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Overview 

The Enhanced Substitute Pay and Employee Leave System is tightly integrated with the payroll cycle.  

This is because the substitutes’ gross data lines are generated at the same time that the employee leave is 

entered into the system.   

Integrated Payroll and Leave System Checklist 

√ Step Action 

 1  Setup payroll. 

NOTE:  Setting up payroll causes the Current Leave Input File to be cleared in 

preparation for the new payroll cycle.  If the payroll is reset for any reason by using the 

Payroll Monitor, all data in the Current Leave Input File will be lost. 

Payroll System Operations Guide, Section A:  Payroll Setup and Section H: 

Update/Display the Payroll Sequence Monitor 

 2  Start keying in payroll changes, as normal and as required, for the payroll run. 

Payroll System Operations Guide, Section B:  Payroll Update Processing 

 3  Run the payroll Trial Registers and Exceptions Reports as often as needed.   

Payroll System Operations Guide, Section C: Payroll Check and Direct Deposit 

Statement Processing, Topic 1: Process Preliminary Payroll 

 4  Input Employee Leave and Substitute Pay or Import Leave Data from CSV as described 

in this document.  The import process may be run in multiple batches, if desired.  The 

leave data entered for the payroll cycle is collected in the Current Leave Input File. 

 5  Run the following reports as often as needed to verify the contents of the Current Leave 

Input File.  Run the reports at least one time before posting the leave data. 

Current Leave Input File: 

 Employee Summary Reports 

 Employee Detail Reports 

 Substitute Detail Reports 

Substitute Reports: 

 Substitute Pay by Employee 

 Substitute Pay by Account 

Personnel System Operations Guide, Section E: Enhanced Substitute Pay and Employee 

Leave Processing, Topic 4: Leave Reporting 
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Integrated Payroll and Leave System Checklist - Continued 

√ Step Action 

 6  When all leave data and substitute pay has been entered into the system and verified, 

execute Post Leave Input Data as described in this document.  The Current Leave Input 

Data may only be posted ONE TIME during the payroll cycle. 

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

payroll cycles, whether or not there is any leave data in the Current Leave Input File.  

Even if there is no leave data to post, the posting step must be executed.   

When running a Manual/Void Check Run Only payroll cycle, if the Post Leave for 

Manual/Void Run option is set to Y (Yes), the Post Leave Input Data step must be 

executed.  If the Post Leave for Manual/Void Run option is set to N (No), the Post 

Leave Input Data step is NOT executed.    

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

NOTE:  After the Current Leave Input File has been posted, the payroll monitor switch 

for Run Exceptions Register with no exceptions will automatically be reset to ‘N’ so that 

this step must be rerun.   

Payroll System Operations Guide, Section C: Payroll Check and Direct Deposit 

Statement Processing and Section H: Update/Display the Payroll Sequence Monitor 

 8  Continue with the payroll process as documented in the Payroll System Operations 

Guide, Section C: Payroll Check and Direct Deposit Statement Processing 

The leave data entered for the payroll cycle is collected in the Current Leave Input File.  The Current 

Leave Input File is a temporary holding area utilized for collecting the employee leave information, and 

the substitute gross data lines.  Setting up payroll causes the Current Leave Input File to be cleared in 

preparation for the new payroll cycle.   

As the user prepares the payroll, leave data is entered into the system via the Input Employee Leave and 

Substitute Pay procedure or the Import Leave Data from CSV procedure.  The import process may be 

run in multiple batches, if desired, and once the data is in the Current Leave Input File, the user is able 

to modify the imported data using the Input Employee Leave and Substitute Pay module.  The user is 

able to verify the contents of the Current Leave Input File by running the various leave reports available 

within the Enhanced Substitute Pay and Employee Leave System.     

Once all leave data and substitute pay has been entered into the Current Leave Input File and verified, 

the Post Leave Input Data procedure can be performed.  The Current Leave Input Data may only be 

posted ONE TIME during the payroll cycle.  The Current Leave Input File must be posted before F4 – 

Calculate Payroll and Update YTD (Final) is executed so that the substitutes’ gross data transactions are 

included in the payroll. 
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Posting the current leave input data accomplishes the following: 

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

point, if necessary. 

 Gross data information is created for the substitute and posted to the substitute’s Update/Display 

Gross Data screen. 

 Current leave is posted for the absent employee’s pay stub.  The absent employee’s leave 

balances, current leave taken, and year-to-date leave taken fields are updated.   The pay stub 

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

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

 The Current Leave Input File is cleared. 

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

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

step. 

The Post Leave Input Data procedure updates the Payroll Monitor with each step of the leave 

posting process.  If posting fails, the user is forced to restore SECONDL to SECOND and cannot 

proceed without doing so.  The ‘Post substitute pay and employee leave’ indicator in the Payroll 

Monitor will be updated with each step of the leave posting process as illustrated in the following 

table. 

‘Post substitute pay and 

employee leave’ Payroll 

Monitor Value 

Leave Data Status 

N The Post Leave Input Data process has not started 

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

The substitute Gross Pay data has posted, but the Leave History 

data has not been posted. 

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

The substitute Gross Pay data has posted and the Leave History 

data has posted, but the Payroll Leave Data (F2, F2, F17) screen 

has not been posted. 

Y The Post Leave Input Data has completed successfully.   

The Payroll Administrator may now continue with the next steps 

in the payroll cycle. 

 

  



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 4 of 147 

All Rights Reserved. 

The Post Leave Input Data procedure allows timely recovery when the posting procedure fails for any 

reason.  If the Post Leave Input Data fails in the middle of the process, a warning message is displayed 

on any PCGenesis menu, and the user is not allowed to repost the leave or continue the payroll process 

without restoring SECONDL.  An example of the warning message is displayed below. 

 

Example of Leave Posting Error Message on a PCGenesis Menu Screen 

Two options are available for updating the substitutes’ gross data during the posting process:  The user 

can either replace the substitutes’ gross data lines or add to the substitutes’ gross data lines.   

 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.   

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

whether or not there is any leave data in the Current Leave Input File.  Even if there is no leave data to 

post, the posting step must be executed.  In this case, a warning message will be displayed indicating 

that no records were posted. 

When running a Manual/Void Check Run Only payroll cycle, if the Post Leave for Manual/Void Run 

option is set to Y (Yes), the Post Leave Input Data step must be executed.  If the Post Leave for 

Manual/Void Run option is set to N (No), the Post Leave Input Data step is NOT executed.   
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Once the current leave input data has been posted, the user must run the payroll Trial Registers and 

Exceptions Reports again.  This is a required step because after the Current Leave Input File has been 

posted, the payroll monitor switch for Run Exceptions Register with no exceptions will automatically be 

reset to ‘N’ so that the Trial Registers and Exceptions Reports must be rerun.   

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

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

After the Current Leave Input Data is posted and the payroll reports have been verified, the payroll 

cycle can continue as normal.  The Calculate Payroll and Update YTD (Final) step is executed next.  

The final payroll includes the substitute pay; the employees’ pay checks will include the current leave. 

 

Input Employee Leave and Substitute Pay 

As leave data is entered into the system via the Input Employee Leave and Substitute Pay procedure or 

the Import Leave Data from CSV procedure, the PCGenesis system generates the substitute gross data 

lines based upon the following data elements: 

 The absent employee’s payroll class code 

 The absent employee’s total leave time 

 The absent employee’s Substitute Distribution flags on their gross data lines 

 The substitute employee’s ranking 
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The following example illustrates how PCGenesis generates the substitute’s pay.  In the following 

example, the absent employee’s payroll class code is ‘05’, and the substitute employee’s rank is ‘2’. 

The Update/Display Gross Data screen shown in Screen 2 below shows the absent employee’s payroll 

class code and the gross data account lines that are flagged for substitute distribution: 

 
Screen 2 – Absent Employee’s Gross Data Screen 

  

Absent employee 
payroll class code 

Four account lines 
are flagged for 
substitute 
distribution 
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The Update/Display Personnel Data screen displays the substitute employee’s Substitute Rank field as 

shown in Screen 3 below: 

 
Screen 3 – Substitute Employee’s Personnel Data Screen 

 

  

Substitute ranking 
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The absent employee’s payroll class code determines the substitute’s gross process type, the general 

ledger account object code, and whether the pay rates are hourly or daily rates, as shown on the Payroll 

Class Code Leave Parameters screen below.  The substitute’s pay rate and pay type are determined 

based upon the Substitute Rank field defined for the substitute employee on their Update/Display 

Personnel Data screen.  In our example, the absent employee’s payroll class code is ‘05’ and the 

substitute employee’s ranking is ‘2’. 

 
Screen 4 – Payroll Class Code Leave Parameters for Payroll Class Code 05 

  

The pay rate for 
substitute rank 2 is 
$70.00 which is a 
daily rate. 

The general ledger object 
code is 11300 for the 
substitute.  The gross 
data process type is ‘D’. 
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Screens 5 and 6 of the Input Employee Leave and Substitute Pay module illustrate how the system 

generates the substitute’s pay.  The total leave time entered for the absent employee on Screen 5 will be 

used as the default time for the substitute’s pay on Screen 6. 

 
Screen 5 – Input Employee Leave and Substitute Pay Screen 1 

  

The total time for the 
absent employee will be the 
default time paid to the 
substitute. 



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 10 of 147 

All Rights Reserved. 

 
Screen 6 – Input Employee Leave and Substitute Pay Screen 2 

The Proc Type (Process Type) field for the substitute employee is defaulted based upon the Substitute 

Process Type field defined for the absent employee’s payroll class code setup on the Maintain Payroll 

Class Code Leave Parameters screen.  

The Pay Type field for the substitute employee is defaulted based upon the absent employee’s payroll 

class code setup on the Maintain Payroll Class Code Leave Parameters screen.  Within the payroll class 

code setup, the correct Pay Type is defaulted based upon the Substitute Rank field defined for the 

substitute employee on their Update/Display Personnel Data screen.  

The Acct # field for the substitute employee is defaulted based upon the absent employee’s gross data 

lines set up on the Update/Display Gross Data screen.  Any of the absent employee’s gross data account 

lines which have a ‘Y’ in the Sub Dist (Substitute Distribution) field will be used to default the 

substitute employee’s gross data lines on the leave input screen. The account number Object Code field 

for the substitute employee is then defaulted based upon the Substitute Object Code defined for the 

absent employee’s payroll class code setup on the Maintain Payroll Class Code Leave Parameters 

screen. 

The Pay Rate Hrly/Daily (Pay Rate Hourly/Daily) field for the substitute employee is defaulted based 

upon the absent employee’s payroll class code setup on the Maintain Payroll Class Code Leave 

Parameters screen.  Within the payroll class code setup, the correct pay rate is defaulted based upon the 

Substitute Rank field defined for the substitute employee on their Update/Display Personnel Data 

screen. 

  

The Pay Type and Pay 
Rate default based on the 
substitute’s rank. 

The general ledger accounts 
default based upon the 
absent employee’s gross 
data lines that are flagged 
with ‘Y’ for Sub Dist. 

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

The substitute’s total time 
defaults based on the 
employee’s leave time. 
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The Days/Hrs Regular (Days/Hours Regular) field for the substitute employee is defaulted based upon 

the absent employee’s leave time.  The system will convert the employee time from hours to days or 

from days to hours, if necessary based upon the absent employee’s payroll class code setup on the 

Maintain Payroll Class Code Leave Parameters screen.   

Within the payroll class code setup, the correct time conversion is computed based upon the Hourly or 

Daily Rates? field.  If the rates defined on the Maintain Payroll Class Code Leave Parameters screen 

are defined as daily rates (D), and the employee leave time is entered in hours, the system will 

automatically convert the hours entered for the employee to days in order to pay the substitute. 

Furthermore, the total employee leave time is distributed over the substitute employee’s account lines in 

the same proportion as the absent employee’s salary is distributed over their gross data lines on the 

Update/Display Gross Data screen.  Any of the absent employee’s gross data account lines which have 

a ‘Y’ in the Sub Dist (Substitute Distribution) field will be used to default the substitute employee’s 

gross data lines on the leave input screen.  

The defaulting data on the leave input screen can be overridden and changed at any time by the user.  

The leave input screen can be modified manually by overtyping anything on the gross data lines, or 

several options are available to quickly modify the substitute’s gross data lines or the absent employee’s 

leave time. 

If a substitute has replaced the absent employee, several options are available to quickly modify the 

substitute’s gross data information.  This can be done either when adding a new leave record or when 

modifying an existing leave record.   

 The total time for the substitute can be quickly modified by using the F21 toggle: 

  (F21 – Modify total sub time)  

  (F21 – Recalculate/Display screen)   

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

F22 toggle:   

 (F22 – Modify distribution percentages)   

 (F22 – Recalculate/Display screen)  

 The total time for the absent employee can be quickly modify by using the F23 toggle:   

 (F23 – Modify employee leave)  

 (F23 – Recalculate/Display screen) 

A summary of the employee leave balances can be reviewed from within the Input Employee Leave and 

Substitute Pay module.  The ability to display employees’ leave history from within the Input Employee 

Leave and Substitute Pay module allows quick and easy access to employees’ leave history, and also 

shows the current leave entered into the Current Leave Input File.  The  (F14 – Employee Leave 

Balances) button is available from both data entry screens within the Input Employee Leave and 

Substitute Pay module. 

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

screens.  The screen print feature is available on display/inquiry screens which have the  button.  

The screen print file will be available in the print queue with the name ‘PSCNnnnn’. 
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Selecting the drop-down selection icon ,  (F15 – Code Lookup) or  (F28 – Help Screens) 

when offered provides additional assistance with the entry of information. 
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Procedure A:  Input Employee Leave and Substitute 

Pay 

A1. Adding Employee leave and Substitute Pay Records 
Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F4 – Enhanced Substitute Pay and Leave System Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F2 – Leave Update Menu). 
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The following screen displays: 

 

Step Action 

4  Select  (F1 – Input Employee Leave and Substitute Pay). 
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The following screen displays: 

 

Step Action 

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

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

employee number. 

If the employee number is unknown, select  (F15 – Find Employee).  When the Select 

Employee screen displays, follow normal procedures to locate the employee’s information.  

When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates 

the employee number in the Absent employee no. field on the screen.  

If there is no absent employee:  Check the selection box to the right of the If no absent 

employee, check here field. 

When checked, the selection box displays to indicate that there is no absent employee, 

and only substitute pay is being entered. 

6  Enter the starting leave date in the Starting leave date field, or select the drop-down 

selection icon   to locate an existing employee leave record. 

The Starting leave date is the date of the first day of the employee’s absence. 
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Step Action 

7  Enter the leave type and reason codes in the Leave type and the Leave reason fields, or 

select the drop-down selection icon   within the Leave type field to locate the correct 

leave codes. 

A selection from the drop-down selection box will cause both the Leave type and the Leave 

reason fields to be populated. 

8  Enter the total number of days or hours the employee is absent in the Days absent or Hours 

absent field.  Entry is required in either the Days absent or the Hours absent field, but not 

both. 

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

The total time entered represents the amount of time to be deducted from the employee’s 

leave balance, regardless of the Starting leave date entered.  For example, if the Starting 

leave date is a Friday, and the total number of Days absent is three, the system tabulates 

three days of leave.  More than likely the three days represent a Friday, a Monday, and a 

Tuesday, but the system does not care which days the employee was absent. 

9  If a substitute replaced the absent employee:  Enter the employee number of the substitute 

in the Substitute employee no. field, or select the drop-down selection icon   to locate the 

correct employee number.  The employee must be in a payroll class defined as a substitute 

(S) class. 

If the employee number is unknown, select  (F15 – Find Employee).  When the Select 

Employee screen displays, follow normal procedures to locate the employee’s information.  

When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates 

the employee number in the Substitute employee no. field on the screen.  

If no substitute replaced the absent employee:  Select the selection box to the right of 

the If no substitute, check here field. 

When selected, the selection box displays to indicate that no substitute replaced the 

absent employee. 

10  Select  (F13 – Create New Record). 

11  If no substitute replaced the absent employee:  proceed to Step 12. 

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

 

If a substitute replaced the absent employee, the following screen displays: 
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Once the user enters this second screen of data (shown above), the employee leave time and the total 

time being paid to the substitute employee are independent.  For example, if the absent employee was 

out for .5 days, the substitute employee may still be paid for a full day (1 day).  If the substitute time 

does not match the absent employee leave time when the user saves the record, a warning dialog box is 

displayed as shown below. 

 

Step Action 

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

12  Enter a description of the employee’s leave in the Memo field.  This field is optional and is 

for informational purposes only. 

13  Enter the total number of days or hours the employee is absent in the Days absent or 

Hours absent field.  Entry is required in either the Days absent or the Hours absent field, 

but not both. 

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

The Days absent or the Hours absent fields will default based upon the time entered by 

the user in Step 8.   If desired, the user may modify the amount of leave time here.  

The total time entered represents the amount of time to be deducted from the employee’s 

leave balance, regardless of the Starting leave date entered.  For example, if the Starting 

leave date is a Friday, and the total number of Days absent is three, the system tabulates 

three days of leave.  More than likely the three days represent a Friday, a Monday, and a 

Tuesday, but the system does not care which days the employee was absent. 

14  Proceed to Step 22. 
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Step Action 

If a substitute replaced the absent employee, complete Steps 15 - 21. 

15  Enter the processing type in the Proc Type field, or select the drop-down selection icon   

within the Proc type field.  Only daily or hourly processing types are allowed. 

Valid values: Regular Gross Types: 

D – Regular daily with pension and taxes 

H – Regular hourly with pension and taxes 

Special Gross Types: 

A –Daily/Hourly adjustment NO pension calculation 

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

P – Daily/Hourly adjustment with taxes and pension calculation 

The Proc Type field for the substitute employee is defaulted based upon the Substitute 

Process Type field defined for the absent employee’s payroll class code setup on the 

Maintain Payroll Class Code Leave Parameters screen.  

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

The field’s entry determines how payroll pension and taxes are calculated and/or if 

PCGenesis clears the entry during payroll setup.  “No pension” means that annuities will 

not be calculated either. 

When entering an account number within the Acct# Yr Fnd F Prgm Fnct Objct Fcty B 

Addt’l field(s), make an entry in the Proc Type field.   

When entering D (Daily) or H (Hourly) in the field, entries are also required in the Pay 

Rate Hrly/Daly and Days/Hrs Regular fields. 
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Step Action 

Complete Steps 16 - 21 for each Proc Type entered in Step 15. 

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

Enter the pay type or select the drop-down selection icon  in the Pay Type field to 

define the employee’s pay type. 

The Pay Type field for the substitute employee is defaulted based upon the absent 

employee’s payroll class code setup on the Maintain Payroll Class Code Leave 

Parameters screen.  Within the payroll class code setup, the correct Pay Type is defaulted 

based upon the Substitute Rank field defined for the substitute employee on their 

Update/Display Personnel Data screen.  

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

The new detailed check stub contains a new section of data entitled Current Hours and 

Earnings.  The current earnings will print based upon the Pay Type entered for the gross 

data line.  The Current Hours and Earnings section on the detailed check stub will list the 

pay type descriptions, along with the pay rates, regular and overtime hours, regular and 

overtime pay, and contract amounts.   

In order to get a proper breakdown of the earnings, users will need to categorize their 

employees’ Gross Data earnings by Pay Type before utilizing the new detailed pay check 

statement.  All gross data lines with the same Pay Type and Pay Rate will be summarized 

(and accumulated) on ONE earning line on the check stub.  

The pay types are user-defined.  Detailed instructions for setting up Pay Type codes are in 

the Payroll System Operations Guide, Section F. – Description/Deduction/Annuity File 

Processing.  

NOTE:  The names Pay Type and Compensation Type are used interchangeably.  The 

codes used to define Pay Type on the Update/Display Gross Data screen are called 

Compensation Type (code ‘P’) on the Maintain Description Records screen.  The Pay 

Type table is defined in the Description File under ‘P – Compensation Type’.  

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

17  Enter the account information or select the drop-down selection icon  in the (Acct #) Yr 

Fund F Prgm Fnct Objct B Addt’l field to select the employee’s payroll gross 

distribution account information. 

The Acct # field for the substitute employee is defaulted based upon the absent employee’s 

gross data lines set up on the Update/Display Gross Data screen.  Any of the absent 

employee’s gross data account lines which have a ‘Y’ in the Sub Dist (Substitute 

Distribution) field will be used to default the substitute employee’s gross data lines on this 

screen. The account number Object Code field for the substitute employee is then 

defaulted based upon the Substitute Object Code defined for the absent employee’s 

payroll class code setup on the Maintain Payroll Class Code Leave Parameters screen.   

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

For each account entered, make the appropriate entries within the Proc Type, Pay Rate, 

Reg Hours, and Reg Gr fields.   

If the account number is unknown, select  (F15 – Look up account).  If there are 

more than 930 account line entries in the drop down selection box, the message “*** Too 

many items to display – Set a filter ***” displays indicating the Chart of Accounts has 

more entries than can be displayed.  A suggestion for the user to utilize the “Set Filter” 

feature” will then be displayed. 

18  For Days/Hours entries:  Enter the hourly or daily rate of pay in the Pay Rate 

Hrly/Daily (Pay Rate Hourly/Daily) field. 

The Pay Rate Hrly/Daily (Pay Rate Hourly/Daily) field for the substitute employee is 

defaulted based upon the absent employee’s payroll class code setup on the Maintain 

Payroll Class Code Leave Parameters screen.  Within the payroll class code setup, the 

correct pay rate is defaulted based upon the Substitute Rank field defined for the 

substitute employee on their Update/Display Personnel Data screen. 

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

19  For Regular Days/Hours entries:  Enter the number of regular work hours in the 

Days/Hrs Regular (Days/Hours Regular). 

The Days/Hrs Regular (Days/Hours Regular) field for the substitute employee is 

defaulted based upon the absent employee’s leave time.  The system will convert the 

employee time from hours to days or from days to hours, if necessary based upon the 

absent employee’s payroll class code setup on the Maintain Payroll Class Code Leave 

Parameters screen.   

Within the payroll class code setup, the correct time conversion is computed based upon 

the Hourly or Daily Rates? field.  If the rates defined on the Maintain Payroll Class Code 

Leave Parameters screen are defined as daily rates (D), and the employee leave time is 

entered in hours, the system will automatically convert the hours entered for the employee 

to days in order to pay the substitute. 

Furthermore, the total employee leave time is distributed over the substitute employee’s 

account lines in the same proportion as the absent employee’s salary is distributed over 

their gross data lines on the Update/Display Gross Data screen.  Any of the absent 

employee’s gross data account lines which have a ‘Y’ in the Sub Dist (Substitute 

Distribution) field will be used to default the substitute employee’s gross data lines on this 

screen.  

To reduce the employee’s current pay, enter a negative (-) number in the field.  Enter 

minutes in the quarter-hour decimal format.  For example, enter 30 minutes as ‘0.50’. 

20  Reg Gross:  Enter the employee’s gross salary amount or the total number of days or 

hours multiplied by the employee’s pay rate in the Reg Gross (Regular Gross) field. 

If ‘S’, ‘B’, ‘Y’, or ‘Q’ was entered in the Proc Type field, an entry is required in the field.  

PCGenesis will calculate the entry in the Reg Gr fields for the remaining processing types. 

21  If there are additional Proc Types:  Select the Tab key to access the next Proc Type field 

and repeat this procedure at Step 15. 

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

Once the data on the screen has been finalized, and Enter has been selected, the system 

will recalculate the Distribution % fields, if necessary, to correctly reflect the distribution 

of the substitute days/hours over the gross data account lines on the screen. 

Select  (F3 – Print this data) to obtain a screen print of the Input Employee Leave 

and Substitute Pay screen.  The screen print file will be available in the print queue with 

the name ‘PSCNnnnn’. 

To scroll up and down on the screen, select the appropriate icon , , , . 
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The following screen displays: 

  

 

Step Action 

23  Verify “Record Validated Successfully – F8 to Save.” displays, and select  (F8 – 

Save changes). 
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The following screen displays: 

  

Step Action 

24  Verify “Record Added Successfully” displays, and select  (F16 – Exit) to return to 

the Leave Update Menu screen. 
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The following screen displays: 

 
 

Step Action 

25  Select  (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or 

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

26  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (MS WORD). 

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature where appropriate. 
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A2. Modifying Employee Leave and Substitute Pay Records 
Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F4 – Enhanced Substitute Pay and Leave System Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F2 – Leave Update Menu). 
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The following screen displays: 

 

Step Action 

4  Select  (F1 – Input Employee Leave and Substitute Pay). 
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The following screen displays: 

 

Step Action 

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

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

employee number. 

If the employee number is unknown, select  (F15 – Find Employee).  When the Select 

Employee screen displays, follow normal procedures to locate the employee’s information.  

When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates 

the employee number in the Absent employee no. field on the screen.  

If there is no absent employee:  Check the selection box to the right of the If no absent 

employee, check here field. 

When checked, the selection box displays to indicate that there is no absent employee, 

and only substitute pay is being entered. 

6  Enter the starting leave date in the Starting leave date field, or select the drop-down 

selection icon   to locate an existing employee leave record. 

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

screen displays:  

 

Step Action 

7  The Select Leave Input Record screen allows the user to view the existing leave records for 

either an absent employee or a substitute.   

To view all leave records currently on the Current Leave Input File for an absent 

employee:  Enter the employee number in the Enter employee number field and select the 

 (Re-filter) button.   

To view all leave records currently on the Current Leave Input File for a substitute 

employee:  Enter the substitute employee number in the Enter substitute number field and 

select the  (Re-filter) button.   

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

 (Done) button to select the record.  If a leave record has been selected, the leave 

record information will populate the Leave Input screen. 

Select the  (Cancel) button to close the drop-down selection box without returning 

the leave record information to the Leave Input screen. 
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If a record has been selected from the drop-down selection icon  in the Starting leave date field, the 

leave record fields will be populated as shown on the following screen: 

 

Step Action 

9  Verify the leave type and reason codes in the Leave type and the Leave reason fields, or 

select the drop-down selection icon   within the Leave type field to locate the correct 

leave codes. 

A selection from the drop-down selection box will cause both the Leave type and the Leave 

reason fields to be populated. 

10  Verify the total number of days or hours the employee is absent in the Days absent or 

Hours absent field.  Entry is required in either the Days absent or the Hours absent field, 

but not both. 

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

The total time entered represents the amount of time to be deducted from the employee’s 

leave balance, regardless of the Starting leave date entered.  For example, if the Starting 

leave date is a Friday, and the total number of Days absent is three, the system tabulates 

three days of leave.  More than likely the three days represent a Friday, a Monday, and a 

Tuesday, but the system does not care which days the employee was absent. 

  



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 33 of 147 

All Rights Reserved. 

Step Action 

11  If a substitute replaced the absent employee:  Verify the employee number of the 

substitute in the Substitute employee no. field, or select the drop-down selection icon   to 

locate the correct employee number.  The employee must be in a payroll class defined as a 

substitute (S) class. 

If the employee number is unknown, select  (F15 – Find Employee).  When the Select 

Employee screen displays, follow normal procedures to locate the employee’s information.  

When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates 

the employee number in the Substitute employee no. field on the screen.  

If no substitute replaced the absent employee:  Select the selection box to the right of 

the If no substitute, check here field. 

When selected, the selection box displays to indicate that no substitute replaced the 

absent employee. 

12  Select  (Enter – Edit Record). 

 

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

 

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. 
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Step Action 

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

Once the data on the screen has been finalized, and Enter has been selected, the system 

will recalculate the Distribution % fields, if necessary, to correctly reflect the distribution 

of the substitute days/hours over the gross data account lines on the screen. 

Select  (F3 – Print this data) to obtain a screen print of the Input Employee Leave 

and Substitute Pay screen.  The screen print file will be available in the print queue with 

the name ‘PSCNnnnn’. 

To scroll up and down on the screen, select the appropriate icon , , , . 

 

The following screen displays: 

  

 

Step Action 

14  Verify “Record Validated Successfully – F8 to Save.” displays, and select  (F8 – 

Save changes). 
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The following screen displays: 

  

Step Action 

15  Verify “Record Updated Successfully” displays, and select  (F16 – Exit) to return to 

the previous screen. 
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The following screen displays: 

  

Step Action 

16  Verify “Record Updated Successfully” displays, and select  (F16 – Exit) to return to 

the Leave Update Menu screen. 
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The following screen displays: 

 
 

Step Action 

17  Select  (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or 

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

18  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (MS WORD). 

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature where appropriate. 

 

  



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 39 of 147 

All Rights Reserved. 

A3. Modifying Total Substitute Time 

If a substitute has replaced the absent employee, several options are available to quickly modify the 

substitute’s gross data information.  This can be done either when adding a new leave record or when 

modifying an existing leave record.  For example, it is possible to quickly modify the total time for the 

substitute by using the F21 toggle:   (F21 – Modify total sub time) and  (F21 – 

Recalculate/Display screen). This procedure describes how to modify the total days/hours for the 

substitute. 

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

 

Step Action 

If a substitute replaced the absent employee, complete Steps 1 – 5 in order to modify the total 

days/hours for the substitute. 

1  Select  (F21 – Modify total sub time) in order to modify the total days/hours for the 

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

 

Step Action 

2  For Regular Days/Hours entries:  Modify the total days/hours for the substitute. 

Once on this screen (shown above), the employee leave time and the total time being paid 

to the substitute employee are independent.  For example, if the absent employee was out 

for .5 days, the substitute employee may still be paid for a full day (1 day).  If the 

substitute time does not match the absent employee leave time when the user saves the 

record, a warning dialog box is displayed. 

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

Once the data on the screen has been finalized, and Enter has been selected, the system 

will recalculate the Days/Hrs Regular fields, if necessary, to correctly reflect the 

distribution of the total substitute days/hours over the gross data account lines on the 

screen.  The time is distributed based upon the distribution percentages (Distrib %) 

associated with each gross data line.  
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Step Action 

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

for the substitute. 

Once the data on the screen has been finalized, and F21 (Recalculate/Display screen) has 

been selected, the system will recalculate the Days/Hrs Regular fields, if necessary, to 

correctly reflect the distribution of the total substitute days/hours over the gross data 

account lines on the screen.  The time is distributed based upon the distribution 

percentages (Distrib %) associated with each gross data line. 

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

 

Step Action 

5  Continue processing as described above in Section A1. Adding Employee Leave and 

Substitute Pay Records or Section A2. Modifying Employee Leave and Substitute Pay 

Records. 
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A4. Modifying Distribution Percentages 

If a substitute has replaced the absent employee, several options are available to quickly modify the 

substitute’s gross data information.  This can be done either when adding a new leave record or when 

modifying an existing leave record.  For example, it is possible to quickly reallocate the total time for the 

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

percentages) and  (F22 – Recalculate/Display screen). This procedure describes how to modify the 

distribution percentages for the substitute. 

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

 

Step Action 

If a substitute replaced the absent employee, complete Steps 1 – 5 in order to quickly reallocate 

the total time for the substitute across the gross data lines. 

1  Select  (F22 – Modify distribution percentages) in order to quickly reallocate the 

total time for the substitute across the gross data lines. 
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If a substitute replaced the absent employee, the following screen displays: 

  

Step Action 

2  Modify the distribution percentage for each General Ledger account number. The 

distribution percentage (Distrib %) indicates the percentage of the total substitute time to 

distribute to the selected GL account line.  

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

100%, 0.2500 equals 25%) 

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

Once the data on the screen has been finalized, and Enter has been selected, the system 

will recalculate the Days/Hrs Regular fields, if necessary, to correctly reflect the 

distribution of the total substitute days/hours over the gross data account lines on the 

screen. 

4  Select  (F22 – Recalculate/Display screen) in order to modify the distribution of the 

total days/hours for the substitute. 

Once the data on the screen has been finalized, and F22 (Recalculate/Display screen) has 

been selected, the system will recalculate the Days/Hrs Regular fields, if necessary, to 

correctly reflect the distribution of the total substitute days/hours over the gross data 

account lines on the screen. 
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If a substitute replaced the absent employee, the following screen displays: 

 

Step Action 

5  Continue processing as described above in Section A1. Adding Employee Leave and 

Substitute Pay Records or Section A2. Modifying Employee Leave and Substitute Pay 

Records. 
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A5. Modifying Employee Leave 

If a substitute has replaced the absent employee, several options are available to quickly modify the 

employee leave information.  This can be done either when adding a new leave record or when 

modifying an existing leave record.  For example, it is possible to quickly modify the total time for the 

absent employee by using the F23 toggle:   (F23 – Modify employee leave) and  (F23 – 

Recalculate/Display screen). This procedure describes how to modify the total days or hours for the 

absent employee. 

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

 

Step Action 

If a substitute replaced the absent employee, complete Steps 1 – 6 in order to modify the total 

days or hours of leave for the absent employee. 

1  Select  (F23 – Modify employee leave) in order to modify the total days or hours of 

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

  

Step Action 

2  Enter a description of the employee’s leave in the Memo field.  This field is optional and is 

for informational purposes only. 

3  Enter the total number of days or hours the employee is absent in the Days absent or 

Hours absent field.  Entry is required in either the Days absent or the Hours absent field, 

but not both. 

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

The total time entered represents the amount of time to be deducted from the employee’s 

leave balance, regardless of the Starting leave date entered.  For example, if the Starting 

leave date is a Friday, and the total number of Days absent is three, the system tabulates 

three days of leave.  More than likely the three days represent a Friday, a Monday, and a 

Tuesday, but the system does not care which days the employee was absent. 

Once on this screen (shown above), the employee leave time and the total time being paid 

to the substitute employee are independent.  For example, if the absent employee was out 

for .5 days, the substitute employee may still be paid for a full day (1 day).  If the substitute 

time does not match the absent employee leave time when the user saves the record, a 

warning dialog box is displayed. 

4  Select  (Enter - validate) to validate the record. 
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Step Action 

5  Select  (F23 – Recalculate/Display screen) in order to modify the total days or hours 

of leave for the absent employee. 

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

 

Step Action 

6  Continue processing as described above in Section A1. Adding Employee Leave and 

Substitute Pay Records or Section A2. Modifying Employee Leave and Substitute Pay 

Records. 
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A6. Deleting Employee Leave and Substitute Pay Records 
Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F4 – Enhanced Substitute Pay and Leave System Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F2 – Leave Update Menu). 
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The following screen displays: 

 

Step Action 

4  Select  (F1 – Input Employee Leave and Substitute Pay). 
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The following screen displays: 

 

Step Action 

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

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

employee number. 

If the employee number is unknown, select  (F15 – Find Employee).  When the Select 

Employee screen displays, follow normal procedures to locate the employee’s information.  

When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates 

the employee number in the Absent employee no. field on the screen.  

If there is no absent employee:  Check the selection box to the right of the If no absent 

employee, check here field. 

When checked, the selection box displays to indicate that there is no absent employee, 

and only substitute pay is being entered. 

6  Enter the starting leave date in the Starting leave date field, or select the drop-down 

selection icon   to locate an existing employee leave record. 

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

screen displays:  

 

Step Action 

7  The Select Leave Input Record screen allows the user to view the existing leave records for 

either an absent employee or a substitute.   

To view all leave records currently on the Current Leave Input File for an absent 

employee:  Enter the employee number in the Enter employee number field and select the 

 (Re-filter) button.   

To view all leave records currently on the Current Leave Input File for a substitute 

employee:  Enter the substitute employee number in the Enter substitute number field and 

select the  (Re-filter) button.   

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

 (Done) button to select the record.  If a leave record has been selected, the leave 

record information will populate the Leave Input screen. 

Select the  (Cancel) button to close the drop-down selection box without returning 

the leave record information to the Leave Input screen. 
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If a record has been selected from the drop-down selection icon  in the Starting leave date field, the 

leave record fields will be populated as shown on the following screen: 

 

Step Action 

9  Verify the leave type and reason codes in the Leave type and the Leave reason fields, or 

select the drop-down selection icon   within the Leave type field to locate the correct 

leave codes. 

A selection from the drop-down selection box will cause both the Leave type and the Leave 

reason fields to be populated. 

10  Verify the total number of days or hours the employee is absent in the Days absent or 

Hours absent field.  Entry is required in either the Days absent or the Hours absent field, 

but not both. 

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

The total time entered represents the amount of time to be deducted from the employee’s 

leave balance, regardless of the Starting leave date entered.  For example, if the Starting 

leave date is a Friday, and the total number of Days absent is three, the system tabulates 

three days of leave.  More than likely the three days represent a Friday, a Monday, and a 

Tuesday, but the system does not care which days the employee was absent. 
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Step Action 

11  If a substitute replaced the absent employee:  Verify the employee number of the 

substitute in the Substitute employee no. field, or select the drop-down selection icon   to 

locate the correct employee number.  The employee must be in a payroll class defined as a 

substitute (S) class. 

If the employee number is unknown, select  (F15 – Find Employee).  When the Select 

Employee screen displays, follow normal procedures to locate the employee’s information.  

When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates 

the employee number in the Substitute employee no. field on the screen.  

If no substitute replaced the absent employee:  Select the selection box to the right of 

the If no substitute, check here field. 

When selected, the selection box displays to indicate that no substitute replaced the 

absent employee. 

12  Select  (F18 – Delete Record). 

 

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

 

Step Action 

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

delete the record. 

To scroll up and down between the gross data lines on the screen, select the appropriate 

icon , , , . 

The following screen displays: 

  

 

Step Action 

14  
Select  (Yes) to confirm the delete request. 

Select  (No) to cancel the delete request.  Verify that ‘Leave record not deleted’ 

displays. 
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If  (Yes) has been selected to delete the leave record, the following screen displays: 

  

Step Action 

15  Verify “Record Deleted” displays, and select  (F16 – Exit) to return to the previous 

screen. 
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The following screen displays: 

  

Step Action 

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

 
 

Step Action 

17  Select  (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or 

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

18  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (MS WORD). 

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature where appropriate. 
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A7. Checking Employee Leave Balances 
A summary of the employee leave balances can be reviewed from within the Input Employee Leave and 

Substitute Pay module.  The ability to display employees’ leave history from within the Input Employee 

Leave and Substitute Pay module allows quick and easy access to employees’ leave history, and also 

shows the current leave entered into the Current Leave Input File.  The  (F14 – Employee Leave 

Balances) button is available from both data entry screens within the Input Employee Leave and 

Substitute Pay module. 

The Leave Balances Summary Screen allows the user to view a summary of employees’ leave balances, 

which reflect the current leave requests on the Current Leave Input File as well.  From the summary 

screen, the user may drill down into each Leave Type to see the associated detail records for the Leave 

Type.   

Leave Balances Summary Screen:  The Leave Balances Summary Screen provides summarized leave 

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

Leave Type code information is summarized under reason code ‘00’ on the screen, and shows 

totals for the following categories:  Beginning Balance, Leave Advanced, Leave Adjustments, 

YTD Taken (stored on the Leave History File), Current Taken (stored on the Current Leave 

Input File), and Ending Balance. 

Leave Reason code information is summarized for each specific reason code, and shows totals 

for the following categories:  YTD Taken (stored on the Leave History File), and Current Taken 

(stored on the Current Leave Input File).  Totals for the reason codes summarize leave taken for 

the various reasons listed. 

Leave Detail Screen:  The Leave Detail Screen provides detailed leave information per employee, per 

Leave Type.  The Leave Detail Screen which includes data from the Leave History File and the Current 

Leave Input File, looks very much like a General Ledger in PCGenesis.  For each employee and each 

Leave Type, the report displays a beginning balance, followed by “Leave In” and “Leave Out”.  

The “Leave In” and “Leave Out” columns will itemize the detail records from the Current Leave Input 

File and the Leave History File.  The detail line items, for each employee and each Leave Type, include 

BEG BAL (Beginning Balance) line items, CUR LV TAKEN (Current Leave Taken) line items, HST 

LV TAKEN (Historical Leave Taken) line items, ADVANCE (Leave Advanced) line items, and 

ADJUST (Leave Adjustment) line items.  Summary data for the Leave Type is listed across the bottom 

of the screen. 

General instructions for using the Leave Balances Summary Screen from within the Input Employee 

Leave and Substitute Pay module are available here.  However, refer to the Personnel System 

Operations Guide, Section E:  Enhanced Substitute Pay and Employee Leave Processing, Topic 5: 

Leave History Processing for detailed instructions on using the Leave Balances Summary Screen. 

  



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 60 of 147 

All Rights Reserved. 

Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F4 – Enhanced Substitute Pay and Leave System Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F2 – Leave Update Menu). 
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The following screen displays: 

 

Step Action 

4  Select  (F1 – Input Employee Leave and Substitute Pay). 
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The following screen displays: 

 

Step Action 

5  Enter the employee number of the absent employee in the Absent employee no. field, or 

select the drop-down selection icon   to locate the correct employee number. 

If the employee number is unknown, select  (F15 – Find Employee).  When the Select 

Employee screen displays, follow normal procedures to locate the employee’s information.  

When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates 

the employee number in the Absent employee no. field on the screen.  

6  Once the Absent employee no. field has been keyed in, the user will be able to use the 

 (F14 – Employee Leave Balances) button. 

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

 

Step Action 

7  A summary of leave balances and leave taken is shown on the Leave Balances Summary 

Screen.  The user may drill down to the detail records associated with each leave category by 

using the function key which appears next to the main leave type.  F1 through F14 may be 

available to select the leave type, depending upon the entries on the screen.  If desired, select 

the appropriate function key. 

General instructions for using the Leave Balances Summary Screen from within the Input 

Employee Leave and Substitute Pay module are available here.  However, refer to the 

Personnel System Operations Guide, Section E:  Enhanced Substitute Pay and Employee 

Leave Processing, Topic 5: Leave History Processing for detailed instructions on using the 

Leave Balances Summary Screen. 

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

icon as follows:   (F24 – Previous 14 records),  (F25 – Next 14 records),  

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

 

Step Action 

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

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

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

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

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

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

during a prior payroll cycle.  For these cases, the leave must be refunded to the incorrect Leave Type 

and Reason Code, and then rekeyed against the appropriate Leave Type and Reason Code during a 

subsequent payroll.   

For example, if an employee was charged two days against their sick leave balance in a prior month, but 

the time should have been charged as staff development, the sick leave must be refunded to the 

employee so that the employee’s sick leave balance is increased.   

Correcting these types of errors can be accomplished by refunding the leave time taken on a subsequent 

payroll cycle.  The correct procedure for refunding the leave time taken, and then charging the leave to 

the correct leave category is discussed in this section.   

Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F4 – Enhanced Substitute Pay and Leave System Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F2 – Leave Update Menu). 
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The following screen displays: 

 

Step Action 

4  Select  (F1 – Input Employee Leave and Substitute Pay). 
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The following screen displays: 

 

Step Action 

5  Enter the employee number of the absent employee in the Absent employee no. field, or 

select the drop-down selection icon   to locate the correct employee number. 

If the employee number is unknown, select  (F15 – Find Employee).  When the Select 

Employee screen displays, follow normal procedures to locate the employee’s information.  

When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates 

the employee number in the Absent employee no. field on the screen.  

6  Once the Absent employee no. field has been keyed in, the user will be able to use the 

 (F14 – Employee Leave Balances) button. 

Select  (F14 – Employee Leave Balances). 

 

  



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 70 of 147 

All Rights Reserved. 

The Leave Balances Summary Screen is shown below: 

 

Step Action 

7  A summary of leave balances and leave taken is shown on the Leave Balances Summary 

Screen.  The user may drill down to the detail records associated with each leave category by 

using the function key which appears next to the main leave type.  F1 through F14 may be 

available to select the leave type, depending upon the entries on the screen.  If desired, select 

the appropriate function key. 

General instructions for using the Leave Balances Summary Screen from within the Input 

Employee Leave and Substitute Pay module are available here.  However, refer to the 

Personnel System Operations Guide, Section E:  Enhanced Substitute Pay and Employee 

Leave Processing, Topic 5: Leave History Processing for detailed instructions on using the 

Leave Balances Summary Screen. 

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

icon as follows:   (F24 – Previous 14 records),  (F25 – Next 14 records),  

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

 

Step Action 

8  
Review the detail data displayed on the Leave Detail Screen and identify the leave 

information on the Leave History File (Source (Srce) is equal to HST), which was entered 

incorrectly.   

In this example, 1.00 day was charged against the Sick Leave category for this employee 

with a Leave Date of 04/02/2014.  Since this entry is incorrect, this leave must be refunded 

and then reentered as Staff Development. 

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

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

Select  (F16 – Exit) to return to the Input Employee Leave and Substitute Pay screen. 

 

  

In this example, 1.00 day was charged to the 
Sick Leave category for this employee with a 
Leave Date of 04/02/2014.  Since this entry is 
incorrect, this leave must be refunded and 
then reentered as Staff Development. 
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In order to refund the sick leave taken, the following information is entered on the Input Employee 

Leave and Substitute Pay screen: 

 

Step Action 

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

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

employee number. 

If the employee number is unknown, select  (F15 – Find Employee).  When the Select 

Employee screen displays, follow normal procedures to locate the employee’s information.  

When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates 

the employee number in the Absent employee no. field on the screen.  

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

The Starting leave date should reflect the date for the leave being refunded.  In this case, 

the sick leave entered for 04/02/2014 is being refunded. 

12  Enter the leave type and reason codes in the Leave type and the Leave reason fields, or 

select the drop-down selection icon   within the Leave type field to locate the correct 

leave codes. 

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

refunded. 

A selection from the drop-down selection box will cause both the Leave type and the Leave 

reason fields to be populated. 
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Step Action 

13  Enter the total number of days or hours the employee is absent in the Days absent or Hours 

absent field.  Entry is required in either the Days absent or the Hours absent field, but not 

both. 

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

14  If no substitute replaced the absent employee:  Select the selection box to the right of 

the If no substitute, check here field. 

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

entered. 

When selected, the selection box displays to indicate that no substitute replaced the 

absent employee. 

15  Select  (F13 – Create New Record). 

 

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

16  Enter a description of the employee’s leave in the Memo field.  This field is optional and is 

for informational purposes only.  However, when refunding leave, it is helpful to enter 

comments which explain the correction. 

17  Enter the total number of days or hours the employee is absent in the Days absent or 

Hours absent field.  Entry is required in either the Days absent or the Hours absent field, 

but not both. 

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

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

Select  (F3 – Print this data) to obtain a screen print of the Input Employee Leave 

and Substitute Pay screen.  The screen print file will be available in the print queue with 

the name ‘PSCNnnnn’. 

 

The following screen displays: 

  

 

Step Action 

19  Verify “Record Validated Successfully – F8 to Save.” displays, and select  (F8 – 

Save changes). 
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The following screen displays: 

  

Step Action 

20  Verify “Record Added Successfully” displays, and select  (F16 – Exit) to return to 

the Leave Update Menu screen. 

21  Now that the incorrect leave time has been refunded, the user can immediately check the 

sick leave balance and leave taken figures in order to verify the results. 

22  Once the Absent employee no. field has been keyed in, the user will be able to use the 

 (F14 – Employee Leave Balances) button. 

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

 

Step Action 

23  A summary of leave balances and leave taken is shown on the Leave Balances Summary 

Screen.  The user may drill down to the detail records associated with each leave category by 

using the function key which appears next to the main leave type.  F1 through F14 may be 

available to select the leave type, depending upon the entries on the screen.  If desired, select 

the appropriate function key. 

General instructions for using the Leave Balances Summary Screen from within the Input 

Employee Leave and Substitute Pay module are available here.  However, refer to the 

Personnel System Operations Guide, Section E:  Enhanced Substitute Pay and Employee 

Leave Processing, Topic 5: Leave History Processing for detailed instructions on using the 

Leave Balances Summary Screen. 

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

icon as follows:   (F24 – Previous 14 records),  (F25 – Next 14 records),  

(F26 – Up 1 record),  (F27 – Down 1 record). 

 

  

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

 

Step Action 

24  
Review the detail data displayed on the Leave Detail Screen and identify the current leave 

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

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

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

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

25  
Review the summary data displayed on the Leave Summary Screen. 

Select  (F16 – Exit) to return to the Input Employee Leave and Substitute Pay screen. 

 

  

In this example, the Leave Detail screen 
shows the current adjustment of Time In 
being added back to the Sick Leave balance. 
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Now the time must be entered for the correct leave category.  In this example, the refunded leave must 

be entered as Staff Development.  The following information is entered on the Input Employee Leave 

and Substitute Pay screen: 

 

Step Action 

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

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

employee number. 

If the employee number is unknown, select  (F15 – Find Employee).  When the Select 

Employee screen displays, follow normal procedures to locate the employee’s information.  

When the Input Employee Leave and Substitute Pay screen redisplays, PCGenesis populates 

the employee number in the Absent employee no. field on the screen.  

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

The Starting leave date should reflect the date for the leave being refunded and then 

reentered as Staff Development.  In this case, the original sick leave date was 04/02/2014. 

  



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 79 of 147 

All Rights Reserved. 

Step Action 

28  Enter the leave type and reason codes in the Leave type and the Leave reason fields, or 

select the drop-down selection icon   within the Leave type field to locate the correct 

leave codes. 

The Leave type and the Leave reason fields should be the type and reason of the correct 

leave category, in this example, Staff Development. 

A selection from the drop-down selection box will cause both the Leave type and the Leave 

reason fields to be populated. 

29  Enter the total number of days or hours the employee is absent in the Days absent or Hours 

absent field.  Entry is required in either the Days absent or the Hours absent field, but not 

both. 

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

30  If no substitute replaced the absent employee:  Select the selection box to the right of 

the If no substitute, check here field. 

In this example, since leave is being refunded and then reentered, a substitute employee 

number cannot be entered. 

When selected, the selection box displays to indicate that no substitute replaced the 

absent employee. 

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

 

Step Action 

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

04/02/2014” displays.  Since the time was refunded time and then taken using the same 

date, this action should be allowed. 

Select  to allow the entry. 

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

 

Step Action 

33  Enter a description of the employee’s leave in the Memo field.  This field is optional and is 

for informational purposes only.  However, when refunding and then correcting leave, it is 

helpful to enter comments which explain the correction. 
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Step Action 

34  Enter the total number of days or hours the employee is absent in the Days absent or 

Hours absent field.  Entry is required in either the Days absent or the Hours absent field, 

but not both. 

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

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

Select  (F3 – Print this data) to obtain a screen print of the Input Employee Leave 

and Substitute Pay screen.  The screen print file will be available in the print queue with 

the name ‘PSCNnnnn’. 

The following screen displays: 

  

 

Step Action 

36  Verify “Record Validated Successfully – F8 to Save.” displays, and select  (F8 – 

Save changes). 
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The following screen displays: 

  

Step Action 

37  Verify “Record Added Successfully” displays, and select  (F16 – Exit) to return to 

the Leave Update Menu screen. 

38  Now that the incorrect leave time has been refunded and the correct leave time entered, the 

user can immediately check the sick leave balance and staff development leave taken 

figures in order to verify the results. 

39  Once the Absent employee no. field has been keyed in, the user will be able to use the 

 (F14 – Employee Leave Balances) button. 

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

 

Step Action 

40  A summary of leave balances and leave taken is shown on the Leave Balances Summary 

Screen.  The user may drill down to the detail records associated with each leave category by 

using the function key which appears next to the main leave type.  F1 through F14 may be 

available to select the leave type, depending upon the entries on the screen.  If desired, select 

the appropriate function key. 

General instructions for using the Leave Balances Summary Screen from within the Input 

Employee Leave and Substitute Pay module are available here.  However, refer to the 

Personnel System Operations Guide, Section E:  Enhanced Substitute Pay and Employee 

Leave Processing, Topic 5: Leave History Processing for detailed instructions on using the 

Leave Balances Summary Screen. 

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

icon as follows:   (F24 – Previous 14 records),  (F25 – Next 14 records),  

(F26 – Up 1 record),  (F27 – Down 1 record). 

 

  

The Leave Balances Summary Screen shows 
the -1.00 day of sick leave refunded and 1.00 
day of staff development taken in the Cur 
Taken column. 
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The Leave Detail Screen is shown below: 

 

Step Action 

41  
Review the detail data displayed on the Leave Detail Screen and identify the current leave 

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

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

taken for Staff Development.  The Time Out reflects the staff development time taken. 

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

42  
Review the summary data displayed on the Leave Summary Screen. 

Select  (F16 – Exit) to return to the Input Employee Leave and Substitute Pay screen. 

 

  

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



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 85 of 147 

All Rights Reserved. 

The following screen displays: 

  

Step Action 

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

 
 

Step Action 

44  Select  (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or 

select  (Master) to return to the Business Applications Master Menu. 
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A9. Printing Employee Leave and Substitute Pay Records 
Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F4 – Enhanced Substitute Pay and Leave System Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F2 – Leave Update Menu). 
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The following screen displays: 

 

Step Action 

4  Select  (F1 – Input Employee Leave and Substitute Pay). 
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The following screen displays: 

 

Step Action 

5  Select  (F3 – Print this data). 
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The following screen displays: 

 

Step Action 

6  Verify “Print request complete.  Check print queue.” displays, and select  (F16 – 

Exit) to return to the Leave Update Menu screen. 
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The following screen displays: 

 
 

Step Action 

7  Select  (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or 

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

8  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (MS WORD). 

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature where appropriate. 
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A9.1 Employee Leave and Substitute Pay Report 
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Procedure B:  Import Leave Input Data from CSV 

When the import procedure is run, PCGenesis validates the data in the import file first.  If the import 

data passes all validations, the user has the option of continuing the process or exiting so that the output 

reports can be reviewed.  If the user decides to finish processing, the import file is uploaded into 

PCGenesis and the Current Leave Input File is updated.   

The import process may be run in multiple batches, if desired.  This facilitates loading leave data from 

multiple work locations since each batch can be imported separately.  Once the leave data has been 

imported using this procedure, the data can be modified further from within the Input Employee Leave 

and Substitute Pay module described in Procedure A. 

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

the Input Employee Leave and Substitute Pay screen, even when there is not an absent employee.  Users 

are also able to import the substitute pay, when there is no absent employee on the import file.  This will 

facilitate verifying the substitute pay reports since all substitute pay can be entered into the leave system.   

Several fields are available on the import file layout for 'Substitute Only' records.  The Process Type 

field, the Pay Type field, and the Pay Rate field have been added at the end of the import file layout.  

When the absent employee number is zeroes in the import file, the system will use the Process Type, 

Pay Type, and Pay Rate fields, in addition to the Override General Ledger Account Number, on the 

import file to populate the substitute’s gross data line.  When the absent employee number is zeroes in 

the import file, only one gross data line can be generated for the substitute employee.   

 

B1. Import File Layout 
 Each line conforms to the following comma delimited format (.csv).  Each line ends with a carriage return 

and line feed pair.  (Line sequential format.)  

 Lines without valid record ID codes are ignored. This allows the inclusion of headers and other reference 

information. 

 

Column Field Name Notes 

Detail Record 

One line must be included for each employee’s leave data. 

A Record ID Required.  Letter “T”. 

B Absent employee 

number 

Required.  Employee ID number - must be in the Payroll file. 

Enter zeroes if this record is for substitute pay only, and there is 

no absent employee. 

6 digits 

C Absent employee last 

name 

Required, if valid Employee ID in Column B.  Employee’s last 

name – must match the name in the Payroll file. 

D Absent employee first 

name 

Required, if valid Employee ID in Column B.  Employee’s 

first name – must match the name in the Payroll file. 
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Column Field Name Notes 

Detail Record - Continued 

E Absent employee 

middle name 

Required, if valid Employee ID in Column B.  Employee’s 

middle name – must match the name in the Payroll file. 

F Absent employee class 

code 

Optional.  Informational only.  The employee’s payroll class 

code. 

G Absent employee class 

code description 

Optional.  Informational only.  The description of the 

employee’s payroll class code. 

H Absent employee work 

location code 

Optional.  Informational only.  The employee’s payroll work 

location code. 

I Absent employee work 

location description 

Optional.  Informational only.  The description of the 

employee’s payroll work location code. 

J Leave type code Required, if valid Employee ID in Column B.  The leave type 

code.  

K Leave reason code Required, if valid Employee ID in Column B.  The leave 

reason code. 

L Starting leave date Required.  The starting leave date. 

The leave date must be entered in MMDDCCYY order. 

M Time entry type Required.  The units for the time off request for the absent 

employee. 

Valid values: 

H = hours 

D = days  

N Total time off for the 

absent employee 

Required, if valid Employee ID in Column B.  The total 

amount of time taken for leave by the absent employee.  

O Memo Optional.  Informational only.  A description of the employee’s 

leave.   

P Substitute flag Required.  An indicator which indicates whether or not there is 

a substitute for the absent employee. 

Valid values: 

Y = There is a substitute 

N = No substitute 

Q Substitute employee ID Required, if the Substitute Flag equals ‘Y’.  Substitute 

employee number - must be active in the Payroll file.  The 

employee must be in a payroll class defined as a substitute (S) 

class. 

6 digits 
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Column Field Name Notes 

Detail Record - Continued 

R Substitute last name Required, if the Substitute Flag equals ‘Y’.  Substitute’s last 

name – must match the name in the Payroll file. 

S Substitute first name Required, if the Substitute Flag equals ‘Y’.  Substitute’s first 

name – must match the name in the Payroll file. 

T Substitute middle name Required, if the Substitute Flag equals ‘Y’.  Substitute’s middle 

name – must match the name in the Payroll file. 

U Substitute paid time Optional.  The total amount of time to pay the substitute.  Entry 

is required in this field only if the substitute paid time is 

different from the absent employee’s time off. 

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

being paid to the substitute as defined on the Payroll Class 

Code Leave Parameters record. 

V Substitute class code Optional.  Informational only.  The substitute’s payroll class 

code. 

W Substitute class code 

description 

Optional.  Informational only.  The description of the 

substitute’s payroll class code. 

X Substitute work 

location code 

Optional.  Informational only.  The substitute’s payroll work 

location code. 

Y Substitute work 

location description 

Optional.  Informational only.  The description of the 

substitute’s payroll work location code. 

Columns Z through AH contain the override general ledger account number to which the 

substitute’s salary will be charged.  The override general ledger account number is an optional 

field.  When utilized, this override account number is typically used for staff development time off.  

The substitute’s entire salary will be charged to this one account.  

Z Staff FY Required, if zeroes in Column B, otherwise optional.  Year in 

this account number in which salary is charged - must be the 

valid fiscal year. 

AA Staff FND Required, if zeroes in Column B, otherwise optional.  Fund in 

this account number in which salary is charged 

AB Staff F Required, if zeroes in Column B, otherwise optional.  Fiscal 

Year in this account number - always zero. 

AC Staff PRGM Required, if zeroes in Column B, otherwise optional.  

Program in this account number in which salary is charged. 

AD Staff FNCT Required, if zeroes in Column B, otherwise optional.  

Function in this account number in which salary is charged. 

AE Staff OBJCT Required, if zeroes in Column B, otherwise optional.  Object 

in this account number in which salary is charged. 
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Column Field Name Notes 

Detail Record – Continued 

AF Staff FCTY Required, if zeroes in Column B, otherwise optional.  Facility 

in this account number in which salary is charged. 

AG Staff B Required, if zeroes in Column B, otherwise optional.  

Building in this account number in which salary is charged. 

AH Staff ADDL Required, if zeroes in Column B, otherwise optional.  

Additional Local numbers in this account number in which 

salary is charged. 

Columns AI through AK are utilized only when there is no absent employee (Column B contains 

spaces or zeroes) and only substitute pay is being entered.   

AI Proc Type Required, if zeroes in Column B. 

Gross Type or Process Type code.  Hourly (H), Daily (D), 

or Adjustment line types A, X, or P. 

Valid values:  

Regular Gross Types: 

D – Regular daily with pension and taxes 

H – Regular hourly with pension and taxes 

Special Gross Types: 

A – Daily/Hourly adjustment NO pension calculation 

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

calculation 

P – Daily/Hourly adjustment with taxes and pension 

calculation 
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Column Field Name Notes 

Detail Record – Continued 

AJ Pay Type Optional, if zeroes in Column B.  

Pay Type code.  The Pay Type code is used only for the 

new detailed pay stub.  The Pay Type code must be defined 

in the payroll Description File.  Zero, or an empty cell, 

defaults to ‘000’ (Regular Pay).   

The new detailed check stub contains a new section of data 

entitled Current Hours and Earnings.  The current 

earnings will print based upon the Pay Type entered for the 

gross data line.  The Current Hours and Earnings section 

on the detailed check stub will list the pay type descriptions, 

along with the pay rates, regular and overtime hours, regular 

and overtime pay, and contract amounts.   

In order to get a proper breakdown of the earnings, users 

will need to categorize their employees’ Gross Data 

earnings by Pay Type before utilizing the new detailed pay 

check statement.  All gross data lines with the same Pay 

Type and Pay Rate will be summarized (and accumulated) 

on ONE earning line on the check stub.  

AK Pay Rate Required, if zeroes in Column B.  

Employee’s rate of pay.  
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B2. Importing Leave Input Data from CSV 
 

Step Action 

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

The following screen displays: 

 

Step Action 

2  Select  (F4 – Enhanced Substitute Pay and Leave System Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F2 – Leave Update Menu). 
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The following screen displays: 

 

Step Action 

4  Select  (F2 – Import Leave Input Data from CSV). 
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The following screen displays: 

 

Step Action 

5  Verify the path and filename have defaulted correctly as K:\PCG\LVIMPORT.csv, or enter 

the correct path and filename in the Enter the import file path and name field , or select 

F10 (to Browse for file). 

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

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

correct information. 

6  Select Enter. 

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

  

The following screen displays if there are errors: 
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The following screen displays if there are warnings: 

  

 

Step Action 

7  If there are errors:  Select Enter to exit the program.  Access the PCGenesis Uqueue Print 

Manager to print the Leave Input Import Error/Warning Report.  Using the report, make the 

appropriate corrections to the .csv file, and return to Step 5 to repeat this procedure. 

8  If there are warnings:  Select F8 to finish processing.  The reports will be available for 

review and the Current Leave Input File will be updated. 

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

Using the reports, make the appropriate corrections to the .csv file, and return to Step 5 to 

repeat this procedure. 

9  If there are no errors:  Select Enter to continue.  The reports will be available for review 

and the Current Leave Input File will be updated. 

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

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

 

Step Action 

10  Select  (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or 

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

11  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (MS WORD). 

Follow the instructions provided in the Technical System Operations Guide, User Interface 

Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to 

create the macro necessary to use the feature where appropriate. 
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B3. Import Reports – Samples 

B3.1 Leave Input Import Error/Warning Report – with Errors 
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B3.2 Leave Input Import Error/Warning Report – with Warnings Only 
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B3.3 Payroll Balance Report 

 

B3.4 Employee Leave Detail Report – Current Leave Data Only 
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B3.5 Substitute Leave Detail Report – Current Leave Data Only 
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Procedure C:  Post Leave Input Data 

Once all leave data and substitute pay has been entered into the Current Leave Input File and verified, 

the Post Leave Input Data procedure can be performed.  The Current Leave Input Data may only be 

posted ONE TIME during the payroll cycle.  The Current Leave Input File must be posted before F4 – 

Calculate Payroll and Update YTD (Final) is executed so that the substitutes’ gross data transactions are 

included in the payroll. 

Posting the current leave input data accomplishes the following: 

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

point, if necessary. 

 Gross data information is created for the substitute and posted to the substitute’s Update/Display 

Gross Data screen. 

 Current leave is posted for the absent employee’s pay stub.  The absent employee’s leave 

balances, current leave taken, and year-to-date leave taken fields are updated.   The pay stub 

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

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

 The Current Leave Input File is cleared. 

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

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

step. 

The Post Leave Input Data procedure updates the Payroll Monitor with each step of the leave 

posting process.  If posting fails, the user is forced to restore SECONDL to SECOND and cannot 

proceed without doing so.  The ‘Post substitute pay and employee leave’ indicator in the Payroll 

Monitor will be updated with each step of the leave posting process as illustrated in the following 

table. 
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‘Post substitute pay and 

employee leave’ Payroll 

Monitor Value 

Leave Data Status 

N The Post Leave Input Data process has not started 

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

The substitute Gross Pay data has posted, but the Leave History 

data has not been posted. 

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

The substitute Gross Pay data has posted and the Leave History 

data has posted, but the Payroll Leave Data (F2, F2, F17) screen 

has not been posted. 

Y The Post Leave Input Data has completed successfully.   

The Payroll Administrator may now continue with the next steps 

in the payroll cycle. 

The Post Leave Input Data procedure allows timely recovery when the posting procedure fails for any 

reason.  If the Post Leave Input Data fails in the middle of the process, a warning message is displayed 

on any PCGenesis menu, and the user is not allowed to repost the leave or continue the payroll process 

without restoring SECONDL.  An example of the warning message is displayed below. 

 

Example of Leave Posting Error Message on a PCGenesis Menu Screen 



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 112 of 147 

All Rights Reserved. 

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.   

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

whether or not there is any leave data in the Current Leave Input File.  Even if there is no leave data to 

post, the posting step must be executed.  In this case, a warning message will be displayed indicating 

that no records were posted. 

When running a Manual/Void Check Run Only payroll cycle, if the Post Leave for Manual/Void Run 

option is set to Y (Yes), the Post Leave Input Data step must be executed.  If the Post Leave for 

Manual/Void Run option is set to N (No), the Post Leave Input Data step is NOT executed.   

Step Action 

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

The following screen displays: 
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Step Action 

2  Select  (F4 – Enhanced Substitute Pay and Leave System Menu). 

 

The following screen displays: 

 

Step Action 

3  Select  (F2 – Leave Update Menu). 
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The following screen displays: 

 

Step Action 

4  Select  (F3 – Post Leave Input Data). 
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The following screen displays: 

 

Step Action 

5  Enter R (To replace ALL current gross data entries for the substitutes) or A (To add salary, 

hourly or daily entries for the substitutes) in the Input the GROSS DATA TYPE for 

Posting Leave field to determine how the file will be processed. 

To replace ALL of the substitutes’ existing gross data:  Enter R in the field.  Use this 

code if there are no valid gross data lines on the substitutes’ Gross Data screen and ALL 

gross data lines for the substitute are contained on the Current Leave Input File. 

To add the Current Leave Input File’s entries to the substitutes’ existing gross data:  

Enter A in the field.  Use this code if gross data lines from other sources have been entered 

directly into payroll using the substitutes’ Gross Data screens.   

6  Select Enter twice to continue processing. 

Select F16 to exit the process without posting the Current Leave Input File data. 

 

  



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 116 of 147 

All Rights Reserved. 

The following screen displays briefly: 

 



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 117 of 147 

All Rights Reserved. 

The following screen displays briefly: 

 

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

7  If there is no leave data to post, a warning screen displays as shown above.  This does not 

indicate a problem or error but is simply meant to warn the user that no leave records 

existed in the Current Leave Input File to post. 

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

cycles, whether or not there is any leave data in the Current Leave Input File.  Even if 

there is no leave data to post, the posting step must be executed.  In this case, a warning 

message will be displayed indicating that no records were posted. 

The following screen displays: 

 
 

Step Action 

8  Select  (F16 - Exit) to return to the Enhanced Substitute Pay and Leave Menu, or 

select  (Master) to return to the Business Applications Master Menu. 
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Procedure D:  Display Gross Data 

Refer to the Payroll System Operations Guide, Section B:  Payroll Update Processing, Topic 4:  

Update/Display Payroll Information for instructions.  
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Procedure E:  Display Leave YTD/Balance Paycheck 

Data 

Refer to the Payroll System Operations Guide, Section B:  Payroll Update Processing, Topic 4:  

Update/Display Payroll Information for instructions. 
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Procedure F:  Taking Sick Bank Leave 

Sick bank leave is defined as Leave Type ‘A7’.  Defining the ‘A7’ leave category is optional and is 

dependent on the school system’s leave policy.  When a school system offers a system sick bank, 

employees are typically given the choice of whether or not to participate in the system sick bank.  

Employees who have decided to participate in the system sick bank must have their Sick Bank flag set 

to a ‘Y’ on the Personnel Screen.  Also, the employee’s payroll class code must participate in Leave 

Type ‘A7’, sick bank.  The Payroll Class Code Leave Parameters for the employee’s class code must 

have Leave Type ‘A7’ checked, indicating that the class code participates in the sick bank. 

Typically, an employee who participates in the system sick bank is required to periodically donate some 

of their earned sick leave to the system sick bank.  In order to accomplish this, a Reason Code is set up 

under the sick leave category (Leave Type of ‘A1’ or ‘L1’) with the Sick bank contribution category 

option set to ‘Yes’.  This reason code is typically named ‘Sick Bank Contribution’.  In order to 

contribute to the system sick bank, sick leave would be taken from the employee using this sick leave 

reason code.  When the Post Leave Input Data option is executed, the system adds the sick leave taken 

from the employee to the system sick bank balance, and the employee’s sick leave balance is 

decremented.   The time available in the system sick bank is stored in the System Sick Bank Balance 

field on the Payroll Identification Record on the Tax/Withholding/Control Menu.  The System Sick 

Bank Balance field must be greater than zero in order for an employee to use sick bank time. 

Typically, sick bank leave is approved for employees based upon an application to the district board or 

commission, but this depends on the system’s leave policy.  The PCGenesis system is designed so that a 

leave history adjustment to the employee’s sick bank balance (Leave Type ‘A7’) can be made for the 

amount of time that an individual employee has been approved for.  A leave history adjustment is the 

method used for advancing the sick bank time to the employee, instead of doing an automatic leave 

advance to all employees.  Therefore, even though an automatic leave advance for the sick bank will 

never take place, the ‘A7’ leave type must be set up with a Leave advance formula of ‘Contract 

months’ and an Advance schedule of ‘Annually’.  The How much to take parameter must be set to 

‘Check leave balance’ and the Allow balance to go negative must be set to ‘No’. 

Once the employee is approved to take time from the system sick bank, PCGenesis first requires the 

employee to finish using all of their own sick leave balance (Leave Type ‘A1’ or ‘L1’) before being 

allowed to use the system sick bank time.  Therefore, the employee’s ‘A1’ or ‘L1’ sick leave balance 

must be zero before the system will allow the employee to use any system sick bank time. 

The following table summarizes the requirements for taking system sick bank time:    
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REQUIREMENTS FOR SICK BANK, LEAVE TYPE ‘A7’ 

  STEP ACTION 

 1  The employee must participate in the Sick Bank.  The Sick Bank flag must be set to 

‘Y’ on the employee’s Personnel Screen. 

Refer to the Payroll System Operations Guide, Section B:  Payroll Update Processing, 

Topic 3: Update/Display Personnel Information for instructions. 

 2  The System Sick Bank must have time available.  The System Sick Bank Balance 

field is available on the Payroll Identification Record on the Tax/Withholding/Control 

Menu.  The System Sick Bank Balance must be greater than zero. 

Refer to the Payroll System Operations Guide, Section I: Special Functions, Topic 3: 

Tax Tables/Withholding/Control Information Processing, Procedure B: 

Display/Update the Payroll Identification Record for instructions. 

 3  The employee’s class code must participate in sick bank.  The Payroll Class Code 

Leave Parameters for the employee’s class code must have Leave Type ‘A7’ checked, 

indicating that the class code participates in the sick bank. 

Refer to the Personnel System Operations Guide, Section E: Enhanced Substitute Pay 

and Employee Leave Processing, Topic 1: Leave Setup, Procedure C: Maintain 

Payroll Class Code Leave Parameters for instructions. 

 4  The employee must have used all of their available sick leave balance.  The ending 

balance for Leave Type ‘A1’ and ‘L1’, regular sick leave, must be zero before an 

employee is allowed to take sick bank time. 

 
5  The employee must have time available in their Sick Bank Balance.  The employee 

must have an ending balance greater than zero for Leave Type ‘A7’, sick bank leave. 

The PCGenesis system is designed so that a leave history adjustment to the 

employee’s sick bank balance (Leave Type ‘A7’) can be made for the amount of time 

that an individual employee has been approved for.  A leave history adjustment is the 

method used for advancing the sick bank time to the employee. 
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Procedure G:  Contributing Leave to the System Sick 

Bank 

Sick bank leave is defined as Leave Type ‘A7’.  Defining the ‘A7’ leave category is optional and is 

dependent on the school system’s leave policy.  When a school system offers a system sick bank, 

employees are typically given the choice of whether or not to participate in the system sick bank.  

Employees who have decided to participate in the system sick bank must have their Sick Bank flag set 

to a ‘Y’ on the Personnel Screen.  Also, the employee’s payroll class code must participate in Leave 

Type ‘A7’, sick bank.  The Payroll Class Code Leave Parameters for the employee’s class code must 

have Leave Type ‘A7’ checked, indicating that the class code participates in the sick bank. 

Typically, an employee who participates in the system sick bank is required to periodically donate some 

of their earned sick leave to the system sick bank.  In order to accomplish this, a Reason Code is set up 

under the sick leave category (Leave Type of ‘A1’ or ‘L1’) with the Sick bank contribution category 

option set to ‘Yes’.  This reason code is typically named ‘Sick Bank Contribution’.  In order to 

contribute to the system sick bank, sick leave would be taken from the employee using this sick leave 

reason code.  When the Post Leave Input Data option is executed, the system adds the sick leave taken 

from the employee to the system sick bank balance, and the employee’s sick leave balance is 

decremented.   The time available in the system sick bank is stored in the System Sick Bank Balance 

field on the Payroll Identification Record on the Tax/Withholding/Control Menu.   

Sick bank contributions are entered into the Current Leave Input File during the payroll cycle.  As the 

user prepares the payroll, leave data is entered into the system via the Input Employee Leave and 

Substitute Pay procedure or the Import Leave Data from CSV procedure.   

The most efficient method available for processing employees’ sick leave donations to the system sick 

bank is to create a .csv file for the Import Leave Input Data procedure.  Refer to Procedure B:  Import 

Leave Input Data From CSV, B1. Import File Layout in this document for the file layout of the import 

file.   

When the import procedure is run, PCGenesis validates the data in the import file first.  If the import 

data passes all validations, the user has the option of continuing the process or exiting so that the output 

reports can be reviewed.  If the user decides to finish processing, the import file is uploaded into 

PCGenesis and the Current Leave Input File is updated.  

If necessary, once the data is imported into the Current Leave Input File, the user is able to modify the 

imported data using the Input Employee Leave and Substitute Pay module.  The user is also able to 

verify the contents of the Current Leave Input File by running the various leave reports available within 

the Enhanced Substitute Pay and Employee Leave System.     

Refer to Procedure B:  Import Leave Input Data From CSV in this document for instructions on 

importing a .csv file for the Import Leave Input Data procedure. 

The following table summarizes the required steps for contributing sick leave to the system sick bank:    
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STEPS FOR CONTRIBUTING LEAVE TO THE SYSTEM SICK BANK 

  STEP ACTION 

 1  Obtain an initial .csv file which contains the employee number, SSN, name, last name, 

first name, middle name, work location code and description, and class code and 

description by using the Export Selected Payroll/Deduction/CPI Information 

procedure described in this section below.  This .csv file will be used as the starting 

point for creating a leave import file. 

 2  Make the appropriate adjustments to the Microsoft® Excel spreadsheet in order to create a 

.csv file for the Import Leave Input Data procedure.  Follow the steps provided in the 

procedure below. 

These adjustments may include but are not limited to formatting the columns’ widths, 

the addition and the deletion of certain columns and/or rows, moving column locations 

to comply with requesting entity’s requirements, and the manual entry of information 

not maintained in PCGenesis. 

Refer to Procedure B:  Import Leave Input Data From CSV, B1. Import File Layout in 

this document for the file layout of the leave import file. 

 3  Import the .csv file created in Step 2 into the Current Leave Input File by using the 

Import Leave Input Data procedure. 

Refer to Procedure B:  Import Leave Input Data From CSV in this document for 

instructions on importing a .csv file for the Import Leave Input Data procedure. 

 4  If necessary, once the data is imported into the Current Leave Input File, the user may 

modify the imported data using the Input Employee Leave and Substitute Pay module.  

The user should also verify the contents of the Current Leave Input File by running the 

various leave reports available within the Enhanced Substitute Pay and Employee 

Leave System. 
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Step Action 

1  Select  (F13 - Special Functions). 

The following screen displays: 

 

Step Action 

2  Select  (F8 - Payroll Export/Import Menu). 
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The following screen displays: 

 

Step Action 

3  Select  (F5 – Export Selected Payroll/Deduction/CPI Information). 

4  On the C:\ drive, create a folder entitled EXPORT, or verify the folder exists. 

 

  



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 127 of 147 

All Rights Reserved. 

The following screen displays: 

 

Step Action 

5  Enter C:\EXPORT\SickBankUpdate.CSV, in the Enter the Export file path and name 

field. 

PCGenesis allows entries other than C:\EXPORT\SickBankUpdate.CSV as long as the 

directory structure entered exists. 

In the case of duplicated filenames, PCGenesis replaces the previous file’s information 

with the most recently selected deduction and payroll information results. 

6  Select  (Enter) to continue. 

 

  



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 128 of 147 

All Rights Reserved. 

The following screen displays: 

  

 

 

Step Action 

7  To set specific search criteria:  Select  (F10 – Set filter condition).   

 

  

F10 – Set filter 

conditions 
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The following screen displays:  

 

Step Action 

8  On the Export Employee Master Data – Set Employee Selection Filter screen, make the 

appropriate selections and entries.  For example, set the Status parameter to ‘A’ in order to 

extract only active employees. 

Verify “Filter conditions set.” displays.  Selecting  (F16 – Exit) will return to the 

Export Selected Payroll/Deduction/CPI Information main screen. 
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The following screen displays:  

 

Step Action 

9  Export file type:  Select ‘E’ to create a .csv file for the Import Leave Input Data procedure.   

10  Select  (F4 – Select Pay Items), if payroll items are to be exported. 

NOTE:  Do NOT select  (Enter – Continue) at this point.  Select employee payroll 

items (F4 – Select Pay Items) first, before processing the export request. 
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The following screen displays when ‘E’ is entered in Step 9 for the Export file type: 

 

Step Action 

11  Enter X in the field to the right of the desired payroll items. 

In order to create a .csv file for the Import Leave Input Data procedure, enter X in the 

following fields: 

 LAST NAME 

 FIRST NAME 

 MIDDLE NAME 

 SICK BANK INDICATOR 

 WORK LOC 

 CLASS 

12  Select  (F7 – Return to Setup Export), or select  (Enter - Continue) to return to 

the Export Selected Payroll/Deduction/CPI Information main screen. 
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The following screen displays: 

 

NOTE:  PCGenesis displays the total number of employee payroll items selected. 

Step Action 

13  To define the sort order:  Select the  (Radio button) to the left of the desired Export sort 

order field. 

Regardless of the sort order selected, PCGenesis always exports the Name, SSN, and Employee 

Number fields. 

14  To define the amount format:  Select the  (Radio button) to the left of Include Decimal 

($10.00 = 10.00) format. 

15  To define the Social Security Number (SSN) format:  Select the  (Radio button) to the left 

of Alpha – 999-88-7777. 

16  To define the date format:  Select the  (Radio button) to the left of MM/DD/CCYY. 

17  Select  (Enter - Continue). 
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The following message box displays: 

 

Step Action 

18  
Select  to continue processing and to extract the payroll data. 

If the selected payroll data is incorrect or incomplete, select  to enter the correct 

information. 

“**Processing Request**” briefly displays. 

 

The following screen displays: 
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Step Action 

19  Screen-print or record the file name displayed and select Enter (Continue). 

The following screen displays: 

 

 

Step Action 

20  Select  (F16 - Exit) to return to the Payroll System – Special Functions Menu, or select 

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

21  Navigate to C:\EXPORT\SickBankUpdate.CSV. 
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The following window displays: 

 

Step Action 

22  Open the appropriate payroll/deduction/CPI information file.  Find the file 

C:\EXPORT\SickBankUpdate.CSV 
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The following window displays: 

 
 

Step Action 

23  Make the appropriate adjustments to the Microsoft® Excel spreadsheet in order to create a .csv 

file for the Import Leave Input Data procedure. 

These adjustments may include but are not limited to formatting the columns’ widths, the addition 

and the deletion of certain columns and/or rows, moving column locations to comply with 

requesting entity’s requirements, and the manual entry of information not maintained in 

PCGenesis. 

24  Sort the contents of the entire spreadsheet so that the rows of employees who do NOT participate 

in the Sick Bank are sorted together.   

Select Custom Sort from the Sort & Filter tab on the Microsoft Excel toolbar.  Set the sort 

options as illustrated below with the top level sort defined as the Sick Bank column (column G).  

Apply additional sorts, if desired. 
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The following screen displays: 

 

Step Action 

25  
Select   to complete the sort. 

 

  



PCGenesis Personnel System Operations Guide 

Georgia Department of Education 

April 4, 2018  9:09 AM  Page 138 of 147 

All Rights Reserved. 

The following screen displays: 

  

Step Action 

26  Delete all rows with Sick Bank (column G) equal to ‘N’. 
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The following screen displays: 

 

Step Action 

27  Delete the following columns: 

 Column B = SSN 

 Column C = Name 

 Column G = Sick Bank 

After deleting the 3 columns, the end results should be: 

 Column A = Empno 

 Column B = Last Name 

 Column C = First Name 

 Column D = Middle Name 

 Column E = Work LOC 

 Column F = Work LOC Desc 

 Column G = Class 

 Column H = Class Desc 
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The following screen displays: 

 
 

Step Action 

28  Insert a column in front of Empno called Record Type. 

After inserting a column, the end results should be: 

 Column A = Record Type 

 Column B = Empno 

 Column C = Last Name 

 Column D = First Name 

 Column E = Middle Name 

 Column F = Work LOC 

 Column G = Work LOC Desc 

 Column H = Class 

 Column I = Class Desc 
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Step Action 

29  Populate the Record Type (column A) with data. 

Enter the Record Type (column A) for all employees as ‘T’ for Time Record. 

Valid values for Record Type (column A):  T 

30  Move Class and Class Desc columns in front of Work LOC and Work LOC Desc columns. 

After moving columns, the end results should be: 

 Column A = Record Type 

 Column B = Empno 

 Column C = Last Name 

 Column D = First Name 

 Column E = Middle Name 

 Column F = Class 

 Column G = Class Desc 

 Column H = Work LOC 

 Column I = Work LOC Desc 

The following screen displays: 
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Step Action 

31  Add the following columns after Work LOC Desc (column I): 

 Column J = Leave Type 

 Column K = Reason Code 

 Column L = Starting Leave Date 

 Column M = Entry Type (H=Hrs D=Days) 

 Column N = Total Sick Leave Contribution Time 

 Column O = Memo 

 Column P = Substitute Flag (Y=Sub N=NoSub) 

The following screen displays: 

 
 

Step Action 

32  Populate the Leave Type (column J) with data. 

Enter the Leave Type (column J) for all employees as ‘A1’ (or ‘L1’, if applicable) for Paid Sick 

Leave.   

Valid values for Leave Type (column J):  A1 or L1 
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Step Action 

33  Populate the Reason Code (column K) with data. 

Enter the Reason Code (column K) for all employees with the Leave Reason Code defined as 

the Sick Bank Contribution Category on the Maintain Leave Reason Codes screen.  

Refer to the Personnel System Operations Guide, Section E: Enhanced Substitute Pay and 

Employee Leave Processing, Topic 1: Leave Setup, Procedure B: Maintain Leave Reason Codes 

for information about the Leave Reason Code categories. 

34  Populate the Starting Leave Date (column L) with data. 

Enter the Starting Leave Date (column L) for all employees with an appropriate date.     

Valid values for Starting Leave Date (column L):  Date in MM/DD/CCYY format. 

In order to avoid duplicate leave input errors for employees, use a Starting Leave Date which will 

not be used by absent employees.  For example, use a Saturday or Sunday date. 

35  Populate the Leave Entry Type (column M) with data. 

Enter the Leave Entry Type (column M) for all employees as ‘D’ if the sick time contribution is 

in days.  Enter the Leave Entry Type (column M) for all employees as ‘H’ if the sick time 

contribution is in hours.   

Valid values for Leave Entry Type (column M):  H or D 

Most school districts report leave data in days (‘D’). 

36  Populate the Total Sick Leave Contribution Time (column N) with data. 

Enter the Total Sick Leave Contribution Time (column N) for all employees.  This field 

contains the amount of sick leave time that the employee is donating to the system sick bank.  The 

amount of Total Sick Leave Contribution Time must be positive. 

37  Populate the Memo (column O) with data, if desired. 

The Memo field is optional.  Enter a Memo (column O) for all employees with a description of 

the sick leave contribution.   

38  Populate the Substitute Flag (column P) with data. 

Enter the Substitute Flag (column P) for all employees as ‘N’.  Substitute data is not valid for 

leave contributions to the system sick bank.   

Valid values for Substitute Flag (column P):  N 
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The following screen displays: 

 
The actual data values will be dependent on the school system’s parameters. 

Step Action 

39  Select File  Save As. 
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The following window displays: 

 

Step Action 

40  Select the Drop-Down Selection icon   in the Save as type field, and select CSV 

(Comma delimited) (*.csv). 

41  Verify the filename is C:\EXPORT\SICKBANKUPDATE.CSV. 
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The following window displays: 

 

Step Action 

42  Select  (Save). 

The following dialog box displays: 

 

Step Action 

43  Select  (Yes). 
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The following dialog box displays: 

 

Step Action 

44  Select  (Yes). 

45  Close Microsoft® Excel. 

The following dialog box displays: 

 

Step Action 

46  
Select  (Don’t Save). 

The appropriate steps to save the changes to the file have already been completed. 

47  Import the SickBankUpdate.csv file into the Current Leave Input File by using the Import 

Leave Input Data procedure. 

Refer to Procedure B:  Import Leave Input Data From CSV in this document for instructions on 

importing a .csv file for the Import Leave Input Data procedure. 

 


