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Agenda

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

* CPI Cycle 3 Reporting

* New GHI Fields

* New PSERS

* W2s

The new Enhanced Substitute Pay and Employee Leave System: IT’S REAL, IT’S READY,
IT’S HERE!!!!



Payroll Update Menu

i PCGDist=8991 Rel=12.03.00 10/02/2012 DODO003  C:\DEVSYS C:\SECOND x|
Payroll System PAYUPDTP
FKey Payroll Update Menu
-- Add New Employee
_2 | -- Update/Display Personnel Data
_3 | -- Update/Display Deduction Data
4_| -- Update/Display Gross Data
_5 | -- Update/Display Withholding Data
_6 | -- Update/Display Current Leave Usage Data
_7_| -- Update/Display YTD/Fiscal Data
8 |--1
9 |--1 FIC. i i
10 | -- Update/Display Garnishment Vendor Data
_11 | -- Add Earnings History Record
12| -- Update/Display Earnings History / Transfer Gross Earnings
_13 | -~ Print Earnings History
_14 | -- Calculate and Display An Employee's Pay
_15 | -- Delete Employee
17| -- v Leave YTD, Data
_18 | -- Detailed Pay Stub - Employee Message

ot | Yt e e
g ] O

We will start by showing the new fields needed for the new Enhanced Substitute Pay
and Employee Leave System



Employee Setup
Teacher Gross Data Lmes

B PCGDist=8991 Rel=12.03.00 09/27/2012 DOD 004  C:\DEVSYS C:\SECOND

Status Active
EmpNo 89236 BASFIELD, JOSEFINE

SSN 999-08-9236
Cert level

Work sched ID
Ann work days

State yrs 0 Pay step E
Hrs/Day 8.000 Days/Week 0
0 Days worked YTD

Proc Pay
Iype Type
S 0018
0010
0303
0303
6303
8301

Pay Rate Days/Hrs Days/Hrs
Hrly/Daly Regular Overtime

2Rg882
wunvn

Update/Display Gross Data

Loc 101 Location 000101

0.00 This per

3965.03

PAYO7

Class 5 TEACHERS
Job cd 105 TEACHERS
Local yrs 0 Salary sched
Hrs/Week 40.00 13/14 pay ind vV
0.00 Days docked YTD 0.00 This per 0.00
Regular
Gross
2964.06
988.02
19.23
19.23
57.69
83.20-

Ouvertime GHI % Pay Pay for
Gross Dist Reas Period End
0

.2500

Select
accounts for

TRS & ERS Pens Gross Adj

Pens switch v TRS service ind 1

ACCT 01 13 100 1041 1000 11000 1061 1 2964.06 .
1041 1000 11800 101 1 288,02 ¥ substitute pay
ACCT 03 13 100 9990 2100 199060 101 1 19.23
ACCT 04 13 100 99906 1000 199086 101 1 s 19.23
ACCT 05 13 100 9990 2100 19900 101 1 57.69
ACCT 06 13 100 1041 1000 11000 101 1 83.20
3965.03

Ant/% Contract amt 52827.00 Cycle gross 4048.23 Cycle 1 Cal Yr
Pay sch. # 12 State salary 51377.00 Local salary 200.00 Other  1250.00
Pens code 2 TRS Pens elig date 8/061/2012 Ant/% .0600 Contmo 10

o ] = P A P O P I ey

Total gross  3965.03

PY contmo 00

12.03.00

Per n.a[m [wm | Lvlvuluehh.glsmls |

The Gross Data screen now allows the user to identify which accounts will be used to

generates the substitute’s pay. Enteringa ‘Y’

line when generating the substitute’s pay.

indicates to the system to use the account

The Substitute Distribution fields can be imported using the Gross Data Import

process.



Employee Setup
Teacher Personnel Data Screen

B PCGDist=8991 Rel=12.03.00 09/27/2012 DOD 004  C:\DEVSYS C:\SECOND =l81x|
Display/Update Personnel Data PAYB2
Status A -- Active BASFIELD, JOSEFINE
Emp. no. 89236 Pay Loc _181 Location 968161 Class _S5 TEACHERS
Sex Code E Work Loc _101 Location 080101 Job 105 TEACHERS
Mar Stat s SSN 999 08 9236 EEO-5 Job Q06 Second Teacher
EEO-5 Ethnic _2 WHITE

NAME First JOSEFINE Middle

Last BASFIELD Suffix Prefix Hispanic/Latino Ethnicity?

 Yes® No

fAddress 1776 MAIN STREET Certificate Type Race (Select all—tbhas 1
Address L2 €S1 Job (from CPI) 000 € Yes® No fAn
City/State SHITH T lncluae on CPI ? - ves& o 8124 HoUrs Per Day
2ip Code 33333 County 168 B 9

Phone (999)555-0764 Out of State

Leave fields

thst)tute rank
Override accrue?
Adj Lv Elig Date
Hours Per Day

¢ v¢e w osif must be set up for
every active
employee

Spouse SSN = Pens Elig Date _8/01/2012 TRS DOE Paid ERCON 7 _
Birth Date 11/81/1969 GHI Eligible ? ¥ Participate in GHI 7 ¥
Hire Date 7/981/2812 GHI 1ST Day Wrk _7/25/2812 GHI Option U2  UHC STD HRA
Rehire Date GHI EFf Date GHI Tier 18 SINGLE
Term Date GHI Change Date GHI Ded Cd _9

Term Reason _ GHI Change Code g

New Employee hire

wunnn TAX DATA wwwun
Federal: Mar Stat M Exempt _2 Withholding Code § Amt/% .00
State: Mar Stat D Allowance Mar 1 Dep _1  Withholding Code 8 Amt/% .00
Tax Switches: Fed ¥ State ¥ FICA Y Retire ¥ AEIC _

Mode changed to update
74P ..-%I,.&I»_I o P P = TP ol I S
@2l | | [ Per [Ded | Grs [wm| v | via [Helo | Ag |FIcA| Gar

12.02.00

Sick Bank (Y or N) —indicates whether or not the employee participates in the
system sick bank.

Override accrue? (Y or N) - indicates whether or not this employee should accrue
leave in the Enhanced Substitute Pay and Employee Leave System. A value of Y (Yes)
indicates to the system to override leave accrual and to NOT accrue leave. A value of
N (No) indicates to accrue leave.

Adj Lv Elig Date - If a date is entered, and if leave accrual is determined by months of
service, the Adjusted Leave Eligibility Date may be used to determine the
employee’s months of service instead of the employee’s hire or rehire dates.

Hours Per Day — This field allows the system to convert hours to days when entering
time off in the Substitute Pay and Employee Leave System.



Employee Setup
Substitute Personnel Data Screen

i PCGDIst=8991 Rel=12.03.00 09/28/2012 DODO002  C:\DEVSYS C:\SECOND x
Display/Update Personnel Data PAYO2
Status A -- Active BA9BOSA, ADILFO
Emp. no. 88864 Pay Loc 6211 Location 006211 Class _9 SUBSTITUTE TEACHER
Sex Code E Work Loc 6211 Location 886211 Job 189 SUB-TEACHERS
Mar Stat s SSN 999 08 8864 EE0-5 Job NB2 Substitute
EEO-S Ethnic _2 WHITE
NAME First ADILFO Middle
Last BA9BOSA Suffix Prefix Hispanic/Latioa
C Yes® No
Address 2152 MAIN STREET Certificate Type T4  Race (Select] 1
Rddress 12 651 son Ceron oy sy ¢ v wo | SUbStitutes should
City/State SMITH » lm:lude on CPI ’l N C Yes® No =
Zip Code 33333 County 160 Ran _I & verc no ) have a Substitute
Phone (0001566-1134 fnt nf State Substitute rank 2%
= s substuue rank Ty Rank field defined
1 Reqular | Hours Per Day
2 Certified
sp |3 School Food TRS DOE Paid ERCON ? _
Bi|4 Bus N Participate in GHI ? N
Hi [5 Long-Term Kk GHI Option NC  WAIVED
Re GHI Tier 88 NO COVERAGE
Te e GHI Ded Cd __
Te NEMP
New Employee hire
TA *xxwx
Withholding Code 8 Amt/% .08
ep _0 Withholding Code § Amt/% .00
Ta Retire ¥ AEIC _
= v PRI 4 Y P N T =Y IR X
] Done | Cancel |

s |wH | Lv [ vid [Heio | Adi [FicA| Gar |

The Substitute Rank will determine the rate of pay for the substitute in the Enhanced
Substitute and Employee Leave System.



B PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 002  C:\DEVSYS (C:\SECOND

GREEN
Personnel System

Master Henu

-- Update/Display Personnel Data
-- Update/Display Emergency Data
-~ Update/Display Educational Data

v

B EBE lekE [EBE 2

-- Legacy Leave Menu
-~ Personnel Reports Menu

Pay and Leave System

-- Employee Contract File Export
-~ Salary Projection Menu
-- Special Functions Menu

-~ File Reorganization

Now we will show how the Leave Input works in the new system.

Input Employee Leave and
Substitute Pa

PERMENU

12.01.00

x|




Input Employee Leave and
Substitute Pa

8 PCGDist=8991 Rel=12.03.00 09/28/2012 DOD002  C:\DEVSYS C:\SECOND GREEN. =l81x|
Personnel System PERO3P
FKey Enhanced Substitute Pay and Leave System

1| -~ Leave Setup Menu

-~ Leave Update Menu
-- Leave Reports Menu
-~ Leave History Menu

bk

-wlhuu Illllllllllll"-"-"
lrgvsleame | [ |

Leave Input is on the Leave Update Menu.



Input Employee Leave and
Substitute Pa

B PCGDIst=8991 Rel=12.03.00 09/26/2012 DOD 002 C:\DEVSYS C:\SECOND GREEM == x|
Personnel System PERB3P2

FRey Leave Update Menu
=31 | -- Input Employee Leave and Substitute Pay

-- Import Leave Input Data from CSV
-- 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

=2
3
o
|
o
m
0]
e

L Y ] ) Iy (| 126200

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.

10



Input Employee Leave and
Substitute Pa

B PCGDist=6991 Rel=12.03.00 10/25/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN =l&lx|
Input Employee Leave and Substitute Pay LvIe100

Enter the employee number you wish to maintain or create:

Absent employee no.: 89236 BASFIELD, JOSEFINE
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.

J%.,U},‘I I,.MYI..‘EI,., el ey 12.03.00

| I T

To start entering the leave data, enter the absent employee’s ID number.

11



Input Employee Leave and
Substitute Pa

i PCGDist=8991 Rel=12.03.00 09/28/2012 DODO001  C:\DEVSYS C:\SECOND GREEN ) x|
Input Employee Leave and Substitute Pay LUIB100

Enter the employee number you wish to maintain or create:

Absent employee no.: gp_m;j BASFIELD, JOSEFINE

Starting leave date: 190/081/2812

Leave type: Al SICK LEAVE

Leave reason: 81 SICK LEAUVE
ol

Sick
Typ Reas Type Description Reason De: ption Type Max I1f Max: g Bal? Reas Max FMLA? Bank? Pers?
SICK LEAVE Ck leave bal No neq bal
Al 02 SICK LEAVE PERSONAL LEAVE Ck leave bal 0.0000 No neg bal 3.0000 PERS
A2 01 OTHER LEAVE OTHER LEAVE Unlimited 0.0000 No neg bal 0.0000
A2 02 OTHER LEAVE JURY DUTY Unlimited 0.0000 No neg bal 0.0000
A2 03 OTHER LEAVE OFF CONTRACT Unlimited 0.0000 No neg bal 0.0000
A3 01 UNPAID LEAVE UNPAID LEAVE Unlimited 0.0000 No neg bal 0.0000
A5 01 VACATION VACATION Ck leave bal 0.0000 No neg bal 10.0000
A6 01 PROFESSIONAL PROFESSIONAL Unlimited 0.0000 No neg bal 0.0000
N1 00 PSERS CREDITS PSERS CREDITS Ck leave bal 0.0000 No neg bal 0.0000
T1 00 TRS CREDITS TRS CREDITS Ck leave bal 0.0000 No neg bal 0.0000
Done | Cancel |

Enter the starting leave date for the leave.

Enter the Leave Type and Reason codes. The Leave Type and Reason codes are
available from a drop down selection icon. The Leave Type and Reason codes are
unique to each site, depending on each district’s leave plans.



Input Employee Leave and
Substitute Pay

B PCGDist=8991 Rel=12.03.00 09/28/2012 DODO001  C:\DEVSYS C:\SECOND =l81x]
Input Employee Leave and Substitute Pay LUIB100

Enter the employee number you wish to maintain or create:

Absent employee no.: gy_z_a_ﬁ;j BASFIELD, JOSEFINE
Starting leave date:
Leave type: Al SICK LEAVE
Leave reason: 81 SICK LEAVE
Days absent: 1.0000 Enter time in either
or days or hours
Hours absent: | -
Enter a substitute
Substitute employee no.: 88864 BA9BOSA, ADILFO number, Or if no
i substitute, check
If no substitute, check here: i
the box
In order to refund leave taken, enter negative days or hours.
bk L3 PR S Ql &= o) e (5] P S e RSy
...Q-I = I e N

Enter the total amount of time off. This can be one day or multiple days or one hour or
multiple hours.

If there was a substitute, enter the substitute number. If there was no substitute, check
the box.

In the Enhanced Substitute Pay and Employee Leave System, F13 is used to create a new
record.



Input Employee Leave and
Substitute Pay

¥ PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 001  CADEVSYS C:\SECOND N =lelx|
lnput Employee Leave and Substitute Pay LUI0100
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFINE Status A -- Active
SSN 999-08-9236 Class 5 TEACHERS Work Loc 101 Location 008161
Hrs/Day 8.000 Job 105 TEACHERS
— Leave date 10/01/2612 Type A1 SICK LEAUE Reason 01 SICK LEAUE

—

Meno

e Employee leave: Days absent 1.0000 -or-  Hours absent

Substitute Info: Sub. no. 88864 BAYBOSA, ADYLFO Status A -- Active
SSN 999-08-8864 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 886211
Sub rank 2 Certified Job 109 SUB-TEACHERS

Substitute pay rate 70.000 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular
Type Type Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly  Regular Gross Distrih!
01. D¥[0025 13 100 _ 1041 1000 11300 b M TR heln  LPRAL
— 62. D 0025 13 100 _ 1641 1000 11300 101 1 _ 70.000 .25 _  17.50 75'“
| R W 7 N N S WS o
N B P S e (8 —
I e | R S S Y
(s —
[ (2 R, | K\ S o S
e
LT T
O s R IES s e e, e
1.00 70.080 1.0000

Reg Daily w/Pension and Taxes

%.ﬂ N - | A d Pl Pl e T PN 12.03.00
P b o P { o v o |

F21=Modify total sub time

This screen is divided into two sections. The top section contains the information for
the absent employee and the bottom section contains the information for the
substitute.

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.

The substitute pay is defaulted based upon the absent employee’s payroll class code
and the absent employee’s gross data lines.

The account lines come from the teacher’s those gross data lines marked with ‘Y’ in the
Substitute Distribution field. The object code is substituted based upon the teacher’s
payroll class code. Then, the Pay Type and Pay Rate are defaulted based upon the
substitute employee’s Substitute Rank field. The substitute’s total time is defaulted
based upon the teacher’s time off.

The bottom part of the screen works exactly like the Payroll Gross Data screen. The
user can overtype any of the fields to change the substitute’s pay rate, account lines,
etc.

14



However, the substitute’s total time can be changed, if necessary. Use the F21 toggle to
change the substitute’s total time.

In this example, we want to pay the substitute for 2 days instead of for 1 day. Note that
any changes to the substitute’s time, do NOT affect the time for the absent employee.

14



Input Employee Leave and
Substitute Pay

¥ PCGDist=8991 Rel=12.03.00 09/28/2012 DOD002 C:\DEVSYS (C:\SECOND =l8Ix|
Input Employee Leave and Substitute Pay LUIO100
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFINE Status A -- Active
SSN 999-08-9236 Class 5 TEACHERS Work Loc 101 Location 008161
Hrs/Day 8.000 Job 105 TEACHERS
Leave date 10/01/2612 Type A1 SICK LEAUE Reason 01 SICK LEAUE

Memo PRESENTED DOCTOR'S EXCUSE

Employee leave: Days absent 1.0000 -or-  Hours absent

Substitute Info: Sub. no. 88864 BAYBOSA, ADYLFO Status A -- Active
SSN 999-08-8864 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 886211
Sub rank 2 Certified Job 109 SUB-TEACHERS

Substitute pay rate 70.000 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Hrlylbaly Regular Gross Distrib %
01. D 0025 13 100 1041 1000 11300 101 1 00 .75 52.50 7500
62. D @025 13 100 1041 1000 11300 161 1 7II BUB .25 17.50 .2500
03. 00
4. 08
05. 09
6. 00 = G
o 00 Modify substitute total
08. Ll - .
o w | time, if necessary

) 2.9 70.00 1.0000

Mode changed to update

0~ | A d P P ] ki e 12.03.00
1l [hew] [ [ |

F21 =Recalculate/display scrn

This is a shortcut for changing the substitute’s total time, if necessary. Simply type in
the total amount of time that the substitute should be paid for, and ENTER. The total
time will be redistributed across all account lines. Then, use the F21 toggle to go back
to the original display mode.

In this example, we want to pay the substitute for 2 days instead of for 1 day. Note that
any changes to the substitute’s time, do NOT affect the time for the absent employee.

15



Input Employee Leave and
Substitute Pa

B PCGDist=8991 Rel=12.03.00 09/28/2012 DODO001  C:\DEVSYS C:\SECOND GREEN =18x|
Input Employee Leave and Substitute Pay LUIO100
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFINE Status A -- Active
SSN 999-08-9236 Class 5 TEACHERS Work Loc 101 Location 090181
Hrs/Day 8.000 Job 105 TEACHERS
Leave date 10/01/2012 Type A1 SICK LEAVE Reason 01 SICK LEAVE
Meno
Employee leave: Days absent 1.8000  -or-  Hours absent
Substitute Info: Sub. no. 88864 BAYBOSA, ADILFO Status A -- Active
SSN 999-08-8864 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 006211
Sub rank 2 Certified Job 109 SUB-TEACHERS

Substitute pay rate 708.000 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly  Regular Gross Distrib %
01. D¥[0025 13 100 _ 1041 1000 11300 101 1 —70.000 ___1.50 __ 105.00  .7500
:. D 0825 ﬁ 100 _ 1041 1000 11300 161 1 79.008 .50 35.00 .2500
DN D S S S —
[ i Ol | R i s S—" S s C—"
N e
S o e e Y —
| P | | e N S N S,
WMo T PR e e
10— W

2.00 140.00 1.0000
sorr ]| wen |, Q 12.03.00

See how the total time has been redistributed across the substitute’s account lines.

If you want to change the percentage distributions for the account lines, use the F22
toggle to modify the distribution percentages.

In this example, we want to see an 80%/20% distribution instead of a 75%/25%
distribution.



Input Employee Leave and
Substitute Pay

B PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 002 C:\DEVSYS C:\SECOND =8|
Input Employee Leave and Substitute Pay LuIo100
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFINE Status A -- Active
SSN 999-08-9236 Class 5 TEACHERS Work Loc 1081 Location 800181
Hrs/Day 8.000 Job 105 TEACHERS
Leave date 10/01/2812 Type A1 SICK LEAUVE Reason 81 SICK LEAUE

Hemo PRESENTED DOCTOR'S EXCUSE

Enmployee leave: Days absent 1.0000 -or-  Hours absent

Substitute Info: Sub. no. 88864 BAYBOSA, ADILFO Status A -- Active
SSN 999-88-8864 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 886211
Sub rank 2 Certified Job 109 SUB-TEACHERS
Substitute pay rate 70.0080 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type ¥Yr Fnd F Prgm Fnct Objct Fcty B Addt’l Hrly/naly Regular Gross Distrib %
01. D 0025 13 100 1041 1000 11300 101 1 000 1.50 105.00
62. D 0025 13 100 1041 1000 11360 101 1 70 008 .50 35.00 28
03. 08
ou. 00 .
o5 00 Modify account —_—
06. 00 . . . . . —_—
or. o0 distribution, if desired —
09. 00
10. L1}

~
o
)
=
e
@
e
o
-]
-1
=]

12.03.00

F22=Recalculate/display scrn

This is a shortcut for changing the substitute’s pay distribution across the account lines,

if necessary. Simply type in new percentages, and ENTER. The total time will be
redistributed across all account lines. Then, use the F22 toggle to go back to the
original display mode.

In this example, we want to see an 80%/20% distribution instead of a 75%/25%
distribution.

17



Input Employee Leave and
Substitute Pa

i PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN AN =18Ix|
Input Employee Leave and Substitute Pay LUIB100
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFINE Status A -- Active
SSN 999-08-9236 Class 5 TEACHERS Work Loc 161 Location 080161
Hrs/Day 8.000 Job 105 TEACHERS
Leave date 10/01/2012 Type A1 SICK LEAUVE Reason 61 SICK LEAVE
Heno
Employee leave: Days absent 1.8800  -or-  Hours absent
Substitute Info: Sub. no. 88864 BAYBOSA, ADILFO Status A -- Active
SSN 999-08-8864 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 006211
Sub rank 2 Certified Job 109 SUB-TEACHERS

Substitute pay rate 70.000 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs  Regular

Type Type Vr Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly  Regular Gross Distrib %
01. D¥ 13 100 _ 1041 1000 11360 101 1 —70.000 __ 1.68 __ 112.00  .8000
g. D 0025 5 160 _ 1041 1000 11300 101 1 79.000 .40 28.00 .2000
N ey B ——— S —
(S R G s S R < e —
LN s i e e e e
B o e e
o R | | | S Tt S e S,
W SR
0 = e

2.00 140.00 1.0000

12.03.00

See how the total time has been redistributed across the teacher’s account lines.

If you want to change the absent employee’s leave time, use the F23 toggle to modify
the absent employee information.

In this example, we want to add a memo description of the time off request.

18



Input Employee Leave and
Substitute Pa

B PCGDist=8991 Rel=12.03.00 09/26/2012 DOD 001  C:ADEVSYS (C:\SECOND GREEN =18 x|
Input Employee Leave and Substitute Pay LYL
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFINE Status .
SSN 999-08-9236 Class 5 TEACHERS Work Loc 101 Location 080181 MOdlfy employee
Hrs/Day 8.000 Job 105 TEACHERS . Z
Leave date 10/01/2012 Type A1 SICK LEAUE Reason 01 SICK LEAUE t|me’ |f necessary’ or

Hemo presented doctor's excuse
Employee leave: Days absent 1.0000 -or-  Hours absent

add an optional memo

Substitute Info: Sub. no. 88864 BAYBOSA, ADILFO Status A -- Active
SSN 999-08-8864 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 006211
Sub rank 2 Certified Job 109 SUB-TEACHERS

Substitute pay rate 70.000 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly  Regular Gross Distrib %
91.°D 9025 13 180 1641 1008 11360 101 1 79.600 1.68 112.00 .8800
62. D 0025 13 100 1041 1000 113060 161 1 70.000 -40 28.00 .2000
03. o
o4, 00
05. 00
6. 00
07. Ll
08. 00
09. 00
10. 00

2.00 140.00  1.0000
Hode changed to update
- | A B d ol Bl el FAad PRey | 12.03.00
[ [ T fww] [ [ 1
F23=Recalculate/display scrn

Now you can modify the absent employee time, if necessary, or add a
memo/description to associate with the time off. Simply type in the changes, and
ENTER. Note that any changes to the absent employee’s time, do NOT affect the time
being paid to the substitute. Then, use the F23 toggle to go back to the original display
mode.

In this example, we want to add a memo description of the time off request.

19



Input Employee Leave and
Substitute Pay

i PCGDist=8991 Rel=12.03.00 09/28/2012 DODO01  C:\DEVSYS C:\SECOND i’ =l81x]
Input Employee Leave and Substitute Pay LvIg100
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFINE Status A -- Active
SSN 999-08-9236 Class 5 TEACHERS Mork Loc 101 Location 000161
Hrs/Day 8.008 Job 105 TEACHERS
Leave date 10/01/20612 Type A1 SICK LEAVE Reason 01 SICK LEAVE

Hemo PRESENTED DOCTOR'S EXCUSE

Employee leave: Days absent 1.0000 -or-  Hours absent

Substitute Info: Sub. no. 88864 BAYBOSA, ADILFO Status A -- Active
SSN 999-08-8864 Class 9 SUBSTITUTE TEACHER Work Loc 6211 Location 006211
Sub rank 2 Certified Job 109 SUB-TEACHERS

Substitute pay rate 70.000 (Daily pay rate)

Proc Pay Pay Rate Days/Hrs Regular

Type Type Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Hrly/Daly  Regular Gross Distrib %
01. D»[0025 13 100 _ 1041 1000 11300 101 1 —70.008 __ 1.60 _ 112.08  .8000
g- D 8025 iﬁn 100 _ 1041 1000 11300 1011 _ 70.000 40 28.00 2000
N e i e e
e —— e
06. _ 00 ___ _ —
B i P e i Ve e e
08. _ = =
0. _ G
i e M e e e

2.00 140.00 1.0000
Reg Daily w/Pension and Taxes

linateu Successfully -- F8 to Save

o [ [t N

See how the absent employee’s leave information has been updated.
To validate the entire contents of the input screen, select ENTER.
Don’t forget that the bottom part of the screen works exactly like the Payroll Gross

Data screen. The user can overtype any of the fields directly on the screen and change
the substitute’s pay rate, account lines, etc.



Input Employee Leave and
Substitute Pay

B PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 001 C:\DEVSYS C:\SECOND =l81x]
Input Employee Leave and Substitute Pay LUIO100
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFINE Status A -- Active
SSN 999-08-9236 Class 5 TEﬁEHERS Work Loc 181 Location 000101
rs/Day 8.000 Job 105 TEACHERS
Leave date 10/01/2012 Type A1 SICK LEAVE Reason 01 SICK LEAVE
Memo PRESENTED DOCTOR'S EXCUSE
Employee leave: Days absent 1.0000 -or-  Hours absent
Substitute Info: g . 3 A -- Acti
i ;;:~;a—§a:u P substitute Time / Employee Time Mismatch x| GEIvE
Sub rar
The substitute time does not match the absent employee leave time.
Substitute LY
Allow?
Proc Pay ar
Type Type Yr Fnd | _[ ss  Distrib %
01. D»[0025 13 100 L] i -8000
02. 8925 08 .2000
03.
4. —_—
05. —
06.
07.
8. —
9.
i 2.00 140.00 1.0000
o= ooz | B |12 o PR T ] o e | 12.03.00
| [wew] | [ |

Select F8 to save the data.

If the substitute is being paid for a different amount of time than the employee is
taking, a warning box is displayed. If the data has been entered correctly, select YES.



Input Employee Leave and
Substitute Pa

B PCGDist=8991 Rel=12.03.00 0 /2012 DOD 001  C:\DEVSYS C:\SECOND GREEN :
Input Employee Leave and Substitute Pay LUIB100

Enter the employee number you wish to maintain or create:

Absent employee no.: l_ljmz] BASFIELD, JOSEFINE
Starting leave date: 10/91/2812
Leave type: a SICK LEAVE
Leave reason: (1] SICK LEAVE
Days absent: 1.0000
or

Hours absent:

Substitute employee no.: 88864 BA9BOSA, ADILFO
or
If no substitute, check here: I

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

0| II @lr.:- ;y.-n|,.q 12.93.00
Help

x|

The leave input record has been created.
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Input Employee Leave
Substitute Pa

B PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 001  C:\DEVSYS C:ASECOND GREEN
Input Employee Leave and Substitute Pay

Enter the employee number you wish to maintain or create:

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.

Absent employee no.: 89236 1ELD, JOSEFINE
Starting leave date:
Leave type: =

and

lsixI|

This drop down
displays all current
leave records entered
for the employee

| 12.03.00

B | A % o O POy a P BReN
[ | |

[ [uew|

It is also possible to modify existing leave records in the system. To find an existing
record for an employee, enter the absent employee number, tab to the starting leave

date field, and use the drop down selection icon.
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Input Employee Leave and
Substitute Pa

B2 PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 001  C:ADEVSYS C:SECOND

GREEN =181x|
Input Employee Leave and Substitute Pay LUIB100
_lolx(
ploy @ 89236
ame : BASFIELD, JOSEFI
Sub Ho  Sub Name Leave Date Time OFf Leave Typ Leave Reason
089957 AD4IR, CE4ESTA 09/1272012 2500 DAYS Al SICK LEAVE 01 SICK LEAVE
000000 NO SUBSTITUTE 0971272012 7500 DAYS A3 LWOP 01 LWOP e
089141 GAA4IN, ED4ARDO 0971372012 .5000 DAYS A3 LWOP 01 LWOP
088864 BASBOSA. ADILFO 1070172012 1.0000 DAYS A1l SICK LEAVE 01 SICK LEAVE
Enter employee number: |88236 = or = Enter substitute number: |ll
Reﬂml ‘ Done l ’ Cancel I
[ 4 P R - G

CH 0 | [ ey | 12.03.00
m’lrv-{ilm | ,I | | |

The drop down shows all leave input records already entered on the Current Leave
Input File for the specified employee.

This screen will also let the user search the Current Leave Input File based upon the
substitute number. This allows the user to pull up all the records on the file by
Substitute Number as well as by Employee Number.

We will select a Leave Input Record which does not have a substitute associated with
the record.
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Input Employee Leave and
Substitute Pa

B PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN } =l81x]
Input Employee Leave and Substitute Pay LUIB100

Enter the employee number you wish to maintain or create:

Absent employee no.: 89236 BASFIELD, JOSEFINE
Starting leave date: 9122012, hd

Leave type: A3 LwoP

Leave reason: 81 LuoP

Days absent: .7500

or

Hours absent:

Substitute employee no.:

or o There is no substitute
If no substitute, check here: 2 for this emp]oyee

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

12.03.00

When selecting an entry from the drop-down (see prior slide), the components of the
record key are populated on this screen. Then the user can select ENTER to modify the
record.

In this example, the record we selected did not have a substitute, so the box is checked.



Input Employee Leave and
Substitute Pay

B PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 001  CADEVSYS C:\SECOND F. =1=]x|
Input Employee Leave and Substitute Pay LUI0100

Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFINE Status A -- Active

SSN 999-88-9236 Class 5 TEACHERS Mork Loc 161 Location 980181

Hrs/Day 8.060 Job 185 TEACHERS
Leave date 9/12/2012 Type A3 UNPAID LEAVE Reason 01 UNPAID LEA| A memo or desc”ptlon
= is optional

Days absent -7508 -or-  Hours absent

No substitute data
is required

Y| > & %] B
-] =) e |

'E’ L Y| ‘,l ol B (ELO P ey 12.03.00

",h I F14=Employee Leave Balances

When there is no substitute, only the top half of the screen is available for input. There
is no need for any substitute gross data lines.

The user can enter a memo or description, if desired.
From within the leave input module, selecting F14 (Employee Leave Balances) will allow

the user to look at a summary of the absent employee’s leave balances for the current
plan year.



Display Leave Balances

B PCGDist=8991 Rel=12.03.00 09/28/2012 DOD002 C:\DEVSYS C:\SECOND =l®x|
Input Employee Leave and Substitute Pay LUHFIND
Leave Balances Summary Screen
Employee number: 89236 BASFIELD, JOSEFINE
Plan year: 2013 Display mode: D (D=days, H=hours) Display in days
Type Reas Description Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
01 | A1 00 SICK LEAVE 1.2500 1.2500 0000 1.0000 1.2500 .2500
0 SICK LEAVE .0000 1.2500
02 PERSONAL 1.0000 -0000
04 | A3 00 LwopP 0000 0000 0000 0000 1.2500 0000
0 LwoP 0000 1.2500

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

k" 4 L O 22 N2 R 0 R I O 2 o I I Ak T e 12.03.00
s | | = =] ] ] |

F14 displays the employee’s leave balances for the current plan year. This is the Leave
Balances Summary Screen.



Display Leave Balances

B8 PCGDIst=8991 Rel=12.03.00 09/28/2012 DOD 002 C:ADEVSYS C:\SECOND EN .
Input Employee Leave and Substitute Pay Leave type Summary I|ne
Leave Balances Summary Screen
Employee number: 89236 BASFIELD, JOSEFINE
Plan year: 2013 Display mode: D (D=days, H=hours) Display in days /
Type Reas Description Begin Bal Advance Adjust  YTD Taken Cur Taken End BalL
01 | A1 00 SICK LEAVE 1.2500 1.2500 0000 1.0000 1.2500 .2500¢
01 SICK LEAVE 0000 1.2500
02  PERSONAL 1.0000 0000
04 | A3 00 LwopP 0000 0000 0000 0000 1.2500 0000
0 LWOP 0000 1.2500

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

ENTER = Continue, F16 = Exit, F17 = Print Screen
| F1 | F2 | k3 | fa | Fs | Fe |7 | Fe

wwa] [ [ | I =] s s s

12.93.00

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

Leave Type.

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. Totals for reason code ‘00’ give an
overall summary for the leave type. For example, the YTD Taken and Current Taken
totals give a grand total for all leave reason codes for the category.
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Display Leave Balances

B PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 002 C:\DEVSYS C:\SECOND N =l81x|
LUHFIND

Input Employee Leave and Substitute Pay
Leave Balances Summary Screen

Employee number: 89236 BASFIELD, JOSEFINE

Plan year: 2013 Display mode: D (D=days, H=hours) Display in days
pe Reas Description Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
A1 _00 SICK LEAVE 1.2500 1.2500 0000 1.0000 1.2 .2500
01 SICK LEAVE 0000 1.2500
02  PERSONAL

1.0000 0000
04 | A3 00 LwoP 0000 0000 0000 .0000 1.2500 N
o LWoP 0000 1.2500
\ Breakdown of reasons for

Use function key buttons the leave taken
to drill down to leave detail
data

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

o I E e L I N A
[ [ 1

12.93.00

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. The leave reasons provide a
breakdown of the YTD Taken and Cur Taken categories on the summary line by leave

reason.
YTD Taken is leave already on the Leave History File.

Cur Taken is leave on the Current Leave Input File or, in other words, the leave being
entered for the current payroll period.

The F-key buttons next to the Leave Type summary line allow the user to drill down to
the detail data associated with each leave type.

In this example, we will use F1 to drill down to the sick leave detail data.
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Display Leave Balances

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003 C:\DEVSYS C:\SECOND 3 =8| x|
Input Employee Leave and Substitute Pay LUHF IND
Leave Detail Screen
Employee number: 89236 BASFIELD, JOSEFINE
Plan year: 2013  Display mode: D (D=days, H=hours) pisplay in days

Leave type: A1 SICK LEAVE

Srce Reas Desription Transaction Leave Dt Trans Dt Time In Time Out SubNo Sub Name

HST 00 SICK LEAVE BEG BAL 871572012 871572012 1.2500
HST 02 PERSONAL LV TAKEN  8/15/2012 8/15/2012 1.0000
HST 00 SICK LEAVE ADVANCE  9/2172012 972172012 1.2500
CUR 01 SICK LEAVE LV TAKEN 971272012 2500 89957 AD4IR, CE4ESTA
CUR 01 SICK LEAVE LV TAKEN  10/01/2012 1.0000 88864 BAIBOSA, ADSLFO
Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
1.2500 1.2500 0000 1.0000 1.2500 2500

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

b "4 AT 2 < 2 I 0 O 2 (TN (AR P WA AT e 12.03.00
«wma] [ [ [ [ [ [E.EL.LEE0

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.
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Display Leave Balances

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003 C:\DEVSYS C:\SECOND EEN x|
Input Employee Leave and Substitute Pay LUHFIND
Leave Detail Screen
Employee number: 89236 BASFIELD, JOSEFINE
Plan year: 2013 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 SubNo Sub Name
HST 00 SICK LEAVE BEG BAL 821572012 871572012 1.2500
HST 02 PERSONAL LV TAKEN  8/15/2012 8/15/2012 1.0000

HST 00
CuUR m
CUR 01

SICK LEAVE
SICK LEAVE
SICK LEAVE

ADVANCE
LV TAKEN
LV TAKEN

y21720012
91272012
1070172012

w2172012

1.2500
2500 89957 ADAIR, CE4ESTA
1.0000 88864 BAIBOSA, ADILFO

HST = Leave History Record
CUR = Current Leave Input Record

Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
1.2500 1.2500 0000 1.0000 1.2500 2500

ENTER = Continue, F16 = Exit, F17 = Print Screen
"% F1 | F2 |3 | Fa | ks | F6 | F7 | ¥
~mal [ | T 1

12.03.00

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.
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Display Leave Balances

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:\SECOND GREEN =l8]x|
Input Employee Leave and Substitute Pay LUHF IND

Leave Detail Screen

Employee number: 89236 BASFIELD, JOSEFINE
Plan year: 2013 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 SubNo Sub Name

HST 00 SICK LEAVE BEG BAL 81572012 871572012 1.2500

HST 02 PERSONAL LV TAKEN 81572012 8/15/2012 1.0000

HST 00 SICK LEAVE ADVANCE 21720012 92172012 1.2500

CUR 01 SICK LEAVE LV TAKEN 971272012 2500 89957 ADAIR, CE4ESTA

CUR 01 SICK LEAVE LV TAKEN 1070172012 1.0000 88864 BAIBOSA, ADILFO
HST = Leave History Record Time in = time added
CUR = Current Leave Input Record Time out = time subtracted

Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
1.2500 1.2500 0000 1.0000 1.2500 2500

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

ENTER
("ﬂuln]1/|u||4]t:»]m]l/]m
~w)a| | [ [ [ [ |

12.03.00

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.

Use F16 to exit back to the Input Employee Leave and Substitute Pay screen.
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Input Employee Leave and
Substitute Pa

B PCGDist=8991 Rel=12.03.00 09/28/2012 DOD 001  C:\DEVSYS C:\SECOND GREEN =18l x|
Input Employee Leave and Substitute Pay LUI0100
Absent Employee Info: Emp. no. 89236 BASFIELD, JOSEFINE Status A -- Active
SSN 999-88-9236 Class 5 TEACHERS Mork Loc 161 Location 980181
Hrs/Day 8.000 Job 105 TEACHERS
Leave date 9/12/2012 Type A3 UNPAID LEAVE Reason 01 UNPAID LEAVE

Heno

Days absent -75008 ~or-  Hours absent

The user can make any necessary changes, and then select F8 to save the record. Then,
F16 will return the user to the first input screen.



Input Employee Leave and
Substitute Pa

i PCGDist=8991 Rel=12.03.00 09/28/2012 DODO001  C:\DEVSYS C:\SECOND GREEN =l8lx|
Input Employee Leave and Substitute Pay LUIB100

Enter the employee number you wish to maintain or create:

Absent employee no.: 89236 BASFIELD, JOSEFINE
Starting leave date: 9122012, v
Leave type: A3 LwoP
Leave reason: ik LuoP
Days absent: .7500
or

Hours absent:

Substitute employee no.:
or

If no substitute, check here: ~

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

= EVA S O] BN al A ey | 220000
[ [T Twew] [ 1

From the first input screen, F3 is available to print a quick report listing all the records
on the Current Leave Input File.



REPCRT DATE: 08/02/2012 13:57:3% EMPLOYEE LEAVE AND SUBSTITUTE PAY PRGE 1
PROGRAM: IVI0100
INE OFF  TDME OFF B SuB
LEAVE TYPE LEAVE CODE LEAVE DATE DAYS HOURS  SUSNO SUB NAME T TRE GRoSs
87603 SOSELO, NASACHA
Al SICK 01 SICK §/01/2012 1.5000 12.0000 87977 HAGKS, TRENT 1.80 109.80
§7613 HALOW, PEANG
A2 OTHER NON-D 02 FIELD TRIPS  §/01/2012 2.0000  16.0000 3.00 189.00
A SICK 01 SICK §/02/2012 2.0000 16.0000 3.00 189.00
£761€ RIGINS, DASTE
A3 LHO; 01 LWoP 1.0000 §.0000 3.00 189.00
A sIx 01 SICK 1.0000 8.0000 3.00 189.00
£7643 REETER, SEGASTIAN
AL sICK 01 SICK §/02/2012 0.5000 2.5000 3.00 189.00
87673 BESRIOS, JEGFERSON
€ SD 1 D §/03/2012 1.0000 £.0000 87834 AD3M, MASALDA 1.00 58.00
87674 BUNO, CHTRLIN
Al SICK 01 SICK 1.8000 12.0000 3.00 189.00
€7330 CA7Y, SETRAN
A2 OTHER NON-D 01 JURY DUTY §/01/2012 3.0000 24.0000 8358¢ CQRISP, IATOMA 3.00 189.00
£8138 BATIS, TA7
3 SO oL sp §/01/2012 1.0000 8.0000 89861 BEQMUDEZ, FARY 1.00 73.00
£8235 HAZMONDS, KA2DG
A SIK 01 SICK 5/04/2012 1.0000 8.0000 7834 AD3M, MASALDA 1.00 58.00
88858 GEITILE, MA7
A3 WO 01 LWo? §/04/2012 1.0000 9.0000 86704 GESGER, DESICK 1.00 §8.00
£5117 DE4ORE, MAIA
A sIX 01 SICK §/03/2012 3.0000 24.0000 89727 GAILARDO, KEZA 3.0 204.00

The Employee Leave and Substitute Pay Report lists all records in the Current Leave
Input File. This report shows what is being processed for this payroll cycle.



Agenda

* Enhanced Substitute Pay and Employee Leave System
— Input Employee Leave
— Import Employee Leave

— Post Leave r

— Leave Reports
— Leave Setup
— Wrap up
* CPI Cycle 3 Reporting
* New GHI Fields
* New PSERS
* W2s

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.
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Import Leave Input Data from CSV

B PCGDist=8991 Rel=12.03.00 09/28/2012 DODD02  C:\DEVSYS C:\SECOND GREEN -18] x|
Personnel System PERO3P2

Leave Update Menu

-
ki
e

-~ Input Employee Leave and Substitute Pay
-~ Import Leave Input Data from CSV
-~ Post Leave Input Data

|

B EE bk kb

-- 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

poce [ V| || { | S| D S | 2828

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.
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Import Leave Input Data from CSV

Kd9-c-& A= TEST SUB.csv - Microsoft Excel o @ Y
“ Home Insert Page Layout Formulas Data Review View Acrobat Team '~} 0 o P
i ¥ = Tlas v = o | - = ’: Iy ) Geinsets E - Agp ¢
£) B Calibri 8 AV =i W SF  General 5] «A _'4 3% peie - | - Z? ﬂ
Paste B I U- - O-A- EES EE S-S - % » | %Q 08 Condtional Format Cell | .. Sort & Find &
v & U-| & a E & |5 > 0 >0 | Eormatting * as Table » Styles~ | [ZJFormat~ | (2% Filter+ Select~
Clipboard Font s Alignment 3 Number 5 Styles Cells Editing
AB1 - Je | STAFFF
Al B c D 3 1 [k L M N o P Q R s T u [z B

Entry Type Substitute Flag
Record Employee Employee Employee Employee  Leave Reason Starting  HeHrs  TotalTime Y<Sub Substitute Substitute Substitute Substitute  Substitute STAFF

1 |Type Number LastName FirstName MiddleName Type Code LeaveDate D=Days  OffforEmp Memo Na=No sub Number  LastName FirstName Middle Name PaidTime FY
2T 89117 DESORE  MASIA Al 1 10012012 2 SickLleave Y 88465 BESBE MOSROE 2
3 88748 JASK SASMIE Al 1 10012012 O 2.5 TEST N

4T 89117 DESORE  MASIA Al 1 10052012 O 2 Sickleave Y 88300 LIS ALSO

5

The import spreadsheet for the Enhanced Substitute Pay and Employee Leave System
mirrors the data entered on the first screen of the Leave Input module. The necessary
data includes:

Absent employee number

Absent employee name (last, first and middle names)
Starting leave date

Leave Type and Reason Codes

Total time off for the employee

Substitute indicator (Y = substitute, N = no substitute)
Substitute employee number (if needed)

Substitute employee name (last, first and middle names)
Substitute paid time (if different from the employee time off)
Override account number (if needed)

Based upon the data in the import file, the substitute pay is automatically generated
based upon the absent employee’s payroll class code and the absent employee’s gross
data lines, and the substitute’s rank.

The account lines come from the teacher’s gross data lines. The object code is
substituted based upon the teacher’s payroll class code. Then, the Pay Type and Pay
Rate are defaulted based upon the substitute employee’s Substitute Rank field. The
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substitute’s total time is defaulted based upon the teacher’s time off.
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Import Leave Input Data from CSV
Define Employee Information

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

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

Our first beta site, Gary Jenkins at Jasper County, set up a user-friendly Excel template
for the import process.

It is possible to set up an Excel template which allows the administrator to set up the
import data quickly and easily.

Sheet 2 can be set up with employee numbers, name, etc.



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

Al |01 |Sick Leave

Al 02 |FMLA

Al |03 |Personal

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

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

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

A6 |01 [Staff Development

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

Our first beta site, Gary Jenkins at Jasper County, set up a user-friendly Excel template
for the import process.

It is possible to set up an Excel template which allows the administrator to set up the
import data quickly and easily.

Sheet 3 can be set up with leave type and reason codes.



Import Leave Input Data from CSV
Template

Employee  Employee  Leave Reason Starting Total Time Y=Sub Substitute Substitute Substitute STAFF STAFF STAFF STAFF STAFF STAFF STAFF STAFF
Number  LastName Type Code Leave Date off for Emp Memo N=Nosub ~ Number LastName PaidTime FY FND PRGM FNCT OBICT FCTY B  ADDL
HNJA

£
F
zzzzzzzzzzzzzzzzzzzz22Z22222222

Our first beta site, Gary Jenkins at Jasper County, set up a user-friendly Excel template
for the import process.

41



Import Leave Input Data from CSV
Template

Substitute Flag
Employee  Employee  Leave Reason Starting Total Time Y=sub Substitute  Substitute | Substitute STAFF STAFF STAFF STAFF STAFF STAFF STAFF STAFR
Number  LastName Type Code Leave Date Off for Emp Memo NeNosub  Number  LastName | PaldTime FY FND PRGM FNCT OBICT FCTY 8  ADDL

1 Wayne Al 01 12012012 1 Sick Leave Y 90 Presley 1
HN/A Error t l
HNJA Tror
- ; |

Entering the employee Substitute information,
number, automatically if applicable
populates the Name fields

HN/A
HNJA
HN/A
HNJA
HNJA
HN/A
/A
HN/A
HNJA
HNJA
HNJA
HNJA
HNJA
HN/A
HN/A

2333323283288 s8s2z2scsgssazcs

zzzzzzzzzzzzzzzzzzz2

With the template, if the user enters an employee number or substitute number, the
name fields are automatically populated.



Import Leave Input Data from CSV
Template

Substitute Flag
Employee  Employee  Leave Resson Starting Total Time Y=5ub Substitute  Substitute | Substtute STAFF STAFF  STAFF  STARF STAFF  STAFF  STAFF STAFF
Number  LagNeme Type Code Leave Date Off for Emp Memo NeNosub  Number  LastNeme | PaidTime FY  RND  PRGM  FNCT OBICT  FCY B ADDL
123 ¥ ¢ 12002012 1 SckLeawe 0 Presley 1

DAveme AL O v s
5678 Frank A6 01 11302012 1 Staff Developme Y 90 Presley 0.5\13 402 1750 2210 11300 100 1 ’

A Emor

Override account
number, if applicable.
(Sometimes used for
Staff Development
time off.)

A Emor
A Emor

-~ | Entering the leave type
= | and reason codes,

~. | automatically populates
< | the Memo field with the
=~ | leave description

ror

z
z22zzzzzz2z2z2222zz2z2z2z222222z2222z22

lE eSS ERE SR E

d3gddagaaga

With the template, if the user enters the leave type and reason codes, the memo field
is automatically populated.

If an override account number is NOT specified, the account lines for the substitute’s
pay come from the teacher’s gross data lines. The object code is substituted based
upon the teacher’s payroll class code. Then, the Pay Type and Pay Rate are defaulted
based upon the substitute employee’s Substitute Rank field. The substitute’s total time
is defaulted based upon the teacher’s time off.

To override the automatic generation of the substitute account numbers, enter one
override account number on the import spreadsheet.
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Enter an ‘N’

n

Substitute Flag.
Employee Employee  Leave Reason Starting Total Time Y=Sub Substitute Substitute Substitute STAFF STAFF STAFF STAFF STAFF STAFF STAFF
Number Last Name Type Code Leave Date Off for Emp Memo N=No sub Number LastName Pald Time FY FND PRGM FNCT OBICT FCTY B

1234 Wayne Al 01 12012012 1 Sick Leave 90 Presley 1
5678 Frank A6 01 11302012 1 Staff Development vy 90 Presley 05 13 402 1750 2210 11300 100 1
90 Presley A1 03 12042012 4 Personal \ N l

wN/A Emor N

#N/A Emor N '

aNJA Emor N

&N/A Eror N s

#N/A Emor N

s s * | No substitute

#N/A Error N

BN/A Emor N

aN/A Emor N

#N/A Emor N

wN/A Emor N

aN/A Error N

/A Emor N

an/A Eror N

#N/A Emor N

#N/A Emor N

aN/A Emor N

#N/A Eror N

aN/A Emor N

EN/A Emor N

EN/A Emor N

wN/A Emor N

EN/A Emor N

EN/A Ermor N

#N/A Emor N

EN/A Eror N

#N/A Ermor N

the Substitute Flag field, if there is no substitute.

STAFF
ADDL

44



Substitute Flag
Employee  Employee  Leave Reason Starting Total Time Y=Sub. Substitute Substitute ' Substitute STAFF STAFF STAFF STAFF STAFF
Number  LastName  Type Code Leave Date off for Emp. Memo NeNosub  Number LastName PaldTime FY FND PRGM FNCT OBICT
1238 Wayne a0 12012012 1 Sick Leave 90 Presley 1
5678 Frank A5 01 1302012 1 Staff Development 90 Presley 05 13 402 1750 2210 11300

90 Presey

Y
N
90 Presley A3 01 12312012 1 Days Deducted from Pay N

N
N
N
N
N
N
N
N
N
N
N
N
N

Ervor N
N
N
N
N
N
N
N
N
N
N
N
N

Error

Import Leave Input Data from CSV
Template

ma 03 12042012 4 Personal
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Substitute Flag
Employee Employee  Leave Reason Starting Total Time Yasub Substitute  Substitute Substitute STAFF STAFF STAFF STAFF STAFF STAFF STAFF STAF
Number Last Name Type Code Leave Date Off for Emp Memo N=No sub Number  LastNome Paid Time FY FND PRGM FNCT OBJCT FCTY B8 ADD
1234 Wayne Al 01 12012012 1 Sick Leave A\ 90 Presley 1
5678 Frank A6 01 11302012 1 Staff Development 1% 90 Presley 05 13 402 1750 210 11300 100 1
90 Predley a1l 03 12042012 4 Personal N
90 Presley A3 01 12312002 1 Days Deducted from Pay N
90 Presley Al 03 12312012 -1 Personal N
#N/A Error N
/A Ervor N
#N/A Error N
#N/A Error N
#N/A N
#N/A H N
s Refund time taken :
#N/A . . N
i with negative amount "
/A N
#N/A Emor N
/A Error N
#N/A Emror N
#N/A Ermor N
#N/A Error N
#N/A Error N
#N/A Ermor N
#N/A Error N
/A Error N
#N/A Eror N
#N/A Error N
#N/A Error N
#N/A Ermor N
/A Emor N
#N/A Ermor N

Negative time can be entered if leave is being refunded.

46



Import Leave Input Data from CSV

B PCG Dist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS (C:\SECOND GREEN
Import Leave Input Data from CSU LUUB200

x|

Identify the Leave Input Import CSU File:

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

C:\PCG\LUIMPORT.CSU

Trial mode to verify changes prior to updating? V¥

Enter = continue or F16 = Exit 12.03.00

The import procedure can be run in either trial mode or final mode. When the import
procedure is run in trial mode, reports are produced so that the user can view results,
but the Current Leave Input File is not updated. When the import procedure is run in
final mode, reports are produced so that the user can view results, 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.
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DATE  08/1€/2012 LVU0200 LEAVE INFUT IMPORT ERROR/WARNING REPORT
DR MESSAGE TYRE MESSAGE DETAIL

087613 DMLOYEE MIDDLE NAME MISGTCH o
os7613 RECORD ACCEPTED WITH WARNINGS

08761€ ~SUBSTITUTE MICDLE NAME MI.
087616 DMPLOYEE MIDDLE NAME MISMATCH
087616 RECORD ACCEPTED WITH WARNINGS

oo

087673 ' SUBSTITUTE MICOLE NAME MISMAIC
087673 DELOYEE MIIDLE NAME MISMATCH o
cerens FECORD ACCEPTED WITH WARNINGS

" 0,
087830 ' SUBSTITUTE MICOLE SGUME MI

087830 DMPIOYEE MIDOLE NAME MISICH 0
087830 DMPLOYEE CLASS NOT SET UP FOR LEAVE TYPE CIASS = 01 LV TYSE = AS
087830 RECORD REJECTED

T,87613, EMLOW, PHANG, 0, ,, , AL, 01, 6012012,D, 2, Sick Leave,¥, 7605, MMON, JASVIS, 0.2,, .00 srsssess
087613 SUBSTITUTE MITOLE HAME MISETCH °
T,87616, RISGINS, DASTE, 0, , ,,, AL, 02, 6022012,D, 5, PMIR, ¥, 87636, FASCON, SHERILYN, 0,5, 1 0usvvinns
SICE
T,87€73, BEORICS, JEEFERSQH, D, ,, , ,A3, 01, 6032012,D, 0. 5,Days Deducted fram Pay,Y, 87679, BI2DLE, VEN,0,0.5,, .00 v0rssrrs
" [

, HESNING, AS3LEY, 0, ,,, ,AS,01, 6042012, D, 2, Arnual Days,Y, 87844, 0LSERA,CHSRE, 0,2, 1,400 00000 s

Import Leave Input Data from CSV

* Leave Import Report with Errors

TRIAL MOOE FAGE X

Errors appear in right
'hand margin

All errors must be resolved before the data can be imported.
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| oAtz oe/16/2012..%30200

DNO  MESSAGE TYPE MESSAGE DETAIL

LEAVE DIPUT IMPORT ERROR/MARNING REPORT TRIAL MCOE

T,87613, KAALOW, PRANG, 0, , , ,, AL, 01, €012012,D, 2, Sick Leave,Y, 87608, MAON, JAGVIS, .2,, 00000 resss
_DRIQYEE. MIDOLE NG MISATCH

0s7613 FECORD ACCEPTED WITH WARNINGS

T,87€1€, RISGINS, DASTE, , ,, , A1, 02, 6022012,D, 5, MLA, ¥, 87636, FASCON, SHSRILYN, 0,5, ,
DE761K... SURSTITUTE MIDDLE NAME MISMATCH o
087616 FECORD ACCEPTED WITH WARNINGS

1,87€73, BESRIOS, JESFERSCH, ,, ,, ,A3,01,6032012,D,0.5,Days Deducted from Pay,¥,87€73,
o#ren CRD ACCEPTED

OLE,VEZN, , 0.5, c0uvsvnriss

lopmers, ¥, 87844, OLSERA, CHSFE, ,2,,,,, /1010000
RECORD ACCEFTED

T,87830, HEINING, ASILEY, ,, ,,, A6, 01, 6042012,D, 2, Stas De
o0&7830

.....A2,01, 6052012,0, 3, Jury Duty,Y,8786,,,.3,
087854, NNE MISOTCH VI3ES’
087854 SUBSTITUTE FIRST IRME MISIATCH 223170

NoaEN

087854 RRIOYEE FIRST NUE MISAICH EAILIE
087854 FECORD ACCEPTED WITH WARNINGS

7,88138, BAYTS, A7, ,,, ,, AL, 01,6062012,0,3, Sick Leave,Y, 87886, ,,,3, 000000 r000s
082138  SURSTITUIE LAST NAE MISOICH VI3Es

088132 STRSTITUIE FIRST NMME MISMATCH 53170

oge138 FECORD ACCEPTED WITH WARNINGS

T,87673, BE9RIOS, JESFERSCN, ,, , , ,A1,03,6072012,D,3, Personal Leave,Y, 87844, OLSERR, CHSRE, ,3. .. sssvrsssrs
087673 FECORD

ACTERTED

7,87830, HEINING, AS3LEY, ,,,,, AL, 03,6082012,D,3, Perscnal leave,¥, 87679, BI20LE, VEIN,, 3,,,, ..,
087830 RECORD ACCESTED

LEAVE BALANCE EDITS

082338, BAJTS, TA?
088138 IZAVE EXCEEDS EMPLOYEE BALANCE FOR TYPE LV TYPE = Al ENDING BAL =  2.0000 TOT REQUEST = 3.0000

082623, BEARIOS, JESFERSON
087673 1ZAVE EXCEEDS MAX ALLOWED FOR REASON

087830 HESVING, ASSLEY
087830, JZAVE EXCEZEDS MAX ALLOWED FOR REASON LV TYPE = AL LV REAS = 03 MAX ALLOWED = 3.0000

sperintendent

If there are only warnings, the data will successfully import.

IV TYPE = AL LV REAS = 03 ¥OX ALLOWED =  3.0000 PRIOR REQ =

PRIOR REQ =

Import Leave Input Data from CSV
* Leave Import Report with Warnings Only

AGE 1

No errors in
right hand
‘margir
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Import Leave Input Data from CSV
Payroll Balance Report

8/16/2012 PAYROLL BALANCE *+* PRELIMINARY - LOCATION WITHIN CL

Numerous balancing reports are produced during the import process. For example, a
Payroll Balance Report is produced during the import.

Remember, the account lines for the substitute’s pay are generated automatically and
come from the teacher’s gross data lines. The object code is substituted based upon
the teacher’s payroll class code. Then, the Pay Type and Pay Rate are defaulted based
upon the substitute employee’s Substitute Rank field. The substitute’s total time is
defaulted based upon the teacher’s time off.

The balancing report that comes out of the import process allows the user to verify the
substitute pay which is automatically generated by the system.
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Import Leave Input Data from CSV
* Employee Leave Detail Report

REPCRT DATE: 08/16/2012 DOLOYIZ LEAVE DETAIL REPORT - CURRENT LEAVE DATA CHLY e 1
RERCRT TDME: 12:11 SORTED BY Exp Name, Lv Type, Lv Date PROGRAM: LVREDTL3
PLAN YEAR - 0000

EPNO EMPLOYEE NAE CLASS WK 10C YEAR
LAVE TYPE LEAVE CODE LEAVE DATE DAYS HOURS  SURNO SUB KRME 0T TDE GROSS
£7€73 BESRIOS, JESFERSCHN 01 owe 2012
+ 33 wOP 01 LWOP €/03/201. 00 87€73 BIZDLE, VEZN
8761 2
- m 16.0000 87605 MAJON, JAMVIS
£7830 HEMNING, ASILEY
+ A€ STAFF DEVEL 01 STAFF DEVEL /0 7844 OLSERA, CHSRE
87954 NOIEN, EAILIE
+ 32 oTER 01 JWRY DUTY  €/0 27.0000 87886 VIIES, BE3ITO 3.00 215.00
87616 RISGINS, DASTE 01 0100 2012
+ A sICX 02 PLA €/02/2012 5.0000 40.0000 87636 FASCON, SHSRILWN 5.00
-

Numerous balancing reports are produced during the import process. For example, an
Employee Leave Detail Report is produced during the import.
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* Substitute Leave Detail Report

FEPORT DATE: 08/1€/2012 SUBSTITUTE LEAVE DETAIL REPORT - CURRENT LEAVE DATA QNLY PAGE
EPORT TDME: 12:11 Name, te
PLAY YEAR - 0000

SUBNO  SUBSTITUTE IGME CLASS WK 10C YERR
TYPE TN DATE ¥ DATE B 5O DIP 1ME hed SUB THE

e7¢73 BIZDLE, VEZN 03 €79 2012
COR LV 00/00/0000  0€/03/2012 87673 BESRIOS, JESFERSON DATLY -5000
e+ SUBSTITUTE TOTALS 5000 *

03 €793 2012
2 £7€1€ RISCINS, DASTE DAILY

aaaaaaaaa 0€/02/201
SUBSTITUTE TOTALS
87605 MA4ON, MAVIS 03 €793 2012
CUR LV 00/00/0000  0€/01/2012 €7€13 HAGLOW, PHANG DALY 2.0000
+++  SUBSTITUTE TOTALS 2.0000 *
03 €758 2012
06/04/2002 87630 HENING, ASILEY DATLY 2.0000
4+ SUBSTITUTE TOTALS 2.0000 *
NOSEN, EASLIE DATLY 3.0000
see  SUBSTITUTE TOTALS 3.0000

Import Leave Input Data from CSV

|
REROR SCRTED BY S L Da PROGRAM: LVRSDTLZ

Numerous balancing reports are produced during the import process.

Substitute Leave Detail Report is produced during the import.

For example, a
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Agenda

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

* CPI Cycle 3 Reporting

* New GHI Fields

* New PSERS

* W2s

When all leave data and substitute pay has been entered into the system and verified,
execute Post Leave Input Data. The Current Leave Input Data may only be posted ONE
TIME during the payroll cycle.
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Post Leave Input Data

B PCGDist=8991 Rel=12.03.00 09/28/2012 DODD02  C:\DEVSYS C:\SECOND B -18] x|
Personnel System PERG3P2

Leave Update Menu

-~ Input Employee Leave and Substitute Pay
-~ Import Leave Input Data from CSV
-~ Post Leave Input Data

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

-- Advance Leave
-~ Plan Year Rollover Processing

Bk EE ki il:l:ié

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

ot | o | l { | | | | | L)
olrseslanvel | [ [ [ [ [ [ [ [ [ |

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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Post Leave Input Data

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

Gross data information is created for the substitute.

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

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

The Current Leave Input File is cleared.

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

The payroll monitor will display an ‘N’ next to the Run
exceptions register with no exceptions step.
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Post Leave Input Data
Payroll Monitor Before Posting

C:\DEVSYS C:\SECOND

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003

The exceptions register and
trial registers can be run at
any time

PAYROLL SEQUENCE MONITOR

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

zzZzZIeke

/ Void/Add Run Completed N
(This cycle can be repeated more than once) / Final Register N
\ Deduction Registers N
\ Final Distribution N

Update earnings history with current pay N

Update budget files with current pay N
Manual/Void Checks Run Only: N Deduct Pension:
Regular Gross Types sy 01d PSERS: ¥ 01d ERS: N New PSERS: Vv
Special Gross Types PR TRS: v New ERS: N

---------------------- PAYROLLS SELECTED DURING SETUP: —---=-=====——mmmmmeea

PAY NO. PAYS

SCH TAX CALC  DESCRIPTION PERIOD CHECK DATE GHI

12 12 MONTHLY 9 09/28/12 v

Selected classes: 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 20 21 22 23

ENTER=Validate, F11=Go to screen 2, F16=Exit. 12.03.00

The exceptions register and trial registers can be run at any time during the payroll
cycle.



Employee Leave Balances
Before Posting

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:\SECOND GREEN E =1&(x|
Input Employee Leave and Substitute Pay LUHFIND
Leave Detail Screen
Employee number: 89236  BASFIELD, JOSEFINE
Plan year: 2013 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 SubNo Sub Name

HST 00 SICK LEAVE BEG BAL 821572012 871572012 1.2500

HST 02 PERSONAL LV TAKEN  8/15/2012 8/15/2012 1.0000

HST 00 SICK LEAVE ADVANCE /2172002 /2172012 1.2500

CUR 01 SICK LEAVE LV TAKEN 91272012 .2500 89957 ADAIR, CE4ESTA
CUR 01 SICK LEAVE LV TAKEN  10/01/2012 1.0000 88864 BAIBOSA, ADILFO

HST = Leave History Record
CUR = Current Leave Input Record

Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
1.2500 1.2500 -0oo0 1.0000 1.2500 2500

ENTER = Continue, F16 = Exit, F17 = Print Screen
"% F1 | F2 |3 | Fa | ks | F6 | F7 | ¥
~wal | [ [ [ [ [&

12.03.00

The Employee Leave Balances Detail screen shows what happens during the posting
process. Before posting, the detail screen shows records from both the Leave History
File and the Current Leave Input File. Running the post procedure causes the records on
the Current Leave Input File to be posted to the Leave History File so that the history file
contains the permanent record of the employees’ leave.
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Post Leave Input Data

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:\SECOND

L WARNING * % %

This process will take the CURRENT leave input file, which is called
"LUINPUT on PERDATA‘, and POST the leave data to the CURRENT payroll.
Once this process has begun, it CANNOT be stopped and rerun without proper

file REBUILD PROCEDURES?t???

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

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

*» Press ENTER to Continue »=

*» Press F16 to Exit ww

LUPOSTP

utes
s

12.03.00

]

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.

* 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.

* 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.
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Post Leave Input Data
Payroll Monitor After Posting

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:\SECOND

- After posting leave, the

PAYROLL SEQUENCE MONITOR

exceptions register and trial

Setup payroll for new pay period v
Run exceptions register with no exceptions N s
Post subgtitute pgy and employee lea:e Y l'eglstel's mUSt be rerl.ln
Calculate payroll and update YTD figures N
Print paychecks and Direct Deposits N
/ Void/Add Run Completed N
(This cycle can be repeated more than once) / Final Register N
\ Deduction Registers N
\ Final Distribution N
Update earnings history with current pay N
Update budget files with current pay N
Manual/Void Checks Run Only: N Deduct Pension:
Regular Gross Types 50 01d PSERS: ¥ 01d ERS: N New PSERS: V
Special Gross Types sy TRS: Y New ERS: N

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

SCH TAX CALC DESCRIPTION PERIOD CHECK DATE GHI
12 12 HONTHLY 9 09/28/12 Y

Selected classes: 1 2 3 4 S5 6 7 8 9 10 11 12 13 14 15 16 17 20 21 22 23

F11=6o to screen 2, Fié=exit. 12.03.00

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. This allows the user to verify the payroll again
with the substitute pay added.
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Employee Leave Balances
After Posting

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:\SECOND GREEN 1N =1&(x|
Display Employee Leave Balances LUHFIND
Leave Detail Screen
Employee number: 89236  BASFIELD, JOSEFINE
Plan year: 2013 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 SubNo Sub Name
HST 00 SICK LEAVE BEG BAL  8/15/2012 8/15/2012 1.2500

HST 02 PERSONAL LV TAKEN  8/15/2012 8/15/2012 1.0000

HST 01 SICK LEAVE LV TAKEN 971272012 9/28/2012 2500 89957 ADAIR, CE4ESTA
HST 00 SICK LEAVE ADVANCE 9/2172012 972172012 1.2500

HST 01 SICK LEAVE LV TAKEN  10/01/2012 9/28/2012 1.0000 88864 BAIBOSA, ADILFO

HST = Leave History Record
CUR = Current Leave Input Record

Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
1.2500 1.2500 -0oo0 2.2500 0000 -2500

ENTER = Continue, F16 = Exit, F17 = Print Screen
v F1 | F2 |3 | Fa | ks | ke |7 | #e | Fa |10 | Fi | Fiz | Fia | Fia ],.Q

e | ==

12.03.00

After posting, now when we look at the Employee Leave Balances Detail screen, we can
see that ALL of the records are now posted to the Leave History File. At this point, the
leave records are permanently posted to the leave history file.



Post Leave Input Data
Absent Employee Leave

i PCGDIst=8991 Rel=12.03.00 10/02/2012 DOD003 C\DEVSYS C:\SECOND =&l x|
Status fActive Update/Display Balance and YTD Leave Data PAYO3
Employee 89236 BASFIELD, JOSEFINE Class 05
#ww  State Leave Plan www Sick Bank
Sick Leave Pers Bus Vacation Other W/0 Pay Staff Taken
Current 1.25 1.25
Balance .25
Used ¥TD 1.25 1.08 1.25
www  Local Leave Plan ww» Sick Bank
Sick Leave Pers Bus Vacation Other W/0 Pay Staff  Contribution
Current
Balance
Used YTD

Hode changed to dxsplay
<

Current leave is posted for the absent employee’s pay stub. After posting, the absent
employee’s leave balances, current leave taken, and year-to-date leave taken fields are
updated in payroll.
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Post Leave Input Data
Substitute Gross Data

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003 C:\DEVSYS C:\SECOND =l8Ix|
Status Active Update/Display Gross Data PAYO7
EmpNo 88864 BA9BOSA, ADYLFO Class 9 SUBSTITUTE TEACHERS

SSN  999-08-8864 Loc 6211 Location 006211 Job cd 109 SUB-TEACHERS

Cert level T4  State yrs _ Pay step E Local yrs _60 Salary sched

Work sched ID __  Hrs/Day _0.000 Days/Week 8 Hrs/Week __0.08 13/14 pay ind _
Ann work days __@ Days worked YTD  ©0.80 This per _ .88 Days docked ¥TD  ©.00 This per _ 0.08

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. D 0025 1.60 112.00 =
g- D oec _70.000 .o 28,00
o4, _ — —— —
5. _ ——
86. _ e

2.600 140.00
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Ant Contract Distrib
ACCT 61 13 100 _ 1641 1000 11300 101 1

G e - T R O N S S iy

RCCT BN B9 - = e aes =2

acT- 0 ———— - e =

BECTZ B0 QAT = 3 S e e e L . )

TRS & ERS Pens Gross Adj Total gross 140.00
Ant/% Contract amt Cycle gross Cycle 1 Cal ¥r
Pay sch. # 12 State salary Local salary Other

Pens code @0 Pens elig date Amt/% Contmo 12

Pens switch ¥ TRS service ind 1 PY contmo 08

Hode changed to update

Gross data information is created for the substitute. After posting, all substitute gross
lines are posted to payroll. If at this point you need to make any adjustments to the
substitute’s pay, you may do so in payroll.
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Employee information Company Information
Employes 1D 421 DOE, JANE XK. BOARD OF KD
SSN | 1 WEST FIRST STREET 1 WEST PIRST
777-222-4444|  ATLANTA, GA 30000 ATLANTA, GA 30000
d | GA p Amount
Warried [Joint Both| Chacking | *eesesees 3234 [ 1.60.2¢
02 [W{2] D(00] | Checking ssel111 1,073.81
5 KT CheckNo | 328235 TotalNetPay |  3.683.77
WAVE A GREAT, RELAXING AND SAFE SUMMER.
your s71pmm 1AS BEEN pAY Ts pavmoLL
Oesc | Reg Amt Amt | ContAmt  Tot ot Net
316 T e U ¢ 3% 1% 5
YTD 246684 107894 25747.4. 3373.39]  7004.46|  37943.97]
Rate. Hrs jular Amount | Overtime Hrs | Overtime Amt | Contract Amt
ate Sa T30
Local Reg Salary 127.22
Dept Chair/Team Leader 166.24
Coaching Supplement 67.36
stipends 345.12
Total 3.916.65
A" Ieave Year to Balance Future 1 uture 2 | Descri Current YD
pax: 100 100 446,90 | 2300.20
t es are AL DAYS TCA 268.65| 1751.36
y o
. orwER DAYS -s0 s0
||Sted| sTAYF DEVEL 1l00 .00
. 1627.09 | 803246l
Oescriy Current Yo ‘Current Y10 Current YTD
5 3 , 333 T 3 0930
50.92 3332.00 TAS DEWT 7034 | 4s6.58 pack 12.50
FED TAX 222.78 | a:2.7¢
laa TAX 143.78 | 965.09
Trs 234.99 | 1302.55
Total | 7. 2 Yotal | 404,80 2953.82 Yotal 28,30 196.70
PLEASE DETACS Thes STUS ANO REVAN FOR YOU' RERIOVE DOCUMENT ALONG THIS PERFORATION — —_— .
BOARD OF ED No. 228239 PAYROLL
14 PAYROLL §! DIRECT DEPOSIT
ATLATALGA 06/30/2012

TWO THOUSAND SIX WUNDRED EIGNTY THREE AND 77/100

Deposit THIS IS NOT A CHECK - DO NOT CASH
To The DOR. JANE R.
Account Of

All sites should consider going to the new detailed pay check stub. Much more

information is available to the employees, including a breakdown of all leave categories.

(Staff development and sick bank are not available on the old check stub.)

NOTE: Many districts are implementing a policy of DIRECT DEPOSIT ONLY for their
employees. This makes going to the new check stub even easier because magnetic ink
is not required for direct deposit statements.
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Agenda

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

* CPI Cycle 3 Reporting

* New GHI Fields

* New PSERS

* W2s

S g
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Leave Reports

8 PCGDist=8991 Rel=12.03.00 10/02/2012 DOD003  C:\DEVSYS C:\SECOND 8 =18 x|
Personnel System PERO3P

FKey Enhanced Substitute Pay and Leave System
1 | -- Leave Setup Menu
_2 | -- Leave Update Menu

—————3_3 | -- Leave Reports Menu
4 | -- Leave History Menu

] N [ 12100

The Enhanced Substitute Pay and Employee Leave System includes numerous reports.
Reporting is available against the Current Leave Input File to ensure that the data
entered for the current payroll cycle is correct. Reports against the Leave History File
are also available for further analysis and review.
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Leave Reports
Employee Summary Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003 C:\DEVSYS C:\SECOND
Personnel System PERIGP:J

FKey Leave Reports Menu

Current Leave Input File:
> 1| -- Employee Summary Reports

_2|-- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
— 5 - Employee Summary Reports
Ll -~ Employee Detail Reports
_7.|-- Substitute Detail Reports
Both Current Leave Input File and Leave History File:
_> 8- Employee Summary Reports
10| -- Employee Detail Reports
11| -- Substitute Detail Reports
Substitute Reports:
13| --  Substitute Pay by Employee
_14 | -~ Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| -~ Print Employee Leave Data
_18 | -~ Print Employee Current Leave Edit Listing

W[V | || ] | | O | 12.61.00
~eravsliafme [ [ [ [ [ [ [ [ [ [ ]

Three broad categories of reports are available for summary and detail reports:

* Current leave reports (generated from the Current Leave Input File only)

* Reports from leave history (generated from the Leave History File only)

* Reports from leave history and from current leave (generated from both the Current
Leave Input File and the Leave History File)



Leave Reports
Employee Summary Reports

8 PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:\SECOND GREEN =l81x|
Enployee Summary Report - Both Current Leave and Leave History LURESUM1
Data Selection Screen

Enter plan year: 2013
— or -
Enter period to be printed: thru
Select data for report: * Summary data for TYPE and REASON codes

€ Summary data for overall TYPE code only
€ Summary data for REASON codes only

Active Only: X -OR- Inactive Only: _ -OR- Both: _

Enter Empl# or leave blank to print ALL employees:
Enter class code(s) or leave blank to print ALL classes: __ o s
Enter work loc code(s) or leave blank to print ALL work locations:

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

| | | (| 12.03.00
[ |

Employee Summary Reports: The Employee Summary Reports provide summarized
leave data per employee. The Employee Summary Reports provide the following
information:

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

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

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003 2! GREEN =18(x]
Employee Summary Report oth Current Leave and Leave History LURESUM1
Sort Selection Screen

Select sort for report: © [E
© Emp

ype.

 Work Loc, Class, Emp Name. Lv Type. Lv Reas
© Work Loc, Class, Emp No, Lv Type, Lv Reas
 Work Loc. Ly Type. Lv Reas, Emp Name
 Work Loc, Ly Type. Lv Reas. Emp No

" Work Loc. Emp Name, Ly Type, Lv Reas

C Work Loc, Emp No, Lv Type. Lv Reas

Class. Work Loc. Emp Name. Lv Type. Lv Reas
Class, Work Loc, Emp No, Lv Type, Lv Reas
Class, Ly Type, Lv Reas, Emp Name

Class, Lv Type. Lv Reas. Emp No

Class. Emp Name. Ly Type. Ly Reas

Class. Emp No. Lv Type. Lv Reas

Lv Type. Lv Reas. Work Loc, Emp Name
Ly Type, Lv Reas. Work Loc, Emp No

Lv Type, Lv Reas. Class. Emp Name
Lv Type, Lv Reas, Class. Emp No

Lv Type. Lv Reas. Emp Name
Lv Type. Lv Reas, Emp No

2ie) ele) leial Neleielieiele]

“"Vlu'fciﬁi ] o | | IWYE L] Iu-ﬁ’xl 2 a2.08

The user can sort the leave reports in many, many different ways.



Leave Reports
Employee Summary Reports

B PCGDIst=6991 Rel=12.03.00 10/30/2012 DOD 002  C:\DEVSYS C:\SECOND
Employee Summary Report - Leave History File Only LURESUH1
Export Screen

Create Leave Detail File to Load in Excel?

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

C:\EXPORT\LEAUE20121030.CSU
NOTE: DIRECTORY Must Already Exist

F15=Browse for Export File, F16=Exit Without Printing
"4 AL PR [ = [ e | | ] |8 12:82:61
@] | [ 1 [ 1 [ Twew[ T [ 1

All reports in the Enhanced Substitute Pay and Employee Leave System allow the user to
export the report output to a .csv file. This allows the user to manipulate the leave data
within Excel.



Leave Reports
Employee Summary Reports

* Employee Summary Control Report

REPORT DATE: 07/17/2012 Employee Summary Report - Both Current Leave and Leave History nE: 1
RERORT TDME: 14:52 PROGRAM: LVRESTM1

SELECTION CRITERIA

PLAN YEAR 2012

REPORT TYPE Summary for Type and Reason Codes
EMPIOYEE STATUS Only active employees

SORT Emp No, Lv Type, Lv Reas

EXPORT FIIE No

Most reporting processes within the Enhanced Substitute Pay and Employee Leave
System produce a control report. This report documents the reporting options selected
by the user.



Leave Reports
Employee Summary Reports

Employee Summary Reports: The Employee Summary Reports provide summarized
leave data per employee. The Employee Summary Report looks very much like the on-
line Leave Balances screen for the employee. The Employee Summary Reports provide
the following information:

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

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

Employee Summary Reports
* Sorted by Leave Type

| rEpoRT DATE: 07/17/2012 DOLOYEE LEAVE SRORRY REPORT - CURRENT AND HISTORY LEAVE
RERCRT TG 7 SORTED BY Lv Type, Lv Reas, Zup Mo
PLAN YEAR - 2012

PAGE:
PROGRAM: LVRESTMZ

TYPE REAS DESCRIPTION UNIT  PLAN YR
DPNO  DMPLOYEE KAME CIASS WK I0C BEG BAL  ADVANCE ADJUST PRICR TAKEN CURR TAKEN TOT TAKEN DD BAL

AL 00 sICK DAYS 2012

87608
87613
87616
87626

DESNEY, RESD
FOTTIN, ALTHONSO
70

MUSLIGAN, ROSCO
MCTRTHUR, JOTANNE

£7501
87304
87507
87308
87503
87510

This is the same summary report sorted by Leave Type and Reason code. The report
sorted this way looks much different!



Leave Reports
Employee Detail Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DODO003  C:\DEVSYS C:\SECOND GREEN =8l x|
Personnel System PERO3P3
FKey Leave Reports Menu

Current Leave Input File:
_1]-- Employee Summary Reports
ey _2_| -~ Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
== _6 | -- Employee Detail Reports
_7.|-- Substitute Detail Reports
Both Current Leave Input File and Leave History File:
_9 | -- Employee Summary Reports
> 10 | -~ Employee Detail Reports
11| --  Substitute Detail Reports
Substitute Reports:
13| --  Substitute Pay by Employee
14| --  Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| -~ Print Employee Leave Data
18| -~ Print Employee Current Leave Edit Listing

{ | D A OO OO (|~ 72010

Now we will look at the Employee Detail Reports.



Leave Reports
Employee Detail Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003 c\msvs c.\m _GREEN =158|x]
Employee Detail Report - Both Current Leave and Leave History LUREDTL1
Data Selectiun Screen

Enter plan year: 2013
— e

Enter period to be printed: thru

Print option for report: @ Print multiple employees per page
C Print single employee per page

Active Only: ¥ -OR- Inactive Only: _ -OR- Both: _

Enter Empl# or leave blank to print ALL employees:
Enter class code(s) or leave blank to print ALL classes:
Enter work loc code(s) or leave blank to print ALL work locations:

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

C73 A Sl S A S % [ [ [ = | 12.03.00
| [ |

Employee Detail Reports: The Employee Detail Reports provide detailed leave
information per employee. The Employee Detail Reports which include data from the
Leave History File look 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”, and finishing with the ending balance.

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 (Beginning Balance) line items, CUR LV (Current Leave
Taken) line items, HST LV (Historical Leave Taken) line items, ADV (Leave Advanced) line
items, and ADJ (Leave Adjustments) line items.

The Employee Detail Reports provide the option to print either a single employee per
page or multiple employees per page. Printing one employee per page allows the user
to generate leave statements to distribute to employees. The Employee Detail Reports
provide the following information:

* Both Current Leave Input File and the Leave History File: The Employee Detail
Reports will populate both the CUR LV (Current Leave Taken) line items based upon
leave entered into the Current Leave Input File, and the line items from the Leave
History File including BEG (Beginning Balance) line items, HST LV (Historical Leave
Taken) line items, ADV (Leave Advanced) line items, and ADJ (Leave Adjustments)
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line items.

* Leave History File only: The Employee Detail Reports will NOT contain the CUR LV

(Current Leave Taken) line items.
Current Leave Input File only: The system produces a detailed report of the contents
of the Current Leave Input File. Historical leave data is not included.

74



Leave Reports
Employee Detail Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:\! GREEN
Employee Detail Report - Both Current Leave and Leave History
Sort Selection Screen

Select sort for report:

 Work Loc. Class, Emp Name. Lv Type, Lv Date
" Work Loc, Class, Emp No. Lv Type, Lv Date
 Work Loc. Lv Type, Emp Name, Ly Date

C Work Loc. Ly Type. Emp No, Lv Date

" Work Loc. Emp Name, Lv Type. Lv Date
 Work Loc. Emp No. Lv Type. Lv Date

Class, Work Loc, Emp Name. Lv Type, Lv Date
Class, Work Loc, Emp No, Ly Type. Ly Date
Class, Lv Type, Emp Name, Lv Date

Class, Lv Type. Emp No, Lv Date

Class. Emp Name, Lv Type. Lv Date

Class, Emp No, Lv Type. Lv Date

Lv Type. Work Loc, Emp Name, Lv Date
Lv Type. Work Loc. Emp No. Ly Date

Lv Type, Class, Emp Name, Lv Date
Lv Type, Class, Emp No, Lv Date

Lv Type. Emp Name. Lv Date
Lv Type. Emp No. Lv Date

90 falie) tetel Uejeielieinie]

LUREDTL1

12.03.00

x|

The user can sort the leave reports in many, many different ways.
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Leave Reports
Employee Detail Reports

B PCGDist=8991 Rel=12.03.00 10/30/2012 DOD 002  C:ADEVSYS (C:\SECOND =l8lx|
Employee Detail Report - Both Current Leave and Leaue N)stnry LUREDTL1
Export Screen

Create Leave Detail File to Load in Excel?

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

C:\EXPORT\LEAUE20121030.CSU
NOTE: DIRECTORY Must Already Exist

F15=Browse for Export File, F16=Exit Without Printing
"4 AL PR [ = [ e | | ] |8 12:82:61
@] | [ 1 [ 1 [ Twew[ T [ 1

All reports in the Enhanced Substitute Pay and Employee Leave System allow the user to
export the report output to a .csv file. This allows the user to manipulate the leave data
within Excel.



Leave Reports
Employee Detail Reports

* Employee Detail Control Report

REPORT DATE: 07/18/2012 Brployee Detail Report - Both Current Leave and Leave History MGE: 1
RERRT TDE: 15:43 PROGRAM: LVREDTLL

SELECTION CRITERIA

PLAN YEAR 2012

PRINT OPTION Print miltiple employees per page

EMPLOYEE STATUS Only active employees

SCRT Emp No, Lv Type, Lv Date

EXPORT FILE Yes

EXPORT FILENRME  C:\EXPORT\LEAVEZ20120718.CSV

Most reporting processes within the Enhanced Substitute Pay and Employee Leave
System produce a control report. This report documents the reporting options selected
by the user.



Leave Reports

Employee Detail Reports
* Sorted by Employee Number

Employee Detail Reports: The Employee Detail Reports provide detailed leave
information per employee. The Employee Detail Reports which include data from the
Leave History File look 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”, and finishing with the ending balance.

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 (Beginning Balance) line items, CUR LV (Current Leave
Taken) line items, HST LV (Historical Leave Taken) line items, ADV (Leave Advanced) line
items, and ADJ (Leave Adjustments) line items.

The Employee Detail Reports provide the option to print either a single employee per
page or multiple employees per page. Printing one employee per page allows the user
to generate leave statements to distribute to employees. The Employee Detail Reports
provide the following information:

* Both Current Leave Input File and the Leave History File: The Employee Detail
Reports will populate both the CUR LV (Current Leave Taken) line items based upon
leave entered into the Current Leave Input File, and the line items from the Leave
History File including BEG (Beginning Balance) line items, HST LV (Historical Leave
Taken) line items, ADV (Leave Advanced) line items, and ADJ (Leave Adjustments)
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line items.

* Leave History File only: The Employee Detail Reports will NOT contain the CUR LV

(Current Leave Taken) line items.
Current Leave Input File only: The system produces a detailed report of the contents
of the Current Leave Input File. Historical leave data is not included.
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RERORT DATE: 07/18/2012
REPCRT TDME: 15:47

EMPNO  EMPLOYEE NAME
TYPE PEAS DESCRIPTION

87603 SOSELO, NASACHA
BEG

87613 HALOW, PHANG
BEG

RST LV 01 SICK
01 sIcK
ADVACE
v 01 SICK
v ADVACE

7616 RISGINS, DASTE
526

01 SICK
01 SICK

7626 DOWHTY, DITRY
£

HST LV 03 PERSQNAL
W 01 SICK

BEGDNING BAL

BECINING BAL

BEGDUNING BAL

Leave Reports

DMPLOYEE LEAVE DETAIL REPORT - CURRENT AND KISTORY LEAVE

SORTED BY Lv Type, Emp Yo, Lv Date
PLAN YEAR - 2012
CLASS WK 10C YEAR TYPE DESCRIPTION
T DATE LV DATE  SUB NO SUB KRG

11 0108 2012 Al SICK

04/30/2012 03/22/2012
04/04/2012 04/04/2012
04/04/2012  04/04/20:
07/17/2012 04/30/2012
00/00/0000 08/01/2012 7377 KRASKS, TRENT
07/17/2012 08/18/2012
07/17/2012 08/30/2012

o1 o108 2012 Al SIC

04/30/2012 03/22/2012
04/04/2012 04/04/2012
07/17/2012 04/30/2012
00/00/0000 08/02/2012 87613
07/17/2012 08/30/2012

01 0100 2012 Al SICK

04/30/2012  03/03/2012

04/30/2012 03/23/2012 7329 BUSL, ELS
04/30/2012 03/26/2012 8872 WISKER, JASQUETTA
04/04/2012 04/04/2012

07/17/2012 04/30/2012

00/00/0000 08/02/2012 87616

07/17/2012 08/30/2012

05 0200 2012 Al SICK

04/30/2012 03/08/2012
04/30/2012 03/13/2012

TYPE TOTALS

TYPE TOTALS

LEAVE IN

1.2800

1.2500
2.5000

LEAVE 0UT

.2500
6.2500

2.0000

£.5000

Employee Detail Reports
* Sorted by Leave Type

PAGE: 1
PROGRAM: LVREDTLZ

EXD BAL

DAY

The same detail report is now sorted by Leave Type and Reason codes.
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Leave Reports
Substitute Detail Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:ASECOND GREEN X
Personnel System PERO3P3
FKey Leave Reports Menu

Current Leave Input File:
_1]-- Employee Summary Reports
_2 | -- Employee Detail Reports
=—————> "3(-- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
3> _7 | -~ Substitute Detail Reports
Both Current Leave Input File and Leave History File:
_9 | -- Employee Summary Reports
10| -- Employee Detail Reports
—_> 11| -~ Substitute Detail Reports
Substitute Reports:
13| --  Substitute Pay by Employee
14| --  Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| -~ Print Employee Leave Data
18| -~ Print Employee Current Leave Edit Listing

{ | D A OO OO (|~ 72010

We will now look at the Substitute Detail Reports.



Leave Reports
Substitute Detail Reports

¥ PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:ADEVSYS C:\SECOND GRI =i8] x|
Substitute Detail Report - Both Current Leave and Loaue sttnvy LURSDTL1
Data Selection Screen

Enter plan year: 2013
= o=
Enter period to be printed: thru

Print option for report: @ Print multiple substitutes per page
C Print single substitute pes page

Employee number option for report: @ Do NOT print employee numbers
€ Print employee numbers

Active Only: ¥ -OR- Inactive Only: _ -OR- Both: _

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

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

" 9.2 P25 ) [ YI [ | I lei 12498

Substitute Detail Reports: The Substitute Detail Reports provide detailed work

information per substitute employee.

* The Substitute Detail Reports provide the option to print either a single substitute
employee per page or multiple substitute employees per page. Printing one
substitute employee per page allows the user to generate substitute work
statements to distribute to the employees.

* The reports also provide the option of whether or not to print the absent employees’

ID numbers. If generating work statements to distribute to substitute employees, it
may be advisable to suppress printing the employee ID numbers of the absent
employees.

* The Substitute Detail Reports provide the following information in addition to the
substitute name and employee ID number: the date of the absent employee leave,
the absent employee ID number (optional), the absent employee name, the amount
of time worked by the substitute in hours or days, and the amount paid.
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I PCGDist=8991 Rel=12.03.00 10/02/2012 DOD003  C:\DEVSYS )
Substitute Detail Report - Both Current Leave and Leave History

Leave Reports

C:\SECOND GREEN

Selection Screen

Select sort for report: & [

C Work Loc, Class, Sub Name, Ly Date
" Work Loc, Class. Sub No. Ly Date
 Work Loc. Sub Name. Lv Date

© Work Loc. Sub No, Lv Date

€ Class. Work Loc. Sub Name. Lv Date
" Class, Work Loc. Sub No. Ly Date

€ Class, Sub Name. Ly Date

€ Class, Sub No, Lv Date

" [ P |
[ [ 1

e I

Substitute Detail Reports

LURSDTL1

12.03.00

x|

The user can sort the leave reports in many, many different ways.
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Leave Reports
Substitute Detail Reports

B PCGDist=8991 Rel=12.03.00 10/30/2012 DOD 002  C:ADEVSYS (C:\SECOND =l8lx|
Substitute Detail Report - Both Current Leave and Leaue letory LURSDTL1
Export Screen

Create Leave Detail File to Load in Excel?

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

C:\EXPORT\LEAUE20121030.CSU
NOTE: DIRECTORY Must Already Exist

F15=Browse for Export File, F16=Exit Without Printing
"4 AL PR [ = [ e | | ] |8 12:82:61
@] | [ 1 [ 1 [ Twew[ T [ 1

All reports in the Enhanced Substitute Pay and Employee Leave System allow the user to
export the report output to a .csv file. This allows the user to manipulate the leave data
within Excel.



Leave Reports
Substitute Detail Reports

* Substitute Detail Control Report

REPORT DATE: 07/15/2012 Substitute Detail Report - Both Current Leave and Leave Histor PAGE: 1
RERORT TDME: 08:20 PROGRAM: LVRSDTL1

SELECTION CRITERIA

PLAN YEAR 2012

PRINT OPTION Print multiple substitutes per page
EMPNO OPTION Do NOT print employee numbers
EMPIOYEE STATUS Only active employees

SORT Class, Sub No, Lv Date

EXPORT FILE Yes

EXPORT FILENRME  C:\EXPORT\LEAVEZ0120713.CSV

Most reporting processes within the Enhanced Substitute Pay and Employee Leave
System produce a control report. This report documents the reporting options selected
by the user.



Leave Reports

Substitute Detail Reports
*S Sorted by Employee Number

SUBSTITUTE LEAVE
SORTED BY Sub No,

'AIL REPORT - CURRENT AND HISTORY LEAVE PAGE: 1
ate PROGRAM: LVRSDTLZ
1AN YEAR - 2013

CLASS WK 10C YEAR
LV DATE EMP NO EMP NAME UNIT SUB TDME SUB AMOUNT

* “sussTITUTE TOTALS

SUBSTITUTE TOTALS

Substitute Detail Reports: The Substitute Detail Reports provide detailed work

information per substitute employee.

* The Substitute Detail Reports provide the option to print either a single substitute
employee per page or multiple substitute employees per page. Printing one
substitute employee per page allows the user to generate substitute work
statements to distribute to the employees.

* The reports also provide the option of whether or not to print the absent employees’

ID numbers. If generating work statements to distribute to substitute employees, it
may be advisable to suppress printing the employee ID numbers of the absent
employees.

* The Substitute Detail Reports provide the following information in addition to the
substitute name and employee ID number: the date of the absent employee leave,
the absent employee ID number (optional), the absent employee name, the amount
of time worked by the substitute in hours or days, and the amount paid.
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Leave Reports
Substitute Pay Reports

B PCGDist=8991 Rel=12.03.00 10/02/2012 DOD 003  C:\DEVSYS C:ASECOND GREEN
Personnel System

FKey Leave Reports Menu
Current Leave Input File:
_1]-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7.|-- Substitute Detail Reports
Both Current Leave Input File and Leave History File:
_9 | -- Employee Summary Reports
10| --  Employee Detail Reports
11| --  Substitute Detail Reports
Substitute Reports:
ey 13 | -~ Substitute Pay by Employee
14| --  Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| -~ Print Employee Leave Data
18| -~ Print Employee Current Leave Edit Listing

PERO3P3

12.01.00

Now we will look at the Substitute Pay reports.
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The user can sort the leave reports in many, many different ways.

Leave Reports
Substitute Pay Reports
B PCGDist=8991 Rel=12.03.00 10/30/2012 DOD 002 C:\DEVSYS C:\SECOND ﬂ
Substitute Balance Sheet LURSBAL1
Sort Selection Screen
Select sort for report: s
f‘Lm:ahon Clau Substitute Name, Ieol:hnlNu Account No
€ Class. Location, Substitute Name, Teacher No, Account No
i, " Y [ Y Y Y A Y I I =Y (28288
o [ T [ T T T T [ T T Ju] T [ ]
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Leave Reports
Substitute Pay Reports

REPORT DATE: 10/30/2012 PAYROLL BALANCE *** PRELIMINARY - LOCATION WITHIN CLASS PAGE 3
REPORT ID: LVRSBAL1/LVRSBALZ

LOC SUB¢ CL SUB NAME
TEACHER NRME LV DATE RATE REG-HRS REG-AMT ACCOUNT NUMBER

0102 89554 09 CR7ECH, MATHIA
0e9sl

CHSMPAGNE, SCSTTY 08/23/2012 €0.00 1.00 €0.00 D 13- 1-1000-11:
088647 PIZKENS, TIZANY 08/10/2012 €0.00 1.00 €0.00 D 13-100-0-1081-1000-11300-0102-1-000000
089339 CAEANAUGH, AREATH 08/13/2012 €0.00 1.00 €0.00 D 13-100-0-1081-1000-11300-0102-1-000000
088651 GUEVARA, SCET 09/06/2012 60.00 .50 30.00 D 13~ 2041-1000~-11 2
088651 GUEVARA, SCET 09/06/2012 €0.00 .50 30.00 D 13- =1000-11.
085070 HE3Z20G, JA3I 08/27/2012 €0.00 1.00 €0.00 D1 24-2210-11
085070 HESZ0G, JASI 08/30/2012 €0.00 1.00 €0.00 D1 2 -1
08985€ FLSNT, EHSEL 08/24/2012 €0.00 1.00 €0.00 D 13-415-0-1784-2210-11300-0202-1-000000
085522 CRTVEN, VI70 09/07/2012 €0.00 1.00 €0.00 D 13-415-0-1784-2210-11300-0302-1-000000
44 SUBSTITUTE TOTAL 8.00 480.00
+¢ IOCATION - TOTAL 8.00 480.00

0202 88539 09 HAE, LAEE

089914 DEINY, OL7NDA 08/29/2012 €0.00 1.00 €0.00 D 13-100-0-1041-1000-11300-0101-1-000000
088372 GASE, MYSES 08/24/2012 €0.00 1.00 €0.00 D 13-1 1-1 1 101~
0883€1 BASON, MISCHEL 08/28/2012 €0.00 1.00 €0.00 D 13-403-0-1750-1000-11300-0101-1-000000
08591€ HESRINGTON, PRSSCILA 08/27/2012 €0.00 1.00 €0.00 D 13-404-0-2824-2210-11300-0101-1-000000
08991€ HESRINGION, PRSSCILA 08/30/2012 €0.00 1.00 €0.00 D 13-404-0-2824-2210-11300-0101-1-000000
¢+ SUBSTITUTE TOTAL §.00 300.00
¢+ LOCATION - TOTAL .00 300.00

€211 89957 09 AD4IR, CE4ESTA

085914 DENY, OLTNDA o8/21/2012 €0.00 1.00 €0.00 D 13-100-0-1041-1000-11300-0101-1-000000

08923€ BASFIELD, JOSEFINE 09/12/2012 €0.00 1.00 €0.00 D 13-100-0-1041-1000-11300-0101~-1-000000

088487 KEIZIMAN, WEIDIE 08/23/2012 €0.00 €.00 360.00 D 13-100-0-2041-1000-11300-0101-1-000000

0883€1 BAESON, MISCHEL 03/13/2012 €0.00 1.00 €0.00 D 13-403-0-1750-1000-11300-0101-1-000000
¢ SUBSTITUTE TOTAL 9.00 540.00

Substitute Pay by Employee Report.



Leave Reports
Substitute Pay Reports

REPORT DATE: 10/30/2012 SUBSTITUTE PAY REPORT - SMITH CITY BOARD OF EDUCATION PAGE 1
PROGRAM: LVRSACT2 *¢ ACCOUNT NIMBER, EMPLOYEE NAME SEQUENCE **
EMPNO EMPLOYEE NAME STATUS 1OC CLASS SCH RATE HOURS GROSS CODE ACCOUNT
88823 WI2BUR, ALISA A 0302 o8 12 25.000 1.00 256,00 A 13-100-0-1011-1000-11300-0302-1-000000
85594 CR7ECE, MATHTA A 0102 09 12 €0.000 1.00 €0.00 D 13-100-0-1021-1000-11300-0302-1-000000
88755 EL2IOT, ALZARO A €11 09 12 €0.000 1.00 €0.00 D
88759 EL2IOT, ALZARO A €211 05 12 €0.000 1.00 €0.00 D
88704 GESGER, DESICK A 8012 09 12 €0.000 1.00 €0.00 D
BE7039 PA4LSON, MI4LARD A €11 038 12 €0.000 1.00 €0.00 D
88709 PA4LSON, MI4LARD A €211 05 12 €0.000 1.00 €0.00 D
89174 SP3RLOCK, LY3AN A 8012 05 12 €0.000 1.00 €0.00 D
88365 TOEH, ELEONOR A €211 05 12 70.000 1.00 70.00 D
88365 TOEH, ELSONOR A €11 05 12 70.000 1.00 70.00 D
895557 AD4IR, CE4ESTA A €211 0% 12 €0.000 1.00 €0.00 D 13-100-0-1041-1000-11300-0101-1-000000
89557 AD4IR, CE4ESTA A €11 09 12 €0.000 1.00 €0.00 D
85141 GA4IN, ED4ARDO A €11 09 12 €0.000 .50 30.00 D
85141 GA4IN, ED4ARDO A €211 09 12 €0.000 1.00 €0.00 D
85141 GAR4IN, ED4ARDO A €11 09 12 €0.000 .50 30.00 D
€8539 HA6, LAEE A 0202 05 12 €0.000 1.00 €.00 D
89761 HIBOJOSA, MOSNIE A 0102 13 12 €0.000 D
9761 HISOJOSA, MOENIE A 0102 13 12 €0.000 D
£9310 SHILER, LUSIEN A €11 05 12 €0.000 1.00 €0.00 D
89616 LISSCOMB, DASTE A €211 05 12 70.000 1.00 70.00 D 13- 1-1000-11: 2
85616 LISSCOMB, DASTE A €211 05 12 70.000 1.00 70.00 D
89€1€ LISSCOMB, DASTE A €11 09 12 70.000 1.00 70.00 D
89616 LISSCOMB, DASIE A €211 09 12 70.000 1.00 70.00 D
89616 LISSCOMB, DASTE A €11 05 12 70.000 .50 35.00 D
89616 LISSCOMB, DASTE A €211 09 12 70.000 1.00 70.00 D
89594 CR7ECH, MATHTA A 0102 €0.000 D 13-100-0-1081-1000-11300-0102-1-000000
89594 CR7ECH, MATHTA A 0102 €0.000 D
GA4IN, ED4ARDO A €211 €0.000 D
GA4IN, ED4ARDO A €211 €0.000 D
HISOJOSA, MOENIE A 0102 €0.000 D
HIEOJOSA, MOENIE A 0102 €0.000 D
HISOJOSA, MOSNIE A 0102 €0.000 D
HEISOJOSA MOSNIE A 0102 €0_000 D

Substitute Pay by Account Report.



Agenda

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

* CPI Cycle 3 Reporting

* New GHI Fields

* New PSERS

* W2s

S g

90



B PCGDist=8991 Re .00 10/02/2012 DOD 003  C:\DEVSYS C:\SECOND =18x|
Personnel System PERO3P
FKey Enhanced Substitute Pay and Leave System
——)J.J -- Leave Setup Menu
_2 | -- Leave Update Menu
_3 | -- Leave Reports Menu
_4 | -- Leave History Menu
O O O O I (|  12-m1-™
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Define Leave Type Codes

B PCGDist=8991 Rel=12.03.00 11/02/2012 DOD 001  C:\DEVSYS C:\SECOND =l8Ix]
Maintain Leave Type Codes LUT0100

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

Leave Type: hd

Valid Type Codes: A1 = Paid sick
A2 = Other
A3 = Unpaid leave
AS = Paid vacation
A6 = Approved professional (staff development)
A7 = Sick bank

L1 = Secondary paid sick

L2 = Secondary other

L3 = Secondary unpaid leave

L5 = Secondary paid vacation

L6 = Secondary approved professional (staff development)

N1 = Non-TRS credits
T1 = TRS credits

=] 12.03.00

Defining Leave Type Codes
Leave Type codes are available for defining the following types of leave: Paid sick,

other, unpaid, paid vacation, approved professional, and sick bank. The Leave Type
codes define the accrual/advance parameters for that type of leave, as well as
parameters defining how the leave can be taken.

The Leave Type codes correspond to the leave buckets available on the Update/Display
Current Leave Data screen (F2, F2, F6) within payroll. The primary codes Al thru A7
map to the State Leave buckets on the Update/Display Current Leave Data screen and
on the payroll check stub. The secondary codes L1 thru L6 map to the Local Leave
buckets on the Update/Display Current Leave Data screen.

Valid Leave Type Codes

Description

* AlorlLl Paidsick leave

* A2o0r L2 Other leave

* A3 orL3 Unpaid leave

¢ A5 or L5 Annual leave, also known as vacation leave

* A6 or L6 Approved professional leave, also known as staff development leave

e A7 Leave thatis taken from the system sick bank

* N1 Non-TRS credits. When advancing paid sick leave, Leave Type Code ‘Al’, if the
paid sick leave is capped, the overflow days or hours are accumulated in category
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'N1' for non-TRS employees. Non-TRS credits are rolled over from one plan year to
the next plan year. This feature enables the Enhanced Substitute Pay and Employee
Leave System to track the history of non-TRS employees’ credit accumulation.
Tracking the non-TRS credits may be necessary in cases where the school district pays
non-TRS employees for their accumulated paid time off credits when the employee
leaves the district. Defining the N1 category is optional.

T1 TRS credits. If the Al leave type has been defined, then the T1 category must be
defined as well. When advancing paid sick leave, Leave Type Code ‘A, if the paid
sick leave is capped, the overflow days or hours are accumulated in category 'T1' for
TRS employees. TRS credits are rolled over from one plan year to the next plan year.
This feature enables the Enhanced Substitute Pay and Employee Leave System to
track the history of TRS employees’ credit accumulation. Tracking the TRS credits is
required when the Al leave type code is defined in the system.
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Define Leave Type Codes

B PCGDist=8991 Rel=12.03.00 09/27/2012 DODO04  C:\DEVSYS C:\SECOND _GREEN =181x|
Maintain Leave Type Codes LUTO100
Leave Type A1 Paid sick Plan start month 7_ (MM) Plan year 2013 (CCYY)
Desc SICK LEAUE mo 1
Short desc SICK LEAVE Memo 2
Accrual Parameters
Drop unused days  Drop unused days At year-end, add unused days C Yes
at year-end?  Canyover unused days to sick? & No
Leave advance formula ( Contract months Length of service based on C Original hite date
 Months of service C Rehire date

' All employees acciue " State years experience
© No accrual € Local years experience
@ Not applicable
Advance Schedule © Annually
& Monthly Last mo/year accrued 09 / 2812

" Not applicable Last rollover date
Leave Parameters
Clear Staff Dev C Yes CPI category  Sick How much to take C Unlimited
accounts for subs? & No  Vacation @ Check leave balance
C Staff development € Check max to take
 Other

Default leave input  Hours Allow balance to go negative? C Yes
in hours or days? @ Days @ No
Enter in days
Maximum days allowed to take for plan year (Enter if 'Check max to take' selected)
Minimum day allowed to take .2500
Day increment for time off requests .2500 (Enter as days or fraction of day)

"4 U PR = ] Pl s P = | P 1 o PO o i ) Y| 12.03.00
I | [ 1 ‘-} ] i |

Defining Leave Type Codes

The Maintain Leave Type Codes screen is broken down into two areas: the accrual
parameters and the leave parameters. The accrual parameters define how the Leave
Type is advanced. The leave may be advanced either annually or monthly, or leave may
not be advanced at all. For each Leave Type, the user is allowed to define whether the
accumulated days are dropped or carried over at the end of the year, and whether or
not unused days should be added to the sick leave Leave Type. If leave is advanced,
leave may be advanced to all employees, or leave may be advanced to employees
based upon either contract months or months of service. If leave is advanced based
upon months of service, the user may define whether the length of service is calculated
based upon an employee’s original hire date, the rehire date, the state years of
experience, or the local years of experience. The accrual parameters are used in
conjunction with the Leave Advance Formulas discussed in Procedure D: Maintain
Leave Advance Formulas.

The leave parameters define how the Leave Type is taken. When taking leave, the
amount of leave an employee may take can be unlimited, or can be the amount
contained in their leave balance field, or may be some fixed maximum amount as
defined in the Maximum days allowed to take for plan year field. For example, the
leave type A2, other leave, would probably define the amount of leave to take as
unlimited, whereas the leave type Al, sick leave, would probably be defined as
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checking a leave balance field.

The PCGenesis administrator can also determine whether or not the employee’s leave
balance is allowed to go negative. The Minimum day allowed to take defines the
smallest time interval an employee is allowed to take, and the total days in a time off
request must be some multiple of the Day increment for time off requests. For example,
if the minimum day allowed for sick leave is .25, and the day increment is .25 days, then
the employee may take a quarter day, a half day, a three-quarter day, or a full day, and
the employee may NOT take off an eighth of a day. The Default leave input in hours or
days? field determines if the leave reports for the Leave Type will be printed in hours or
days.
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Define Leave Reason Codes

B PCG Dist=8991 Rel=12.03.00 09/27/2012 DOD 004  C:ADEVSYS (C:\SECOND GREEN =l81x]
Maintain Leave Reason Codes LUTO100
Leave Type A1 Paid sick Leave Reason 02
Desc PERSONAL LEAUE Meno 1
Short desc PERSONAL Hemo 2
Leave Parameters
FMLA category? C Yes Show as personal leave & Yes
@ No on pay check stub? C No

Sick bank contri-  Yes Maximum days to take @ Yes
bution category? & No for leave reason? © No

Minimum DAYS needed to contribute to sick bank:
(Enter if 'Sick bank category' is V)

Maximum DAYS allowed to take for plan year: 3.0000
(Enter if ‘'Maximum days to take' is ¥)

12.03.00

Yo |0 @ || EI."E!..E{./I. b PO PRl ] I =y
P o IR i I I I I | [ [ [wew[ [ [ |

Defining Leave Reason Codes
Leave Reason Codes allow the user to further specify what type of leave is being taken
within a specific Leave Type.

For example, the Leave Reason Code may indicate that the leave is FMLA (Family
Medical Leave Act) leave, personal leave, or a sick bank contribution. The Leave Reason
Code may further define the maximum leave amount allowed to be taken by the
employee. For example, if personal leave is a sub-category of sick leave, the user may
define that a maximum of 3 days of personal leave are available within the limitations
of the sick leave Leave Type.

Another example of Leave Reason Codes might be setting up multiple Leave Reason
Codes for the Leave Type Code A2 (other). For example, Leave Reason Code 01 might
represent jury duty, code 02 might represent bereavement, code 03 might represent
National Guard duty, etc.
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Define Class Code Parameters

B PCGDist=8991 Rel=12.03.00 09/27/2012 DOD 004  C:DEVSYS C:\SECOND GREEN =l8]x|
Maintain Payroll Class Code Leave Parameters LUTB200

Payroll Class Code: 05 TEACHERS

Substitute object code 11300
Substitute process type D Reg Daily w/Pension and Taxes

Hourly or daily rates? D (H=hourly, D=daily)
Pay
Rate  Type
] Substitute Pay
Substitute Pay

Substitute rank 1 - Regular
Substitute rank 2 - Certified __70.800
Substitute rank 3 - School Food

Substitute rank & - Bus 40.000 25 Substitute Pay
Substitute rank 5 - Long-Tern 75.000 25 Substitute Pay

b

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

A2 OTHER LEAUVE

¥ A3 UNPAID LERAVE

I” A5 UACATION

M A6 PROFESSIONAL

a7

" P2 PR ™) e o P v ) = (7 B o OO 5 e 12.93.00
@Bl R [ [ [ [ | [ T Twenf [ [ ]

Defining Payroll Class Code Parameters

The Class Code Leave Parameters indicate the types of leave allowed for employees of a
particular payroll class code. For example, the employees may be allowed sick leave
but not vacation leave. The Class Code Leave Parameters should only need to be set up
one time, and once they are set up, should not require much additional maintenance.

The Class Code Leave Parameters also indicate the pay rates for substitutes who
substitute for an employee of this payroll class code. The Substitute Rank field is a field
available on the Update/Display Personnel Data screen and defines the rank of the
substitute. The rank of the substitute, in turn, defines the rate of pay for the substitute.
Up to five levels of pay rates are defined based upon the substitute’s ranking. The
administrator must define whether the substitute rates are hourly or daily rates. The
Substitute process type defines how the substitutes’ gross data lines are built. For a
detailed description of how a substitute employee’s gross data lines are generated,
refer to the overview in Procedure C: Maintain Payroll Class Code Leave Parameters.
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Define Leave Advance Formulas
Based on Contract Months

8 PCGDist=8991 Rel=12.03.00 09/27/2012 DOD 004  C:\DEVSYS C:\SECOND L =l8]x|
Maintain Leave Advance Formulas LUTB300

Payroll Class Code: 05 TEACHERS Last mo/year accrued: 09 / 2012

Leave Type: A1 SICK LEAVE

Advance formula: Contract months Length of service based on: Not applicable
Advance schedule: Honthly Carryover option: Carryover unused days

Contract Mos Days Max Days Max Days
or Service Mos to Advance to Accrue to Carryover Description
ADU 081 10_ 1.2560 _ 60.0008 45,0008 ~MONTH_EMP
ADU 002 A1 1.250 60.0000 45.0000 11-MONTH EMPLOVEE
ADU 003 A2 —1.2500 __60.0000 __45.0000  12-MONTH EMPLOVEE

ADU 004

ADU 005

ADU 006

e |- @\.EEEE' EI /| Y].»},m‘% i I:\i 12.03.00
g : Help

Defining Leave Advance Formulas

The Leave Advance Formulas allow the user to define how leave will be advanced and
how leave will be carried over at the end of the plan year. The Leave Advance Formulas
can be defined per payroll class, per leave type, and then per contract months or
service months of the employee. This provides a great deal of flexibility in setting up
the leave advance parameters and also allows the users to run the Advance Leave
process and the Year-End Rollover process for ALL employees at the same time with the
stroke of a key. The Leave Advance Formulas should only need to be set up one time,
and once they are set up, should not require much additional maintenance.

The Leave Advance Formulas can be defined based upon the employee’s contract
months. The number of days to advance, the maximum days which can be accrued in
the current plan year, and the maximum days to carry over to the new year can be
defined based upon the leave type, the payroll class, and the contract months of the
employee.
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Define Leave Advance Formulas
Based on Months of Service

i PCGDist=8991 Rel=12.03.00 09/27/2012 DODO004  C:\DEVSYS C:\SECOND REEN =l81x]
Maintain Leave Advance Formulas LUT0300

Payroll Class Code: 10 CLERICAL Last mo/year accrued: 00 / 0000

Leave Type: A5 UACATION

Advance formula: Months of service Length of service based on: Rehire date
Advance schedule: Annually Carryover option: Drop unused days

Contract Mos Days Max Days Max Days
or Service Mos to Advance to Accrue to Carryover Description
ADU 081 5.0000 10.0000 5.0000 8 - 5 YEARS

ADU 002 16.0000 15.0000 10.0000 5 - 10 VEARS

15.0000 20.0000 15.0000 10 - 15 VEARS

ADU 003

Bk

ADU 084 20.0000 25.0000 20.0000 15 - 99 YEARS

ADU 005

ADU 086

l

12.03.00

ACI ey
I CET7 I I |

Defining Leave Advance Formulas

The Leave Advance Formulas allow the user to define how leave will be advanced and
how leave will be carried over at the end of the plan year. The Leave Advance Formulas
can be defined per payroll class, per leave type, and then per contract months or
service months of the employee. This provides a great deal of flexibility in setting up
the leave advance parameters and also allows the users to run the Advance Leave
process and the Year-End Rollover process for ALL employees at the same time with the
stroke of a key. The Leave Advance Formulas should only need to be set up one time,
and once they are set up, should not require much additional maintenance.

Or, the Leave Advance Formulas can be defined based upon the employee’s months of
service. The number of days to advance, the maximum days which can be accrued in
the current plan year, and the maximum days to carry over to the new year can be
defined based upon the leave type, the payroll class, and the months of service of the
employee.

97



Agenda

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

* CPI Cycle 3 Reporting

* New GHI Fields

* New PSERS

* W2s
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Enhanced Substitute Pay and Employee
Leave Processing Documentation

{Z Personnel System Operations Guide - Windows Internet Explorer

|
@.l_\‘v 8] heto: /v gadoe.orgiTechnology-Services/PCGenesis Pages/Personnel.asp =l |42 1| x| [*Y 5000

Students Parents Teachers Business & Industry Contact Us

B Georgia Department of Education > Technology Services > PCGenesis > Personnel System Operations Guide
Application Development

Data Collections

Infrastructure « Section A: Leave Processing
Instructional Technology PCGenesis Leave Import.xlt Template
Ao - .S : Pers si
Georgia Virtual Learning Section B: Personnel Report Processing
. « Section C: Employee Contract File Export Processing
PCGenesis »

= Section D: Special Functions

= Section E: Enhanced Substitute Pay and Employee Leave Processing
Topic 1: Leave Setup
Topic 2: Leave Payroll Processing
s EnhancedLeavelmport.xlsx Template

Topic 3: Leave Periodic Processing

Topic 4: Leave Reporting

Topic 5: Leave History Processing

Documentation for the Enhanced Substitute Pay and Employee Leave System is available
in the Personnel System Operations Guide.




Enhanced Substitute Pay and Employee
Implementation
* 9 districts are up and running on the new
leave system
* Using the new leave system is OPTIONAL
* Phased implementation over the client base
* Call the help desk to get on the wait list

* |[n the mean time, review the leave
documentation
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Enhanced Substitute Pay and Employee
Implementation

New leave is turned on by the DOE

Training is over the phone using LanDesk

Two training sessions, generally two hours
each

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

Session Il — learning the processes
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Enhanced Substitute Pay and Employee
Implementation

B PCGDist=8991 Rel=12.03.00 10/25/2012 DOD 001  CADEVSYS C:\SECOND GREEN x|

PAYTAXES

#*» Payroll Control Information w=

Name :
Address:

162 MAIN STREEY
City/State: SMITH, GA 2ip code: 33333

Withholding fund: 199 State name: GEORGIA SS system #/non-teaching: 80600
Payroll year: 2012 County ID: 168 Out of State SS system #/teaching: 0000
Payroll bank: BKO8 FNB 008 OF SMITH CITY

Systen #: 8991

I Enable enhanced substitute pay & leave system? (Y/N): VJ System sick bank balance 0.00

Enable direct deposit for current payroll run? (Y/N): ¥ \,I Districts can!t

01d (non-NACHA) direct deposit:

Issue banks checks rather than wire xfer? (Y/N): N Implement
Use NACHA direct deposit? (Y/N): ¥ without apprOVal
Carriage return at end of record? (Y/N
Last data block filled with 9's? (VY/N): ¥
Include bank offset debit record? (Y/N): ¥ from the DOE
Inmed Dest: Routing num 999888779 Name
Inned Orig: Routing num 999888669 Name NACH ORIG BANK
Pay statement options:
Print SSN on checks? (Y/N): ¥ Print leave on checks? (Y/N): ¥

Print DD account on stub?:  C Print entire DD account
 Print last 4 digits of DD account
& Do not print DD account (all **')

ENTER=Update, F16=Exit 12.03.00
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Enhanced Substitute Pay and Employee

Implementation
* The new system requires converting existing

PCG leave data to the new leave history flle

Mode changed to update

] 5 % P P O

o4 L { P ]
L ELi] |

[ Per [0ed [ 6w | v | vid [ et | g [Fica] g |

12.03.00

ENTER = Continue, F16 = Exit, F17

LR
Rl

1 Rel=12.0300 10/25/2012 DODOOI  CADEWSYS C\SECOND GREEN E3||® PG Dist=0991 Rel=120300 10/25/2012 DODOOI  C:ADEVSYS (C:\SECOND =8X|
Status Active Update/Display Balance and YD Leave Data PAYO3 Display Employee Leave Balances LUHFIND
Leave Balances Summary Screen
Enployee 88502 BEINSTEIN, BL3IR Class 17 Enployee nunber: 88502 BESNSTEIN, BL3IR
Plan year: 2013 Display node: D (D=days, H=hours) Display in days
wee State Leave Plan wex Sick Bank
Sick Leave Pers Bus  Vacation Other W/0 Pay Staff Taken Type Reas Description Begin Bal  Advance  Adjust VID Taken Cur Taken  End Bal
Current B[ A1 00  SICKLEAVE 34,0000 1.2500 0000 1.2500 0000 34.0000
01 SICKLEAVE 200 0000
Bl o o 0 . 0 PERSONAL 10000 0000
Used YT 2 1.00 ) LOA| A5 00 VACATION 100000 0000 0000 40000 o0 6000
01 VACATION 40000 0000
wes Local Le, Sick Bank
Sick Leave Pers Bus  Val Staff  Contribution
Current
Balance —
Used Y10
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Agenda

* Enhanced Substitute Pay and Employee Leave System
— Input Employee Leave
— Import Employee Leave
— Post Leave
— Leave Reports
— Leave Setup
— Wrap up
* CPI Cycle 3 Reporting
* New GHI Fields
* New PSERS

* W2s

S g
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CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

Employee leave data is displayed on the
Update/Display Balance and YTD Leave screen.
— The leave screen is updated manually each payroll
cycle.

— The leave data on the leave screen may have been
imported from a third party leave system during
payroll processing.

— Leave data is also available for users of the new
Enhanced Substitute Pay and Employee Leave
System.
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B8 PCG Dist=8991 Rel=12.03.00 10/23/2012 DOD 003  C:\DEVSYS C:\SECOND

Status Active Update/Display Balance and YTD Leave Data
Employee 88857 BESBKWITH, BUSTON Class 02
*xx State Leave Plan »»=
Sick Leave Pers Bus Vacation Other W/0 Pay
Current
Balance 45.00
Used YTD 1.00
*x%  Local Leave Plan wxx
Sick Leave Pers Bus Vacation Other /o P,
Current
Balance
Used YTD

Staff Development
time off has been
added

CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

Next employee retrieved (by Name

k74 ,,‘ﬁl..al..[zlm- e o P = (P71 % P P
=H] et

= IvIDdIlv: |W/HIlleldIHaIpIAmIH(AIl

PAYO3

Sick Bank
Taken

Sick Bank
Contribution

12.03.00

CPI Cycle 3 Leave Reporting includes:

* Sick leave (including Personal leave and leave taken from the Sick Bank)

* Vacation leave
* Staff development leave
* Other leave (including leave without pay)
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CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

* Create the Original Leave of Absence file.

* The Original Leave of Absence File will be
created using leave data from payroll.
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CPI Cycle 3 Reporting
PCGenesis Leave System Users Only

B PCGDist=6991 Rel=12.03.00 10/23/2012 DOD 003  C:\DEVSYS C:SECOND =l8]x|
Personnel System PERO4P

Legacy Leave Menu
-~ Print Employee Leave Data

FKey
B

3 | -- Automatic Leave Update - By Pay Class
_4 | -- update Job Code for CPI/Payroll/CS-1

Set Up Leave Data for CPI Cycle 3 Reporting:
_5 | -- Import Employee Leave Data
—) _6_| -~ Create Original Leave of Absence File
_7 | -~ Leave of Absence File Maintenance
_8 | -~ Leave of Absence File Print
9 | -- Delete Leave of Absence File

(RG7| SPT  N  O OOO O OO | ~ 12.02.00
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

To suppress printing leave on checks/direct
deposits:

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

— This will allow leave data to be imported into
PCGenesis without having the data appear on
employees’ pay statements.
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

B8 PCG Dist=8991 Rel=12.03.00 10/23/2012 DOD 003  C:\DEVSYS C:\SECOND GREEN x
PAYTAXES

== Payroll Control Information »»

Systen #: 8991 Name :
Address: 102 MAIN STREET
City/State: SMITH, GA 2ip code: 33333

Withholding fund: 199 State name: GEORGIA SS system #/non-teaching: 0000
Payroll year: 2012 County ID: 168 Out of State  SS system #/teaching: 8000
Payroll bank: BKG8 FNB 008 OF SMITH CITY
Enable enhanced substitute pay & leave system? (Y/N): v System sick bank balance .00
Enable direct deposit for current payroll run? (Y/N): Y

01d (non-NACHA) direct deposit:
Issue banks checks rather than wire xfer? (Y/N): N

Use NACHA direct deposit? (Y/N): ¥
Carriage return at end of record? (Y/N): ¥

Last data block filled with 9's? (¥/N): ¥
Include bank offset debit record? (Y/N): ¥
Inned Dest: Routing num 999888779  Name NACH DEST BANK

Inned Orig: Routing num 999888669 Name NACH ORIG BANK

Pay statement options:

Print SSN on checks? (Y/N): ¥ I Print leave on checks? (Y/N): N I
Print DD account on stub?:  C Print entire-Bb-
C P
cp
ENTER=Update, F16=Exit 12.03.00
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

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

* The leave data is imported into the
Update/Display Balance and YTD Leave screen
in payroll.
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CPI Cycle 3 Reporting

Leave Data is NOT in PCGenesus

B8 PCG Dist=8991 Rel=12.03.00 10/23/2012 DOD 003  C:\DEVSYS C:\SECOND
Personnel System

FKey Legacy Leave Menu
1| -- Print Employee Leave Data

3 | -- Automatic Leave Update - By Pay Class
_4 | -- update Job Code for CPI/Payroll/CS-1

Set Up Leave Data for CPI Cycle 3 Reporting:

—_— 5 | -- Import Employee Leave Data

_6_| -~ Create Original Leave of Absence File
_7 | -~ Leave of Absence File Maintenance
_8 | -~ Leave of Absence File Print

9 | -- Delete Leave of Absence File

=lsix]|

PERBUP

12.02.00
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23w 0~ | o 0| =

CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

* This Leave Import populates data on the PCG
leave screen in payroll

Al B c 2] E F G [H [ 1 J K L M N o P Q R s T 1] v &
PCGenesis Leave Import Template —~Release 12.01.00 B
LUA Lewe Pay

aaaaaaa
991720040330 2004040
Detad Line - Column A TorSs State L= Local (Future Option) [
Curent Cumert Cuwent Cument Cumet Cument Curert YID  YTD  YID  YID  YID  YID  YTD  Balace Balance Balance Balance Balance Balance
1D Empnc Sick  Personal Vacation Othet  LWOP  Staf  SickBank Sk Personal Vacation Other  LWOP  Staff  SickBank Sick  Personal Vacation Other  LWOP  Staff i
T
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CPI Cycle 3 Reporting
Leave Data is NOT in PCGenesis

Create the Original Leave of Absence file.

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

— If leave data has NOT been entered into payroll,
the Original Leave of Absence File will be created
as an empty file.
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Agenda

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

* CPI Cycle 3 Reporting

* New GHI Fields

* New PSERS

* W2s

S g
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New GHI Fields

* For certificated employees, SHBP has adopted
a more accurate and “direct” per member per
month (PMPM) method of billing

* Effective July 1, 2012

* Changed from a percentage of state-based
salaries for every SHBP-eligible certificated
employee to a “direct” flat rate for each
certificated employee enrolled in SHBP
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New GHI Fields

* The GHI % Distribution fields have been added to the gross
data account lines on the Gross Data screen (F2, F2, F4).

* The GHI % Distribution determines whether or not a
percentage of the employer GHI contribution should be
distributed to this account line during the payroll process.

* A GHI % Distribution is valid only for Process Type codes of
‘S’, ‘H’, and ‘D’.

* The GHI % Distribution fields must add up to 100% (or
1.0000).

* A GHI % Distribution of 100% is required for any employee,
certified or non-certified, who is enrolled in GHI.

The GHI % Distribution fields have been added to the gross data account lines on the
Gross Data screen (F2, F2, F4).

These fields are used to determine how to distribute the total GHI employer
contribution across the GL account lines.

The GHI % Distribution determines whether or not a percentage of the employer GHI
contribution should be distributed to this account line during the payroll process.

A GHI % Distribution is valid only for Process Type codes of ‘'S’, ‘H’, and ‘D’.

The GHI % Distribution fields must add up to 100% (or 1.0000).

A GHI % Distribution of 100% is required for any employee, certified or non-certified,
who is enrolled in GHI.
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Status Active

New GHI Fields

B PCG Dist=8991 Rel=12.03.00 10/23/2012 DOD 003  C:\DEVSYS C:SECOND GREEN =l&]x|

Update/Display Gross Data PAYO7

EmpNo 89236 BASFIELD, JOSEFINE Class 5 TEACHERS
SSN  999-08-9236 Loc 101 Location 008101 Job cd 105 TEACHERS
Cert level State yrs _ Pay step E Local yrs _@ Salary sched
Work sched ID __ Hrs/Day _8.000 Days/Week § Hrs/Week _53*19 13/1h pay ind ¥
Ann work days __@ Days worked YTD 0.00 This per 0.00_ Days cki X1 0.00 This per .08
Proc Pay Pay Rate Days/Hrs Days/Hrs Regular  Ouvertime| GHI % |[Pay Pay for
Type Type Hrly/Daly Regular Ouertime Gross Gross Dist Reas Period E
01. s 0019 L 7500 it
Hi ] 2500 | Only positive GHI
03. S 0303 19.23 — s =
ou. s o3m 1923 —— |= ——] percentages are
05. S 0303 57.69 -
% allowed
4948.23 1.0089 Sub
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens ARC Contract Distril
ACCT 01 13 = 1000 11000 _101 1 2964.86 ¥
ACCT 02 13 100 _ 1041 1000 11800 101 1
ACCT 03 13 100 _ 9990 2100 19900 _101 1 19.23
ACCT 04 13 100 _ 9990 1000 19900 161 1 4 19.23 =
ACCT 05 13 100 _ 2990 2160 19900 _101 1 57.69 =
] e P | i A S S e o =
4648.23
TRS & ERS Pens Gross Adj Total gross  4048.23
Ant, Contract amt _52827.88 Cycle gross _4048.23 Cycle 1 Cal ¥r
Pay sch. # 12 State salary _51377.00 Local salary 200,00 Other
Pens code 2 RS Pens elig date _8/01/2012 nt/% .0600 Contmo 18
Pens switch ¥ TRS service ind 1 PY contmo 00
Mode changed to update
N TI =T o % N I PR 12.09.00
Per | Ded | Gire WlHILvIYlleehIAqIFCAIE |

The GHI % Distribution fields have been added to the gross data account lines on the

Gross Data screen (F2, F2,

Fa).

These fields are used to determine how to distribute the total GHI employer

contribution across the GL

The GHI % Distribution determines whether or not a percentage of the employer GHI
contribution should be distributed to this account line during the payroll process.

account lines.

A GHI % Distribution is valid only for Process Type codes of ‘'S’, ‘H’, and ‘D’.
The GHI % Distribution fields must add up to 100% (or 1.0000).

A GHI % Distribution of 100% is required for any employee, certified or non-certified,

who is enrolled in GHI.
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New GHI Fields

B PCGDist=8991 Rel=12.03.00 10/23/2012 DOD 003  C:\DEVSYS (:\SEC 3 X
Display/Update Personnel Data PAYD2
Status A -- Active AC9ER, MO9AMMED
Emp. no. 89320 Pay Loc _302 Location 000302 Class _S5 TEACHERS
Sex Code E Work Loc _362 Location 800302 Job 105 TEACHERS
Mar Stat s SSN 999 98 9320 EEO-5 Job AB5 Elem Teacher
EEO-5 Ethnic _2 WHITE
NAME First HMO9AMMED Middle
Last ACYER Suffix Prefix Hispanic/Latino Ethnicity?
© Yes® No

Address 1689 MAIN STREET Certificate Type T4 Race (Select all that apply)
Address L2 €S1 Job (from CPI) 171 C Yes® No Am Indian Alaskan
City/state SMITH  , GA Include on CPI ? ¥ ?Ye:((': No Bl
2ip Code 33333 County 168 Sick Bank ? N @ YesC No Whit A
Pngne (999)555-0688 Out o% State Substitute rank iy C Yes® No fsia Employee |S

Override accrue?  _ € Yes® No Hawail .

Adj Lu Elig date _ enrolled in GHI

Hours Per Day

Spouse SSN Pens Elig Date _8/08/2811 i /

Birth Date _7/861/1989 GHI Eligible ? ¥ Participate in GHI ? 1,
Hire Date _8/01/2011 GHI 1ST Day Wk _8/08/20911 GHI Option €O CIGNA STD HMO
Rehire Date GHI EFF Date 19/0172011 GHI Tier 18  SINGLE

Term Date GHI Change Date GHI Ded Cd _9

Term Reason _ GHI Change Code

{1 1 I >
New Employee hire

wxxnn TAX DATA wwxxx
Federal: Mar Stat § Exempt _1 Withholding Code 8 Amt/% ___ .00
State: Mar Stat A4 Allowance Mar 1 Dep _8 Withholding Code 0 Amt/% =00
Tax Switches: Fed ¥ State ¥ FICA Y Retire ¥ AEIC _

Data saved

[] 12.02.00
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New GHI Fields

23/2012 DOD 003 EVSYS  C:\SECOND

Status fActive Update/Display Gross Data

EmpNo 89320 AC9ER, MOYAMMED Class 5 TEACHERS
SSN  999-08-9320 Loc 302 Location 000302 Job cd 105 TEACHERS
Cert level T4 State yrs __ Pay step E Local yrs _1 Salary sched
Work sched ID __  Hrs/Day _0.000 Days/Week 8 Hrs/Week _20.00 13/14 pay ind

Por | Ded | G- |WH | Lv | vid | Help | Adi | FICA| Gar |

P R I

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular  Overtime| GHI % |Pay Pay for

PAYO7

Ann work days __ @ Days worked YTD  0.00 This per _ 0.00 Days docked YTD 0.00 This per __0.08

Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End
1. s ___ —3168.28 ] —
L e—— — =
| o | |
o, . — |
es. _ —
o=t = = S
3164.24 Sub
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Contract Distrib
ACCT 01 13 100 _ 1621 1000 11300 362 1 =
[ A | e B S I ¢ S ooy =
[ e 3 T S S . o Sy -
ACCT ®4 00 —
gl S | e e e ) =
{0 RR T N S S S o - S =
TRS & ERS Pens Gross Adj Total gross 3164.24
Ant/% Contract amt _16912.00 Cycle gross _1300.92 Cycle 1 Cal vYr
Pay sch. # 12 State salary _33424.00 Local salary 100.900 Other
Pens code 2 RS Pens elig date _8/08/2011 Ant/% -0600 Contmo 18
'y itch y 18RS ico ind 8 PY contmo 00
IParticipating in GHI, GHI account distributions must add to 100% I
R |0 R R 2 B | N D B0 W ]| [ 12.09.00

\
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New GHI Fields

B PCGDist=8991 Rel=12.03.00 10/23/2012 DOD 003  C:\DEVSYS (C:\SECOND E =8| x|
Status Active Update/Display Gross Data PAYO7
EmpNo 88942 AB3EU, ET3AN Class 5 TEACHERS

SSN  999-08-8942 Loc 101 Location 000101 Job cd 105 TEACHERS

Cert level T4 State yrs 10 Pay step 7 Local yrs 5 Salary sched
Work sched ID __ Hrs/Day _8.008 Days/Week 0 Hrs/vWeek _40.00 13/14 pay ind

Ann_work days Days worked YTD _ 0.00 This per Days docked Y¥TD _ 0.00 This per _ 0.00
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
- S ee19 1.0000
-0 3614.67 =

& The S line does NOT
semer o | require a Regular
Gross amount

ACCT 04 00 __ _ e — 5
ACCT 05 88 e -
AECTI86 A == = = -
TRS & ERS Pens Gross Adj Total gross 3614.67
amt/% Contract amt _43576.80 Cycle gross _3614.67 Cycle 1 Cal vYr
Pay sch. # 12 State salary _43376.00 Local salary __ 200.00 Other
Pens code 2 TRS Pens elig date _7/30/2007 Ant/% -0608 Contmo 10
Pens switch ¥ TRS service ind 1 PY contmo 19
Mode changed to update
FA o 4 I o] [ ey | 12.03.00
Per | Ded | o [wm | Lv [ vid [ Helo | Adj [Fica Gar |

Some districts change salary lines to ‘Q’ when an employee is going to be terminated.

This prevents the district from paying a terminated employee by mistake on the next
payroll cycle. Since a ‘Q’ line does NOT allow entry of a GHI % Distribution, the user
may input an ‘S’ line with ONLY the GHI % Distribution, and no salary information for
these employees. This satisfies the system requirement for a GHI distribution for
enrolled employees, but will not generate pay on a line by itself.
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New GHI Fields
Refunding Employer GHI

* Voided Checks will refund the actual employer
GHI amount from the original check.

* Manual checks entered via the Enter manual
Check/Direct Deposit function will no longer
refund employer GHI.

* If refunding a GHI deduction amount to an
employee, the employer GHI contribution
must be refunded with a negative claim on the
financial side.

122



Agenda

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

* CPI Cycle 3 Reporting

* New GHI Fields

* New PSERS

* W2s

S g
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New PSERS

* Law states that “any person first or again
becoming a member of PSERS on or after July
1, 2012 shall be subject to the increased
monthly employee contribution”.

* New hires must be set up with Pension Code
‘5’ for New PSERS.

* New PSERS = $10.00 contribution
* Old PSERS = $4.00 contribution
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New PSERS

B PCGDist=8991 Rel=12.03. 23/2012 DOD 003 A - =lelx]
Display/Update Personnel Data PAYD2
Status A -- Active HOZEYCUTT, JE7EE
Emp. no. 89994 Pay Loc _302 Location 000302 Class 14 FOOD SERVICE
Sex Code E Work Loc _362 Location 800302 Job 114 FOOD SERVICE
Mar Stat s SSN 999 98 9994 EEO-5 Job N2 Substitute
EEO-5 Ethnic _4 BLACK
NAME First JEZEE Middle
Last HOZEYCUTT Suffix Prefix Hispanic/Latino Ethnicity?
© Yes® No

Address 1006 MAIN STREET Certificate Type Race (Select all that apply)
Address L2 €S1 Job (from CPI) 999 C Yes® No Am Indian Alaskan
City/State SMITH , 6A Include on CPI ? ¥ @ YesC No Black
2ip Code 33333 County 168 Sick Bank ? N © Yes® No White
Phone (999)555-0806 Out of State Substitute rank iy C Yes® No fsian

Override accrue?  _ € Yes® No Hawaiian Pacific

Adj Lv Elig Date

Hours Per Day _5.008
Spouse SSN Pens Elig Date _7/25/2812 TRS DOE Paid ERCON ? _
B h.Date 114198 GHI Eligible ? N Participate in GHI ? N
Hire Date _2/01/2012 GHI 1ST Day Wrk GHI Option NC  WAIVED
Rehire Date _7/081/2012 GHI EFF Date GHI Tier 88 NO COUVERAGE

GHI Change Date GHI Ded Cd __

Term Reason _ GHI Change Code NEWP
New Employee hire

wxxnn TAX DATA wxxxx
Federal: Mar Stat § Exempt _3 Withholding Code © Amt/% .00
State: Mar Stat E Allowance Mar 1 Dep _2 Withholding Code 0 Amt/% =00

Tax Switches: Fed ¥ State ¥ FICA Y Retire ¥ REIC _

Mode changed to update

[ ey 12.02.00

125



New PSERS

x
Status Active Update/Display Gross Data PAYO7
EmpNo 89994 HOZEYCUTT, JEZEE Class 14 FOOD SERVICE
SSN  999-08-9994 Loc 302 Location 000302 Job cd 114 FOOD SERVICE
Cert level State yrs _0 Pay step E Local yrs _0 Salary sched
Work sched ID __ Hrs/Day _5.000 Days/Week 8 Hrs/Week _25.00 13/14 pay g
Ann work days __© Days worked YTD  0.00 This per __0.00 Days docked \'TI ‘m_x_l
Proc Pay Pay Rate Days/Hrs Days/Hrs Regular  Overtime GHI % ?Dlﬂ PSERS
Type Type Hrly/Daly Regular Overtime Gross Gross Dist 1| TRs
-8 5858 3 01d ERS
82. H 0822 __7.250 — New ERS
[ ppp— —
o, . —
05. _
06. _
555.83
Yr Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Coi
ACCT 01 13 602 _ 18400 362 2 _—
ACCT 62 13 602 _ 9990 3100 18400 362 2 —
(o e R R N NNl (T o T O N—— .
ACCY ®4 00 ___ _
L | R e e
Y s N . e e e
TRS & ERS Pens Gross Adj Total gross 555.83
Ant/% Contract amt __6670.00 Cycle gross 555.83 Cycle 1 Cal vYr
P Loc Other

h State salary —
Pens code 5¥[NEW PSERS| Pens elig date _7/25/2912 Contmo 10
Pens switch ¥ TRS service ind 1 PY contmo 12
7 P P = e | P | = R P o RN ) I e 12.03.00
R ) P Per | Ded | Gio [wH [ Lv | vid [Heio [ Adi [Fica| Gar |

Py
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New PSERS

RUN DATE: 10/23/2012 13:57 SYSTEM: 8891 MONTHLY OLD PSERS CONTRISUTION REPORT PAGE 2
Program: DEPRS00 SMITH CITY BOARD OF EDUCATION FOR THE MONTH OF 09/2012

SOC SEC ¢ BMRNO NRE PSERS CONTRIBUTION PSERS SALARY TERM DATE PRIOR PERIOD
999-08-3083 089083 RAEP, KRESTEEN 4.00 1,332.80
$95-08-9886 08988€ RO3RK, BE3ITO 4.00 1,281.60 TWQ reports:
$59-08-9100 085100 SASBORN, LISASETH .00 .00
999-08-9588 089568 SASPLE, LISBIE 4.00 1,155.92
993-08-8419 088413 SQEIRES, HUEG 4.00 503.53
999-08-5287 089267 TRZUT, ROZBYN 4.00 1,3%0.65

PAGE TOTAL: s2.00 58,861.79

TOTAL OLD PSERS  CONTRIBUTION EMPLOYEES:  §3 212.00 58, 861.79
TOTAL OLD PSERS CONTRIBUTION TRANSACTIONS: 83 TOT NON-CONTRIBUTING ACTIVE EMPLOYEES: 1 TOT NUM TERMINATED: 3
TOTAL DISTRICT CONTRIBUTION EMPLOYEES: € 242.00 €1,511.29
TOTAL DISTRICT CONTRIBUTION TRANSACTIONS: € TOT NON-CONTRIBUTING ACTIVE EMPLOYEES: 1 TOT NUM TERMINATED: 3
TN o DATE: 10/23/2012 13:87 sYsTRM: 8331 MONTHLY NEW PSERS CONTRIBUTION REPORT PAGE 1
Program: DEPRS00 SMITH CITY BOARD OF EDUCATION FOR THE MONTH OF 05/2012
SOC SEC ¢ BMPNO NAME PSERS CONTRIBUTION PSERS SALARY TERM DATE PRIOR PERIOD
$93-08-3934 083534 HOTEYCUTT, JE7EE 10.00 760.64
533-08-8358 088358 RESTERIA, ZASE 10.00 776.31
$93-08-3542 083842 THIRP, EDSIS 10.00 1,112.58
PAGE TOTAL: 30.00 2,643.50
cssesasise coves cesssssnseite
TOTAL NEW PSERS CONTRIBUTION EMPLOYEES: 3 30.00 2,649.50
TOTAL NEW PSERS CONTRIBUTION TRANSACTIONS: 3 TOT NON-CONTRIBUTING ACTIVE EMPLOYEES: -] TOT NUM TERMINATED: -]
TOTAL DISTRICT  CONTRIBUTION EMPLOYEES: 56 242.00 €1,511.29
TOTAL DISTRICT CONTRIBUTION TRANSACTIONS: 56 TOT NON-CONTRIBUTING ACTIVE EMPLOYEES: 1 TOT NUM TERMINATED: 3

Or. John D. Barge. State School Superintendent

gadoe.org
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Agenda

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

* CPI Cycle 3 Reporting

* New GHI Fields

* New PSERS

* W2s

S g
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coverage

code DD.

taxable.

k) e

New this year.

W2s

* Code DD—Cost of employer-sponsored health

—You must report the cost of employer-
sponsored health coverage in box 12 using

—The amount reported with Code DD is not
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W2s

* Code DD—Cost of employer-sponsored health
coverage

—“This reporting is for informational
purposes only and will provide employees
useful and comparable consumer
information on the cost of their health care
coverage.”

Cost of employer-sponsored health coverage is required for calendar year 2012.
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W2s

* Code DD—Cost of employer-sponsored health
coverage

— Report major medical

—In general, the amount reported should
include both the portion paid by the employer
and the portion paid by the employee.

— An employer is not required to issue a Form
W-2 solely to report the value of the health
care coverage for retirees or former employees
to whom the employer would not otherwise

provide a Form W-2.

Cost of employer-sponsored health coverage is required for calendar year 2012.
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Questions?
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PCGenesis Documentation
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Thank you for attending!
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