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Overview 

Advancing leave:  Leave can be automatically advanced either monthly or annually based upon 

parameters for each Leave Type.  With the stroke of a key, leave can be advanced for all payroll classes 

automatically for a specific Leave Type based upon the Leave Advance Formulas determined during set 

up.  For example, if sick leave (leave type A1) is defined to advance leave based upon the employee’s 

number of contract months, running the job will advance all employees’ leave correctly based upon the 

Leave Advance Formulas. 

District procedures determine the timing of the Advance Leave procedure.  For example, if an employee 

is already at the maximum days allowed to accrue, in this example 60 days, and that employee uses two 

days during the month, the district policy determines whether or not that employee will earn additional 

days during the month, or if the days will be forfeited.  If the Advance Leave procedure is run at the 

beginning of the month, and the employee is already at the limit, the employee will lose the advanced 

days.  However, if the employee is allowed to take the two days of sick leave, and the Advance Leave 

procedure is run at the end of the month, after the leave is taken, the employee will be able to earn the 

leave advance since the employee’s balance was decremented by two days first. 

Advance at the beginning of the month: 

After advance: 60 days + 0 days (balance is capped) = 60 days 

Take leave:  60 days - 2 days (leave taken) = 58 days 

Ending balance =  58 days 

Advance at the end of the month: 

Take leave:    60 days - 2 days (leave taken) = 58 days 

After advance:   58 days + 1.25 days = 59.25 days 

Ending balance =  59.25 days 

Year-end and carry over processing:  With the stroke of a key, Year-End Rollover can be processed 

for all payroll classes automatically for a specific Leave Type based upon the Leave Advance Formulas 

determined during set up.  For example, the Leave Type determines if unused days/hours will be 

dropped or carried over and whether unused days are added to the sick leave balance.  The Leave 

Advance Formulas also determine the maximum number of days/hours which can be carried over to the 

new year based upon the employee’s number of contract months or service months. 

Recalculate Year-to-Date Leave on the Payroll Record:  The Recalculate Year-to-Date Leave on the 

Payroll Record procedure may be run on an ad-hoc basis, as necessary, in order to synchronize the 

contents of the Leave History File with the contents of the leave data in payroll. 
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Procedure A:  Advance Leave 

A leave advance can only be processed for leave types which track a leave balance and are set up with a 

leave advance formula.  If a leave type is not set up to have leave time advanced, the message “Leave 

Type is not set up for accrual” displays on the Advance Leave screen.   

Leave can be automatically advanced either on a monthly or annual basis based upon parameters defined 

for each leave type.  With the stroke of a key, leave can be advanced for all payroll classes automatically 

for a specific leave type based upon the leave advance formulas determined during set up.   

In order for leave to be advanced to active employees of a pay class, three conditions must be met:   

1) The leave type must be defined with a leave advance formula on the Maintain Leave Type 

Codes screen. 

2) The payroll class must participate in the leave type as defined on the Maintain Payroll 

Class Code Leave Parameters screen. 

3) The leave advance formulas must be defined for the payroll class code and the leave type 

on the Maintain Leave Advance Formulas screen. 

In the following example, leave type ‘A1’ is set up to advance leave based upon the employees’ 

Contract Months field, as shown below. 

 
Maintain Leave Type Codes 
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In this example, payroll class code ‘01’ participates in leave type ‘A1’, sick leave. 

 
Maintain Payroll Class Code Leave Parameters 

 

  

Payroll class code 
‘01’ participates in 
leave type ‘A1’, 
sick leave. 
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In our example, the leave advance parameters are based upon contract months.  The leave advance 

formulas are defined for leave type ‘A1’ and payroll class code ‘01’, as shown in the screen below.  In 

this example, ten (10), eleven (11), and twelve (12) month employees in payroll class code ‘01’ will all 

earn 1.25 days per month up to a maximum of 60 days.  Nine (09) month employees do not have a leave 

advance parameter defined for payroll class code ‘01’.  Therefore, if there are nine month employees in 

payroll class code ‘01’, these employees will not receive a sick leave advance.  

 
Maintain Leave Advance Formulas by Contract Months 

The advance procedure can be run in either trial mode or final mode.  When the advance procedure is 

run in trial mode, reports are produced so that the user can view results, but the Leave History File is not 

updated.  When the advance procedure is run in final mode, reports are produced so that the user can 

view results, and the Leave History File is updated.  Once the administrator verifies the leave advance 

calculations in trial mode, the advance process can be run in final mode to actually update the 

employee’s leave history.   

The Enhanced Substitute Pay and Employee Leave System also keeps track of time accumulated for 

Teacher’s Retirement System (TRS) Credits, leave type code ‘T1’.  TRS employees will accumulate 

TRS Credits (leave type code ‘T1’) when they have reached the maximum number of days to accrue for 

sick leave (leave type code ‘A1’) as defined on the Maintain Leave Advance Formulas screen.  In our 

example above, ten (10), eleven (11), and twelve (12) month employees in payroll class code ‘01’ are 

allowed to earn a maximum of 60 days of sick leave (leave type code ‘A1’).  Once the employee has 

accumulated 60 days of sick leave, the rest of their leave advance of 1.25 days will be accumulated as 

TRS Credits (leave type code ‘T1’) and their sick leave balance will be capped at 60 days.  The 

accumulation of TRS Credits occurs during the Advance Leave procedure. 
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It is possible to exempt individual employees within a payroll class from receiving a leave advance.  For 

example, this might be necessary if an employee is out on family medical leave and does not earn sick 

leave during that timeframe.  The Override Accrue? field is available on employees’ Display/Update 

Personnel Data screen, and indicates whether or not an employee should be exempt from the leave 

accrual. 

Valid values: Y = Yes, override leave accrual and do NOT advance leave 

  N = Accrue leave 

If the Override Accrue? field is ‘Y’ for an employee, the employee will NOT accrue leave for this 

leave advance cycle.   

When running the Advance Leave procedure, it is possible to reset employees’ Override Accrue? fields 

automatically.  If employees should start accruing leave again after this advance cycle, the user is able to 

reset the Override Accrue? fields to ‘N’ for all employees during the Advance Leave procedure.  This is 

accomplished by entering a ‘Y’ in the Turn Off Override Accrue switch: field when running the 

Advance Leave procedure. 

When running the Advance Leave procedure, the administrator also has the ability to override the leave 

advance based upon an employee’s Contract Months field.  For example, the administrator can turn off 

the leave advance for ten month employees when running the Advance Leave process in June and July 

by setting the Advance 10 month employees? field to ‘N’. 

The Advance Leave procedure accomplishes the following when executed in final mode: 

 Leave is advanced to employees based upon leave advance formulas on the Maintain Leave 

Advance Formulas screen, and the Override Accrue? exemption indicator on employees’ 

Display/Update Personnel Data screen.  The Leave History File is updated with the leave 

advance records. 

 For TRS employees:  Once the employee has accumulated the maximum number of days of sick 

leave they are allowed to accrue, the rest of their sick leave advance is accumulated as TRS 

Credits (leave type code ‘T1’) and their sick leave balance is capped.   

 For non-TRS employees:  Once the employee has accumulated the maximum number of days 

they are allowed to accrue, the rest of their leave advance is forfeited and their leave balance is 

capped.   

 The last month (MM) and year (CCYY) accrued indicators are updated on the Maintain Leave 

Type Codes screen. 

 If the Turn Off Override Accrue switch is set to ‘Y’ when running the Advance Leave 

procedure, employees’ Override Accrue? fields are reset to blanks or ‘N’. 

 The Leave Advance Report is produced. 
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A1. Advancing Leave 
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  (F10 – Advance Leave). 
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The following screen displays: 

 

Step Action 

5  Enter the leave type in the Leave type field. The Leave type must have a Leave Advance 

Formula of either Contract Months, Months of Service, or All Employees Accrue.  

The message “Leave Type is not set up for accrual” displays if the leave type is not set up to 

have leave time advanced.    

6  Enter an ‘N’ in the Undo last advance field. 

7  Select  (Enter) to continue. 
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If the Advance Formula is based on contract months, the following screen displays: 

 

If the Advance Formula is not based on contract months, the following screen displays: 
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Step Action 

8  Enter the month and year that the leave is being advanced for in the Accrual for:  Month 

and Year fields. 

When the Leave Advance procedure is run in final mode, the last month (MM) and year 

(CCYY) accrued indicators are updated on the Maintain Leave Type Codes screen for the 

Leave Type code processed. 

The memo field on the leave advance record will contain the description “MM/CCYY 

MONTHLY ADVANCE” or “MM/CCYY ANNUAL ADVANCE” where MM is the accrual 

month and CCYY is the accrual year defined in the Accrual for: Month and Year fields.  

9  Enter the date of the leave advance in the Advance date for leave history records: field.  

This date will populate the Leave Date field on the leave history record.   

Note:  The actual date that the Advance Leave program is run is stored in the Transaction 

Date field on the leave history record. 

10  To run in trial mode:  Enter ‘Y’ in the Trial mode to verify changes prior to updating 

field.  When the advance procedure is run in trial mode, reports are produced so that the 

user can view results, but the Leave History File is not updated. 

To run in final mode:  Enter ‘N’ in the Trial mode to verify changes prior to updating 

field.  When the advance procedure is run in final mode, reports are produced so that the 

user can view results, and the Leave History File is updated. 

11  In order to sort the Leave Advance Report by employee number, enter ‘1’ in the Sort mode 

for report: field. 

In order to sort the Leave Advance Report by employee name, enter ‘2’ in the Sort mode 

for report: field. 

12  To set the Override Accrue field to ‘N’ for employees:  Enter ‘Y’ in the Turn Off 

Override Accrue switch: field. 

To keep the Override Accrue field set to ‘Y’ for employees:  Enter ‘N’ in the Turn Off 

Override Accrue switch: field. 

The Override Accrue? field is available on employees’ Display/Update Personnel Data 

screen, and indicates whether or not an employee should be exempt from the leave accrual. 

Valid values: Y = Yes, override leave accrual and do NOT advance leave 

  N = Accrue leave 

If the Override Accrue? field is ‘Y’ for an employee, the employee will NOT accrue 

leave for this leave advance cycle.  However, if employees should start accruing leave after 

this cycle, the user is able to reset the Override Accrue? field for employees by entering a 

‘Y’ in the Turn Off Override Accrue switch: field. 

Refer to the Payroll System Operations Guide, Section B:  Payroll Update Processing, 

Topic 3: Update/Display Personnel Information for more information on the Override 

Accrue? field. 
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Step Action 

13  If the Leave Advance Formula for the Leave Type selected is ‘Contract Months’, the 

Advance 09 month employees? field displays. 

To advance 09 month contract employees:  Enter ‘Y’ in the Advance 09 month 

employees? field. 

To NOT advance 09 month contract employees:  Enter ‘N’ in the Advance 09 month 

employees? field. 

14  If the Leave Advance Formula for the Leave Type selected is ‘Contract Months’, the 

Advance 10 month employees? field displays. 

To advance 10 month contract employees:  Enter ‘Y’ in the Advance 10 month 

employees? field. 

To NOT advance 10 month contract employees:  Enter ‘N’ in the Advance 10 month 

employees? field. 

15  If the Leave Advance Formula for the Leave Type selected is ‘Contract Months’, the 

Advance 11 month employees? field displays. 

To advance 11 month contract employees:  Enter ‘Y’ in the Advance 11 month 

employees? field. 

To NOT advance 11 month contract employees:  Enter ‘N’ in the Advance 11 month 

employees? field. 

16  If the Leave Advance Formula for the Leave Type selected is ‘Contract Months’, the 

Advance 12 month employees? field displays. 

To advance 12 month contract employees:  Enter ‘Y’ in the Advance 12 month 

employees? field. 

To NOT advance 12 month contract employees:  Enter ‘N’ in the Advance 12 month 

employees? field. 

17  Select  (Enter - validate) to validate the record. 
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The following screen displays: 

  

 

Step Action 

18  Verify “Validation Successful – ENTER to continue.” displays, and select  (Enter) to 

continue. 

If the information is incorrect, select  (F16 – Exit without change) to make the 

appropriate modifications, and return to Step 8. 
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The following screen displays: 

  

Step Action 

19  
Verify “JOB COMPLETE” displays, and select Enter to continue to the Leave Update 

Menu screen. 
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The following screen displays: 

 
 

Step Action 

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

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

21  
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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A1.1 Leave Advance Report 
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A2. Undoing Leave Advance 

The user has the ability to undo the last leave advance, if necessary.  For example, this might be needed 

if leave was mistakenly advanced twice in a one-month period.  When running the Undo Leave Advance 

procedure, the user must enter the date of the original leave advance in the Advance date for leave 

history records: field.  The system will search for this date in the Leave Date field on the leave history 

advance records in order to determine which advance records to delete from the Leave History File. 

For example, if the user wants to undo the leave advance record shown below in the Adjust Leave 

History Balances screen, the Advance date for leave history records: field should be entered as 

06/30/2012 when running the Undo Leave Advance procedure. 

 
Adjust Leave History Balances - Leave Advance Record 

The undo advance procedure can be run in either trial mode or final mode.  When the undo advance 

procedure is run in trial mode, reports are produced so that the user can view results, but the Leave 

History File is not updated.  When the undo advance procedure is run in final mode, reports are 

produced so that the user can view results, and the Leave History File is updated.  Once the 

administrator verifies the undo leave advance calculations in trial mode, the undo advance process can 

be run in final mode to actually update the employee’s leave history.   

  

When running the Undo Leave Advance procedure, the user 
must enter the date of the original leave advance in the 
Advance date for leave history records: field. 
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The Undo Leave Advance procedure accomplishes the following when executed in final mode: 

 Any leave history advance records in the Leave History File which match the date entered in the 

Advance date for leave history records: field are deleted.  Only the leave advance records 

which match the Leave Type specified are deleted. 

 For Teacher’s Retirement System (TRS) employees:  If the sick leave advance (leave type ‘A1’) 

is processed, any leave history advance records for TRS Credits (leave type ‘T1’) in the Leave 

History File which match the date entered in the Advance date for leave history records: field 

are deleted.   

 The last month (MM) and year (CCYY) accrued indicators are updated on the Maintain Leave 

Type Codes screen. 

 The Undo Leave Advance Report is produced. 

 

 

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  (F10 – Advance Leave). 
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The following screen displays: 

 

Step Action 

5  Enter the leave type in the Leave type field. The Leave type must have a Leave Advance 

Formula of either Contract Months, Months of Service, or All Employees Accrue.  

The message “Leave Type is not set up for accrual” displays if the leave type is not set up to 

have leave time advanced.    

6  Enter a ‘Y’ in the Undo last advance field. 

7  Select  (Enter) to continue. 
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If the Advance Formula is based on contract months, the following screen displays:  

 

If the Advance Formula is not based on contract months, the following screen displays: 
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Step Action 

8  Enter the month and year that the leave advance is being undone for in the Accrual for:  

Month and Year fields. 

9  Enter the date of the original leave advance in the Advance date for leave history 

records: field.  In order to determine which advance records to delete from the Leave 

History File, the system will search for this date in the Leave Date field on the leave 

history advance records.   

10  To run in trial mode:  Enter ‘Y’ in the Trial mode to verify changes prior to updating 

field.  When the undo advance procedure is run in trial mode, reports are produced so that 

the user can view results, but the Leave History File is not updated. 

To run in final mode:  Enter ‘N’ in the Trial mode to verify changes prior to updating 

field.  When the undo advance procedure is run in final mode, reports are produced so that 

the user can view results, and the Leave History File is updated. 

11  Select  (Enter - validate) to validate the record. 
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The following screen displays: 

  

 

Step Action 

12  Verify “Validation Successful – ENTER to continue.” displays, and select  (Enter) to 

continue. 

If the information is incorrect, select  (F16 – Exit without change) to make the 

appropriate modifications, and return to Step 8. 
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The following screen displays: 

  

Step Action 

13  
Verify “JOB COMPLETE” displays, and select Enter to continue to the Leave Update 

Menu screen. 
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The following screen displays: 

 
 

Step Action 

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

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

15  
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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A2.1 Undo Leave Advance Report 
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Procedure B:  Plan Year Rollover Processing 

The plan year rollover must be run for ALL leave types once a year.  The main purpose of the plan year 

rollover is to increment the Plan Year on the Maintain Leave Type Codes screen.  Once the Plan Year 

field changes, all subsequent records written to the Leave History File will be for the new plan year, 

including the beginning balance record for leave types which carry over a leave balance to the new plan 

year.  Also, once the Plan Year field changes, all subsequent leave taken will be logged into the new 

plan year.  The plan year rollover should be run at the beginning of the month designated as the Plan 

start month on the Maintain Leave Type Codes screen.   

A beginning balance record can only be generated for leave types which track a leave balance and are 

set up with leave advance formulas.  In order to generate a beginning balance for the new plan year for 

active employees of a pay class, three conditions must be met:   

1) The leave type must be defined to carryover unused days on the Maintain Leave Type 

Codes screen. 

2) The payroll class must participate in the leave type as defined on the Maintain Payroll 

Class Code Leave Parameters screen. 

3) The leave advance formulas must define the maximum days to carryover for the payroll 

class code and the leave type on the Maintain Leave Advance Formulas screen. 

In the following example, leave type ‘A1’ is set up to carryover unused days and to check leave 

balances, as shown below. 

 
Maintain Leave Type Codes 

  

After the plan year 
rollover, the Plan 
year will be 
incremented by 
one. 
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In this example, payroll class code ‘01’ participates in leave type ‘A1’, sick leave. 

 
Maintain Payroll Class Code Leave Parameters 

 

  

Payroll class code 
‘01’ participates in 
leave type ‘A1’, 
sick leave. 
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In our example, the leave advance parameters are based upon contract months.  The leave advance 

formulas are defined for leave type ‘A1’ and payroll class code ‘01’, as shown in the screen below.  In 

this example, ten (10), eleven (11), and twelve (12) month employees in payroll class code ‘01’ will all 

carryover a maximum of 60 days to the new plan year.  Nine (09) month employees do not have a leave 

advance parameter defined for payroll class code ‘01’.  Therefore, if there are nine month employees in 

payroll class code ‘01’, these employees will carry over their entire sick leave balance to the new year.  

 
Maintain Leave Advance Formulas by Contract Months 

The rollover procedure can be run in either trial mode or final mode.  When the rollover procedure is run 

in trial mode, reports are produced so that the user can view results, but the Leave History File is not 

updated.  When the rollover procedure is run in final mode, reports are produced so that the user can 

view results, and the Leave History File is updated.  Once the administrator verifies the leave rollover 

calculations in trial mode, the rollover process can be run in final mode to actually update the 

employee’s leave history.   

The Enhanced Substitute Pay and Employee Leave System also keeps track of time accumulated for 

Teacher’s Retirement System (TRS) Credits, leave type code ‘T1’.  TRS employees will accumulate 

TRS Credits (leave type code ‘T1’) when they have reached the maximum number of days to carry over 

for sick leave (leave type code ‘A1’) as defined on the Maintain Leave Advance Formulas screen.  In 

our example above, ten (10), eleven (11), and twelve (12) month employees in payroll class code ‘01’ 

are allowed to carry over a maximum of 60 days of sick leave (leave type code ‘A1’).  If an employee 

has accumulated more than 60 days of sick leave, their leave balance will be capped at 60 days and the 

excess days will be accumulated as TRS Credits (leave type code ‘T1’).  The accumulation of TRS 

Credits occurs during the Plan Year Rollover procedure. 
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Leave types may also be defined to add unused days to sick at year-end on the Maintain Leave Type 

Codes screen.  If a leave type, other than sick leave, is defined to add the unused days to the sick leave 

balance during the Plan Year Rollover procedure, that leave type’s balance will be added to the sick 

leave balance in order to create the sick leave beginning balance for the new plan year.  This may be 

applicable, for instance, if an employee’s unused vacation days are allowed to be carried over to the new 

plan year as part of the sick leave beginning balance. 

The Plan Year Rollover procedure accomplishes the following when executed in final mode: 

 Leave is carried over to the new plan year based upon leave advance formulas on the Maintain 

Leave Advance Formulas screen.  The Leave History File is updated with the beginning balance 

records. 

 Recalculate paycheck leave data on the Payroll Record:  The current and year-to-date used fields 

are cleared and, when applicable, the leave balance fields are updated with the new beginning 

balance. 

 For TRS employees:  If the employee has accumulated more than the maximum number of days 

of sick leave that they are allowed to carry over, the excess of their sick leave is accumulated as 

TRS Credits (leave type code ‘T1’) and their sick leave balance is capped.   

 For non-TRS employees:  If the employee has accumulated more than the maximum number of 

days of sick leave that they are allowed to carry over, the rest of their leave balance is forfeited 

and their leave balance is capped.   

 The Plan Year is incremented by one on the Maintain Leave Type Codes screen. 

 The date is stamped in the Last rollover date field on the Maintain Leave Type Codes screen. 

 The Plan Year Rollover Report is produced. 
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B1. Plan Year Rollover 
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  (F11 – Plan Year Rollover Processing). 
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The following screen displays: 

 

Step Action 

5  Enter the date of the plan year rollover in the Rollover date for leave history records: field.  

This date will populate the Leave Date field on the leave history records for beginning 

balances.   

Note:  The actual date that the Rollover Plan Year program is run is stored in the 

Transaction Date field on the leave history record. 

6  To run in trial mode:  Enter ‘Y’ in the Trial mode to verify changes prior to updating 

field.  When the rollover procedure is run in trial mode, reports are produced so that the user 

can view results, but the Leave History File is not updated. 

To run in final mode:  Enter ‘N’ in the Trial mode to verify changes prior to updating 

field.  When the rollover procedure is run in final mode, reports are produced so that the user 

can view results, and the Leave History File is updated. 

7  Enter the sort for the report in the Sort mode for report: field.   

Valid Values: 

1 – Sort by employee number 

2 – Sort by employee name   
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Step Action 

8  Select at least one leave type for rollover processing.  In order to select a leave type for 

rollover processing, select the selection box to the left of the desired leave type. 

When selected, the selection box displays to indicate the leave type is selected for 

rollover processing. 

Note:  In order to start a new plan year with zeroes in the year-to-date leave taken fields, the 

leave type must be rolled over to the new plan year.  This causes the Plan Year to be 

incremented by one on Maintain Leave Type Codes screen.  The rollover must be processed 

for all leave types whether or not the leave balance is being carried over to the new plan 

year. 

9  Select  (Enter) to continue. 

The following screen displays: 

 

Step Action 

10  Select  (Enter - process) to confirm the rollover selections and to run the rollover 

process.  

If the information is incorrect, select  (F16 – Re-Enter) to make the appropriate 

modifications, and return to Step 5. 
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The following screen displays: 

  

Step Action 

11  
Verify “JOB COMPLETE” displays, and select Enter to continue to the Leave Update 

Menu screen. 
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The following screen displays: 

 
 

Step Action 

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

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

13  
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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B1.1 Plan Year Rollover Report 
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Procedure C:  Recalculate Year-to-Date Leave on the 

Payroll Record 

The Recalculate Year-to-Date Leave on the Payroll Record procedure may be run on an ad-hoc basis, as 

necessary, in order to synchronize the contents of the Leave History File with the contents of the leave 

data in payroll. 

The Leave History File should contain exactly the same data as the year-to-date and balance data for 

leave in payroll, but it might be possible for the payroll fields to become out of sync with leave history.  

When this occurs, a utility is available which will recalculate the payroll leave fields based upon the 

contents of the Leave History File.  For example, the Recalculate Year-to-Date Leave on the Payroll 

Record procedure should be run if an employee complains that their paycheck stub does not reflect their 

correct leave balances, and yet the employee’s balances are correct in the Enhanced Substitute Pay and 

Employee Leave System.   

As shown in the example below, the total year-to-date leave taken and ending balances shown on the 

Display Employee Leave Balances screen in the Enhanced Substitute Pay and Employee Leave System 

should match the leave data on the Update/Display Balance and YTD Leave Data screen in the payroll 

system. 

 
Display Employee Leave Balances 
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Update/Display Balance and YTD Leave Data from Payroll 

The Recalculate Year-to-Date Leave on the Payroll Record procedure can be run for one employee or 

for all active payroll employees.  Also, an option is available to clear the current leave amounts in 

payroll when running the recalculate procedure.    

The Recalculate Year-to-Date Leave on the Payroll Record procedure accomplishes the following: 

 Recalculate paycheck leave data on the Payroll Record:  The current leave fields are cleared 

when the option is selected.  Otherwise, the current leave fields are not affected.   

 Recalculate paycheck leave data on the Payroll Record:  The year-to-date used fields and, when 

applicable, the leave balance fields are updated according to the contents of the Leave History 

File. 

In conclusion, the Recalculate Year-to-Date Leave on the Payroll Record procedure will recalculate the 

payroll leave fields based upon the contents of the Leave History File, if it is necessary to synchronize 

the two sets of leave data. 
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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  (F21 – Recalculate Year-to-Date Leave on Payroll Record). 
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The following screen displays: 

 

Step Action 

5  For an individual employee’s information:  Enter the employee’s number in the 

Employee Number field. 

Select F15 (Find Employee) to access the “Recalculate Year-to-Date Leave on Payroll 

Record – Select Employee” screen.  If the employee number is unknown, enter the 

employee’s complete or partial name in the Name field, or Social Security Number in the 

field, and select Enter.  Entering a complete or partial name in the Name field displays the 

results most closely matching the search criteria entered.  Select  (Enter) or select the 

Function key corresponding to the employee’s record, and select  (Enter). 

For all employees’ information:  Leave the Employee Number field blank. 

6  To clear Current leave totals:  Enter ‘Y’ in the Clear current leave field.  Entering a ‘Y’ 

will cause all current leave amounts to be cleared on the payroll leave fields. 

To keep Current leave totals:  Enter ‘N’ in the Clear current leave field.  Entering an ‘N’ 

will cause all current leave amounts to not be changed on the payroll leave fields. 

7  Select Enter once. 
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The following screen displays: 

 

Step Action 

8  Verify the screen’s entries are correct, and select Enter once in response to the “** IS THE 

ABOVE DATA CORRECT? **” message. 

If the information is incorrect, select F16, make the appropriate modifications, and select 

Enter. 

** Processing Request ** briefly displays. 
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The following screen displays: 

 

Step Action 

9  For additional employee updates:  Repeat this procedure beginning at Step 5. 

To exit the procedure:  Select F16 (Exit Program). 
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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. 

 

 


