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PCGenesis Personnel System Operations Guide

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 Al) 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

PCGenesis Personnel System Operations Guide

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 ‘Al’ is set up to advance leave based upon the employees’

Contract Months field, as shown below.

at

Carnyover unused days

Clear Staff Dev  Yes
accounts for subs? & Mo

CPI category

Default leave input
in hours or days?

" Hours
' Days

Maximum days allowed to take for plan year
Hinimum day allowed to take
Day increment for time off requests

E] PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WHITE_ = | B | S
- -
Haintain Leave Type Codes LUT@18a

Leave Type A1 Paid sick Plan start month 7 {HH) Plan year 2815 (CCYY)

Desc SICK LEAVE Memo 1
Short desc SICK Memo 2
-- - Accrual Parameters ---- - --

Drop unused days  Drop unused days At year-end, add unused days © Yes

S O

- Leave Parameters

* Sick
" Wacation

" Staff development

" Other

Allow balance to go negative?

Enter in days

.2588

.2588

to sick? & Mo

#” Leave advance formula & Conbtract months Length of service based on ( Original hire date
< " Monthe of service " Rehire date
N " All employees accru (" State years experience
\ " No accrual " Local years experience
* Mot applicable
Advance Schedule  Annually
* Monthly Last mofyear accrued 12 7 2814
" Mot applicable Last rollover date /152014

How much to take ¢ Unlimited
{* Check leave balance
" Check max to take

* Yes
" Mo

(Enter if "Check max to take' selected)

{Enter as days or fraction of day)

ENTEW F1 |:> F2<::I

FSE

14.83.688

Fis<::|

Maintain Leave Type Codes
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PCGenesis Personnel System Operations Guide

In this example, payroll class code ‘01’ participates in leave type ‘Al’, sick leave.

B PCGDist=8991 Rel=12.02.00 08/23/2012 DODO0L  CADEYSYS C:\SECOND - = x|
Haintain Payroll Class Code Leawe Parameters LUT 8288

Payroll Class Code: B1 CLASSROOH TEACHERS

Substitute object code 11388

Substitute process type Db Req Daily w/Pension and Taxes
Hourly or daily rates? b {H=hourly, D=daily}
Pay
Rate  Type
Substitute rank 1 - Certified 73.0800 488 certified college rate
Substitute rank 2 - College Degree 68.080 461 college pay rate
Substitute rank 3 - Associates Degree 63.08088 482 associate degree pay rate
Substitute rank % - High School Degree G8.808A 483 high school degree rate
Substitute rank 5 - Other 175.928 464 other pay rates
Payroll class code Select at least one leave type for the class code:

A1 SICK LEAVE

A2 OTHER MON-DEDUCTIBLE
A3 LEAVE WITHOUT PAY
ANNUAL DAYS

A6 STAFF DEVELOPHENT

‘01’ participates in
leave type ‘Al’,
sick leave.

KUK EA R
=
VI

A7 SICK BAHK

E'"EV FiE:>|r2<::| e @ ru FS FS I | re = Fs, FiOY FnE' F12E| e nsQ 12.83.00
Fisﬁ F17EI;’ mm‘ Help

Maintain Payroll Class Code Leave Parameters
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PCGenesis Personnel System Operations Guide

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.

B PCGDist=8991 Rel=12.02.00 08,22/2012 DODO01  C:\DE¥SYS C:\SECOND = x|
Maintain Leave Advance Formulas LUTB83 08
Payroll Class Code: 81 CLASSROOM TEACHERS Last mo/year accrued: 86 / 2812
| B A SIGE LEAUF
Advance formula: Contract months Length of service based on: Hot applicable
Advance schedule: Monthly Carryover option: Carryover unused days
Contract Mos Days Max Days Max Days
or Service Mos +to Advance to Accrue  to Carryover Description
ADU 881 18 1.2588 608.686888 608.686888 18 HMONTH EMPLOYEES
ADU @82 11 1.2588 608.686888 608.686888 11 HMOWTH EMPLOYEES
ADU 683 12 1.2588 608.686888 608.686888 12 HMONWTH EMPLOYEES
ADU B84
ADU @85
ADU B86
ENTW F|E> F2<::I FBE F‘f Fs Fs F? F3 u F& ’ F10Y FnE' F12E| F|5& 12.93.00
F16<::| FI?E} Fiém HBID

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 ‘Al’) 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 ‘Al’). 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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PCGenesis Personnel System Operations Guide

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:

e 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.

e 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.

e 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.

e The last month (MM) and year (CCY'Y) accrued indicators are updated on the Maintain Leave
Type Codes screen.

e |f 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’.

e The Leave Advance Report is produced.
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PCGenesis Personnel System Operations Guide

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

The following screen displays:

B PCGDist=2991 Rel=1502.00 07/13/2015 PCWO002 SV CADEVSY ASECOND WHI E=REeax
————————————————
Personnel System PERHENU
FKey Master HMenu

-- Personnel Update Menu

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

-- Salary Projection Menu
-- Special Functions Menu

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

-- File Reorganization

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

e | 5 | MriSy | AN | MEND

Step  Action
2 Select 4| (F4 — Enhanced Substitute Pay and Leave System Menu).
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCG Dist=8991 Rel=12.02.00 08/21/2012 DOD 001 C:hDEYSYS C:hSECOND _IEILI
Personnel System PERO3P
FKey Enhanced Substitute Pay and Leave System

1 | -- Leave Setup Menu

2 | -- Leave Update Menu

3 | -- Leave Reports Menu

4 | -- Leave History Menu
Master Userlidl 12.01.00
| 15 | Mrizp | RAY | YEND

Step  Action
3 Select —2_| (F2 — Leave Update Menu).
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 CA\DEYSYS C:hSECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

Input Employee Leave and Substitute Pay
Import Leave Input Data from C5V
Post Leave Input Data

Display Gross Data
Display Leave YTD\Balance Paycheck Data

Advance Leave
Plan Year Rollover Processing

Load Employee Leave History from Payroll Leave Records
Recalculate Yearto-Date Leave on Payroll Record

BE EE kb kREZ

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select 101 (F10 — Advance Leave).
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The following screen displays:

PCGenesis Personnel System Operations Guide

B pPCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 C:\DEYSYS C:\SECOND _Iﬁllﬂ
Advance Leave and Post LvuBz 60
Enter the Leave Type Code you wish to process:
Leave Type: _
Undo last advance? H
Valid Type Codes: A1 = Paid sick
A2 = Other
A3 = Unpaid leawve
AS = Paid vacation
A6 = Approved professional (staff development)
A7 = Sick bank
L1 = Secondary paid sick
L2 = Secondary other
L3 = Secondary unpaid leave
L% = Secondary paid vacation
L6 = Secondary approved professional (staff development)
Enter=Continue, F16=Exit
EN“V F& u Fisa 12-‘]3-‘]‘3
FIS« Help
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.

! Select E (Enter) to continue.
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PCGenesis Personnel System Operations Guide

If the Advance Formula is based on contract months, the following screen displays:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 C:\DEYSYS C:'\SECOND = IE’IEI
Advance Leave and Post LvuBz 60
Leave Type A1 SICK LEAVE Last rollover date Plan year 2813
Start month 67
Advance formula: Contract months Length of service based on: Hot applicable
Advance schedule: Honthly

Last mofyear accrued: A6 /F 2812

Accrual for: Month 7 Year 20812

fAdvance date for leave history records: _7/781/2812 HW/DD/CCYY

|==

Trial mode to verify changes prior to updating?

Sort mode for report:

| =k
-

By employee number
By employee name

Turn OFf Override Accrue switch?

Advance A9 month employees?
Advance 18 month employees?
Advance 11 month employees?
Advance 12 month employees?

[=C |=C [=C |

:NI:.V - = F‘SQ 12.83.688
FIS« Help

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

= PCGDist=8991 Rel=12.02.00 08,21/201Z DODO001 C:\DEYSYS C:\SECOND _ = x|
Advance Leave and Post Lyue3ea
Leave Type A5 AMHUAL DAYS Last rollover date Plan year 2813
Start month 67
Advance formula: Honths of service Length of service based on: Rehire date
Advance schedule: Annually

Last mofyear accrued: B0 F 08888

Accrual for: Month 7_ Year 2812

fAdvance date for leave history records: _7/81/2812 HH/DDACCYY

Trial mode to verify changes prior to updating? ¥
Sort mode for report: 1 1 = By employee number
2 = By employee name
Turn OFf Override Accrue switch? H
"4 | el 12.03.00
1 Help
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PCGenesis Personnel System Operations Guide

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 runin 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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PCGenesis Personnel System Operations Guide

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 E (Enter - validate) to validate the record.
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 C:\DEYSYS C:\SECOND _IEIEI
Advance Leave and Post Luue3ee
Leave Type A1 SICK LEAVE Last rollover date Plan year 2813
Start month 67
Advance formula: Contract months Length of service based on: Hot applicable
Advance schedule: Honthly TRIAL HMODE

Last mofyear accrued: 86 / 2812

Accrual for: Honth 67 VYear 2812

Advance date for leave history records: 7/31/2812 MH/DD/CCYY

Trial mode to verify changes prior to updating? ¥

Y

Sort mode for report: 1 By employee number

By employee name

-=

Turn Off Override Accrue switch?

Advance 89 month employees?
Advance 18 month employees?
Advance 11 month employees?
fAdvance 12 month employees?

= =C =C =C

Yalidation Successful —- EMTER to é;;:;;:;~i:>
El

F& Flsa 12.83.00

F1s« Help

Step Action

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

If the information is incorrect, select rie (F16 — Exit without change) to make the
appropriate modifications, and return to Step 8.
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 C:\DEYSYS C:\SECOND

=1=1x]

LuuB3ee
Advance Leave and Post

JOB COMPLETE - TRIAL MODE
CHECK PRINT QUEUE ANMD REVIEW REPORT.

Press ENTER to continue

Step  Action

19 Verify “JOB COMPLETE” displays, and select Enter to continue to the Leave Update
Menu screen.
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 CA\DEYSYS C:hSECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- Post Leave Input Data

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

- Advance Leave
- Plan Year Rollover Processing

- Load Employee Leave History from Payroll Leave Records
- Recalculate Yearto-Date Leave on Payroll Record

e EE kb EREi

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step Action

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

21 Le'=,
To print the report via the Ugueue Print Manager: Select Il_él (Ugqueue).

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

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

Al.1 Leave Advance Report

REPORT ID:
REPORT DATE:

LVO0300

LOVINCE FORMULL: Contract momths
LTWANCE DATE: 07/01/201¢

EMENO

087853

peagvze

022464

DB&424

oBeaz4

DBE 36

DE8T1ES

088383

pgTaze

085388

088072

087833

087807

0gT343

088367

DB7558

085236

087204

DEE3el

087161

088353

LE4EY, LE4NARDO
EDSISON, ISSIEH
LGSTLERE, JOSTE
LTSSWORTH, COSHELL
LTSSWORTH, HASTER
LL3CER, DUATI
BL4EECHT, CH4FELLE
LT4EECHT, KE4NITH
LL3ZRD, ERSCE
ENTERS, AUTUSTINE
LNSEEW, JESLENE
BPELEGATE, SHEQUANA
BRZENAULT, ELZTH
LVZLOS, AZZLEE
LYZES, VIZENTE
BA3N, FRIDERIC
BASFIELD, JOSEFINE
BASGETT, DASN
BASON, MISCEEL
BAAON, YESETTE

BASTH, EREN

01/25/2016 05:27:19

1ELAVE ADVEANCE FOR: MONTH 07 YEAR 201&

Al: PAID SICK

LENGTH QF SERVICE ERSED ON: Mot applicable

LOWINCE 5 MO: ¥

CLASS

04

13

13

03

04

03

0&

03

0&

03

0&

03

13

03

04

04

03

03

03

03

PLAN

YELR

201e

201e

201e

201e

201l

201e

201e

201e

201le

201l

201e

201e

201e

201le

201e

201e

201e

201e

201e

201e

201e

FINAL MOOE
10 Ma: ¥ 11 M3: ¥ 12 M0:- ¥

CONTHMDS ORTIGINAL
HRS,/DRY SRVC MO BASED ON DATE BLLANCE
8_000 o1o 23 _0000
8. 000 oLo 22 0000
7. 000 o1a 23 0000
8_000 o1 12 5000
g2.000 EESET OVEERIDE RCCRUE SWITCH IO
8_000 o1o 33 _2500
5. 000 oLo 350000
8_000 o1o 30 0000
5. 000 oLo 1€ .5000
g2.000 ol0 52 .0000
5_000 o1 26 _5000
2. 000 oLl0 46 0000
8_000 o1o 41 _5000
2. 000 olz 140000
a8_000 o1a 13 5000
8_000 o1 27 2500
2. 000 oLl0 15.0000
8_000 o1o 57 5000
8. 000 oLo 20 .0000
8_000 o1o 1€ _0000
8_000 o1 52 7500
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PLEN YEARR:

DALCE

201¢

1

ADVANCE SCHEDULE: Annually

LOWANCE UNITS: DRYS

LDVRENCED

TIME

12 5000

1z 5000

12 5000

12 5000

12 5000

1z 5000

12 5000

1Z 5000

5.5000

12 5000

11.5000

12 5000

15.0000

12 5000

12 5000

125000

0._0000

1z 5000

12 5000

4 7500

BATINCE

35 _5000

345000

35 5000

25_0000

45 _7500

51.5000

42 5000

250000

S7.5000

33 _0000

57.5000

54 _0000

250000

2&_0000

39 _7500

27 .5000

57 5000

3z .5000

28 _5000

57 5000

CEEDITS

7.0000

1. 0000

125000

T_T7500
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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.

B PCGDist=8991 Rel=12.02.00 08/23/2012 DODOO1 C:ADEYSYS C:\SECOND —|=] x|
Adjust Leave History Balances LUH@188

Emp no: 88175 AD20CK, AL20MZO
Status: A -- Active Pay loc: 188 Location @@8188 Class: 2 TEACHER AIDES
SSH: 999-88-8175 Work loc: 186 Location @66168 Job: 15 TEACHER AIDE SPECI
Leave type: A1 SICK LEAVE Plan year: 2812
Leave reason: B8 SICK LEAVE Input units: DAYS

——> Leave date: 6/308/2812 Payroll year: 12 Contract mos: 1@
Transaction date: 8/21/2812 Payroll qtr: 2 Honths of service:

Payroll period:
Hrs/Day: 7.508 Advance days: 1.2588 -or- Advance hours: 9.3758

Memo 8672812 MONTHLY ADUANCE

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.

EN":W Flpﬁle‘% F3§|FH|F5‘FS‘F7 Fi u F3 I FIOT FnE' F|2E By AL FISQ 12.63.80
F16<::| FI7E;)| ns‘ﬁ_ﬁf rzof'if.;z ':203'9: :zogllr_‘f Help

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.

Georgia Department of Education
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The Undo Leave Advance procedure accomplishes the following when executed in final mode:

e 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.

e For Teacher’s Retirement System (TRS) employees: If the sick leave advance (leave type ‘Al’)
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.

e The last month (MM) and year (CCY') accrued indicators are updated on the Maintain Leave
Type Codes screen.

e The Undo Leave Advance Report is produced.

& — — r—
1 PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CE]!!E&! CASECOND wﬁi-
Personnel System PERHEHNU
FKey Master HMenu

-- Personnel Update Menu

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

-- Salary Projection Menu
-- Special Functions Menu

1
4
5|
86|
11 | -- Employee Contract File Export
12 |
13 |
0 |

20 | -- File Reorganization

el bo| | | | | | [ | [ | | | [ | | 15.62.60

A 5 | MriSy | RO | MEND

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

B PCG Dist=8991 Rel=12.02.00 08/21/2012 DOD 001 C:hDEYSYS C:hSECOND _IEILI
Personnel System PERO3P
FKey Enhanced Substitute Pay and Leave System

1 | -- Leave Setup Menu

2 | -- Leave Update Menu

3 | -- Leave Reports Menu

4 | -- Leave History Menu
Master Userlidl 12.01.00
| 15 | Mrizp | RAY | YEND

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

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 CA\DEYSYS C:hSECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

Input Employee Leave and Substitute Pay
Import Leave Input Data from C5V
Post Leave Input Data

Display Gross Data
Display Leave YTD\Balance Paycheck Data

Advance Leave
Plan Year Rollover Processing

Load Employee Leave History from Payroll Leave Records
Recalculate Yearto-Date Leave on Payroll Record

BE EE kb kREZ

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select 101 (F10 — Advance Leave).
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PCGenesis Personnel System Operations Guide

B pPCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 C:\DEYSYS C:\SECOND _Iﬁllﬂ
Advance Leave and Post LvuBz 60
Enter the Leave Type Code you wish to process:
Leave Type: _
Undo last advance? H
Valid Type Codes: A1 = Paid sick
A2 = Other
A3 = Unpaid leawve
AS = Paid vacation
A6 = Approved professional (staff development)
A7 = Sick bank
L1 = Secondary paid sick
L2 = Secondary other
L3 = Secondary unpaid leave
L% = Secondary paid vacation
L6 = Secondary approved professional (staff development)
Enter=Continue, F16=Exit
EN“V F& u Fisa 12-‘]3-‘]‘3
FIS« Help
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.

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

B PCGDist=8991 Rel=12.02.00 08/22,2012 DOD 001 C:\DEYSYS C:\SECOND = IE’IEI
Advance Leave and Post [RUIEET:)
Undo Advance
Leave Type A1 SICK LEAVE Last rollover date Plan year 2813
Start month 67
Advance formula: Contract months Length of service based on: Hot applicable
Advance schedule: Honthly

Last mofyear accrued: 67 /f 2812

Accrual for: Month B Year 20812

fAdvance date for leave history records: _8/781/2812 HW/DD/CCYY
{For UNDO function, enter the leave date on the ADUANCE record.)

Trial mode to verify changes prior to updating? ¥

:NI:.V - = F‘SQ 12.83.688
FIS« Help

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

= PCGDist=8991 Rel=12.02.00 08/22/2012 DODO001 C:\DEYSYS C:\SECOND _ = x|
Advance Leave and Post Lyue3ea
Undo Advance
Leave Type A5 AMHUAL DAYS Last rollover date Plan year 2813
Start month 67
Advance formula: Honths of service Length of service based on: Rehire date
Advance schedule: Annually

Last mofyear accrued: B0 F 08888
Accrual for: Month 7_ Year 2812
fAdvance date for leave history records: _7/31/2812 HMMSDDACCYY

{For UNDO function, enter the leave date on the ADVAMCE record.)

Trial mode to verify changes prior to updating? ¥

EN“V Fa u Fisa 12.83.08
Fish Help
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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 runin 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.
EMTER
1 Select j (Enter - validate) to validate the record.
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The following screen displays:

B pCGDist=8991 Rel=12.02.00 08/22/2012 DOD 001 C:\DEYSYS C:\SECOND _IEIEI
Advance Leave and Post Luwe3en
Undo_Advance
Leave Type A1 SICK LEAVE Last rollover date Plan year 2813
Start month 67
Advance formula: Contract months Length of service based on: Hot applicable
Advance schedule: Honthly TRIAL HMODE

Last mofyear accrued: @7 J 2812
Accrual for: HMonth B7 Year 2012
Advance date for leave history records: 7/31/2812 MH/DD/CCYY

(For UNDO function, enter the leave date on the ADUANCE record.)

Trial mode to verify changes prior to updating? ¥

Yalidation Successful —- EMTER to é;;:;;:;~i:>
El

F& Flsa 12.83.00

F1s« Help

Step Action

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

continue.

If the information is incorrect, select re< (F16 — Exit without change) to make the
appropriate modifications, and return to Step 8.
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The following screen displays:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 C:\DEYSYS C:\SECOND

=1=1x]

LuuB3ee
Advance Leave and Post

JOB COMPLETE - TRIAL MODE
CHECK PRINT QUEUE ANMD REVIEW REPORT.

Press ENTER to continue

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:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 CA\DEYSYS C:hSECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- Post Leave Input Data

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

- Advance Leave
- Plan Year Rollover Processing

- Load Employee Leave History from Payroll Leave Records
- Recalculate Yearto-Date Leave on Payroll Record

e EE kb EREi

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step Action

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

15 Le'=,
To print the report via the Ugueue Print Manager: Select Il_él (Ugqueue).

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

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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A2.1 Undo Leave Advance Report

BEPORT ID: LWVUO30OD UNDO LELVE FOR: MONTH 07 YEARR 2018 DALCE 1
REPORT DRTE: 01/23/201€ 05:30:55 Al: PRID SICKE DLAN YEAR: 20l
LDVANCE FORMULL: Contract months LENGTH OF SEEVICE EBASED ON: Not applicable LDVANCE SCHEDULE: Annually
AIWARNCE DATE: 07/01/201& FINAL MODE ADVANCE UNITS: DAYS
ATWANCE 5 MO: ¥ 10 MO: ¥ 11 MO: ¥ 1z MO: ¥
PLLN CONTHOS ORIGINAL LADVRENCED HEW
EMEND HEME CLASS YEAR  HRS/DAY SEVC MO BASED ON DATE BALANCE TIME BALLNCE CREDITS
08€314 [DETNY, CHVNCE 03 201e 8_000 34 7500 12 _5000- 22 2500
086317 RU4IN, SRADY 03 201e 8_000 36 _T500 12 _5000- 24 2500
08€322 BOTCHRRD, EUTENIO 03 201e 8_000 25_0000 12 _5000- 12 5000
08€345 IREEZIE, EESTRIS 13 Z01le 7.000 28 .0000 12 .5000- 15.5000
08€348 JASE, BASDELL 0& 201¢ 5. 000 28 5000 12 .5000- 1&.0000
08€38& JUTEN, AUVUSTINE 17 201e 8_000 30_0000 13 _7500- 16 2500
086387 RAELAND, JAEIECE 03 201e 8_000 15 0000 15 _0000- 0._0000
08€335 MOEELLND, FREYN 03 201e a8_000 24 2500 12 _5000- 11 7500
08€424 AISSWORTH, COSNELL 03 Z01le 2.000 25.0000 12 .5000- 12 5000
08€425 BUSCHETT, QOCEALVIO 03 201e 2. 000 25.0000 12 .5000- 1z 5000
086437 FE4RARL, ORATHA 22 201e 8_000 &0 _0000 1._0000- 55 _0000
086440 LASHANCE, HOSTON 03 201e 8_000 24 5000 12 _5000- 12 0000
086445 FREE, CREBSIN 04 201e a8_000 22 5000 12 _5000- 100000
08€457 EESEWITH, BOSEER 03 Z01le 2.000 23.0000 12 .5000- 10.5000
08€464 BASBOSL, JOSUE 03 201e 2. 000 48 5000 12 .5000- 3&6.0000
086471 TOZLIVER, S0ZER 0& 201e 5_000 12 5000 12 _5000- 0._0000
086457 EVERHART, RNELA 0& 201e 5_000 25 _0000 12 _5000- 12 5000
08€500 RASNS, ANSOMETTR 04 201e a8_000 25_0000 12 _5000- 12 5000
08€503 EEZLEY, BIZLI 13 Z01le 7.000 24 .0000 12 .5000- 11.5000
08€508 MUSLIGAEN, MOISIMMAD 03 201e 2. 000 25.0000 12 .5000- 1z 5000
08€511 EEZUCHEMP, CRAZLEE 03 201e 8_000 25 _0000 12 _5000- 12 5000
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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 ‘Al’ is set up to carryover unused days and to check leave
balances, as shown below.

e

—

= 3 b

Bl PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WHITE

Leave Type A1 Faid sick
Desc SICK LEAVE

Haintain Leave Type Codes

Plan start month
Hemo 1

7 (MM)

Short desc 3ICK

LUTE188

Meno 2

@unused days
at year-end?

)

Accrual Parameters ----
Drop unused days At year-end, add unused days
Canryover unused days to sick?

Yes
N

o~
v

Default leave input
in hours or days?

Hinimum day

ENTEW F1 E>

Maximum days allowed to take for plan year

Day increment for time off requests

:

(" Staff development
" Other

Hours
Days

Allow balance to go negative?
Enter in days

allowed to take .2588

-2588

- ||

(Enter if 'Check max to take'

" Check max to take

* Yes
" No

|- &@)|-E|
[ |

FISCZI
&

Maintain Leave Type Codes
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selected)

(Enter as days or fraction of day)

14.83 .08

Plan year 2815 (CCYY) €——

After the plan year
rollover, the Plan
year will be
incremented by
one.

Leave advance formula & Conbtract months Length of service based on  Original hire date
" Months of service " Rehire date
" All employees accrue " State pears experience
" Mo accrual " Local years experience
+ Mot applicable
Advance Schedule  Annually
* Monthly Last mo/fyear accrued 12 F 2614
" Mot applicable Last rollover date /172814
-- -——- - Leave Parameters ----—- -——- --
Clear Staff Dev © Yes CPI category & Sick How much to take  Unlimited
accounts for subs? % No " Wacation * Check leave balance
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In this example, payroll class code ‘01’ participates in leave type ‘Al’, sick leave.

B PCGDist=8991 Rel=12.02.00 08/23/2012 DODO0L  CADEYSYS C:\SECOND - = x|
Haintain Payroll Class Code Leawe Parameters LUT 8288

Payroll Class Code: B1 CLASSROOH TEACHERS

Substitute object code 11388

Substitute process type Db Req Daily w/Pension and Taxes
Hourly or daily rates? b {H=hourly, D=daily}
Pay
Rate  Type
Substitute rank 1 - Certified 73.0800 488 certified college rate
Substitute rank 2 - College Degree 68.080 461 college pay rate
Substitute rank 3 - Associates Degree 63.08088 482 associate degree pay rate
Substitute rank % - High School Degree G8.808A 483 high school degree rate
Substitute rank 5 - Other 175.928 464 other pay rates
Payroll class code Select at least one leave type for the class code:

A1 SICK LEAVE

A2 OTHER MON-DEDUCTIBLE
A3 LEAVE WITHOUT PAY
ANNUAL DAYS

A6 STAFF DEVELOPHENT

‘01’ participates in
leave type ‘Al’,
sick leave.

KUK EA R
=
VI

A7 SICK BAHK

E'"EV FiE:>|r2<::| e @ ru FS FS I | re = Fs, FiOY FnE' F12E| e nsQ 12.83.00
Fisﬁ F17EI;’ mm‘ Help

Maintain Payroll Class Code Leave Parameters
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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.

B PCGDist=8991 Rel=12.02.00 08,22/2012 DODO01  C:\DE¥SYS C:\SECOND = x|
Maintain Leave Advance Formulas LUTB83 08
Payroll Class Code: 81 CLASSROOM TEACHERS Last mo/year accrued: 86 / 2812
| B A SIGE LEAUF
Advance formula: Contract months Length of service based on: Hot applicable
Advance schedule: Monthly Carryover option: Carryover unused days
Contract Mos Days Max Days Max Days
or Service Mos +to Advance to Accrue  to Carryover Description
ADU 881 18 1.2588 608.686888 608.686888 18 HMONTH EMPLOYEES
ADU @82 11 1.2588 608.686888 608.686888 11 HMOWTH EMPLOYEES
ADU 683 12 1.2588 608.686888 608.686888 12 HMONWTH EMPLOYEES
ADU B84
ADU @85
ADU B86
ENTW F|E> F2<::I FBE F‘f Fs Fs F? F3 u F& ’ F10Y FnE' F12E| F|5& 12.93.00
F16<::| FI?E} Fiém HBID

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 ‘Al’) 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 ‘Al’). 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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B1l. Plan Year Rollover

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

The following screen displays:

B PCGDist=2991 Rel=1502.00 07/13/2015 PCWO002 SV CADEVSY ASECOND WHI E=REeax
————————————————
Personnel System PERHENU
FKey Master HMenu

-- Personnel Update Menu

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

-- Salary Projection Menu
-- Special Functions Menu

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

-- File Reorganization

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

e | 5 | MriSy | AN | MEND

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

B PCG Dist=8991 Rel=12.02.00 08/21/2012 DOD 001 C:hDEYSYS C:hSECOND _IEILI
Personnel System PERO3P
FKey Enhanced Substitute Pay and Leave System

1 | -- Leave Setup Menu

2 | -- Leave Update Menu

3 | -- Leave Reports Menu

4 | -- Leave History Menu
Master Userlidl 12.01.00
| 15 | Mrizp | RAY | YEND

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

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 CA\DEYSYS C:hSECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

Input Employee Leave and Substitute Pay
Import Leave Input Data from C5V
Post Leave Input Data

Display Gross Data
Display Leave YTD\Balance Paycheck Data

Advance Leave
Plan Year Rollover Processing

Load Employee Leave History from Payroll Leave Records
Recalculate Yearto-Date Leave on Payroll Record

BE EE kb kREZ

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select 11| (F11 - Plan Year Rollover Processing).
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The following screen displays:

_ —
] PCG Dist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WHHEWE@M

Leave Pléﬁ_?ear Rollover Processing LuuB4aa

Rollover processing will accomplish the following:
* A1l current and ¥YTD leave used will be cleared for the new plan year in the Leave History
file and in the Personnel file.
* A beginning balance will be calculated for the new plan year in the Leave History file and
in the Personnel file.
* The plan year and the last rollover date will be updated for the Leave Type Code.

Rollover date for leave history records: 7812815 MH/DD/GCYY

Trial mode to verify changes prior to updating?
Sort mode for report: 1 1
2

= By employee number
= By employee name
Select at least one leave type for rollover processing:
A1 SICK LEAVE
A2 OTHER HOH-DEDUCTIBLE
A3 DAYS DEDUCTED FROM CHECK
A5 ANHUAL DAYS
STAFF DEVELOPHENT
A7 SICK BANK
L1 PSERS TO TRS SICK
T1 TRS CREDITS

e e
-]
=]

Enter=Continue, F16=Exit

| 1 | [ | IFSHI | | [-=& | 13.83. 61

mi-l

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 runin 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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Action 4‘

Select at least one leave type for rollover processing. In order to select a leave type for
rollover processing, select the selection box Dl to the left of the desired leave type.

When selected, the selection box displays B 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 _'fl (Enter) to continue.

The following screen displays:

Trial mode to verify changes prior to updating? ¥ TRIAL HODE

Last Start Curr How Huch Advance Drop Add To

Type Desc Last Roll Advance Mo Plan ¥r To Take Formula Unused? Sick?
A1 SICK 652812 F 2812 CK BALAHMCE COMTRACT HOS CARRY MO
A2 DTHER 7 2812 UNLIMITED N0 ACCRUAL DROP ND
A3 LYWOP Foo2mz2 UMLIMITED  HO ACCRUAL DROP HO
A5 ANMUAL DAYS 7 2812 CK BALANCE HMOS OF SERUICE DROP ND
A6 STAFF DEVEL 7o2e12 UHLIMITED  HO ACCRUAL DROP HO
A7 SICK BANK 7 2812 CK BALANCE ALL ACCRUE DROP .11}
T1 TRS CREDITS 6/2812 7o2e12 CK BALAHCE HO ACCRUAL CARRY HO

Verify the parameters listed above. Select EHTER to continue processing or F16 to re-enter.

ENTEV F& u FISQ 1 2 - 03 - aa

PCG Dist=8991 Rel=12.02.00 08/22/201Z DODOD1  C:\DEYSYS C:\SECOND =] x|
Leave Plan Year Rollover Processing LUuBsen

Rollover date for leave history records: B7/781/2812

Fish Help

Step  Action

10

EHTEV . )
Select _l (Enter - process) to confirm the rollover selections and to run the rollover
process.

If the information is incorrect, select Fie (F16 — Re-Enter) to make the appropriate
modifications, and return to Step 5.
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The following screen displays:

B PCGDist=8991 Rel=12.02.00 08/22/2012 DOD 001 C:\DEYSYS C:\SECOND _|5|£|
LuuB4 a0

Plan Year Rollover Processing

JOB COMPLETE - TRIAL MODE
CHECK PRINT QUEUE ANMD REVIEW REPORT.

Press ENTER to continue

Step  Action

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

11
Menu screen.
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The following screen displays:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 CA\DEYSYS C:hSECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- Post Leave Input Data

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

- Advance Leave
- Plan Year Rollover Processing

- Load Employee Leave History from Payroll Leave Records
- Recalculate Yearto-Date Leave on Payroll Record

e EE kb EREi

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step Action

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

13 Le'=,
To print the report via the Ugueue Print Manager: Select Il_él (Ugqueue).

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

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

Georgia Department of Education

January 29, 2016 e 9:42 AM e Page 38 of 48
All Rights Reserved.



PCGenesis Personnel System Operations Guide

B1.1 Plan Year Rollover Report

BEPORT DATE: 08/22/2012 11:11:22 DLIN Y¥EAR ROLLOVER FOR: 07/01/2012 DAGE 1
DROGERM: LVU0400 TRILL MODE ROLL DATE: 07/01/2012
Last Start Carr How Muach Edvance Eazsed Drop Bdd To
Type Desc Last Roll Ldvance Mo Plem Yr To Take Formals On Urmsed? Sick?
2l SICK 6/2012 7 2012 CE BLLLNCE CONTRACT MOS N/R CRREY juie]
LZ OTHER T 201z UNLIMITED N0 ACCRULL H/R DROD no
L3 1LwWoP T 2012 UNLIMITED MO RCCRUAL N/R ORop NGO
LS ANNURL DRYS 7T 2012 CE BALINCE MOS OF SERVICE REHIRE DRoD HO
L& STAFF DEVEL T 201z UNLIMITED N0 ACCRULL H/R DROD no
L7 SICKE BANE T 201z CE BRLINCE ALL ARCCRUE N/R DROP no
T1 TRS CREDITS &/2012 T 2012 CE BLLLNCE N0 RCCRULL N/L CRREY NGO
EEBORT DATE: 08/22/2012 11:11:22 ILAN YERR ROLLOVER FOR: 07/01/2012 DAGE z
DROGRARM: IVUD400 TRILL MODE ROLL DATE: 07/01/2012
LELVE CONTMO/ CAERYOVER LAST YEAR
EMENO MEME CLRSS TYEE HRE/DAY SRVC MO  BRSED ON DATE MR EALANCE NEW BALANCE
087€05% BS08ELO, MASARCHR 11 n1 g§.000 1z &0 0000 27.5000 27.5000 DAY
087813 HR4LOW, DH4NG o1 Rl 8.000 10 &0. 0000 8.5000 8_5000 DAY
087€l€é RISGINS, DASTE 01 Bl 8.000 10 €0 0000 3_5000 3.5000 DAY
087e2e DOTGHTY, EMTRY 05 Rl 8.000 12 &0. 0000 25_5000 2Z5_5000 DRY
087&42 EEETER, SE&RSTIEN 12 Rl 5.000 10 €0. 0000 3.7500 2.7s00 DAY
087€73 BEBRIOS, JERFERSON 01 T1 g§.000 5555.9335% 2.7500 2.7500 DAY
087&73 EEEBRIQS, JEEBFERSON 01 Rl g.000 11 &0. 0000 €0.0000 €0.0000 DAY
087€74 BUTHO, CHTELYN 01 Bl 8.000 10 €0 0000 S2.Z500 52 _2500 DAY
087&75 CHeW, CHEISTINIR 0z Rl T7.500 10 &0. 0000 34_ 7500 34 7500 DRY
087&7e LESNEY, REED 0z Rl T7.500 10 €0. 0000 30.5000 30.5000 DAY
08750 FOTTIN, ALTHONSO 01 T1 g§.000 5555.9335% 3.7500 3.7500 DAY
087&50 PFOTTIIN, ALTHONSO 01 Rl g.000 10 &0. 0000 €0.0000 €0.0000 DAY
087€31 ELEMR, RIEOBERTO 01 Bl 8.000 10 €0 0000 15_ 2500 15_2500 DAY
087708 MUSLIGEN, ROSCO 0z Rl T7.500 10 &0. 0000 3_7500- 3_7500- DAY
087714 MCTRIHUR, JOTANNE 12 Rl 5.000 10 €0. 0000 7.5000 7.5000 DAY
087718 EE3CE, DI3GO 05 n1 g§.000 11 &0 0000 S5.5000 S5.5000 DAY
08772& MR3IE, VAIGHN 01 Tl g.000 5995.953% 1.7500 1.7500 DAY
087726 MR3IE, VA3IGHW 01 Bl 8.000 10 €0 0000 €0. 0000 €0.0000 DAY
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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.

B PCGDist=8991 Rel=12.02.00 08/30/2012 DOD 002 C:HDEYSYS C:4SECOND _|E'|£|
Display Employee Leave Balances LUHF IND
Leave Balances Summary Screen
Employee number: 87626 DO7GHTY, EM7RY
Plan year: 2813 Display mode: D (D=days, H=hours} Display in days

Type Reas  Description  Begin Bal Advance Adjust  YTD Taken Cur Taken End Bal
01| Al an SICK 25.5000 1.2500 0000 0000 0000 26.7500
02 | A5 00 ANMNUAL DAYS 0000 3.0000 0000 0000 0000 3.0000

EHTER = Continue, F16 = Exit, F17 = Print Screen
N F [ F2 |3 | k2 | F5 | F6 | F7 | FB | Fa | Fiol | Fan | Fi2 | F13 | Fid | 12.63.08

Fis« @ 24 25 25 27 Help
Display Employee Leave Balances
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= PCGDist=8991 Rel=12.02.00 08/30/2012 DODO0DZ CHDE¥SYS C:\SECOND _ = x|
Status Active Update/Display Balance and ¥TD Leave Data PAY B3
Employee 87626 DO7GHTY, EM7RY Class @69
*#x%  State Leave Plan xxx Sick Bank
Sick Leave  Pers Bus Vacation Other Ww/0 Pay Staff Taken
Current
@ 26.75 3.00
Used ¥TD
*#x%  Local Leave Plan xxx Sick Bank
Sick Leave Pers Bus Vacation Other Ww/0 Pay Staff Contribution
Current
Balance
Used ¥TD

Mode changed to update
E"T[W F1 » % FZ‘% F3 é F‘\‘ F5 FS F7 F& n F3 6!6‘ F10 Y F11 @ FiZ E FISQ 12 h 83 h BB
R — | () Per |Ded | Grs [w/H | Ly | vid | Help | Adj | FICA| Gar

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:

e 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.

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

The following screen displays:

"1 PG Dist=8991 Rel=15.0200 07/13/2015 PCWODZ SV CADEVSVS CASECOND WH: (] o |
e —
Personnel System PERHENU

FKey Master Henu
1 | -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization

oo [ [ | [ [ [ | [ [ | [ [ | | 15.62..00

| 5 | MriSy | PO | MEND

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

B PCG Dist=8991 Rel=12.02.00 08/21/2012 DOD 001 C:hDEYSYS C:hSECOND _IEILI
Personnel System PERO3P
FKey Enhanced Substitute Pay and Leave System

1 | -- Leave Setup Menu

2 | -- Leave Update Menu

3 | -- Leave Reports Menu

4 | -- Leave History Menu
Master Userlidl 12.01.00
| 15 | Mrizp | RAY | YEND

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

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 CA\DEYSYS C:hSECOND _|E|£|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- Post Leave Input Data

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

- Advance Leave
- Plan Year Rollover Processing

- Load Employee Leave History from Payroll Leave Records
- Recalculate Yearto-Date Leave on Payroll Record

e EE kb EREi

12.082.80

Mastar | U6ty |

eS| 15 | Morip | RAY, | VEND

Step  Action
4 Select 21| (F21 — Recalculate Year-to-Date Leave on Payroll Record).
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The following screen displays:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DODO0L  CADEYSYS C:\SECOND _|E|£|
RECALCULATE YEAR-TO-DATE LEAVE ON PAYROLL RECORD LUUPLUG

This procedure will recalculate the year-to-date leave for one
employee, or for all employees from leave history records.
Employee Humber: v|(BLnNK = ALL Employees)

Clear current leave?: N

** This procedure may be run as many times as necessary =

ENTER = Continue, F15 = Find Employee, F16 = Exit 12.83.088
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| (Enter) or select the

EMTER
Function key corresponding to the employee’s record, and select _fl (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. Enteringa ‘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:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 CA\DEYSYS C:hSECOND

=151x]

- RECALCULATE YEAR-TO-DATE LEAVE ON PAYROLL RECORD LUUPLUG

This procedure will recalculate the year-to-date leave for one
employee, or for all employees from leave history records.

Employee Humber: (BLANK = ALL Employees)
RECALCULATING ALL EMPLOYEES

Clear current leave?: N

** 15 THE ABOVE DATA CORRECT? =xx
=% This procedure may 1MeS as Necessary *x

ENTER = Continue, F16 = Reenter Data 12.03.08

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:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DODO0O1  C:\DEYSYS C:hSECOND _|E|£|
RECALCULATE YEAR-TO-DATE LEAVE ON PAYROLL RECORD LUUPLUG

This procedure will recalculate the year-to-date leave for one
employee, or for all employees from leave history records.

Employee Humber: v|(BLnNK = ALL Employees)

Clear current leave?: N

** This procedure may be run as many times as necessary =

ENTER = Continue, F15 = Find Employee, F16 = Exit 12.83.088

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:

B PCGDist=8991 Rel=12.02.00 08/21/2012 DOD 001 CA\DEYSYS C:hSECOND = |E |£|
Personnel System PERB3P2

Leave Update HMenu

- Input Employee Leave and Substitute Pay
- Import Leave Input Data from CSY
- Post Leave Input Data

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

- Advance Leave
- Plan Year Rollover Processing

- Load Employee Leave History from Payroll Leave Records
- Recalculate Yearto-Date Leave on Payroll Record

e EE kb EREi

Master | Vo1 | 12.02._00

eS| 15 | Morip | RAY, | VEND

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