the amount of time
that an individual employee has been approved for. A leave history adjustment is the
method used for advancing the sick bank time to the employee.
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Procedure G: Contributing Leave to the System Sick
Bank

Sick bank leave is defined as Leave Type ‘A7’. Defining the ‘A7’ leave category is optional and is
dependent on the school system’s leave policy. When a school system offers a system sick bank,
employees are typically given the choice of whether or not to participate in the system sick bank.
Employees who have decided to participate in the system sick bank must have their Sick Bank flag set
to a ‘Y’ on the Personnel Screen. Also, the employee’s payroll class code must participate in Leave
Type ‘A7, sick bank. The Payroll Class Code Leave Parameters for the employee’s class code must
have Leave Type ‘A7’ checked, indicating that the class code participates in the sick bank.

Typically, an employee who participates in the system sick bank is required to periodically donate some
of their earned sick leave to the system sick bank. In order to accomplish this, a Reason Code is set up
under the sick leave category (Leave Type of ‘Al’ or ‘L1") with the Sick bank contribution category
option set to “Yes’. This reason code is typically named ‘Sick Bank Contribution’. In order to
contribute to the system sick bank, sick leave would be taken from the employee using this sick leave
reason code. When the Post Leave Input Data option is executed, the system adds the sick leave taken
from the employee to the system sick bank balance, and the employee’s sick leave balance is
decremented. The time available in the system sick bank is stored in the System Sick Bank Balance
field on the Payroll Identification Record on the Tax/Withholding/Control Menu.

Sick bank contributions are entered into the Current Leave Input File during the payroll cycle. As the
user prepares the payroll, leave data is entered into the system via the Input Employee Leave and
Substitute Pay procedure or the Import Leave Data from CSV procedure.

The most efficient method available for processing employees’ sick leave donations to the system sick
bank is to create a .csv file for the Import Leave Input Data procedure. Refer to Procedure B: Import
Leave Input Data From CSV, B1. Import File Layout in this document for the file layout of the import
file.

When the import procedure is run, PCGenesis validates the data in the import file first. If the import
data passes all validations, the user has the option of continuing the process or exiting so that the output
reports can be reviewed. If the user decides to finish processing, the import file is uploaded into
PCGenesis and the Current Leave Input File is updated.

If necessary, once the data is imported into the Current Leave Input File, the user is able to modify the
imported data using the Input Employee Leave and Substitute Pay module. The user is also able to
verify the contents of the Current Leave Input File by running the various leave reports available within
the Enhanced Substitute Pay and Employee Leave System.

Refer to Procedure B: Import Leave Input Data From CSV in this document for instructions on
importing a .csv file for the Import Leave Input Data procedure.

The following table summarizes the required steps for contributing sick leave to the system sick bank:
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STEPS FOR CONTRIBUTING LEAVE TO THE SYSTEM SICK BANK

v STEP ACTION

1 Obtain an initial .csv file which contains the employee number, SSN, name, last name,
first name, middle name, work location code and description, and class code and
description by using the Export Selected Payroll/Deduction/CPI Information
procedure described in this section below. This .csv file will be used as the starting
point for creating a leave import file.

2 Make the appropriate adjustments to the Microsoft® Excel spreadsheet in order to create a
.csv file for the Import Leave Input Data procedure. Follow the steps provided in the
procedure below.

These adjustments may include but are not limited to formatting the columns’ widths,
the addition and the deletion of certain columns and/or rows, moving column locations
to comply with requesting entity’s requirements, and the manual entry of information
not maintained in PCGenesis.

Refer to Procedure B: Import Leave Input Data From CSV, B1. Import File Layout in
this document for the file layout of the leave import file.

3 Import the .csv file created in Step 2 into the Current Leave Input File by using the
Import Leave Input Data procedure.

Refer to Procedure B: Import Leave Input Data From CSV in this document for
instructions on importing a .csv file for the Import Leave Input Data procedure.

4 If necessary, once the data is imported into the Current Leave Input File, the user may
modify the imported data using the Input Employee Leave and Substitute Pay module.
The user should also verify the contents of the Current Leave Input File by running the
various leave reports available within the Enhanced Substitute Pay and Employee
Leave System.
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= e Dist=8901 Rel-17.0000 03/17/2017 PCW 002 SV CADEVSYS @ ND WHlTE-_F
= = S N
i Payroll System PAYHMBOBOS
: FKey Haster Henu
| 1_| -- Payroll Setup Menu
2_| -- Payroll Update Menu
3 | -- Payroll Check & Direct Deposit Menu
4 | -- Annual Reports Menu
5 | -- Monthly/Quarterly/Fiscal{Biennial Reports Menu
8 | -- Employee ReportsfLabels Menu
9_| -- Update/Display Description/DeductionfAnnuity Menu
10 | -- Earnings History Menu
11 | -- Check Reconciliation Menu
12 | -- Update/Display Payroll Monitor
13 | -- Special Functions Menu
20 | -- File Reorganization
L5 I W I A I A N A 15.03.00

FIS« u-“% Hor{5 NE@:\J{R MOMITOFR.

Step  Action
1 Select _13 | (F13 - Special Functions).

The following screen displays:

(1 pce Dist=8991 Rel=17.01.00 03/17/2017 PCWO00Z SV CADEVSYS CASECOND wms‘lglﬂg
Payroll System PAYMBE13

FKey Special Functions Henu

1 | -- Display/Update Pay Schedules
-- Print Invalid Budget Accounts in Payroll

|

2

_3 | -- TaxjWithholding/Control Menu
_ 4 | -- Maintain/Print State File Menu
LI - - Reset Payroll Amounts Menu
_6 |- Payroll Mass Update Menu
_7 | -- Delete Employee Menu

_8 | -- Payroll Exporfimport Menu

L [ N A A 08.03.00

| 115 | Mri5y | DAY | MEND

Step  Action
2 Select _8 | (F8 - Payroll Export/Import Menu).
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The following screen displays:

B PCGDist=8991 Rel=12.03.00 11/06/2012 PCW 002 C:\DEYSYS C:\SECOND _IEILI
Payroll System PAYHBB16

Payroll Export/Import Henu

-- Payroll Gross Data Export
-- Payroll Gross Data Import

-- Payroll Deduction Export
-- Payroll Deduction Import

-- Export Selected Payroll } Deduction } CPl Information
-- Import Selected Payroll Information

-- Earnings History Export
-- Earnings History Gross Pay Distribution Export

-- Import New Employees - Batch Mode
-- Export New Hire File for Georgia Directory of New Hires

R

Master | Vs | | 11.02.00
e S | MoriSh | AN | WEND

Step Action

3 Select 5 | (F5 — Export Selected Payroll/Deduction/CPI Information).

4 On the C:\ drive, create a folder entitled EXPORT, or verify the folder exists.
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The following screen displays:
r|;| PCG Dist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WHlTE‘EI&Ig

PAY17EXT

Create Payroll/Deduction Export File to Load in Excel

Enter the Export file Path and Hame (e.g. C:\EXPORT\FAYEXPCCYYHMDD.C3U)
or F18 to Browse for File

C:A\EXPORTASickBankUpdate .CSU

HOTE: DIRECTORY Hust Already Exist

The filename will default to C:A\EXPORTANPAYEXPccyymmdd.CSU (ccyymmdd = today's date}.
The C:AEXPORT directory HUST exist. IFf C:M\EXPORT does not already exist, you MUST
create the C:\EXPORT directory or change to an exsting path.

Enter = Continue or F16 = Exit

| | [ [ [ [ | [ | [eme| | | [ [ | 15.62.60
FIS«

Step | Action

5 Enter C:\EXPORT\SickBankUpdate.CSV, in the Enter the Export file path and name
field.

PCGenesis allows entries other than C:\EXPORT\SickBankUpdate.CSV as long as the
directory structure entered exists.

In the case of duplicated filenames, PCGenesis replaces the previous file’s information
with the most recently selected deduction and payroll information results.

6 Select ﬂl (Enter) to continue.
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The following screen displays:
r|:| PCG Dist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND wml@lﬂu

PAY17EXT

Export Selected Payroll / Deduction / CPI Information

Export File Type: E Export File for Report
Export File for Report
Create File to HModify & Import

E
I

F10 | to set selection criteria Filter not active

Export sort order: = Employee Mumber
" Employee 55N
" Employee Mame [Lname Fname]
Amount Format: ' Include Decimal [$10.00 = 10.00)
" No Decimal ($10.00 = 1000)
SSH Format: = Alpha - 999-88-7777
" Mumeric - 999887777
Date Format:  MM/DD/CCYY
 CCYYMMDD
PAY Item{s) Selected: a F4 to select PAY Items
CPI Item(s) Selected: a F5 to select CPI Items
Deduction(s) Selected: a F6 to select Deductions
Ho Items Selected
Enter=Create File, F4=Select PAY Items, F5=Select CP tems, F6=Select Deductions, F16=Exit
| | | ||| e |F | | W[y [m2| | | 15.02.00

F16« h [~ |

F10 — Set filter
conditions

Step  Action

/ To set specific search criteria: Select ﬂl (F10 — Set filter condition).
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The following screen displays:

i “
D1 7o Dteodt Rel-143400 COOUBOES POWOOL ™ CIBERTE "CGEEONE ™ WirE

Export Selected Payroll / Deduction / CPI Information PAYFIND
Set Employee Selection Filter

Filter set: Status
Status: A _ _ Pension: Contract mo: Certified (C or H): _ 13 month (¥ or H): _

¢lass Code: __  _  _  _ _ _ _ _  _ _ _ _ _ __ _ __ _ _ _ _

Work Location: -
Job Code: - -

GS1 Job: __ -

HOTE: The entries you place on this screen are not checked against the
description file. This may be used to search for employees who
may have invalid entries.

Filter conditions set
4 N e = I I T P o O e e -y | 13.62.00

SET
FIS« |=17a Fisw por e | poon W Help

Step  Action

8 On the Export Employee Master Data — Set Employee Selection Filter screen, make the
appropriate selections and entries. For example, set the Status parameter to ‘A’ in order to
extract only active employees.

Verify “Filter conditions set.” displays. Selecting ﬁl (F16 — Exit) will return to the
Export Selected Payroll/Deduction/CPI Information main screen.
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The following screen displays:
r|;| PCG Dist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS C:\SECONB , Wm_@l&lﬂ

PAY17EXT

Export Selected Payroll / Deduction / CPI Information

Export File Type: E Export File for Report
Export File for Report
Create File to HModify & Import

E
I

F10 | to set selection criteria Filter set: Status

Export sort order: Employee Humber
Employee S5H

Employee Hame [Lname Fname]

o

~

~
Amount Format: ' Include Decimal [$10.00 = 10.00)
" Mo Decimal ($10.00 = 1000)
5
-
¥
-

SSH Format: Alpha - 999-88-7777

Numernic - 999887777

MMW/DD/CCYY
CCYYMMDD

Date Format:

PAY Item{s) Selected: a F4 to select PAY Items
CPI Item{s) Selected: a F5 to select CPI Items
Deduction{s) Selected: <] F6 to select Deductions

Ho Items Selected
Enter=Create File, Fi4=Select PAY Items, F5=Select CPI Items, F6=Select Deductions, F16=Exit

gl | | e |es e |rr | | X Fn|F2] | | | 15.62.00

Step | Action
9 Export file type: Select ‘E’ to create a .csv file for the Import Leave Input Data procedure.

10 Select 4 | (F4 — Select Pay Items), if payroll items are to be exported.

NOTE: Do NOT select ﬂl (Enter — Continue) at this point. Select employee payroll
items (F4 — Select Pay Items) first, before processing the export request.
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The following screen displays when ‘E’ is entered in Step 9 for the Export file type:

-
F PCG Dist=8991 Rel=17.01.00 04/03/2017 PCW 001 SV CADEVSYS CASECOND wr—m_@lﬂu
PAY17EXT
Export Selected Payroll / Deduction / CPI Information
Select Payroll/Personnel Fields
Enter 'X' for the item to be reported F11=5elect All, F1Z2=Deselect All
LAST HAME X PAY LOC _ CONTHMO _ BIRTH DATE _
FIRST HAME X WORK LOG X ANHUAL WORK DAYS _ HIRE DATE _
MIDDLE HAME X SECTION 125 _ COHTRACT GROSS _ REHIRE DATE _
HAME SUFFIX _ CLASS X COMTRACT BIWEEKLY _ DATE OF DEATH _
STREET _ JOBCLASS STATE AHHUAL _ TERM DATE _
STREETZ _ CFI JOB _ LOCAL AHHUAL _ TERH REASOH _
CITY _ CERT TYPE _ OTHER AHHUUAL _ PEHSION ELIG DATE _
STRTE _ PAY SCHEDULE # _ FICA SW _ GHI IHD _
ZIPF _ PAY CYCLE _ FED EXEHMPTIOWS _  DOE PAID ERCOH FLAG _
TELEPHOHE _ PEHSIOHN CODE _ FED WITH CODE _ CPI IMCLUDE _
PAYROLL STATUS _ RETIRE SW _ STATE DEP ALLOWAMCE _ ENABLE DDP SUW _
SEX _ TRS SERVICE IND _ FED TaAX HARITAL STAT _
ETHHIC _ TRS SERVICE LOCK _ STATE TAX HARITAL ST _
HARITAL _ "HO PEHSION' CODE _ STATE HAR ALLOWAMCE _
EED-5 JOB CODE _ SPOUSE SSH _ GHI IHFORHMATION _
HOURS PER WEEK _ PRIOR YEAR CONTHO _
HOURS PER DAY _ SUBSTITUTE RANK _
LEAUE REASOH HMAX _ OUERRIDE ACCRUE _
BACKGROUND CHK DATE _ ADJ LEAVE ELIG DATE _
CELL FHONE _ EMERGEHCY DATA _
EMPLOYEE E-HMAIL _ BUDGET PAY CATEGORY _
SICK BAMK IHDICATOR X CONTACT DATA _

F7-Return, F11=Select All, F12=Deselect All, F16=Clear Selections and Exit
vl | | e |es ||z | | L.X|emi|e2| | | | 17.61.00

FIS«

Step  Action
11 Enter X in the field to the right of the desired payroll items.

In order to create a .csv file for the Import Leave Input Data procedure, enter X in the
following fields:

LAST NAME

FIRST NAME

MIDDLE NAME

SICK BANK INDICATOR
WORK LOC

CLASS

12 Select Ll (F7 — Return to Setup Export), or select ﬂl (Enter - Continue) to return to
the Export Selected Payroll/Deduction/CPI Information main screen.
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The following screen displays:

[=1 PCG Dist=8991 Rel=15.02.00 07/13/2015 PCWO0DZ SV CADEVSYS CASECOND wmmu
PAYAZEXT

Export Selected Payroll / Deduction / CPI Information

Export File Type: E Export File for Report
E Export File for Report
I Create File to HModify & Import

F10 | to set selection criteria Filter set: Status

Export sort order: % Employee Number
" Employee 55N
" Employee Hame [Lname Fname]
Amount Format: ' Include Decimal [$10.00 = 10.00)
" Mo Decimal ($10.00 = 1000)
SSH Format: (¢ Alpha - 999-88-7777
" Mumeric - 999887777
Date Format: & MM/DDJ/CCYY
 CCYYMMDD
PAY Item{s) Selected: [} F4 to select PAY Items
CPI Item{s) Selected: a F5 to select CPI Items
Deduction{s) Selected: <] F6 to select Deductions

Enter=Create File, Fi4=Select PAY Items, F5=Select CPI Items, F6=Select Deductions, F16=Exit
gl | | e |es e |rr | | X Fn|F2] | | | 15.62.00

FIS«

NOTE: PCGenesis displays the total number of employee payroll items selected.

Ste Action

13 To define the sort order: Select the O (Radio button) to the left of the desired Export sort

order field.
Regardless of the sort order selected, PCGenesis always exports the Name, SSN, and Employee
Number fields.

14 To define the amount format: Select the O (Radio button) to the left of Include Decimal

($10.00 = 10.00) format.

15 To define the Social Security Number (SSN) format: Select the O (Radio button) to the left
of Alpha —999-88-7777.

16 To define the date format: Select the O (Radio button) to the left of MM/DD/CCYYY.

17 Select ﬂl (Enter - Continue).
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The following message box displays:

Extract Records? x|

\y Ready to extract records?

Select O to continue,
Select CAMCEL to redisplay the screen,

Cancel

Ste Action

18

Select L 4 to continue processing and to extract the payroll data.

Cancel

If the selected payroll data is incorrect or incomplete, select to enter the correct

information.

“**Processing Request**” briefly displays.

The following screen displays:

-
1 PCGDist=8991 Rel=15.02.00 07/13/2015 PCW OD: blﬂlg-
PAYAZERT
E
Payroll HMaster / Deduction Export File Created
File Hame = C:\EXPORTA\SICKBANKUPDATE .CSU
Total Records = u27
Enter=Continue
15.82 .88
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Ste
19

Action 4‘

Screen-print or record the file name displayed and select Enter (Continue).

The following screen displays:

B  PCGDist=8991 Rel=12.03.00 11/06/2012 PCWODZ C:\DEYSYS C:\SECOND
Payroll System

Payroll Export/Import Henu

Payroll Gross Data Export
Payroll Gross Data Import

Payroll Deduction Export
Payroll Deduction Import

Export Selected Payroll { Deduction } CPl Information
Import Selected Payroll Information

-- Earnings History Export
-- Earnings History Gross Pay Distribution Export

-- Import New Employees - Batch Mode
-- Export New Hire File for Georgia Directory of New Hires

Bl Bl bl Bl bR

Mastep umlist

e’ | (MG | MoriS | AR | MEND

=151

PAYHBB16

11.02.00

Step  Action
20 Select £ (F16 - Exit) to return to the Payroll System — Special Functions Menu, or select
Ml (Master) to return to the Business Applications Master Menu.
21 Navigate to C:\EXPORT\SickBankUpdate.CSV.
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The following window displays:

_ioix
File Edit Wiew Faworites Tools  Help | -#'
Bk ~ ) - (T |,O Search |~ Folders | & o X | (= | | 5 | Folder syne
Address | C:\EXPORT ~| B se
ame | Sizel Type | Date Modified | Attributes | -
@SICKBF\NKUPDF\TE.CSV 18 KB Microsoft Excel Com...  10f3j2013 11:52 AM A
;l
|249 objects (Disk free space; 8,87 GE) 6.6 MB | Q Iy Compuker v

Step  Action

22 Open the appropriate payroll/deduction/CPI information file. Find the file
C:\EXPORT\SickBankUpdate.CSV
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The following window displays:

Ir| - h- = KBANKUPDATE.CSV - Microsoft Excel E@g‘
He Irt Pagiﬁyour For las I. Relﬁw V T : - ) 0 [= 2
_j * Calibri 1 - A‘ A = E% QWrEpText General ij; ﬁ _’;ﬁ g% Insert z - % [ﬁ
EE R _ ) = 5% Delete = IE' =
| ™ g |2 70 @ (9 A S EE Eencon| § % 0[BT | o | Q- B R2E
' Clipboard & Font El Alignment [F] Mumber [P Styles Cells Editing
| Al - b3 | Empno - |
A B c D E F H 1 J K i
1 [EmpnolSSN Name Last Name First Name Middle Name Sick Bank Work LOC Work LOC Desc  Class Class Desc
2 | 23232 999-08-8127 ADZER TA2 AD2ER TA2 N 111 Location 000111 2 TEACHERS H
3 33333 333-33-3333 SMITH DAVID SMITH DAVID N 101 Location 000101 2 TEACHERS
4 | B7177 999-08-7177 MIETON ARSBELLE MISTON ARBELLE N 8014 Location 008014 3 SUB TEACHERS
5 | B7179 999-08-7179 WIGHELM DEGN WIGHELM DEGBN N 8013 Location 008013 17 MAINT CUSTODIANS FUL
6 87181 999-08-7181 MU4RY BE4 MU4RY BE4 N 8013 Location 008013 42 CUSTODAIN (PART-TIME
7 | 87182 999-08-7182 NE3BITT SA3G NE3BITT SA3G N 8014 Location 008014 15 SCH CLERICAL (SECRET
& | B7183 999-08-7183 WE27ZEL CAZMY WE2ZEL CAZMY N 101 Location 000101 2 TEACHERS
9 | B7184 999-08-7184 CHODWICK MISFORD CHIDWICK MISFORD N 111 Location 000111 2 TEACHERS
10| 87186 999-08-7186 CR7SP ROVENDO CR75P ROVENDO N 201 Location 000201 2 TEACHERS
11| 87190 999-08-7190 DU3RE JE3OLD DU3RE JEZOLD N 8014 Location 008014 3 SUB TEACHERS
12 | 87154 999-08-7194 CRTECH CH7EKO CR7ECH CH7EKO N 8013 Location 008013 42 CUSTODAIN (PART-TIME
13 87195 999-08-7195 FAGRAR TReY FAGRAR TREY N 8013 Location 008013 42 CUSTODAIN (PART-TIME
14 | 87196 999-08-7196 JASQUES CLSREMNCE JASQUES CLSRENCE N 8014 Location 008014 3 SUB TEACHERS
15 | 87197 999-08-7197 PE4CHEY CL4ARIS PEACHEY CLARIS N 3050 Location 003050 4 TCR AIDES FULLTIME
16 | 87209 999-08-7209 MESBLEY OSBALDO MEBLEY OSBALDO N 8014 Location 008014 3 SUB TEACHERS
17 87210 999-08-7210 STTREY DE7MY ST7REY DE7MY N 3050 Location 003050 5 TCR AIDES PART-TIME
18 | 87211 999-08-7211 THERSTOMN DOBG THBERSTOMN DO6G N 201 Location 000201 2 TEACHERS
19 | 87212 999-08-7212 WISLETT DISO WISLETT DISO N 201 Location 000201 15 SCH CLERICAL (SECRET
20 | 87219 999-08-7219 SQGIRES ALSEN SQ6IRES ALBEMN N 8014 Location 008014 3 SUB TEACHERS
21 B7223 999-08-7223 AL2NZO EF2EN ALZNZO EF2EN N 111 Location 000111 2 TEACHERS
22 | 87225 999-08-7225 LABTON MISEL LASTOMN NISEL N 3050 Location 002050 2 TEACHERS
23 | 87227 999-08-7227 BEGER AHGAD BEGER AHGAD N 8013 Location 008013 42 CUSTODAIN (PART-TIME
24 | 87230 999-08-7230 SH3CKLEY JA3KELYN SH3CKLEY JASKELYN N 111 Location 000111 2 TEACHERS
25 B7243 999-08-7243 ROGENTHAL BAGTON ROBENTHAL BABTON N 8010 Location 008010 46 SUPPORT PERSONNEL NO
26 | 87245 999-08-7245 WAAT HE4SHEL WAAT HE4SHEL N 8012 Location 008012 21 TRANSP BUS DRIVER 5U
27 | 87248 999-08-7248 BRONMNON WEITON BRONNON WESTON N 8014 Location 008014 3 SUB TEACHERS -
4 4 » M| SICKBANKUPDATE /%3 ] i ] » 1]
Reaqy | 7 | RO e ———

" Action

Step

23 Make the appropriate adjustments to the Microsoft® Excel spreadsheet in order to create a .csv

file for the Import Leave Input Data procedure.

These adjustments may include but are not limited to formatting the columns’ widths, the addition
and the deletion of certain columns and/or rows, moving column locations to comply with

requesting entity’s requirements, and the manual entry of information not maintained in
PCGenesis.

24 Sort the contents of the entire spreadsheet so that the rows of employees who do NOT participate

in the Sick Bank are sorted together.

Select Custom Sort from the Sort & Filter tab on the Microsoft Excel toolbar. Set the sort
options as illustrated below with the top level sort defined as the Sick Bank column (column G).
Apply additional sorts, if desired.
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The following screen displays:

sort 21x|

% pddlevel X Deletelevel 3 Copy Level |A v  Options... W My data has headers

Colurmn Sort On Qrder

Sort by Igick Bank vI I'l.u'alues vI IA to 2 "I

Then by ICIass j I'I.-'alues j ISmaIIesttoLargest j

Then by IName =] |'u'alues | |-"'-113'2 =l
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The following screen displays:

(I - v = G N KUPDATE CSV - Microsoft Excel T[] (= i |
Home Insert Page Layout Formulas Data Review Wiew Team ] e o 2R
| @ & Calibri 1l T A == [%] B S wrap Text General - ﬂ g S Insert = - ﬂ ‘:ﬁ
= '5:3' ) = ?‘Delete' E' .
ey mru- Seneacoms- | $ 7 0 (B8 G G gl G e e
Clipboard Font ] Alignment [Pl MNumber ] Styles Cells Editing
Al v I | Empno J
[ A B C D E F G H 1 ] K I
1 |Empn0 SSN Name Last Name First Name Middle Name Sick Bank Work LOC Work LOC Desc  Class Class Desc
2 | 33847 999-08-8847 VA2ADEZ JAZROD VAZADEZ JAZROD N 8010 Location 008010 1 SYSTEM SUPERINTENDEN %
3 23232 999-08-8127 ADIER TA2 AD2ER TA2 N 111 Location 000111 2 TEACHERS
4 | 88127 999-08-8127 AD2ER TA2 AD2ZER TAZ N 111 Location 000111 2 TEACHERS
5 | 87223 5999-08-7223 AL2NZO EF2EN ALZNZO EF2EN N 111 Location 000111 2 TEACHERS
6 88944 999-08-8944 ARSSTEAD TASHINA ARISTEAD TASHINA N 111 Location 000111 2 TEACHERS
7 87468 999-03-7468 ASSEW DASTON ASSEW DASTON N 201 Location 000201 2 TEACHERS
& 89058 999-08-9058 ASVER GEVEVIVE ASTER GE7EVIVE N 111 Location 000111 2 TEACHERS
9 | 88168 999-08-8168 ASITON YVSMNE ASITON YVINE N 111 Location 000111 2 TEACHERS
10 85217 999-08-9217 BOSDREAU MABGARITO  BOSDREAU MABGARITO N 3050 Location 003050 2 TEACHERS
11| 33273 999-08-8273 BUSDEN EMSLE BUBDEN EMSLE N 101 Location 000101 2 TEACHERS
12 88073 999-08-8073 BUSBN FRENCES BUEN FREBMNCES N 3050 Location 003050 2 TEACHERS
13 89677 999-08-9677 CA4AZOS BO4BIE CA4AZOS BOJBIE N 111 Location 000111 2 TEACHERS
14 | 33477 999-08-8477 CA4AZOS EMARSON CA4AZOS EMA4RSON N 111 Location 000111 2 TEACHERS
15 | 88957 999-08-8957 CAAFIELD CE4ESTA CAAFIELD CE4ESTA N 201 Location 000201 2 TEACHERS
16 89205 999-08-9205 CA4SEY DEANDRE CA4SEY DE4NDRE N 111 Location 000111 2 TEACHERS
17 87501 993-08-7501 CHAMPION BA4 CHAMPION BA4 N 8010 Location 008010 2 TEACHERS
18 89901 999-08-9901 CHAMPION DA4IAN CHAMPION DAAIAN N 201 Location 000201 2 TEACHERS
15 87412 999-08-7412 CHSMPAGNE ALSA CHSMPAGNE ALSA N 101 Location 000101 2 TEACHERS
20 89812 999-08-9812 CHSMPAGNE SC5TTY CH5MPAGNE SC5TTY N 3050 Location 003050 2 TEACHERS
21| 83140 999-08-8140 CH5NG BESRY CH5NG BESRY N 111 Location 000111 2 TEACHERS
22 | 87184 999-08-7184 CHSDWICK MISFORD CHIDWICK MISFORD N 111 Location 000111 2 TEACHERS
23 87799 999-08-7799 CI2ZTRON RO2 CI2ZTRON RO2 N 111 Location 000111 2 TEACHERS
24 | 87958 999-08-7958 CO3BY MISAH Co3sy MI3AH N 3050 Location 003050 2 TEACHERS
25 | 88478 999-08-8478 CO3TS SU3IKO Co3Ts SU3IKO N 3050 Location 003050 2 TEACHERS
26 839549 999-08-8949 CO4ART WA4A CO4ART WALA N 3050 Location 003050 2 TEACHERS
27 | 87186 999-08-7186 CR7SP ROJENDO CR75P ROJENDO N 201 Location 000201 2 TEACHERS -
M 4 » | SICKBANKUPDATE %3 4] I I 30|
Ready | 23 M a00% (=——U——(%)

Step
26

" Action

Delete all rows with Sick Bank (column G) equal to ‘N’.
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The following screen displays:

g“ =R e KBANKUPDATE. - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Team & 0 = = SSI
| “r""_i] # Calibri i oA == %] - = General [#} Conditional Formatting ~  S=lnsert~ X v ? ﬁ I
. Bz - @Format as Table = ?Delete N D' ]
Paste 4 B I U~ S-A- = EEAE I ) Cell Styles - EE Format - | 2+ porté Find &
Clipboard & Font Fl Alignment (] Mumber (] Styles Cells Editing
c1 - 5 | CA4AZOS BO4BIE w
A B C D E F G H | J K
1 Empno SSN Mame Last Name FirstMame Middle Name Sick Bank Work LOC Work LOC Desc  Class Class Desc
2 | 88127 999-08-3127 ADZ2ER TA2 ADZER TAZ Y 111 Location 000111 2 TEACHERS
3 | 87223 999-08-7223 ALZNZO EF2EN ALZNZO EF2EN Y 111 Location 000111 2 TEACHERS
4 | 88944 999-08-8944 AR9ISTEAD TASHINA ARSSTEAD TASHINA Y 111 Location 000111 2 TEACHERS
5 87468 999-08-7468 ASSEW DASTON ASSEW DASTON Y 201 Location 000201 2 TEACHERS
6 = 89058 999-08-9058 ASTER GEJEVIVE ASTER GE7EVIVE Y 111 Location 000111 2 TEACHERS
7 88168 999-08-8168 ASSTOMN YVINE ASSTON YWIONE Y 111 Location 000111 2 TEACHERS
& | 89217 999-08-9217 BOBDREAU MASGARITO  BOBDREAU MABGARITO Y 3050 Location 003050 2 TEACHERS
9 | BB8273 999-08-8273 BUBDEN EMBSELE BUSDEN EMBELE Y 101 Location 000101 2 TEACHERS
10 | 88073 999-08-8073 BUSN FRBNCES BUBN FRBMNCES Y 3050 Location 003050 2 TEACHERS
83677 ‘3'99—08—‘36??ICA4AZOS BO4BIE ICA4AZOS BO4BIE Y 111 Location 000111 2 TEACHERS
12 | 88477 999-08-8477 CA4AZOS EM4RSON CA4AZOS EM4RSON Y 111 Location 000111 2 TEACHERS
13 | 88957 999-08-8957 CA4FIELD CE4ESTA CAAFIELD CE4ESTA Y 201 Location 000201 2 TEACHERS
14 | 89205 999-08-9205 CA4SEY DE4NDRE CAASEY DE4ANDRE Y 111 Location 000111 2 TEACHERS
15 | 87501 999-08-7501 CHAMPION BA4 CHAMPION BA4 Y 8010 Location 008010 2 TEACHERS
16 | 89901 999-08-9901 CHAMPION DA4IAN CHAMPION DA4IAN Y 201 Location 000201 2 TEACHERS
17 | 87412 999-08-7412 CHSMPAGNE ALSA CH5MPAGNE ALSA Y 101 Location 000101 2 TEACHERS
18 89812 999-08-9812 CHSMPAGNE SC5TTY CHSMPAGNE SC5TTY Y 3050 Location 003050 2 TEACHERS
195 | 88140 999-08-8140 CHSNG BESRY CH5NG BESRY Y 111 Location 000111 2 TEACHERS
20 87184 999-03-7134 CHIDWICK MISFORD CHIDWICK MISFORD Y 111 Location 000111 2 TEACHERS
21 | 87799 999-08-7799 CI2ZTRON RO2 CI2TRON RO2 Y 111 Location 000111 2 TEACHERS
22 | 87958 999-08-7958 CO3BY MI3AH CO3BY MI3AH Y 3050 Location 003050 2 TEACHERS
23 | 88478 999-08-8478 CO3TS SU3IKO CO3Ts SU3IKO Y 3050 Location 003050 2 TEACHERS
24 | 88949 999-08-8949 CO4ART WA4A CO4ART WALA Y 3050 Location 003050 2 TEACHERS
25 | 87186 999-08-7186 CR75P ROTJENDO CR75P ROTJENDO Y 201 Location 000201 2 TEACHERS
26 | 87351 999-08-7351 DA2GLE LAZARO DA2GLE LA2ARO Y 111 Location 000111 2 TEACHERS
27 B9536 999-08-9536 DESTON DISRDRE DESTON DISRDRE Y 201 Location 000201 2 TEACHERS 3
W 4 b M| SICKBANKUPDATE ./ ¥ T T e T A 0!

Ready | = |

27

Delete the following columns:

Column B =SSN
Column C = Name
Column G = Sick Bank

After deleting the 3 columns, the end results should be:

Column A = Empno

Column B = Last Name
Column C = First Name
Column D = Middle Name
Column E = Work LOC
Column F = Work LOC Desc
Column G = Class

Column H = Class Desc

EFE R C ———)
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The following screen displays:

|H L ?J'@lﬁh Microsoft Excel o EP E3
Home Insert Page Layout Formulas Data Review View Acrobat Team & 0

=¥
B

SR

y

bb

-
]

Calibri i1

—1 S - -
S |General - ﬂ] ﬁ g S=1nsert = % [ﬁ
= 5 Delete | [B] -

G EEEE @) S % (WA St o | | o oS D22
Clipboard | Font (] Alignment ] | MNumber (] Styles | Cells | Editing
ﬂ Al - 13 ‘ Empno E|
(Z}] SICKBANKUPDATE.CSV = C ]
A B e D E F G H I J K L M N 0 \7
1 |Empno  MLast Name First NamiMiddle M: Work LOC Work LOC Class Class Desc =
2 89868 ASSEW  GESALD 189 Location 0 7 CERTIFIED 10 MONTH
3 85058 ASTER GETEVIVE 189 Location O 7 CERTIFIED 10 MONTH
4 87558 BA3N FR3DERIC 199 Location O 7 CERTIFIED 10 MONTH
5 85422 BA3R LAZERNE 195 Location 0 7 CERTIFIED 10 MONTH
6 88195 BAGTHOLL TREY 189 Location 0 7 CERTIFIED 10 MONTH
7 85520 BASM CHORITA 111 Location 0 7 CERTIFIED 10 MONTH
8 89791 BE2RDEN RO2 103 Location 0 7 CERTIFIED 10 MONTH
9 89939 BEBAVIDE TAGBRA 106 Location 0 7 CERTIFIED 10 MONTH
10 89689 BEBKMAN ELBONORE 198 Location 0 7 CERTIFIED 10 MONTH
11 88160 BRINKLEY CASOL 103 Location 0 7 CERTIFIED 10 MONTH
12 89792 BRISWELL SUSDAY 198 Location 0 7 CERTIFIED 10 MONTH
13 89768 BRIXTON RASHAL 103 Location 0 7 CERTIFIED 10 MONTH
14 87552 BUSBY IRSIN 198 Location 0 7 CERTIFIED 10 MONTH
15 89205 CA45EY DE4ANDRE 189 Location 0 7 CERTIFIED 10 MONTH
16 89826 CATL ANT 106 Location O 7 CERTIFIED 10 MONTH
17 87438 CH3 RO3BY 103 Location O 7 CERTIFIED 10 MONTH
18 89027 CHO6SHOLD CAGHERYN 199 Location 0 7 CERTIFIED 10 MONTH
19 88697 CH8 FLETA 199 Location 0 7 CERTIFIED 10 MONTH
20 88734 CO3NORS MA3ON 198 Location 0 7 CERTIFIED 10 MONTH
I 21 88682 COTEY DI7ORAH 198 Location 0 7 CERTIFIED 10 MONTH
22 88385 COBROY ILBA 103 Location 0 7 CERTIFIED 10 MONTH
] 23 88531 CROOK TRENTON 198 Location 0 7 CERTIFIED 10 MONTH
QQAA NAALING IRAINDA 1982 | nratinn 0 7 CERTICIEN 10 MAOKTH 'l
4 R | SICKBANKUPDATE o+ 1 (4] FII.:
Ready | I3 | ||E|E| 100% (-———0——(F)
Step  Action |
28 Insert a column in front of Empno called Record Type.

After inserting a column, the end results should be:

Column A = Record Type
Column B = Empno

Column C = Last Name
Column D = First Name
Column E = Middle Name
Column F=Work LOC
Column G = Work LOC Desc
Column H =Class

Column I = Class Desc
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Ste Action

29 Populate the Record Type (column A) with data.
Enter the Record Type (column A) for all employees as ‘T’ for Time Record.
Valid values for Record Type (column A): T

30 Move Class and Class Desc columns in front of Work LOC and Work LOC Desc columns.
After moving columns, the end results should be:

Column A = Record Type
Column B = Empno

Column C = Last Name
Column D = First Name
Column E = Middle Name
Column F =Class

Column G = Class Desc
Column H=Work LOC
Column I = Work LOC Desc

The following screen displays:

= AL A ; 52
| ﬁ‘—:—l | Microsoft Excel = @e
| File Home Insert Pag out i Viey Acrobat Tea A
D i — = Ar &
-l - A General - *jﬁ % ’% g Insert [ﬁ
=2 — I Delete | (@]

j Calibri
. :‘ﬁ T e .
$ - % s | %0 ;00 Conditional Format  Cell Sort & Find &

PE'StE « 4 o w - o Formatting ~ as Table ~ Styles ~ Lz| Format ~ | 2™ Filter~ Select -
Clipboard | Font M| Alignment L | Number I | Styles | Cells | Editing |
1 Al - J | Record Type v
@J SICKEAMKUPDATE.CSV o [E] 3
A B = D E F G H I i) K L M N o ‘A
1 |Record TylEmpno  Last Name First Nami Middle NeClass Class Dest Work LOC Work LOC Desc =
2 T 89868 ASSEW  GESALD 7 CERTIFIED 139 Location 000189
3 |T 89058 ASTER GE7EVIVE 7 CERTIFIED 139 Location 000189
4 T 87558 BA3N FR3DERIC 7 CERTIFIED 199 Location 000199
s T 89422 BA3R LA3ERNE 7 CERTIFIED 199 Location 000199
6 |T 88195 BAGTHOLCTREY 7 CERTIFIED 189 Location 000189
7T 89520 BASM CHSIRITA 7 CERTIFIED 111 Location 000111
8T 89791 BE2RDEN RO2 7 CERTIFIED 103 Location 000103
9T 89939 BEGAVIDE TAGERA 7 CERTIFIED 106 Location 000106
10 T 89689 BEBKMAN ELEONORE 7 CERTIFIED 198 Location 000198
11 |7 88160 BROMNKLEY CASOL 7 CERTIFIED 103 Location 000103
12 T 89792 BROSWELL SUIDAY 7 CERTIFIED 198 Location 000198
12 T 89768 BROXTON RASHAL 7 CERTIFIED 103 Location 000103
147 87552 BUSBY IRSIN 7 CERTIFIED 198 Location 000198
15T 89205 CA45SEY DE4NDRE 7 CERTIFIED 139 Location 000189
16 T 89826 CATL AN7 7 CERTIFIED 106 Location 000106
17 |7 87438 CH3 RO3BY 7 CERTIFIED 103 Location 000103
18T 89027 CHASHOLM CAGHERYN 7 CERTIFIED 199 Location 000199
19 |7 83697 CH3 FLETA 7 CERTIFIED 199 Location 000199
20T 88734 CO3NORS MA3ON 7 CERTIFIED 198 Location 000133
] 21 [T 88682 COVEY DI7ORAH 7 CERTIFIED 198 Location 000133
27 88385 COBROY ILBA 7 CERTIFIED 103 Location 000103
23 |T ) 88531 CR60OK TRENTON 7 CERTIFIED 198 Location 000198
¥ pogRa NAALIMG IRAIDA 7 CERTIEIED 182 | nratinn ANN192 o
M 4 b ¥| SICKBANKUPDATE Lim L4
Ready | 3 | ||§|E 100% (=——)—(#)
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Ste Action

31 Add the following columns after Work LOC Desc (column 1):

Column J = Leave Type

Column K = Reason Code

Column L = Starting Leave Date

Column M = Entry Type (H=Hrs D=Days)
Column N = Total Sick Leave Contribution Time
Column O = Memo

Column P = Substitute Flag (Y=Sub N=NoSub)

The following screen displays:

(G| - - < I CCBANKUPDATE CSV - Microsaft Excel T (o e
Home Insert Page Layout Formulas Data Review View Team & e o e EE
I ’E :;' Calibri 1l v A == %] P = Wrap Text General - ﬁ g E- ? @ é :L‘Iltfsum N % Eﬁ
e g B I E (S A B EE R Eeeacme | $ 0 o | W0 s T g | wt ook roms| 5, 218 0
Clipboard Font [F} Alignment [r} Mumber [F} Styles Cells Editing
L2 - & -
A B c D E F 5] H | J K L M N o P i
1 Record Empno LastName  FirstName Middle Name Class Class Desc Work LOC Work LOC Desc  Leave Type Reason Code Starting Leave Date Entry Type Total Sick Memo Substitute Flag
ZIT 88127 AD2ER TA2 2 TEACHERS 111 Location 000111 | _I
3T 87223 ALZNZO EF2EN 2 TEACHERS 111 Location 000111
4T 885944 ARISTEAD  TASHINA 2 TEACHERS 111 Location 000111
5T 87468 ASSEW DASTON 2 TEACHERS 201 Location 000201
6 T 89058 ASTER GE7EVIVE 2 TEACHERS 111 Location 000111
7T 88168 ASSTON YWINE 2 TEACHERS 111 Location 000111
8T 89217 BOSDREAU  MABGARITO 2 TEACHERS 3050 Location 003050
9T 88273 BUBDEN EMBSLE 2 TEACHERS 101 Location 000101
10T 88073 BUBN FRBNCES 2 TEACHERS 3050 Location 003050
1T 89677 CA4AZOS BO4BIE 2 TEACHERS 111 Location 000111
12 T 88477 CA4AZOS EMARSON 2 TEACHERS 111 Location 000111
13 7T 88957 CAAFIELD CE4ESTA 2 TEACHERS 201 Location 000201
14T 89205 CA4SEY DEANDRE 2 TEACHERS 111 Location 000111
15 T 87501 CHAMPION  BA4 2 TEACHERS 8010 Location 008010
16 T 89901 CHAMPION  DA4IAN 2 TEACHERS 201 Location 000201
17 7T 87412 CHSMPAGNE ALSA 2 TEACHERS 101 Location 000101
18T 89812 CHSMPAGNE SC5TTY 2 TEACHERS 3050 Location 003050
19T 88140 CH5NG BESRY 2 TEACHERS 111 Location 000111
20T 87184 CHIDWICK  MISFORD 2 TEACHERS 111 Location 000111
21T 87799 CI2TRON RO2 2 TEACHERS 111 Location 000111
27T 87958 CO3BY MI3AH 2 TEACHERS 3050 Location 003050
23T 88478 CO3TS SU3IKO 2 TEACHERS 3050 Location 003050
24T 88545 CO4ART WA4LA 2 TEACHERS 3050 Location 003050
23T 87186 CR7SP ROTENDO 2 TEACHERS 201 Location 000201
26T 87351 DA2GLE LA2ARO 2 TEACHERS 111 Location 000111
7T 89536 DESTON DISRDRE 2 TEACHERS 201 Location 000201 3
H4'v | SICKBANKUPDATE /¥ e e 4] i | v
Ready | B3 El 100% ®—U—® o

Step  Action |

32 Populate the Leave Type (column J) with data.

Enter the Leave Type (column J) for all employees as ‘A1’ (or ‘L1, if applicable) for Paid Sick
Leave.

Valid values for Leave Type (column J): AlorL1
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33 Populate the Reason Code (column K) with data.

Enter the Reason Code (column K) for all employees with the Leave Reason Code defined as
the Sick Bank Contribution Category on the Maintain Leave Reason Codes screen.

Refer to the Personnel System Operations Guide, Section E: Enhanced Substitute Pay and
Employee Leave Processing, Topic 1: Leave Setup, Procedure B: Maintain Leave Reason Codes
for information about the Leave Reason Code categories.

34 Populate the Starting Leave Date (column L) with data.
Enter the Starting Leave Date (column L) for all employees with an appropriate date.
Valid values for Starting Leave Date (column L): Date in MM/DD/CCYY format.

In order to avoid duplicate leave input errors for employees, use a Starting Leave Date which will
not be used by absent employees. For example, use a Saturday or Sunday date.

35 Populate the Leave Entry Type (column M) with data.

Enter the Leave Entry Type (column M) for all employees as ‘D’ if the sick time contribution is
in days. Enter the Leave Entry Type (column M) for all employees as ‘H’ if the sick time
contribution is in hours.

Valid values for Leave Entry Type (column M): Hor D
Most school districts report leave data in days (‘D).

36 Populate the Total Sick Leave Contribution Time (column N) with data.

Enter the Total Sick Leave Contribution Time (column N) for all employees. This field
contains the amount of sick leave time that the employee is donating to the system sick bank. The
amount of Total Sick Leave Contribution Time must be positive.

37 Populate the Memo (column O) with data, if desired.

The Memo field is optional. Enter a Memo (column O) for all employees with a description of
the sick leave contribution.

38 Populate the Substitute Flag (column P) with data.

Enter the Substitute Flag (column P) for all employees as ‘N’. Substitute data is not valid for
leave contributions to the system sick bank.

Valid values for Substitute Flag (column P): N
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The following screen displays:

EHd9-o-&E& - SICKBANKUPDATE.CSV - Microsoft Excel o = 52
Home Insert Page Layout Formulas Data Review View Acrobat Team (4] 0 o
b Caiion -1~ AN == %] B~ | S General - % Q ERES E % [ﬁ

- By~ = N Delete - | (@]~ )
e % o | conmt e Gy | o fpt fRAE
Clipboard 1= Font [} Alignment ] Mumber [F} Styles Cells ‘ Editing
Al - I | Record Type |E|
Al B | ¢ p | E [F] = H [ 1 [ 0 [k I v T m [ n | ol » | d&
1 [RedEmpno Last Name First Nami Middle Nz Class Class Dest Work LOC Work LOC Leave Typ Reason Cc Starting Le Entry Type Total Sick Memo  Substitute Flag
| 2T 89868 ASSEW  GESALD 7 CERTIFIED 189 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
1 3 |T 89058 ASTER GE7EVIVE 7 CERTIFIED 189 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
1 4 |T 87558 BA3N FR3DERIC 7 CERTIFIED 199 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
1 3 |T 83422 BA3R LA3ERNE 7 CERTIFIED 199 Location 0AL 4 7/6/2013 D 1.00 Sick Bank N
| 6 |T 88195 BAGTHOLCTREY 7 CERTIFIED 189 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
A 89520 BASM CHYRITA 7 CERTIFIED 111 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
| 8 |T 89791 BE2ZRDEN RO2 7 CERTIFIED 103 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
1 9 |T 899339 BEGAVIDE TAGBRA 7 CERTIFIED 106 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
|10 |T 89689 BEBKMAMN ELBOMORE 7 CERTIFIED 198 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
|11 T 28160 BRONKLEY CAS0OL 7 CERTIFIED 103 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
112 |T 89792 BRIOSWELL SUSDAY 7 CERTIFIED 198 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
113 |T 89768 BRIXTON RASHAL 7 CERTIFIED 103 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
114 |T 87552 BUSBY IRSIN 7 CERTIFIED 198 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
|15 |T 89205 CAASEY DE4ANDRE 7 CERTIFIED 189 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
16 |T 89826 CATL ANT7 7 CERTIFIED 106 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
17 |7 87438 CH3 RO3BY 7 CERTIFIED 103 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
18T 83027 CHESHOLM CAGHERYN 7 CERTIFIED 199 Location 0AL 4 7/6/2013 D 1.00 Sick Bank N
115 |T 88697 CHa FLETA 7 CERTIFIED 199 Location O Al 4 7/6/2013 D 1.00 Sick Bank N
|20 T 88734 CO3NORS MA3ON 7 CERTIFIED 198 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
121 |T 88682 COTEY DI7ORAH 7 CERTIFIED 198 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
|22|T 88385 COSROY ILBA 7 CERTIFIED 103 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
123 |T 88531 CRGOK  TRGNTON 7 CERTIFIED 198 Location 0 AL 4 7/6/2013 D 1.00 Sick Bank N
na T anDEA mAALIRA IRAIDA = ~rnTiCIEn 108 L amatiom A AL 4 mlelnsn 1 nn icl Danl Bl il
4 4 F b| SICKBANKUPDATE T il L0
Ready | 73 | |[E@m 00w 00—

The actual data values will be dependent on the school system’s parameters.

Step  Action
39 Select File = Save As.
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The following window displays:

savens 20 x|
Savein: ) EXPORT | @-3 X CuE-

@My Recent Mame = | Size | Tvpe | Date Modified
Documents

@ Deskbop
m

Dacuments

Compuker
H My Mebwark,
Places

4| | i
Fie name:  [ICKBANKLPDATE Aox =]
Save &5 Lype: IExceI Workbook (*,xlsx) ﬂ

Tools '| Save I Cancel |
¥
Ste Action

40 Select the Drop-Down Selection icon ~lin the Save as type field, and select CSV
(Comma delimited) (*.csv).

41 Verify the filename is C:\EXPORT\SICKBANKUPDATE.CSV.
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The following window displays:

saveds 2|
Savein:  |[) EXPORT F @-3 X @3-

@ Iy Recent Marne | Size | Tvpe | Date Modified
Documents | EL]srokBANKUPDATE. CSY 61KE Microsoft Excel Com...  10/2/2013 3:(

@ Desktop
aw

Dacuments

e

Cornpuker

‘d Ty Metwork,
Places

[
4| | M
File name: — [SICKBANKUPDATE.csv =]
Save as bype: ICS'I.I' (Comma delimited) (*,csy) j
Tools v| Save I Canecel |
r

Step  Action
42 Select . S2v= __ (Save).

The following dialog box displays:
x|

' E The file SICKBAMKUPDATE  csv already exisks, Do wau want ko replace the existing file?

Step  Action
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The following dialog box displays:

Microsoft Excel x|

SICKBAMELPDATE, csv may conkain Features that are nok cormpatible with 5% (Comma delimited), Do you wank ko
keep the workbook in this Format?

L.
\:!) + To keep this farmat, which leaves out any incompatible Features, dick Yes.

+ To preserve the features, click Mo, Then save a copy in the latest Excel Format,
+ To see what might be lost, click Help.

Mo | Help |

Step  Action |

............................

44 Select i..fe5_| (Yes).

45 Close Microsoft® Excel.

The following dialog box displays:

Microsoft Excel EI

A j
! Do you want to save the changes you made to
'SICKBAMKUPDATE . .csv'?

Don't Save | Cancel |

Step  Action |

46 Select M (Don’t Save).

The appropriate steps to save the changes to the file have already been completed.

47 Import the SickBankUpdate.csv file into the Current Leave Input File by using the Import
Leave Input Data procedure.

Refer to Procedure B: Import Leave Input Data From CSV in this document for instructions on
importing a .csv file for the Import Leave Input Data procedure.
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