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PCGenesis Personnel System Operations Guide

Overview

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

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

e Current leave reports (generated from the Current Leave Input File only, and only available
before the Current Leave Input File is posted to payroll)

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

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

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

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

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

Employee Detail Reports: The Employee Detail Reports provide detailed leave information per
employee. The Employee Detail Reports which include data from the Leave History File look very
much like a General Ledger in PCGenesis. For each employee and each Leave Type, the report
displays a beginning balance, followed by “Leave In” and “Leave Out”, and finishing with the ending
balance.

The “Leave In” and “Leave Out” columns will itemize the detail records from the Current Leave Input
File and the Leave History File. The detail line items, for each employee and each Leave Type, include
BEG (Beginning Balance) line items, CUR LV (Current Leave Taken) line items, HST LV (Historical
Leave Taken) line items, ADV (Leave Advanced) line items, and ADJ (Leave Adjustments) line items.

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

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

Leave History File only: The Employee Detail Reports will NOT contain the CUR LV (Current
Leave Taken) line items.
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PCGenesis Personnel System Operations Guide

Current Leave Input File only: The system produces a detailed report of the contents of the
Current Leave Input File. Historical leave data is not included. This report is only available
before the Current Leave Input File is posted to payroll.

Substitute Detail Reports: The Substitute Detail Reports provide detailed work information per
substitute employee. The Substitute Detail Reports provide the option to print either a single substitute
employee per page or multiple substitute employees per page. Printing one substitute employee per
page allows the user to generate substitute work statements to distribute to the employees. The reports
also provide the option of whether or not to print the absent employees’ ID numbers. If generating work
statements to distribute to substitute employees, it may be advisable to suppress printing the employee
ID numbers of the absent employees. Another option is available which will allow the user to print the
substitute social security number on the report. This will allow third parties to interface with
PCGenesis, and to provide statements for substitutes which correspond to the substitutes’ earnings for
the pay cycle. The Substitute Detail Reports provide the following information in addition to the
substitute name and employee 1D number: the date of the absent employee leave, the absent employee
ID number (optional), the absent employee name, the amount of time worked by the substitute in hours
or days, and the amount of substitute pay.

Substitute Pay by Employee Report: The Substitute Pay by Employee Report produces Preliminary
Payroll Balance Sheet for the substitute employees. The Preliminary Payroll Balance Sheet allows for
the review of substitute employees’ gross salary amounts and the total number of hours or days worked
before the Current Leave Input File is posted to payroll. PCGenesis users may generate the Balance
Sheets either by location within class, or by class within location. Users are strongly encouraged to
review the gross salary and hours worked totals before the Current Leave Input File is posted and the
actual payroll is calculated.

Substitute Pay by Account Report: The Substitute Pay by Account Report provides a listing of
substitute employees’ salary gross, sorted by account number, and includes the employees’ rate, hours,
gross pay, and gross salary process type codes. This report is also available before the Current Leave
Input File is posted to payroll. Users are strongly encouraged to review the gross salary and hours
worked totals before the Current Leave Input File is posted and the actual payroll is calculated.

Paycheck Leave Fields on Payroll File Reports: After the Current Leave Input File is posted, the
current leave, year-to-date leave used, and leave balance amounts are updated to the payroll system for
printing on the employees’ pay statements. Refer to the Payroll System Operations Guide, Section B:
Payroll Update Processing, Topic 4: Update/Display Payroll Information, Procedure E:
Updating/Displaying Leave Data for the instructions on reviewing the employee’s paycheck leave
fields on the Payroll File. Several reports are available for reviewing the leave amounts posted to the
Payroll File:

Print Employee Leave Data: This report prints all paycheck leave data of the employees
selected by the payroll filter, whether or not the employee has any current leave. The report lists
State and Local current and year-to-date leave balances.

Employee Current Leave Edit Listing: This report prints leave data of the employees selected
by the payroll filter, only if the employee has current leave in their paycheck leave fields on the
Payroll File. The report lists State and Local current and year-to-date leave balances.
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PCGenesis Personnel System Operations Guide

Procedure A: Employee Summary Reports
Al. Creating Employee Summary Reports

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

The following screen displays:

' - i
Bl PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WY HITI E.L
Personnel System PERMEHU
FKey Haster HMenu
1_| -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization
e o [ [ | [ [ [ | [ [ | [ [ | | 15.62.00

| LS | WoriSp| AN | WEND

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 PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEVSYS C:\SECOND _ = x|
Personnel System PERG3P

FKey Enhanced Substitute Pay and Leave System

_1 1 -- Leave Setup Menu

_2 | -- Leave Update Menu
_3 | -- Leave Reports Menu
N

-- Leave History Menu

Master | Ysens | 12.01.80

R = E AR

Step  Action
3 Select 3 | (F3 — Leave Reports Menu).
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDIst=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEVSYS C:\SECOND == x|
Personnel 3ystem PERB3P3
FKey Leave Reports Henu
Current Leave Input File:  [Awailable only BEFORE posting leave]
_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leawve History File:
_9|-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports
Substitute Reports:  [Available only BEFORE posting leave]
_13 | -- Substitute Pay by Employee
_14 | -- Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| --  Print Employee Leave Data
_18 | --  Print Employee Current Leave Edit Listing
Master | Ysens | 12.03.81
FIS« u‘“% | Wnr@ NOPhﬁT:JrP\ MVOEIITDR

4 To create an Employee Summary Report, select one of the following options:
_1 | (F1 - Current Leave Input File — Employee Summary Reports)
_5 | (F5 — Leave History File — Employee Summary Reports)

_ 9] (F9 — Both Current Leave Input File and Leave History File — Employee
Summary Reports)

When selecting data from the Current Leave Input File, the Employee Summary Reports
will populate the CURR TAKEN (Current Taken) column based upon leave entered into
the Current Leave Input File.

When selecting data from the Leave History File only, the Employee Summary Reports will
NOT populate the CURR TAKEN (Current Taken) column.

When selecting data from both the Current Leave Input File and the Leave History File,
the Employee Summary Reports will populate all columns in the report.

Although the screenshot examples refer to the “F9 — Both Current Leave Input File and
Leave History File”, these instructions apply to all of the Employee Summary Report menu
selections.
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PCGenesis Personnel System Operations Guide

The following screen displays:
= -PCG Dist=8991 Relﬂ]].m 03/10/2017 PCW 001 SV CADEVSYS CASECOND wml@lﬂu1

Employee Summary Report - Both Current Leave and Leave History LURESUM1
Data Selection Screen

Enter plan year: 2817
—— or --
Enter period to be printed: thru
3elect data for report: * Summary data for TYPE and REASON codes

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

Active Only: £ -0OR- Inactive Only: _ -OR- Both: _

Enter Empl#t or leave blank to print ALL employees:
Enter class code{s} or leave blank to print ALL classes:
Enter work loc code{s} or leave blank to print ALL work locations:

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

:Nm‘{lFlbﬁln‘%I | | | I | | |F|0YI | | | IFISQ' 17.061.60

FIS« Help

Step  Action
5 Select either the desired Plan Year or a date range.

Enter the date range (MM/DD/CCYY) in the Enter period to be printed fields. The date
range selects records for the report based upon the employees’ starting leave date.
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PCGenesis Personnel System Operations Guide

6 Select the radio button @ to the left of the desired Select data for report option to identify
the desired contents of the report.

Leave Type code information is summarized under reason code ‘00’ on the report, and
shows totals for the following columns: BEG BAL (Beginning Balance), ADVANCE

(Leave Advance), ADJUST (Leave Adjustments), PRIOR TAKEN (Prior Leave Taken
stored on the Leave History File), CURR TAKEN (Current Leave Taken stored on the

Current Leave Input File), TOT TAKEN (Total Leave Taken), and END BAL (Ending
Balance).

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

If Summary data for TYPE and REASON codes has been selected, the Employee
Summary Report will contain overall leave type totals for reason code ‘00, as well as leave
taken totals by reason code.

If Summary data for overall TYPE code only has been selected, the Employee Summary
Report will contain overall leave type totals for reason code ‘00’ only.

If Summary data for REASON codes only has been selected, the Employee Summary
Report will contain leave taken totals by reason code only. Totals for leave reason codes
summarize leave taken for the various reasons listed.

7 Select records based upon the employees’ status field. Enter an ‘X’ to the right of the
desired status field as follows:

Active only - Selects employees with a status field of ‘A’ (active) only.

Inactive only — Selects employees with a status field of ‘I’ (inactive) or ‘T’ (terminated)
only.

Both — Selects all employees.

8 For_an individual employee: Enter the employee number in the Enter Empl# or leave
blank to print ALL employees field.

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

Employee screen displays, follow normal procedures to locate the employee’s information.
When the Employee Summary Report screen redisplays, PCGenesis populates the employee
number in the Empl# field on the screen.

For all employees: Leave the Empl# field blank.
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PCGenesis Personnel System Operations Guide

9 To print leave data for specific payroll class code(s): Up to three specific payroll classes
can be selected for printing on the Employee Summary Report. Enter the code or select the

Drop-down selection icon ~lin the Payroll Class Code fields to choose the desired class
codes for printing.

For all payroll classes: Leave the payroll class codes blank to print ALL classes.

10 To print leave data for specific work location code(s): Up to three specific work locations
can be selected for printing on the Employee Summary Report. Enter the code or select the

Drop-down selection icon ~in the Work Location fields to choose the desired work
locations for printing.

For all work locations: Leave the work location codes blank to print ALL work locations.

11 To print leave data for specific leave type and/or reason code(s): Up to three specific
leave type and/or reason codes can be selected for printing on the Employee Summary
Report. Enter the code or select the Drop-down selection icon ~lin the Leave Type and/or
Reason Code fields to choose the desired leave types/reasons for printing.

For all leave type and reason codes: Leave the leave type and reason codes blank to print
ALL leave types and reasons.

If a Leave Reason code is left blank, but a Leave Type code is entered, the Employee
Summary Report includes ALL reason codes for the Leave Type code selected.

If both a Leave Type code and a Leave Reason code are entered, the Employee Summary
Report includes only information for the specific reason code selected.

If Summary data for overall TYPE code only has been selected in Step 6, the Leave Reason
code must be left blank.

12 Select % (Enter — Continue).
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCY 001 C:\DEYSYS C:\SECOND = |5’ |£|

Employee Summary Report - Both Current Leave and Leave History LVRESUM1
Sort Selection Screen

Select sort for report:

Emp Mo. L¥ Type. Lv Reas

Work Loc. Class. Emp Hame. Lv Type. Lv Reas
Work Loc, Class. Emp No, Ly Type, Ly Heas
Work Loc. Lv Type. L¥ Reas. Emp Hame

Work Loc. Ly Type. L¥ Heas, Emp Mo

Work Loc. Emp Hame, Lv Type. Lv Reas

Work Loc. Emp Mo, Ly Type, L¥ Reas

Class. Work Loc. Emp Hame. Ly Type. L¥ Reas
Clazs. Work Loc, Emp Mo, Lv Type, Lv Reas
Class. Lv Type. L¥ Reas. Emp Hame

Clazs, Lv Type. Lv¥ Reas. Emp No

Class. Emp Hame. Lv Type. Lv Reas

Class. Emp Mo, Lv Type, Ly Reas

L¥ Type. Ly Reas. Work Loc. Emp Mame
L¥ Type. Lv Reas, ‘Work Loc. Emp Mo

Lv Type. Lv Reas. Clazz. Emp Hame
L¥ Type. Ly Reas. Class. Emp No

L¥ Type. L¥ Reas. Emp Hame
Lv Type. Lv Reas, Emp No

in 1o TN To Te 1o BEe Ie Io 1o 1o e e 1o To 1o To Be Be 10

Ll L R o ey 12.03.01
FIS« Help

Step  Action

13 Select the radio button @ to the left of the desired Select sort for report option to identify
the report’s sort order.

14 Select E (Enter — Continue).

Georgia Department of Education
April 3,2017 ¢ 2:36 PM e Page 9 of 60
All Rights Reserved.



PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEYSYS C:\SECOND = |5’ |£|

Employee Summary Report - Both Current Leave and Leave History LURESUM1
Export Screen

Create Leave Detail File to Load in Excel?

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

C:MEXPORTNLEAVE28129214.C5U
HOTE: DIRECTORY Hust Already Exist

F15=Browse for Export File, F16=Exit Without Printing

EN“'V Fl'% F2‘% FiOY Fis& 12.83.M
FIS« Help
Step  Action
15 Select the radio button @ to left of the appropriate response in the Create Leave Detail File
to Load in Excel? field. In order to produce a comma separated data file with the data from
the report, select “Yes’. Otherwise, select ‘No’.
16 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.
17 If creating an export file: Enter C:\EXPORT\LEAVEccyymmdd.csv in the Enter File

Name and Path for Export File field, or select ﬁl (F15 - to Browse for file) to locate the
file manually.

18 Select E (Enter - Continue).

If creating an export file: If the filename from Step 17 is invalid, the “UNABLE TO OPEN
LEAVE CSV FILE 35 = File Not Found” error message displays. In this instance, return to
Step 17 to enter the correct information.

“Processing Request” briefly displays where appropriate.
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PCGenesis Personnel System Operations Guide

The following screen displays:

B PCGDIst=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEVSYS C:\SECOND == x|
Personnel 3ystem PERB3P3
FKey Leave Reports Henu
Current Leave Input File:  [Awailable only BEFORE posting leave]
_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leawve History File:
_9|-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports
Substitute Reports:  [Available only BEFORE posting leave]
_13 | -- Substitute Pay by Employee
_14 | -- Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| --  Print Employee Leave Data
_18 | --  Print Employee Current Leave Edit Listing
Master | Ysens | 12.03.81
FIS« u‘“% | Wnr@ NOPhﬁT:JrP\ MVOEIITDR

19 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.

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

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

A2. Current Leave Input File — Employee Summary Reports —
Samples
A2.1 Control Report — Current Leave Input File Only

EEPORT DATE: 07/17/2012 Employee Summary Report — Current Lesve Input File Only PRGE: 1
EERORT TIME: 14:0% PROGEEM: LVRESUML

SELECIION CRITERIA

DLEN YERR 2012

EREPORT TYEE Summsry for Type =nd Besson Codes
EMPLOYEE STATUS Only active employees

SORT Emp Ho, Lw Type, Lw Reas

EXPORT FILE Ho

A2.2 Employee Leave Summary Report — Current Leave Data Only — Sorted
by Employee Name

This report is only available before the Current Leave Input File is posted to payroll.

BEPORT ID: PAYR-LVRESTMZ EMPLOYEE LELVE SUMMARY REDPORT - CURRENT LEAVE DATA OQNLY DACGE: 1
DERIOD END: ©01/30/2017 S0RTED EY Exp Name, Lv Type, Lv Reas BEPORT DATE: 02/10/2017
PLEN YERR - Z017 BEEPORT TIME: 05:44
EMPNO EMPLOYEE MAME CLASS WE LOC PLEN YR
TYPE EERS BEG BRL LOVRENCE ADJUST PRIOR TRAEEN CUER TRAEEN  TOT TREEN END BAL
83327 EAIMAN, MAZYEELLE 01 0201 2017
a1 oo SICK €0_0000 0_0000 0_0000 2 _0000 3_0000 5_0000 55_0000 DAY
Al ol SICK 2.0000 3.0000 5.0000
88585 CA20N, ROZ ol 0201 2017
Al oo SICK 1&.7500 2.5000 0.0000 Z.5000 0.5000 3.0000 16.2500 DAY
Bl o1 SICK Z_5000 0.5000 30000
87550 CATY, SHTRLN 01 0155 2017
a1 oo SICK 27_Z2500 2_5000 0_0000 0_0000 8_0000 8._.0000 21_7500 DAY
a1 01 SICK 0_0000 8_0000 8._.0000
87770 J0&, LE&RH ol 0log 2017
.15 oo STAFF DEVEL 0.0000 0.0000 0.0000 0.0000 2.0000 2.0000 0. 0000 DAY
.15 0l sD 0.0000 2.0000 2.0000
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A2.3 Employee Leave Summary Report — Current Leave Data Only — Sorted
by Leave Type and Reason Codes

This report is only available before the Current Leave Input File is posted to payroll.

| BERORT DRTE: 07/17/2012 EMPLOYEE LEAVE SUMMARY REBORT - CUREENT LERVE DATR ONLY DAGE - 1
EEBORT TIME: 14:2% S0RTED BY Iw Type, Lwv Reas, Emp Mo PROGRIM: LVRESTRMZ
DLAN YERR - 2012
TYPE REAS DESCRIPTION UNTT DLAN YR
EMPHNO EMPLOYEE HAME CLASS WE LOC EEG BALL LIWANCE LDJUST PRIOR TAKEN CURR TAKEN TOT TLEEN END' BAL
a1 oo SICK DAYS 2012
85117 DE40RE, MRATIRL ol 0100 482800 0.0000 0.0000 1.2500 3.0000 4.2500 440000
85351 ALZNS20, JOZTIE ol 0108 1&.5000 0.0000 0.0000 T.0000 2.0000 5.0000 T.5000
BEPORT DATE: 07/17/2012 EMPIOYEE LEAVE STMMARY REPORT - CURRENT LEAVE DATL ONLY DLGE - Z
BEEPORT TIME: 14:2% SO0RTED BY Iwv Type, Lv Reas, Emp No DROGEIM: LVRESTMZ
DPLAN YERR - 2012
TYPE EREAS DESCRIPTION UNIT DLIN YR
EMPRO EMPLOYEE MALME CLASS WK LOC EEG EAL LOWVANCE ILDJUST PRIOR TAKEN CUBRR TAEEN  TOT TRAEEN END' EAL
a1l o1 SICK DAYS 2012
85117 DE4QRE, MRATL 01 0100 1.2500 3.0000 4.2500
85351 LLZNS0, JOZTIE 01 Dlog 4.0000 2.0000 &.0000
BEPORT DATE: 07/17/2012 EMPLOYEE LEAVE STMMAEY REPORT - CURRENT LEAVE DATR ONLY PAGE: 3
BEPORT TIME: 14:2% S0RIED BY Lv Type, Lv Reas, Emp No PROGRAM: LVRESUMZ
PLAN YERR - 2012
TYPE REAS DESCRIPTION UNIT PLEN YR
EMPNO EMPLOYEE MAME CIASS WK LOC BEG BRL LTOWVANCE ADJUST PRIOR TAKEN CUER TAKEN  TOT TREEN END BAL
BZ oo OTHER NON-D DEYS 2012
87530 CATY, SHTRLN 01 0201 0_0000 0_0000 0_0000 00000 3_0000 3_0000 0. 0000
EEBORT DATE: 07/17/2012 EMPLOYEE LERVE STMMARY REPORT - CURRENT LEAVE DATR ONLY DAGE - 4
EEPORT TIME: 14:25 S0RTED BY Iw Type, Lw Reas, Emp No PROGEIM: LVRESTMZ
DLAN YEAR - 2012
TYPE EERS DESCRIPTION UNIT PLIN YR
EMPNO EMPLOYEE NAME CLASS WK 1LOC EEG BAL ADVANCE ADJUST PRIOR TRAEEN CUBR TAEEN  TOT TREEN END' EAL
Lz o1 JUEY DUTY DAYS 2012
87330 CATY, SHTRAN ol 0201 0.0000 3.0000 3.0000
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A3. Leave History File — Employee Summary Reports — Samples
A3.1 Control Report — Leave History File Only

BEPORT DLTE: 07/17/2012
EEDRORT TIME: 14:3&

SELECTION CRITERIL

DLAN YEAR
REPORT TYIE
EMPLOYEE STATUS
S0RT

EXPORT FILE Ho

2012

Employee Summary Report - Leave History File Only

Summary for Type and Reason Codes
Only sctive employees
Emp Mo, Isr Type, Lv Beas

DAGE: 1
DROGREM: LVRESTHM1

A3.2 Employee Leave Summary Report — History Leave Data Only — Sorted
by Employee Number

IREDCRT DRTE: 0771772012
BEPORT TIME: 14:3¢

EMPNO EMPLOYEE MHALME
TYPE EERS

876035

87613

287ele

g87eZe

37673

S08ELO, NASACHR
Ll [sli} SICK
Al 01 SICK
Rl 03 DERSONAL
LE

00  ANNUAL DAYS

HRALOW, DHANG
n oo SICK
Ll 01 SICK

Le oo 5D
Le 01 sD

RISGINS, DASTE
n oo SICK
Ll 01 SICK

Le oo 5D
Le 01 sD

DOTGETY, EMTRY
a1 00 SICK
a1 01 SICK
a1 03  DERSONAL

BEBRIOS, JEBFERSON
Ll [sli} SICK
Al 01 SICK
nl 03 DERSONAL

Le [sli} sD
) 01 5D

EMPLOYEE LELVE SUMMREY RERORT -

HISTORY LEARVE DATER ONLY

SORTED BY Emp Mo, Lv Type, Lwv BReas
DLEN ¥ERR - 2012

CLASE WE 1OC PLEN YR

11

01

o1

03

01

BEG EAL

0108 2012
33.2500

0. 0000

0108 2012

112500

0_ 0000

0100 2012
16 2500

0_ 0000

0201 2012
25_2500

0108 2012
€2.5000

0. 0000

LIVANCE

0.0000

0.0000

00000

00000

00000

00000

00000

0.0000

0.0000

ILDJUST

0.0000

3.0000

0.0000

0.0000

0.0000

0.0000

0.0000

0.0000

0.0000

PRIOR TRAKEN CUBR TREEN

11.5000
10.5000
1.0000

0.0000
€ _5000
€.5000
50000
5.0000
10 5000
10.5000
20000

2 0000

3 .5000
2.5000
1.0000

3.5000
2.5000
1.0000

3.0000
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0.0000
0.0000
0_0000

0.0000
0_0000
0.0000
0_0000
0.0000
0_0000
0.0000
0_0000

0_0000

0_0000
0.0000
0.0000

0.0000
0.0000
0_0000

0.0000

DAGE: 1
PROGEAM: IVRESTUMZ

TOT TAKEN END EAL

11.5000 217800 DAY
10.5000
1.0000
0.0000 2.0000 DAY
€_5000 4_7500 DAY
€.5000
50000 0_0000 DAY
5.0000
105000 5_7500 DAY
10.5000
2_0000 0_0000 DAY
2 _0000
3_5000 21_7500 DAY
2.5000
1.0000
3.5000 590000 DAY
2.5000
1.0000
3.0000 0.0000 DAY

3.0000
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A3.3 Employee Leave Summary Report — History Leave Data Only — Sorted
by Leave Type and Reason Codes

IREDORI DATE: 0771772012 EMPLOYEE LEARVE SUMMAEY REPORT - HISTORY LEAVE DATR ONLY DRGE: 1
EEPORT TIME: 14:4%5 SO0RTED BY Iw Type, Lv Reas, Emp Ho PROGEIM: IVRESTMZ
DLAN YERR - 2012

TYPE EERS DESCRIPTION UNIT DPLAN ¥R
EMPNO EMPLOYEE HAME CLASES WK LOC BEG BAL LOVANCE ADJUST PRIOR TAKEN CURR TAKEN TOT TREEN END' BAL
Ll oo SICK DAYE 2012

S000

S08ELD, NARSBACHR 11 0108 33_Z500 25000 20000 115000 00000 11._5000
HRAT.OW, PHANG 01 0108 112500 2_5000 00000 € ._5000 00000 &_5000
RISGINS, DASTIE 01 0100 1&.2500 2.5000 0.0000 10.5000 0.0000 105000
DOTGHTY, EMTRY 03 0201 Z25.2500 2.5000 0.0000 3.5000 0.0000 3.5000
EEETER, SEEASTILZN 1z 8012 0. 0000 25000 0.0000 00000 00000 0_0000
BESRIOS, JESFERSON 01 0108 &2_5000 1.0000 00000 35000 00000 3_5000
BUTNG, CHTRLYN 01 0155 500000 2_5000 00000 1.5000 00000 1.5000
CHewW, CHeISTINIR 3 0108 38.0000 2.5000 0.0000 7.0000 0.0000 T7.0000
DESNEY, RESD 0z 015% Z8.7300 2.5000 0.0000 2.0000 0.0000 Z.0000
FOTIIN, ALTHONSO 01 015s &1.0000 0_0000 0.0000 1.0000 00000 1.0000
DRAEML, RTE0BERTO 01 0100 1&_ 5000 2_5000 00000 5_0000 00000 5 _0000
MUSLIGAN, ROSCO 3 0100 14,5000 2.5000 0.0000 220000 0.0000 220000
MCTRTHUR, JOTRNNE 1z a01z2 15.4500 2.5000 0.0000 11.7000 0.0000 11.7000
DE3ICE, DI3GO0 0s 0108 537500 25000 0.0000 20000 00000 Z_0000
MAIE, VARIGHN 01 0201 &&_2500 2_0000 00000 8 _2500 00000 8_2500
TRAMMELL, KIBTIE 08 0108 &3_0000 00000 00000 30000 00000 3_0000
DASENT, GRSHAM 3 0lss 4&.5000 2.5000 0.0000 2.5000 0.0000 Z.5000
HISIT, HOSAN 01 0100 €3.0000 0.0000 0.0000 3.0000 0.0000 3.0000
RO35H, WE3DOLYN 01 0108 18_7500 2_5000 0.0000 4 _5000 0.0000 4 _5000
HE3INTHNG, AS3LEY 01 0108 &5_0000 2_5000 00000 5 _5000 00000 5_5000
NESTLES, ELSIOT 01 0108 £3.0000 2.5000 0.0000 8.2500 0.0000 g.2500
BAZDA, JOZQUIN 01 0201 €3.0000 1.0000 0.0000 4.0000 0.0000 40000
EGSLESTON, CRSOYLIN 0s 8010 597500 17500 0.0000 1.5000 00000 1._5000
0€EARDT, DEEIS 05 0155 8_2500 2_5000 00000 4 0000 00000 4 _0000
NO3EN, ER3ILIE 01 0108 15_ 5000 2_5000 00000 70000 00000 7.0000
CH3RCHILL, HA3RIZON 01 0100 g.7500 2.5000 0.0000 0.0000 0.0000 0.0000
SO4TH, ER4IE 01 0108 18.2500 2.5000 0.0000 7.5000 0.0000 T.5000
TU4BS, ERACE 01 0155 3&_5000 00000 00000 30 5000 00000 30_5000
SLADGE, DRA4TRN 01 0100 50_5000 2_5000 00000 4 0000 00000 4 _0000
CHSATE, CHSCK 01 0100 &5.0000 2.5000 0.0000 120000 0.0000 1z 0000
MAETOX, MIGHELINA 10 2013 &0.0000 0.0000 0.0000 0.0000 0.0000 0.0000
MCEUFFIE, CLSVELAND 10 8013 34_7500 25000 0.0000 00000 00000 0_0000
MEADOR, EL4ON 03 2_5000 00000 00000 00000 0_0000
2. 00000 11 ._0000 00000 11._0000

MI3LARD, MI3I 01
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A4. Both Current Leave Input File and Leave History File —
Employee Summary Reports — Samples
A4.1 Control Report — Both Current Leave and Leave History File

EEPORT DATE: 07/17/2012 Employee Summary Report - Both Current Leawve asnd Leave History DRGE: 1
FEEPORT TIME: 14:52 DROGRIM: LVRESTMI1

SELECTION CRITERIR

DLEN YERR 2012

EEPOORT TEDE Summary for Type and Reason Codes
EMPLOYEE STATUS Only active employees

SORT Emp Mo, Iw Type, Lv Reas

EXPORT FILE Ho

A4.2 Employee Leave Summary Report — Current and History Leave —
Sorted by Employee Number

BEPORT DATE: 07/17/2012 EMPLOYEE LEAVE STBMMARY REDORT - CUREENT AND HISTORY LEAVE DAGE - 1
FEPORT TIME: 14:58 SORIED BY Emp No, Lw Iype, Lv Reas PROGERM: LVEESUMZ
DLEN YERR - Z01Z
EMPHNO EMPLOYEE HAME CLASS WE 1O0C FPLIN YR
TYPE RERS EEG ELL LIWANCE ILDJUST PRIOR TRAEEN CUBR TAKEN TOT TRKEN END EAL
27605 SOSELD, NASACHRL 11 olog 2012
Al oo SICK 33,2500 2.5000 2.0000 11.5000 1.5000 13.0000 247500 DAY
Rl 01 S5ICK 10 5000 1.5000 1Z 0000
Rl 03 DERSONAL 1.0000 0_0000 1.0000
L5 00  ANNUAL DAYS 0_ 0000 00000 3_0000 00000 0_0000 00000 3_0000 DAY
27813 HRILOW, PHANG ol olog 2012
Al oo SICK 11.2500 2.5000 0.0000 €.5000 0.0000 €.5000 T.2500 DAY
Al ol SICK €.5000 0.0000 €.5000
Az 00 OTHER NON-D 0_ 0000 0_0000 0_0000 00000 20000 2 _0000 0_0000 DAY
Az 0z FIELD TRIPS 00000 20000 2 _0000
L& oo sD 0. 0000 0.0000 0.0000 5.0000 0.0000 5.0000 0. 0000 DAY
L& ol sD 5.0000 0.0000 5.0000
876le RISGINS, DASTE o1 0100 2012
Rl oo S5ICK 1&_Z500 Z2_5000 0.0000 10 5000 0_0000 105000 8_Z500 DAY
nl 01 SICK 10 5000 0_0000 10 5000
L3 00 LWOP 0_ 0000 00000 0_0000 00000 1.0000 1.0000 0_0000 DAY
L3 01 LwWoP 0.0000 1.0000 1.0000
Le oo sD 0. 0000 0.0000 0.0000 2.0000 0.0000 2.0000 0. 0000 DAY
) 01 5D 20000 0_0000 20000
87626 DOTGHTY, EMTRY 0s 0zo1 2012
n oo SICK 25_2500 2_5000 0_0000 35000 0_0000 3 _5000 24_2500 DAY
Ll ol SICK 2 .5000 0.0000 2.5000
Ll 03 DERSONAL 1.0000 0.0000 1.0000
27643 REEIER, SEGASTIAN 1z 2012 2012
Rl oo S5ICK 0_ 0000 Z2_5000 0.0000 00000 0_0000 0.0000 Z_5000 DAY
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A4.3 Employee Leave Summary Report — Current and History Leave —
Sorted by Leave Type and Reason Codes

| BEERORT DRTE: 07/17/2012
EEPORT TIME: 15:04

TYPE
EMPHO

BELS DESCRIPTION
EMPLOYEE MALME

oo SICK

S08ELO, NABACHR
HRALOW, DPHANG
RISGINS, DLSIE
DOTGHTY, EMTREY
REETER, SE&ASTILN
EESRIOS, JEEBFERSON
BUTHO, CHTRLYN
CHewW, CHEISTINIL
DESNEY, RE:D
OTIIN, ALTHONESO
Dheph, RIEOEERTO
MUSLIGAN, ROSCO
MCTRTHUR, JOTANNE
PEICE, DI3GO
MR3IE, VAIGHN
TREMMELL, KISTIE
PASENT, GRSHEM
HISTT, NOSAN
RO3SH, WE3DOLIN
HE3NING, AS3ILEY
HESTLES, ELEIOT
BAZDR, JO2QUIN
EGSLESTON, CRASOYLN
LOGBARDI, DEEIS
NO3EN, ER3LIE
CH3RCHILL, HA3RISON
S504TH, ER4IE
TU4BS, ER4CE
SL4DGE, DR4IRN
CHSATE, CHICE
MRETOX, MIEHELINR
MCSUFFIE, CLSVELAND
MEADOR, EL4ON
MT3LARD, MI3T

EMPLOYEE LEAVE SIMMARY REPORT -

SORTED BY Lw Type, Lv Reas, Emp Mo

DLAN YERR - 2012

UNIT DPLAN YR

CLASS WE LOC EEG BAL ADVANCE ADJUST
DAYS 2012
11 0log 2. 2.0000
01 0log 2. 0.0000
01 0100 2. 0.0000
05 0zol 2. 0.0000
1z g01z 2. 0.0000
01 0log 1. 0.0000
01 0lss 2. 0.0000
0z 0log 2. 0.0000
0z 0lss 2. 0.0000
01 0lss 0. 0.0000
01 0100 2. 0.0000
0z 0100 2. 0.0000
1z g01z 2. 0.0000
05 0log 2. 0.0000
01 0zol 2. 0.0000
og 0log 0. 0.0000
0z 0155 2. 0.0000
01 0100 0. 0.0000
01 0log 2. 0.0000
01 0log 2. 0.0000
01 0log 2. 0.0000
01 0z01 1. 0.0000
05 2010 1. 0.0000
05 0155 2. 0.0000
01 0log 5. 2. 0.0000
01 0100 8.7 2. 0.0000
01 0108 18_Z500 2. 0_0000
01 015s 3&_5000 0. 0_0000
01 0100 50.5000 2. 0_0000
01 0100 650000 2. 0_0000
10 8013 &0._ 0000 0. 0_0000
10 8013 34_7500 2. 0_0000
0s 2010 502500 2. 0.0000

43 2. 0.
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Procedure B: Employee Detail Reports
B1. Creating Employee Detail Reports

Step | Action

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

The following screen displays:

' — i
Bl PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WY HITI E 2
Personnel System PERMEHU
FKey Haster HMenu
1_| -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization
e o [ [ | [ [ [ | [ [ | [ [ | | 15.62.00

| LS | WoriSp| AN | WEND

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

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEVSYS C:\SECOND _ = x|
Personnel System PERG3P

FKey Enhanced Substitute Pay and Leave System

_1 1 -- Leave Setup Menu

_2 | -- Leave Update Menu
_3 | -- Leave Reports Menu
N

-- Leave History Menu

Master | Ysens | 12.01.80

R = E AR

Step  Action
3 Select 3 | (F3 — Leave Reports Menu).
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The following screen displays:

B PCGDIst=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEVSYS C:\SECOND == x|
Personnel 3ystem PERB3P3
FKey Leave Reports Henu
Current Leave Input File:  [Awailable only BEFORE posting leave]
_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leawve History File:
_9|-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports
Substitute Reports:  [Available only BEFORE posting leave]
_13 | -- Substitute Pay by Employee
_14 | -- Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| --  Print Employee Leave Data
_18 | --  Print Employee Current Leave Edit Listing
Master | Ysens | 12.03.81
FIS« u‘“% | Wnr@ NOPhﬁT:JrP\ MVOEIITDR

4 To create an Employee Detail Report, select one of the following options:
—2 | (F2 — Current Leave Input File — Employee Detail Reports)
_ 6 | (F6 — Leave History File — Employee Detail Reports)

10 | (F10 — Both Current Leave Input File and Leave History File — Employee
Detail Reports)

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

When selecting data from the Leave History File only, the Employee Detail Reports will
NOT contain the CUR LV (Current Leave Taken) line items.

When selecting data from the Current Leave Input File only, the system produces a report
of the contents of the Current Leave Input File and historical data is not included.

Although the screenshot examples refer to the “F10 — Both Current Leave Input File and
Leave History File”, these instructions apply to all of the Employee Detail Report menu
selections.
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The following screen displays:

r — — B
B PCG Dist=8991 Rel=17.01.00 03/10/2017 PCW 001 SV CADEVSYS CASECOND WHITE g [E=REE
Employee Detail Report - Both Current Leave and Leave History LUREDTLA1
Data Selection Screen
Enter plan year: 2817
— oF --
Enter period to be printed: thru
H
Print option for report: & Print multiple employees per page

" Print single employee per page

Print memo field on report: * Mo, do not print MEMO field
| " Yes, print MEMO Field

Active Only: £ -O0R- Inactive Only: _ -OR- Both: _

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

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

| PSR N N % I I =Y 17.01.66
e | [ wew] [ [ |
Step Action

5 Select either the desired Plan Year or a date range.

Enter the date range (MM/DD/CCYY) in the Enter period to be printed fields. The date
range selects records for the report based upon the employees’ starting leave date.

6 Select the radio button © to the left of the desired Print option for report option to
identify the number of employees to print per page of the report. Select either one employee
per page or multiple employees per page for the Print option.

Printing one employee per page allows the user to generate leave statements to distribute to
employees.

7 Select the radio button @ to the left of the desired Print memo field on report option to
identify whether or not to print the memo field associated with each leave detail record on
the report. Select ‘No’ to not print the memo field. Select ‘Yes’ to print the memo field.

8 Select records based upon the employees’ status field. Enter an ‘X’ to the right of the
desired status field as follows:

Active only - Selects employees with a status field of ‘A’ (active) only.

Inactive only — Selects employees with a status field of ‘I’ (inactive) or ‘T’ (terminated)
only.

Both — Selects all employees.
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9 For_an individual employee: Enter the employee number in the Enter Empl# or leave
blank to print ALL employees field.

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

Employee screen displays, follow normal procedures to locate the employee’s information.
When the Employee Detail Report screen redisplays, PCGenesis populates the employee
number in the Empl# field on the screen.

For all employees: Leave the Empl# field blank.

10 To print leave data for specific payroll class code(s): Up to three specific payroll classes
can be selected for printing on the Employee Detail Report. Enter the code or select the
Drop-down selection icon ~lin the Payroll Class Code fields to choose the desired class
codes for printing.

For all payroll classes: Leave the payroll class codes blank to print ALL classes.

11 To print leave data for specific work location code(s): Up to three specific work locations
can be selected for printing on the Employee Detail Report. Enter the code or select the
Drop-down selection icon ~|iin the Work Location fields to choose the desired work
locations for printing.

For all work locations: Leave the work location codes blank to print ALL work locations.

12 To print leave data for specific leave type and/or reason code(s): Up to three specific
leave type and/or reason codes can be selected for printing on the Employee Detail Report.
Enter the code or select the Drop-down selection icon ~lin the Leave Type and/or Reason
Code fields to choose the desired leave types/reasons for printing.

For all leave type and reason codes: Leave the leave type and reason codes blank to print
ALL leave types and reasons.

If a Leave Reason code is left blank, but a Leave Type code is entered, the Employee Detail
Report includes ALL reason codes for the Leave Type code selected.

If both a Leave Type code and a Leave Reason code are entered, the Employee Detail
Report includes only information for the specific reason code selected.

13 Select E (Enter — Continue).
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The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCY 001 C:\DEYSYS C:\SECOND = |5’ |£|

Employee Detail Report - Both Current Leave and Leave History LVREDTL1
Sort Selection Screen

Select sort for report: ‘Emp Name, Lv Type. Lv Date;

Emp Mo, L¥ Type. Ly Date

Work Loc. Class. Emp Hame. Lv Type. Lv Date
Work Loc, Class, Emp No, Lv Type, Ly Date
Work Loc. L¥ Type. Emp Hame, Lv Date

Work Loc, Lv Type. Emp Mo, Ly Date

Work Loc. Emp Hame, L¥ Type. L¥ Date

Work Loc,. Emp Mo, Ly Type, L¥ Date

Class. Work Loc. Emp Hame. Ly Type. Ly Date
Clazz. Work Loc, Emp Mo, Lv Type, Lv Date
Class. L¥ Type. Emp Hame, Lv Date

Class, Lv Type. Emp Mo, Ly Date

Class. Emp Hame, Lv Type. L¥y Date

Class. Emp Mo, Lv Type, Ly Date

L¥ Type. Work Loc, Emp Hame, L¥ Date
L¥ Type. Work Loc. Emp Mo, L¥ Date

Lv Type. Clazz. Emp Name. Ly Date
L¥ Type. Class. Emp Mo. Ly Date

L¥ Type. Emp Name. Lv Date
Lv Type. Emp Mo, Ly Date

in 1o TN To Te 1o BEe Ie Io 1o 1o e e 1o To 1o To Be Be 10

Ll L R o ey 12.03.01
FIS« Help

Step  Action

14 Select the radio button @ to the left of the desired Select sort for report option to identify
the report’s sort order.

15 Select E (Enter — Continue).
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The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEYSYS C:\SECOND = |5’ |£|

Employee Detail Report - Both Current Leave and Leave History LUREDTL1
Export Screen

Create Leave Detail File to Load in Excel?

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

C:MEXPORTNLEAVE28129214.C5U
HOTE: DIRECTORY Hust Already Exist

F15=Browse for Export File, F16=Exit Without Printing

EN“'V Fl'% F2‘% FiOY Fis& 12.83.M
FIS« Help
Step  Action
16 Select the radio button @ to left of the appropriate response in the Create Leave Detail File
to Load in Excel? field. In order to produce a comma separated data file with the data from
the report, select “Yes’. Otherwise, select ‘No’.
17 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.
18 If creating an export file: Enter C:\EXPORT\LEAVEccyymmdd.csv in the Enter File

Name and Path for Export File field, or select ﬁl (F15 - to Browse for file) to locate the
file manually.

19 Select E (Enter - Continue).

If creating an export file: If the filename from Step 18 is invalid, the “UNABLE TO OPEN
LEAVE CSV FILE 35 = File Not Found” error message displays. In this instance, return to
Step 18 to enter the correct information.

“Processing Request” briefly displays where appropriate.
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The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 CDEYSYS C:\SECOND _IE'IEI
Personnel 3ystem PERB3P3

FKey Leave Reports Henu

Current Leave Input File:  [Awailable only BEFORE posting leave]

_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leawve History File:
_9|-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports
Substitute Reports:  [Available only BEFORE posting leave]
_13 | -- Substitute Pay by Employee
_14 | -- Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| --  Print Employee Leave Data
_18 | --  Print Employee Current Leave Edit Listing

Master | Ysens | 12.03.81

R = E AR

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

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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B2. Current Leave Input File — Employee Detail Reports — Samples
B2.1 Control Report — Current Leave Input File Only

EEPORT DATE: 03,/07/2013 Employee Detail Beport - Current Leave Input File Only PRGE: 1
EERORT TIME: 0Q2:42 PROGREM: LVEEDTL1

SELECTION CRITERIZ

DLEN YERR 2013

PEINT OPTION Print multiple employeses per page
MEMO OPTION Yes, print MEMD field

EMPLOYEE STATUS Only active employees

SORT Emp Mo, Lv Type, Lv Date

EXPORT FILE Tes

EXPORT FILENAME C:A\EXPORT\LEAVEZ0130307 _C5V

B2.2 Employee Leave Detail Report — Current Leave Data Only — Sorted by
Employee Name

This report is only available before the Current Leave Input File is posted to payroll.

BEPJRT ID: PAYR-LVREDTL3 EMPLOYEE LEAVE DETAIL REPORT - CUREENT LEAVE DATA ONLY PAGE: 1
PERIOD END: 01/30/2017 SORIED BY Emp Name, Lv Type, Lv Date EEPORT DATE: 02/10/2017
PLAN YEAR - 2017 BEEPORT TIME: 05:47

EMEND EMPLOYEE MNAME CLASS WE LOC YELR

1EAVE TYEE 1ELVE CODE 1EAVE DATE DAYS HOURS SUENQ SUB HIME TOT TIME GROSS
83327 EAZMAN, MAZYEELLE 01 0201 2017

L1 SICK 01 SICK 171572017 3_0000 24 0000 8345%¢ CRLELLES, DEEMAR 3._00 174_00
28585 CA20ON, RDZ o1 DzZol 2017

Ll EICK 01 SICK 1/01/2017 0.2500 2.0000 88517 [L[EZUCL, ANZELL 0.25 14 80

Al SICK 01 SICK 1/11/2017 0.2500 2.0000 88517 [L[EZUCH, ANZELL 0.25 14,50
87550 CATY, SHTRAN o1 0155 2017

B1 SICK 01 SICKE 1/02/2017 Z2_0000 1€ 0000 88280 ECTERT, VIO Z.00 146 00

B1 SICK 01 SICKE 1/03/2017 Z2_0000 1€ 0000 88280 ECTERT, VIO Z.00 146 00

JOBTATNED DOCTOR'S EMCUSE

L1 SICK 01 5ICK 1/12/2017 2_0000 1€ _0000 88280 ECTERT, VIO 200 146 00

L1 SICK 01 5ICK 1/13/2017 2_0000 1€ _0000 88280 ECTERT, VIO 200 146 00
87770 J0&, LE&LH 01 0108 2017

L¢ STAFF DEVEL 01 SD 1/0472017 1.0000 8.0000 88315 HI4LS, HE4MR 1.00 €3_00

DARRDRD STLFF DEVELODPMENT
L& STAFF DEVEL 01 SD 1/14/2017 1.0000 2.0000 88315 HI4LES, HESMR 1.00 €3.00
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B2.3 Employee Leave Detail Report — Current Leave Data Only — Sorted by
Leave Type and Reason Codes

This report is only available before the Current Leave Input File is posted to payroll.

EEBORT DATE: 03/07/2013
EERBORT TIME: 08:47

TYPE RELS DESCRIPTION

EMDHO

Ll ol

HIME
EICK LELVE

BAION, MISCHEL
BAION, MISCHEL
BRBON, MIEBCHEL
BRBON, MIEBCHEL

CRTFT, LNTERSON
CRTFT, LNTERSON
GU4NN, FR4D
WIEHELM, GEEEVIE
WEZZEL, GRZEEL
LASTON, QCEAVIO
VESASCO, ORSLEE
CHESTER, CRESN
CHESIER, CRESON
HIZIMAN, WEZDIE
HIZIMAN, WEZDIE
HIZIMAN, WEZDIE
GASTHIER, NUSBERS
REZTOR, CLZLEE
COTOMRDO, MATHTR
COTOMADO, MATHTR

WITELOW, ISTAC
GOSDEMITH, ERSHO
GOSDEMITH, ERSHO
LRSDIS, SHBQUANA
DIZKENS, TIZANY
DIZKENS, TIZANY
EATL, VITCE
GUEVRRR, SCET
DRALING, BE4KIS
CH3, FL3TL
IREING, HAELEY
DRZSLEY, LQUZL

EMPLOYEE LEAVE DETATL REPORT - CURRENT LEAVE DRATA ONLY

SORTED BY Iw Type,

UNIT DLAN YR

Emp No, Lv Date
DLIN YERR - 2013

CLS WE 1LOC LERVE DATE IV TIME
DAYS 2013
05 0101 8/28/2012 1.0000
05 0101 5/11/2012 1.0000
05 0101 S/12/2012 1. 0000
05 0101 2/01/2013 2_5000
OBTATNED DOCTOR'S ERICUS
05 0102 8/13/2012 10000
05 0102 5/04/2012 0. 5000
20 D202 5/08/2012 10000
1z 8012 8/20/2012 0. 5000
05 0102 8/24/2012 0. 5000
0g 0102 5/04/2012 1.0000
08 0302 8/25/2012 1.0000
05 0102 8/1e/2012 0. 5000
05 0102 8/2472012 1.0000
05 0101 8/1&/201Z2 0. 5000
05 0101 8/23/2012 & 0000
05 0101 8/27/2012 10000
05 0102 5/04/2012 0_5000
05 0202 8/31/2012 0. 5000
05 0202 g/17/2012 10000
05 D202 3/08/2013 0. 5000
LELVE APPROVED WITE DR.

14 0102 5/13/2012 1.0000
11 0101 S/10/2012 1.0000
11 0101 5/11/2012 1.0000
05 0302 8/27/2012 1. 0000
05 0102 8/10/2012 1. 0000
05 0102 5/10/2012 0_5000
05 0302 8/24/2012 10000
05 0302 5/08/2012 10000
10 0102 g/13/2012 10000
05 0202 8/25/2012 0_ 5000

201z 8/30/2012 0. 5000

0302 S/08/2012 1. 0000

SUBND

88533

85141

E

89761

89483

288l

8376l
28703
88514
89557

895141

89557
NOTE

88709
89534
897€l
88369
89534

89483

SUE NIME

ERE, LAEE

GR4TIN, ED4REDO

HIZ0JO5h, MOSNIE

WAEEFIELD, EEENIE
STELUSE, AKeLMH

HISOJ05h, MOSNIE
PRALSON, MI4LARD
HATLEY, LETHEL
LD4TR, CE4ESTR

GRh4TH, ED4AERDO

MD4IR, CE4ESIR

DR4LSON, MI4LERD
CRTECH, MRTHIR
HIZOJO5h, MOBNIE
TO8H, ELBONOR
CRTECH, MATHTR

WAEEFIELD, EEENIE
ELZIOT, ALZRRO
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B3. Leave History File — Employee Detail Reports — Samples
B3.1 Control Report — Leave History File Only

BEPORT DATE: 03/07/2013
EEBORT TIME: 08:50

Employee Detail Beport - Leave History File Only DLCE: 1

DPROGRAM: LWREDTL1

SELECTION CRITERIR

DLW YERR 2013

BPRINT OPTION Print miltiple employeses per page
MEMO OPTION No, do not print MEMD field
EMPLOYEE STAIUS Only sctive employess

SORT Emp Mo, Lw Type, Lv Date

EXPORT FILE Yes

EXPORT FILEMRME

CoAEXPORT\IERVEZ0130307.C5V

B3.2 Employee Leave Detail Report — History Leave Data Only — Sorted by
Employee Number

IREPGR'I DATE: 0771872012
BEPORT TIME: 15:37

EMDPIOYEE LEARVE DETATL REPORT - HISTORY LERVE DRTR ONLY
SORTED BY Emp Mo, ILw Type, Lv Date
DLAN ¥ERR - 2012

DRGE: 1
PROGEIM: IVREDTLZ

EMPNO EMPLOYEE NAME CLASS WE LOC YEAR TYPE DESCRIFTION

TYPE EELS DESCRIPTION TN DATE 1V DATE SUB WO SUE NEME 1EAVE TN  LERVE OUT END BAL. UNIT
87605 SO08ELO, NABACHR 11 0lo8 2012 bl ESICK
EEG BEGTMNING BAL 33_2500
HST LV 01 SICK 04/30/2012 03/22/2012 1.0000 32.2500
HST LV 01 SICK 04/04/2012 04/04/2012 9_5000 Z2_7500
HST 1LV 03 PERSONAL 04/04/2012 04/04/2012 1.0000 21.7500
LoV LIVANCE 07/17/2012 04/30/2012 1.2500 23.0000
ADJ ACCRUARL 2DJ  07/17/2012 05/15/2012 2.0000 25.0000
OV LOVANCE 07/17/2012 05/30/2012 12500 ZE_Z500
#%% TYPE TOTALS 4_5000 11_5000 26 2500 * DAY
87605 SOBELD, NABACHR 0108 2012 LS ANNURL DRYS
nJ LCCRURL ROV 04/15/2012 07/01/2011 3_0000 3.0000
#%% TYPE TOTALS 3_0000 3.0000 * DAY
87613 HRALOW, DHANG 0108 201z L1 SICK
EEG BEGTHMNING BAL 11.2500
HET LV 01 SICK 04/30/2012 03/22/2012 - 2500 11.0000
HST LV 01 SICK 04/04/2012 04/04/2012 €. 2500 4.7500
OV LOVANCE 07/17/2012 04/30/2012 12500 60000
v LOVENCE 07/17/2012 0573072012 1_2500 T_2500
#%% TYPE TOTALS 25000 &. 5000 T.2500 * DAY
87613 HRALOW, DHANG 0lo8 2012 he ED
HST 1LV 01 SD 04/04/2012 04/04/2012 5._0000 50000~
#%+ TYPE TOTALS 5.0000 5.0000- * DAY
87€le RISGINS, DASTE 0100 2012 bl ESICK
EBEG BEGIMNING BAL 1€.2500
HST LV 01 SICK 04/30/2012 03/05/2012 1.0000 15.2500
HST LV 01 SICK 04/30,/2012 03/23/2012 87529 BUBL, ELS 1.0000 14 2500
HST 1LV 01 SICK 04/30/2012 03/26/2012 88872 WISEKER, JASQUETTA 50000 5_2500
HET LV 01 SICK 04/04/2012 04/04/2012 3.8000 5.7800
OV LOVANCE 07/17/2012 04/30/2012 12500 70000
v LOVANCE 07/17/2012 05/30/2012 1_2500 8_2500
#%% TYPE TOTALS 2_5000 105000 82500 * DAY
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B3.3 Employee Leave Detail Report — History Leave Data Only — Sorted by
Leave Type and Reason Codes

BEDORT DATE: 07/18/2012
FEDORT TIME: 15:40

EMPLOYEE LEAVE DETAIL REPORT - HISTORY LEAVE DATAR ONLY
S0RTED BY ILw Type, Emp Mo, Lv Date
DLEN YERE - Z01Z

DACGE: 1
DPROGEAM: LVREDTLZ

EMPNO EMPLOYEE MNRAME CLLSS WE 1OC YERR TYPE DESCRIPTION

TYPE REAS DESCRIPTION TN DATE IV DATE SUB NO SUB NEME 1ELVE IN LERVE OUT END BAL.  TNIT
27605 SOSELD, NLESALCHL 11 0log 2012 Ll SICE
BEG BEGINNING BAL 33.2500
HST LV 01 SICK 0473072012 03/22/2012 1.0000 3Z.2500
HST LV 01 SICK 04/04/2012 04/04/201Z 9_5000 2Z.7500
HST LV 03 DPERSONAL 04/04,/2012 04/04/2012 1.0000 21.7500
LDV LDVANCE 07/17/2012 04/30/2012 12500 23_0000
D LOCRURL ROV  O7/17/2012 05/15/2012 2_0000 25_0000
LDV LDVANCE 07/17/2012 05/30/2012 12500 2&.2800
*%&  TYPE TOTRALS 4. 5000 11.5000 2&.2500 DAY
87613 HRALOW, DH4NG o1 0108 2012 Rl S5ICE
EEG BEGTMNING BLL 11.2500
HET LV 01 SICK 04/30,/2012 03/22/2012 _ 2800 11_0000
HST LV 01 SICK 04/04/2012 04/04/2012 &_2500 4_TE00
LDV LDVANCE 07/17/2012 04/30/2012 12500 €.0000
DV LDVANCE 07/17/2012 05/30/2012 12500 T.2500
*%&  TYPE TOTRALS 2.5000 &.5000 T.2500 DAY
87€1l€ RISGINS, DASTE 01 0100 2012 L1 SICK
EEG BEGTMNING BLL 1€_2500
HST LV 01 SICK 04/30/2012 03/05%/2012 1.0000 15_2500
HET LV 01 SICK 04/30/2012 03/23/2012 87525 BUZL, ELSZ 1.0000 14.2800
HET LV 01 SICK 04/30/2012 03/26/2012 88872 WISEER, JASQUETTIR 5.0000 5.2800
HST LV 01 SICK 04/04/2012 04/04/2012 3.5000 5.7500
ROV LOVANCE 07/17/2012 047302012 12500 T.0000
OV LOWVANCE 07/17/2012 05/30/2012 12500 8_2500
*%% TYPE TOTALS 2_5000 105000 8_2500 DAY
87826 DOTGHTY, EMTRY 0s 0zo1 2012 L1 SICK
EBEG BEGIMNING BALL 25.2800
HST LV 03 PERSONAL 04/30/2012 03/05/2012 1.0000 242500
HST LV 01 SICK 0473072012 03/15/2012 1.0000 23.2500
HST LV 01 SICK 04/04/2012 04/04/201Z 1.5000 21.7s500
LDV LDVANCE 07/17/2012 04/30/2012 12500 23_0000
LDV LDVANCE 07/17/2012 05/30/2012 12500 24
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B4. Both Current Leave Input File and Leave History File —
Employee Detail Reports — Samples
B4.1 Control Report — Both Current Leave and Leave History File

BEBORT DATE: 03/07/2013 Employee Detail Report - Both Current Leave and Leave History DAGE: 1
BEEPORT TIME: 08:54 DROGRIM: IVREDTLL

SELECTION CRITERIL

DLREN YELR 2013

DEINT OPTION Print multiple employess per page
MEMO OPTION No, do not print MEMD field
EMPLOYEE STATUS Only sctive employees

SORT Emp Mo, Lw Iype, Lv Date

EXPOET FILE Tes

EXPORT FILEMAME CoMEXPORTNLERVEZOL130307.C5V

B4.2 Employee Leave Detail Report — Current and History Leave — Sorted
by Employee Number

BERORT DATE: 07/18/2012 EMPLIOYEE LEAVE DETATI REPORT - CURRENT AND HISTORY LEAVE DAGE: 1
BEBORT TIME: 15:43 S0RTED BY Emp No, Iwv Type, Lv Date DPROGEEM: LVREDTLZ
PLAN YEAR - 2012

EMPNO EMPLOYEE NAME CLASS WE LOC TYEAR TYPE DESCRIPIION
TYPE EEAS DESCRIPTION  TAN DATE LV DATE SUB NO SUB NRME LEAVE IN LEARVE OUT END BAL  UNIT
27805 SO0SELD, NASACHL 11 0log 201z Ll BSICK
BEG EEGCINNING EAL 33.2800
HET LV 01 SICK 04/30/2012 0372272012 1.0000 322800
HET LV 01 SICK 04/04/2012 04/04/2012 5.5000 22.7s00
HST LWV 03 DPERSONAL 04/04/2012 0470472012 1._0000 21_7s00
anv LTWINCE 07/17/2012 0473072012 12500 23_0000
CUR LV 01 SICK 0o/00/0000 0570152012 875377 HABES, TRENT 1_5000 215000
g LCCEURAL ADJ 07/17/2012 O05/15/2012 2_0000 23_5000
v LTWVINCE 07/17/2012 0573072012 1_2500 24 _TE00
*%% TYPE TOTALS 4_5000 13_0000 24 _ 7500 + DAY
87€0% S08ELO, NASRCHR 11 0lo8 2012 LS5 ANNURL DAYS
AnJ ALCCEUAL ADJ 0471572012 0O7/0172011 3_0000 3.0000
*%% TYPE TOTALS 3_0000 3.0000 <+ DAY
87613 HRALOW, DH4ANG 01 0los 2012 L1 SICK
EEG BEGTMNING BAL 112500
HST LV 01 SICK 04/30/2012 0372272012 - Z500 110000
HST LV 01 SICK 0470472012 0470472012 6. 2500 4.7500
ROV ADWENCE 07/17/2012 0473072012 1.2500 &.0000
CUR LV 01 SICK 0070070000 0570272012 E7813 2.0000 4.0000
ROV ADWENCE 07/17/2012  05/30/2012 1.2500 5.2500
*%% TIPE TOTALS 2.5000 8.5000 5.2500 + DAY
27613 HRALOW, PHANG o1 0los 2012 AZ OQTHER NON-D
CUR LV 02 FIELD TRIPS 00/00/0000 05/01/2012 27813 2.0000 2.0000-
*%% TYPE TOTALS 2.0000 2.0000- + DAY
278l3 HRALOW, DPHANG o1 0log 201z L& ED
HST LV 01 SD 04/04/2012 0470472012 5_0000 50000~
*%% TYPE TOTALS 5_0000 5.0000- * DAY
87€le RISGINS, DLSTE 01 0100 2012 L1 BICK
BEG EEGTNNING BAL 16 2500

HST LV 01 SICK 04/30/2012 03/05%/2012 1._0000 15 2500
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B4.3 Employee Leave Detail Report — Current and History Leave — Sorted
by Leave Type and Reason Codes

EEBORT DATE: 07/18/2012
BERPORT TIME: 15:47

EMPNO EMPLOYEE NAME

EMPLOYEE LERVE DETATL REPORT
SORTED BY Lv Type, Emp No, Lv Date

DPLAN YERR - 2012

CLLSS WK 10C YEAR TYPE DESCRIPTION

— CURRENT AND HISTORY LEAVE

DAGE -

PROGEIM: LVREDTLZ

TYPE EEAS DESCRIPTION TN DATE 1LV DATE SUB NO SUB NIME LEAWWE IN LEAVE OUT END BAL  UNIT
87605 SOSELD, NASRCHL 11 Dlog 2012 Ll SICK
BEG BEGIMNING BRL 33.2800
HST LV 01 SICK 04/30/2012 03/22/2012 1.0000 32.2500
HST LV 01 SICK 04/04/2012 04/04/2012 5.5000 Z2.7500
HST LV 03 PERSONAL 04/04/2012 04/04/2012 1.0000 Z21.7500
ALV LIWENCE 07/17/2012 04/30/2012 1.2500 23.0000
CUR LV 01 SICK 00/00/0000 05/01/2012 873577 HASES, TRENT 1.5000 Z21.5000
AL ACCRUAL aDJ 0771772012 05/15/2012 2.0000 23.5000
v LTOWENCE 0771772012 05/30/2012 12500 24 _TE00
*%+ TYPE TOTALS 4_5000 13_0000 24 _TE00 DAY
87613 HRALOW, DHANG 01 0108 2012 L1 SICK
BEG BEEGIMNING BRL 11_2&00
HST LV 01 SICKE 04/30/2012 03/22/2012 _2E00 110000
HST LV 01 SICKE 04/04/2012 04/04/2012 &_2500 4 7500
anv LOWVENCE 07/17/2012 04/30/2012 1_2500 &.0000
CUR LV 01 SICKE oo/00/0000 O05/02/2012 87€13 2_0000 40000
anv LOWVENCE 07/17/2012 05/30/2012 1_2500 5_2500
*%% TYDPE TOTALS 2_5000 8_5000 5_2500 DAY
876le RISGINS, DASTE 01 0100 2012 L1 BICK
BEG BEGIMNING BRL 1&. 2800
HET LV 01 ESICK 04/30/2012 03/05/2012 1.0000 18 2800
HET LV 01 ESICK 04/30/2012 03/23/2012 87352% EUZL, ELE 1.0000 14.2800
HET LV 01 ESICK 04/30/2012 03/26/2012 828872 WISKER, JASQUEITR 50000 5.2500
HST LV 01 SICK 04/04/2012 04/04/2012 3.5000 5.7500
ALV LIWENCE 07/17/2012 04/30/2012 1.2500 T.0000
CUR LV 01 SICK oo/00/0000 05/02/2012 BTElE 1.0000 &.0000
AV ALDWENCE 07/17/2012 05/30/2012 1.2500 T.2500
ww+  TYPE TOTARLS 2.5000 11.5000 T.2500 DAY
876Ze DOTGHTY, EMTEY 03 0201 2012 a1 SICK
EBEG BEEGTMNING BRL 25 _ZE00
HST LWV 03 DERSONAL 04/30/2012 03/05/2012 10000 24 _ZE00
HST LV 01 SICKE 10000 23_ 2500

04/30/2012

03/15/2012
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Procedure C: Substitute Detail Reports
C1. Creating Substitute Detail Reports

Step | Action

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

The following screen displays:

' — i
Bl PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WY HITI E 2
Personnel System PERMEHU
FKey Haster HMenu
1_| -- Personnel Update Menu
4 | -- Enhanced Substitute Pay and Leave System
5 | -- Legacy Leave Menu
6 | -- Personnel Reports Menu
11 | -- Employee Contract File Export
12 | -- Salary Projection Menu
13 | -- Special Functions Menu
20 | -- File Reorganization
e o [ [ | [ [ [ | [ [ | [ [ | | 15.62.00

| LS | WoriSp| AN | WEND

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

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEVSYS C:\SECOND _ = x|
Personnel System PERG3P

FKey Enhanced Substitute Pay and Leave System

_1 1 -- Leave Setup Menu

_2 | -- Leave Update Menu
_3 | -- Leave Reports Menu
N

-- Leave History Menu

Master | Ysens | 12.01.80

R = E AR

Step  Action
3 Select 3 | (F3 — Leave Reports Menu).
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The following screen displays:

B PCGDIst=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEVSYS C:\SECOND == x|
Personnel 3ystem PERB3P3
FKey Leave Reports Henu
Current Leave Input File:  [Awailable only BEFORE posting leave]
_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leawve History File:
_9|-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports
Substitute Reports:  [Available only BEFORE posting leave]
_13 | -- Substitute Pay by Employee
_14 | -- Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| --  Print Employee Leave Data
_18 | --  Print Employee Current Leave Edit Listing
Master | Ysens | 12.03.81
FIS« u‘“% | Wnr@ NOPhﬁT:JrP\ MVOEIITDR

4 To create an Substitute Detail Report, select one of the following options:
_3 | (F3 - Current Leave Input File — Substitute Detail Reports)
_7 | (F7 - Leave History File — Substitute Detail Reports)

_11 | (F11 — Both Current Leave Input File and Leave History File — Substitute
Detail Reports)

When selecting data from the Current Leave Input File only, the Substitute Detail Reports
will populate the CUR LV (Current Leave Taken) line items based upon leave entered into
the Current Leave Input File.

When selecting data from the Leave History File only, the Substitute Detail Reports will
populate the HST LV (Historical Leave Taken) line items based upon leave entered into the
Leave History File.

When selecting data from both the Current Leave Input File and the Leave History File,
the Substitute Detail Reports will populate both CUR LV and HST LV line items.

Although the screenshot examples refer to the “F11 — Both Current Leave Input File and
Leave History File”, these instructions apply to all of the Substitute Detail Report menu
selections.
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The following screen displays:

r — — B
B PCG Dist=8991 Rel=17.01.00 03/10/2017 PCW 001 SV CADEVSYS CASECOND WHITE . . [E=REE
Substitute Detail Report - Both Current Leave and Leave History LURSDTL1
Data Selection Screen
Enter plan year: 2817
— oF --
Enter period to be printed: thru
H
Print option for report: ' Print multiple substitutes per page

" Print single substitute per page

Substitute 55H option for report: * Do MOT print substitute 553
| " Print substitute 55Ns
Employee number option for report: * Do NOT print employee numbers

" Print employee numbers

Active Only: £ -O0R- Inactive Only: _ -OR- Both: _

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

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

ool osloat| | || 2% o A Y =Y 17.01.60
e [ Jrew] | | |
Step Action
5 Select either the desired Plan Year or a date range.

Enter the date range (MM/DD/CCYY) in the Enter period to be printed fields. The date
range selects records for the report based upon the employees’ starting leave date.

6 Select the radio button © to the left of the desired Print option for report option to
identify the number of substitute employees to print per page of the report. Select either one
substitute employee per page or multiple substitute employees per page for the Print option.

Printing one substitute employee per page allows the user to generate substitute work
statements to distribute to employees.

7 Select the radio button @ to the left of the desired Substitute SSN option for report option
to indicate whether the substitute employees’ social security numbers should be printed on
the report. Select whether or not to print the substitute employees’ social security numbers
on the report.

If generating work statements to distribute to substitute employees (see Step 6) via a third
party vendor, it may be necessary to include the substitute employees’ social security
numbers on the report.
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8 Select the radio button @ to the left of the desired Employee number option for report
option to indicate whether the absent employees’ numbers should be printed on the report.
Select whether or not to print the absent employees’ numbers on the report.

If generating work statements to distribute to substitute employees (see Step 6), it may be a
good idea to suppress printing employee numbers of the absent employees.

9 Select records based upon the substitute employees’ status field. Enter an ‘X’ to the right of
the desired status field as follows:

Active only - Selects substitute employees with a status field of ‘A’ (active) only.

Inactive only — Selects substitute employees with a status field of ‘I’ (inactive) or ‘T’
(terminated) only.

Both — Selects all substitute employees.

10 For an individual substitute: Enter the substitute employee number in the Enter Sub # or
leave blank to print ALL substitutes field.

If the substitute employee number is unknown, select ﬁ (F15 — Find Employee). When
the Select Employee screen displays, follow normal procedures to locate the employee’s
information. When the Substitute Detail Report screen redisplays, PCGenesis populates the
substitute employee number in the Sub # field on the screen.

For all substitutes: Leave the Sub # field blank.

11 To print leave data for specific payroll class code(s): Up to three specific payroll classes
can be selected for printing on the Substitute Detail Report. Enter the code or select the
Drop-down selection icon ~lin the Payroll Class Code fields to choose the desired class
codes for printing.

For all payroll classes: Leave the payroll class codes blank to print ALL classes.

12 To print leave data for specific work location code(s): Up to three specific work locations
can be selected for printing on the Substitute Detail Report. Enter the code or select the
Drop-down selection icon i the Work Location fields to choose the desired work
locations for printing.

For all work locations: Leave the work location codes blank to print ALL work locations.

13 Select E (Enter — Continue).
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The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCY 001 C:\DEYSYS C:\SECOND = |5’ |£|

Substitute Detail Report - Both Current Leave and Leave History LURSDTL1
Sort Selection Screen

Select sort for report:

Sub Mo, Ly Date ’

Work Loc. Class, Sub Hame, Lv Date
Work Loc, Class, Sub No, Ly Date
Work Loc. Sub Mame. Lv Date

Work Loc, Sub Mo, Ly Date

Class, Work Loc, Sub Mame, Ly Date
Class. Work Loc, Sub Mo, Lv Date
Class, Sub Name. Ly Date

Class. Sub No. Ly Date

OO0 ANOT 0w

Ll L R o ey 12.03.01
FIS« Help

Step  Action

14 Select the radio button @ to the left of the desired Select sort for report option to identify
the report’s sort order.

15 Select E (Enter — Continue).
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The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEYSYS C:\SECOND = |5’ |£|

Substitute Detail Report - Both Current Leave and Leave History LURSDTL1
Export Screen

Create Leave Detail File to Load in Excel?

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

C:MEXPORTNLEAVE28129214.C5U
HOTE: DIRECTORY Hust Already Exist

F15=Browse for Export File, F16=Exit Without Printing

EN“'V Fl'% F2‘% FiOY Fis& 12.83.M
FIS« Help
Step  Action
16 Select the radio button @ to left of the appropriate response in the Create Leave Detail File
to Load in Excel? field. In order to produce a comma separated data file with the data from
the report, select “Yes’. Otherwise, select ‘No’.
17 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.
18 If creating an export file: Enter C:\EXPORT\LEAVEccyymmdd.csv in the Enter File

Name and Path for Export File field, or select ﬁl (F15 - to Browse for file) to locate the
file manually.

19 Select E (Enter - Continue).

If creating an export file: If the filename from Step 18 is invalid, the “UNABLE TO OPEN
LEAVE CSV FILE 35 = File Not Found” error message displays. In this instance, return to
Step 18 to enter the correct information.

“Processing Request” briefly displays where appropriate.
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The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 CDEYSYS C:\SECOND _IE'IEI
Personnel 3ystem PERB3P3

FKey Leave Reports Henu

Current Leave Input File:  [Awailable only BEFORE posting leave]

_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leawve History File:
_9|-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports
Substitute Reports:  [Available only BEFORE posting leave]
_13 | -- Substitute Pay by Employee
_14 | -- Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| --  Print Employee Leave Data
_18 | --  Print Employee Current Leave Edit Listing

Master | Ysens | 12.03.81

R = E AR

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

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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C2. Current Leave Input File — Substitute Detail Reports — Samples
C2.1 Control Report — Current Leave Input File Only

FEEDORT DRTE: 12/14/2012 Substitute Detail Report - Current Leswve Input File Only DAGE: 1
EEPORT TIME: 15:22Z PROGERIM: LWVESDTL1

SELECTION CRITERIR

DLEN YERER 2013

DEINT OPTION Print maltiple substitutes per page
SUB SS5M OPTION Print substitute S5S5N=

EMPHO OPTION Do NOT print employee numbers
EMPLOYEE STATUS Only active employees

SORT Class, Sub Ho, Lv Dste

EXPORT FILE FEH

EXPORT FILENAME CoAEXDPORTAIERVEZ0121214 C8V

C2.2 Substitute Leave Detail Report — Current Leave Data Only — Sorted by
Substitute Name

This report is only available before the Current Leave Input File is posted to payroll.

BEPORT ID: PAYR-LVRSDTLZ SUBSTITUTE LEAVE DETATI. REPORT - CURRENT LEAVE DATZR ONLY DAGE: 1
PERIOD EMD: 01/30/2017 SO0RTED BY Sub Name, Iv Date BERORT DATE: 0Z/10/2017
REFORT PERIOD 01/01/2017 THRU 12/31/2017 REPORT TIME: 05:51
SUBRO SUBSTITUTE HRME SUB 55H CLASS WE LOC YEAR
TIPE TXN DATE LV DLTE EMP NO EMP MAME UNIT SUE TIME SUE LMOUNT
8%4%¢ CRAEAIES, DE&MRLR 03 €793 2017
CUR LV 0D/00/0000 01/15/2017 BAZMIN, MAZYEELIE DATLY 3.0000 1740000
*%% BUBSTITUIE TOTALS 3.0000 1740000 =
88517 DEZUCA, ANZEAL 03 €753 2017
CUR LV 0D/00/0000 01/01/2017 CAZ0N, ROZ DATLY 2800 145000
CUR LV 0D/00/0000 01/11/2017 CRZ0N, ROZ DATLY L2500 145000
*%% EUBSTITUTE TOTALS _ 5000 25_0000 *
88280 ECTERT, VITD 03 €753 2017
CUR LV 00/00/0000 0170272017 CRTY, SHTERN DATLY 2_0000 14&_0000
CUR LV o0/ 00/0000 01/03/2017 CATY, SHTRREN DATLY 2_0000 146 0000
CUR LV 00/00/0000 01/12/2017 CATY, SHTRREN DATLY 2_0000 146 0000
CUR LV 0D/00/0000 01/13/2017 CATY, SHTRREN DATLY 20000 146.0000
*%% ESUBSTITUTE TOTZLS 8._0000 584 _0000 *
88315 HI4LS, HE4MML 03 €753 2017
CUR LV 0D/00/0000 01/04/2017 J08, LEE&AH DATLY 1.0000 €3.0000
CUR LV 00/00/0000 01/14/2017 J0&, LEERH DATLY 1.0000 630000
*%% EUBSTITUTE TOTALS 2_0000 126 0000 *
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C3. Leave History File — Substitute Detail Reports — Samples
C3.1 Control Report — Leave History File Only

BERPORT DATE: 12/18/2012 Substitute Detail Report — Leave History File Only DLCE: 1
BEBORT TIME: 08:37 DROGEIM: LVRSDTL1

SELECTTON CRITERTA

ELEN YERR 2013

PEINT OPTION Primt maltiple substitutes per page
SUB SSN OPTION Print substitute SEN=

EMPND OPTION Print employee numbers

EMPLOYEE STATUS Only active employees

S0RT Clags, Sub Mo, Lv Date

EXPORT FILE Yes

EXPORT FILENAME CoAEXPORTNLERVEZO1Z1218.C5V

C3.2 Substitute Leave Detail Report — History Leave Data Only — Sorted by
Substitute Number

BEBORT DRATE: 1Z/18/201Z2 SUBSTITUTE LELVE DETATL REPORT - HISTORY LELVE DATR ONLY DAGE - 3
EEPORT TIME: 08:37 SORIED BY Classs, Sub No, Lv Date PROGRAM: LVRSDILZ
PLAEN YERR - Z013

SUBNO SUBSTITUTE MEME SUB SSH CLASS WE LOC YERR
TYPE TXN DATE 1V DATE EMP NO EMP IEME UNIT SUE TIME SUE RMOUNT
883€5 TOBH, ELSONIR 595-08-83&5 035 8211 2013
HST LV 05/28/2012 08/23/2012 £5043 LOGBAEDI, DEECIE DATLY 1.0000 T0.0000
HET LV 05/28/2012 08/24/2012 28650 ERTL, VIVCE DATLY 1.0000 T0.0000
HET LV 0%/28/2012 0%/07/2012 29525 IRBZAORY, EUSTIS DATLY 1.0000 T0.0000
*%% EUBSTITUTE TOTALS 3_0000 210 0000 ¥
88535 HAhE, LAEE 595-08-8535 05 €211 2013
HET LV 03/28/2012 08/24/2012 28372 GRSE, MYSES DATLY 10000 &0 0000
HST LV 05/28/2012 08/27/2012 £95le HESRINGTON, PRSSCILA DATLY 1.0000 &0 .0000
HST LV 05/28/2012 08/28/2012 2836l BREON, MIEZCHEL DATLY 1.0000 &0 .0000
HET LV 05/28/2012 08/25/2012 23514 DETNYI, OLTHDA DATLY 1.0000 &0 . 0000
HET LV 0%/28/2012 08/30/2012 255le HESRINGTON, PRESCILA DATLY 1.0000 &0.0000
*%% EUBSTITUTE TOTALS 5_0000 3000000
88704 GESGER, DESICK 595-08-8704 035 €211 2013
HET LV 03/28/2012 05/07/2012 28818 SPTUILL, ESTEBAN DATLY 10000 &0 0000
HST LV 05/28/2012 05/12/2012 g£88lg SPTUILL, ESTEBAN DATLY 1.0000 &0 .0000
*%%  SUBSTIITUIE TOTALS 2.0000 1z20.0000 #
28705 DPR4LSON, MIALALRD 595-08-8705 03 €211 2013
HET LV 08/28/2012 08/24/2012 88445 CHESTER, CRBSON DATLY 10000 &0 _ 0000
HET LV 09/28/2012 08/27,/2012 88633 LALBDIS, SHEQUANR DRTLY 10000 &0 _ 0000
HET LV 09/28/2012 05/0e/2012 8%0&2 CH3RCHILL, HE3MILA DATLY 10000 &0 _ 0000
*%% ESUBSTITUTE TOTALS 3_0000 1800000 #
28755 ELZIOT, ALZARD 595-08-8755 03 €211 2013
HET LV 0%/28/2012 08/20/2012 29578 DPATIEN, LR7 DATLY 1.0000 &0.0000
HET LV 0%/28/2012 0s/08/2012 28775 DPR2ZSLEY, RUZI DATLY 1.0000 &0.0000
HET LV 08/28/2012 0%/07/2012 89043 LOEBAEDI, DE&CIE DATLY 10000 &0 _ 0000
*%% ESUBSTITUTE TOTALS 3_0000 1800000 *
887535 GLINE, ROZ 595-08-8755 035 8211 2013
HST LV 05/28/2012 08/24/2012 85264 MCSHOETER, MRSG DATLY 1.0000 &0 .0000
HET LV 05/28/2012 05/14/2012 23081 BU40RD, LE4NY DATLY 1.0000 &0 . 0000
*#% ESUBESTITUIE TOTALS 2.0000 120.0000 #
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C4. Both Current Leave Input File and Leave History File —
Substitute Detail Reports — Samples
C4.1 Control Report — Both Current Leave and Leave History File

EEPRORT DATE: 12/14/2012 Substitute Detsil Report - Both Current Lesve and Lesve History PREE: 1
EEPQORT TIME: 15:15 PROGEAEM: LVRSDIL1

SELECIION CRITERIR

DLAN YERR 2013

DEINT OPTION Primt maltiple substitutes per page
SUE SSN OPTION Do WOT print substitute SSHs

EMPRO OPTION Do NOT print employes mumbers
EMPLOYEE STARTUS Only active employees

SORT Clasgs, Sub HNo, Lv Date

EXPORT FILE Yes

EXPORT FILEMRME C:A\EXPORT\IEAVEZ0121214 C5V

C4.2 Substitute Leave Detail Report — Current and History Leave — Sorted
by Substitute Number

BEPORT DATE: 12/18/2012 SUBSTITUTE LEAVE DETATL REPORT - CUERRENT AND HISTORY LEAVE DAGE - 3
BEPORT TIME: 05:00 SORTED BY Class, Sub No, Lv Date DROGRAM: LWVRSDTLZ
DLAN YEAR - 2013
SUBNO SUBSTITUTE MREME SUB S5S8H CLASS WE LOC YERR
TYPE TN DATE IV DATE EMP NO EMP NRZME UNIT SUB TIME SUE RMOUNT
883653 TOBH, ELEQNOR 03 6211 2013
HST LV 05/28/2012 08/23/2012 LOGEARDI, DEECIE DATLY 1.0000 70.0000
HST LV 05/28/2012 08/24/2012 EATL, VITCE DATLY 1.0000 70.0000
HET LV 05/28/2012 0%/07/2012 IRBZAORY, EUETIS DATLY 1.0000 T0.0000
CUR LV 00/00/0000 10/03/2012 CRARASCO, RA4HLEL DATLY 3.0000 210.0000
*#%  ESUBSTITUTE TOTALS &_0000 420 0000 #
88535 HLE, LAEE 03 6211 2013
HET LV 08/28/2012 08/24/2012 GASE, MYSES DATLY 10000 &0 _0000
HET LV 08/28/2012 08/27/2012 HESRTHMGTON, PRSSCILR DATLY 10000 &0 _0000
HET LV 08/28/2012 08/28/2012 BRBON, MIEGCHEL DATLY 10000 &0 _0000
HET LV 05/28/2012 08/25/2012 DETNY, OLTHDL DATLY 10000 &0 _ 0000
HET LV 05/28/2012 08/30/2012 HESRTNMGTON, DRSSCTILR DATLY 10000 &0 _ 0000
CUR LV 00,/00/0000 10/01/2012 LDELEGATE, EL8IOT DATLY 2_0000 1200000
w&%  SUBSIIIUIE TOTARLS 7.0000 420.0000 #
88704 GESGER, DEJICK 03 6211 2013
HST LV 05/28/2012 05/07/2012 SPTUILL, ESTEBAN DATLY 1.0000 &0.0000
HET LV 05/28/2012 05/12/2012 SPTUILL, ESTEEBAN DATLY 1.0000 &0 .0000
CUR LV 00/00/0000 10/02/2012 BETM, ERTS DATLY 1.5000 50.0000
*#%  ESUBSTITUTE TOTALS 3_5000 210 0000 ¥
88705 PL4LSON, MI4LARD 03 6211 2013
HET LV 08/28/2012 08/24/2012 CHESTER, CRESON DATLY 10000 &0 _0000
HET LV 08/28/2012 08/27/2012 LABDTS, SHEQUAML DATLY 10000 &0 _0000
HET LV 08/28/2012 05/06/2012 CH3RCHILL, HE3MILA DATLY 10000 &0 _0000
*%% ESUBSTITUTE TOTALS 3_0000 180_0000 #
88755 ELZIQT, ALZARO 03 6211 2013
HST LV 05/28/2012 08/20/2012 PATIEN, LR7 DATLY 1.0000 &0.0000
HST LV 05/28/2012 035/05/2012 PRZSLEY, RUZI DATLY 1.0000 &0.0000
HST LV 05/28/2012 05/07/2012 LOGEARDI, DEECIE DATLY 1.0000 &0.0000
w#%  ESUBESIIIUIE TOTALS 3.0000 1g0.0000 #
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Procedure D: Substitute Pay Reports
D1. Creating Substitute Pay by Employee Report

The Preliminary Payroll Balance Sheet allows for the review of substitute employees’ gross salary
amounts and the total number of hours or days worked before the Current Leave Input File is posted to
payroll. PCGenesis users may generate the Balance Sheets either by location within class, or by class
within location. Users are strongly encouraged to review the gross salary and hours worked totals
before the Current Leave Input File is posted and the actual payroll is calculated. This report is NOT
available after the Current Leave Input File is posted.

Ste Action

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

The following screen displays:

- _
=1 PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WHHE-QI@M
e —— )

Personnel System PERMEHU

Master Henu
-- Personnel Update Menu
-- Enhanced Substitute Pay and Leave System

-- Legacy Leave Menu
-- Personnel Reports Menu

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

()

E ERE bkl k12

-- File Reorganization

ma| Vo) | | | | | [ | [ | | | [ | | 15.02.00

| 5 | MriSy | PO | MEND

Step Action

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

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEVSYS C:\SECOND _ = x|
Personnel System PERG3P

FKey Enhanced Substitute Pay and Leave System

_1 1 -- Leave Setup Menu

_2 | -- Leave Update Menu
_3 | -- Leave Reports Menu
N

-- Leave History Menu

Master | Ysens | 12.01.80

R = E AR

Step  Action
3 Select 3 | (F3 — Leave Reports Menu).
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The following screen displays:

B PCG Dist=8991 Rel=12.04.00 1Z/14/2012 PCWOD1  C:\DEVSYS C:\SECOND _ = x|
Personnel System PERB3FP3
FKey Leave Reports Henu

Current Leave Input File:  [Awailable only BEFORE posting leave]

_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leawve History File:
_9|-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports
Substitute Reports:  [Available only BEFORE posting leave]
_13 | -- Substitute Pay by Employee
_14 | -- Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| --  Print Employee Leave Data
_18 | --  Print Employee Current Leave Edit Listing

Master | Ysens | 12.03.81

R = E AR

Step  Action
4 Select 13| (F13 — Substitute Pay by Employee).
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The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCY 001 C:\DEYSYS C:\SECOND = |5’ |£|

Substitute Balance Sheet LURSBAL1
Sort Selection Screen

Select sort for report: (% Location, Class, Substitute Name, Account No:
" Class. Location, Subshitute Name. Account No
" Location, Clazs, Substitute Mame, Teacher No, Account No
" Class. Location, Substitute Name, Teacher No. Account No

EN“'V FiOY Fisa 12.92.080
FIS« Help

Step  Action

S Select the radio button @ to the left of the desired Select sort for report option to identify
the report’s sort order.

6 Select E (Enter — Continue).
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The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 CDEYSYS C:\SECOND _IE'IEI
Personnel 3ystem PERB3P3

FKey Leave Reports Henu

Current Leave Input File:  [Awailable only BEFORE posting leave]

_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leawve History File:
_9|-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports
Substitute Reports:  [Available only BEFORE posting leave]
_13 | -- Substitute Pay by Employee
_14 | -- Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| --  Print Employee Leave Data
_18 | --  Print Employee Current Leave Edit Listing

Master | Ysens | 12.03.81

R = E AR

Step  Action

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

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

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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D1.1 Substitute Pay by Employee — by Account Number

This report is only available before the Current Leave Input File is posted to payroll.

REPORT DATE: 07/15/2012

REPORT ID:

LoC s5UB$ CL

LVRSEBALl /LVRSBALZ

SUB HAME

TEACHER NAME

€753 87854 03
0882335
087€73
083708
08TET3
083331
088235
088233
087E73
085708

€753 85861 03
ogglas

€753 8558¢ 03
087330

€793 85727 03
083117
083117

€753 88704 03

ogeass

€753 87377 03
087 €05

LD3M, MAR3IATOL
HAZMONDS, ELZTMR
BESRIOS, JEZFERSON
KISSEY, ROSCO
BESRIOS, JESFERSON
ALZNSO, JOZTTIE
HAZMONDS, ELZIMR
HAZMONDS, FRZTMR
BESRIOS, JEBFERSON
KISSEY, ROSCO

BE4AMUDEZ, FR4EY
BATIS, TAT

CR7SP, LATOME
CRTY, SHTEREN

GRZLARDO, FEZR
DE40RE, MIATR
DE40RE, MLATR

GESGER, DESICK
GETIILE, MAT

HASKS, TRENT
S02ELO, NASLCHA

PAYROLL BALANCE +*+* PRELIMINARY - LOCATION WITHIN CLASS
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LV DRIE BATE REG-HRS BEG-IMT
05/04,/2012 58_00 -33 15.14
05/03/2012 S8_00 _50 25 .00
05/08/2012 S8_00 _B0 4640
05/03/2012 58.00 .28 14.50
05/01/2012 SE8.00 Z2.00 11&6.00
05/04/2012 SE8.00 .33 15.14
05/04,/2012 S58_00 .34 15.72
05/03/2012 S58_00 _25 14 .50
05/05/2012 58_00 _20 11 &0

SUBSTITUTE TOTAL 5.00 25000
05/01/2012 T3.00 1.00 73.00
05/01,/2012 €3.00 3.00 185 .00
05/03,/2012 €8_00 -39 &7 .32
05/03/2012 €8_00 2.01 136_€8

SUBSTITUTE TOTAL 2.00 204 .00
05/04/2012 SE8.00 1.00 S8.00
05/01/2012 T3_00 1.50 105 .50

LOCATION - TOTAL 1450 523 .50

CLASS - TOTAL 14.50 923.50

[SEsRsNsN NNl

DLOE 1

ACCOUNT NUMBER

12-100-0-1011-1000-11300-0155-1-000000
12-100-0-1021-1000-11300-0100-1-000000
12-100-0-1081-1000-11300-0201-1-000000
12-100-0-1310-2220-11300-0195-1-000000
12-100-0-2041-1000-11300-0108-1-000000
12-100-0-2041-1000-11300-0201-1-000000
12-100-0-2061-1000-11300-0108-1-000000
12-100-0-2061-1000-11300-0195-1-000000
12-100-0-2111-1000-11300-0201-1-000000

12-100-0-1210-2210-11300-0108-1-000000

12-100-0-1081-1000-11300-0201-1-000000

12-100-0-1021-1000-11300-0100-1-000000
12-100-0-1051-1000-11300-0100-1-000000

12-100-0-3011-1000-11300-0108-1-000000

12-100-0-1210-2210-11400-0100-1-000000

Detail in order by
account number.
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D1.2 Substitute Pay by Employee — by Teacher Employee Number, and
Account Number

This report is only available before the Current Leave Input File is posted to payroll.

REDORT DATE: 07/15/2012

REPOERT ID:

LOC SUBE CL

LVRSERLL /LVRSERLZ

SUB HAME

TELCHER MALME

€753 87854 03

Detail in order

by absent
employee
number

087&73
088233
088233
088233
083391
083708

083708

€793 85861 03
088138

€753 85588 03
087930

e753 85727 03
025117
083117

€753 88704 03
oggEss

087&09

LD3M, MLIALDL
BESRI(QS, JEZFERSON
BESRI(QS, JEZFERSON
BESRIOS, JEBFERSON
HAZMONDS, KLZTMR
HAZMONDS, KLZTMR
HAZMONDS, FLZTMR
LLZNS0, JOZTTE
KISZSEY, ROSCO
FISSEY, ROSCO

BE4AMUDEZ, FR4RY
BRTTS, TAT

CR7SP, LATOMR
ChTY, SHTBEMN

GRZLERDO, EEZR
DE4ORE, MR4TR
DE40RE, MR4TR

GESGER, DESICK
GETIILE, MRAT

HREES, TRENT
SOBELG, WRSACHR

PAYROLL BALANCE *+* PRELIMINARY -

LV DATE RATE REG-HRS

05/03/2012 SE.00 .50

05/03/2012 SE.00 .25

05/03/2012 5800 _25

05/04,/2012 58_00 33

05/04,/2012 58_00 33

05/04/2012 58_00 34

Os/01/2012 58_00 Z_00

Os/05/2012 SE.00 a0

05/05/2012 SE.00 20

#+% ESUBSTIIIUIE TOTIAL 5.00
05/01,/2012 T3.00 1.00

Os/0l/2012 &€3.00 3.00

05/03/2012 &8_00 -39

05/03,/2012 &8_00 2.01

#+% EUBSTITUTE TOTAL 3.00
05/04/2012 SE.00 1.00

05/01,/2012 T3.00 1.50

*+  TLTOCATION - TOTAL 14 50

BEG-MMT

23.
14.
14
15.
15.
15.
11&.
4&.
11.
230.

T3

185.

oo

oo

e7.32

13&.
204

&8
oo

.00

LOCATION WITHIN CLRSS

L i e e e e e e e |

(=)

(=] [ ) (=]

(=)

LCCOUNT NUMBER

12-100-0-1021-1000-11300-0100-1-000000
12-100-0-1310-2220-11300-0155-1-000000
12-100-0-2061-1000-11300-0135-1-000000
12-100-0-1011-1000-11300-0155-1-000000
12-100-0-2041-1000-11300-0201-1-000000
12-100-0-20€1-1000-11300-0108-1-000000
12-100-0-2041-1000-11300-0108-1-000000
12-100-0-1081-1000-11300-0201-1-000000
12-100-0-2111-1000-11300-0201-1-000000

12-100-0-1210-2210-11300-0108-1-000000

12-100-0-1081-1000-11300-0201-1-000000

12-100-0-1021-1000-11300-0100-1-000000
12-100-0-1051-1000-11300-0100-1-000000

12-100-0-3011-1000-11300-0108-1-000000

12-100-0-1210-2210-11400-0100-1-000000
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D2. Creating Substitute Pay by Account Report

The Substitute Pay by Account Report provides a listing of substitute employees’ salary gross, sorted by
account number, and includes the employees’ rates, hours, gross pay, and gross salary process type
codes. This report is only available before the Current Leave Input File is posted to payroll. Users are
strongly encouraged to review the gross salary and hours worked totals before the Current Leave Input
File is posted and the actual payroll is calculated. This report is NOT available after the Current Leave
Input File is posted.

Ste Action

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

The following screen displays:

i - ™y
=] PCGDist=8901 Rel=1502.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WI—IITE_IEIQM
e ———————————————— ) —

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 |
0 |

20 | -- File Reorganization

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

el | 5 | MriSy | B4 | MEND

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

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEVSYS C:\SECOND _ = x|
Personnel System PERG3P

FKey Enhanced Substitute Pay and Leave System

_1 1 -- Leave Setup Menu

_2 | -- Leave Update Menu
_3 | -- Leave Reports Menu
N

-- Leave History Menu

Master | Ysens | 12.01.80

R = E AR

Step  Action
3 Select 3 | (F3 — Leave Reports Menu).
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The following screen displays:

B PCG Dist=8991 Rel=12.04.00 1Z/14/2012 PCWOD1  C:\DEVSYS C:\SECOND _ = x|
Personnel System PERB3FP3
FKey Leave Reports Henu

Current Leave Input File:  [Awailable only BEFORE posting leave]

_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leawve History File:
_9|-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports
Substitute Reports:  [Available only BEFORE posting leave]
_13 | -- Substitute Pay by Employee
_14 | -- Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| --  Print Employee Leave Data
_18 | --  Print Employee Current Leave Edit Listing

Master | Ysens | 12.03.81

R = E AR

Step  Action
4 Select _14 | (F14 — Substitute Pay by Account).
“*** Processing Request ***” priefly displays.
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The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 CDEYSYS C:\SECOND _IE'IEI
Personnel 3ystem PERB3P3

FKey Leave Reports Henu

Current Leave Input File:  [Awailable only BEFORE posting leave]

_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leawve History File:
_9|-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports
Substitute Reports:  [Available only BEFORE posting leave]
_13 | -- Substitute Pay by Employee
_14 | -- Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17| --  Print Employee Leave Data
_18 | --  Print Employee Current Leave Edit Listing

Master | Ysens | 12.03.81

R = E AR

Step  Action

5 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.

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

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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D2.1 Substitute Pay by Account Report

This report is only available before the Current Leave Input File is posted to payroll.

BEPORT ID: PLYR-LVREACTZ SUESTITUTE PAY BEPQORT - SMITH CITY BOLRD OF EDUCATION DAGE: 1
PERIOD END: 0L1/30/2017 *+ LCCOUNT NUMEER, EMPLOYEE NEME SEQUENCE *+ BEPORT DATE: 02/10/2017
EMPHO EMPLOYEE NIME STATUS 1OC CLASS SCH RATE HOURS GROSE CODE LCCOUNT
88Z80 ECTERT, VITO L &733 03 12 73000 1.22 85.06 D 17-100-0-1021-1000-11300-0155-1-000000
88280 ECTERT, VITO 4 €793 03 12 T3 _000 1.22 85 06 D
28280 ECTERI, VITO L €733 03 12 73.000 .78 5€.94 D 17-100-0-1071-1000-11300-0155-1-000000
88280 ECTERT, VITO L &733 03 12 73000 _78 56.34 D
894%3¢ CAELALES, DEEMRAR L €733 03 12 58 _000 3.00 174 00 D 17-100-0-1081-1000-11300-0201-1-000000
28917 DEZUCL, ANZEAL L €733 03 12 S8.000 .25 14.50 D
28315 HI4LS, HE4MR A €733 03 12 €3.000 1.00 €3.00 D
*% TOTLL RECORDE PRINIED 7 2.28 £43 .50 bl
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Procedure E: Paycheck Leave Fields on Payroll File
Reports

El. Print Employee Leave Data / Print Employee Current Leave
Edit Listing

The Employee Leave Data Report provides a listing of employee leave totals by type.

Step  Action

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

The following screen displays:

5 — 5=
Bl PCGDist=8991 Rel=15.02.00 07/13/2015 PCW 002 SV CADEVSYS CASECOND WI-IITE_ ES

Personnel System PERMEHU

Master HMenu
-- Personnel Update Menu
-- Enhanced Substitute Pay and Leave System

-- Legacy Leave Menu
-- Personnel Reports Menu

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

E ERE Pkl 12

-- File Reorganization

| beie| | | | | | [ | [ | | | [ | | 15.02.00

| S | WoriSp| AN WEND

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

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 C:\DEVSYS C:\SECOND _ = x|
Personnel System PERG3P

FKey Enhanced Substitute Pay and Leave System

_1 1 -- Leave Setup Menu

_2 | -- Leave Update Menu
_3 | -- Leave Reports Menu
N

-- Leave History Menu

Master | Ysens | 12.01.80

R = E AR

Step  Action
3 Select 3 | (F3 — Leave Reports Menu).
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The following screen displays:

14| --  Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
17 | --  Print Employee Leave Data
18 | --  Print Employee Current Leave Edit Listing
Master | Ysens | 12.03.81

PCG Dist=8991 Rel=12.04.00 12Z/14/2012 PCW OD1  C:\DEVSYS C:\SECOND _ = x|
Personnel System PERB3FP3
FKey Leave Reports Henu

Current Leave Input File:  [Awailable only BEFORE posting leave]

_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_3 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 | -- Substitute Detail Reports
Both Current Leave Input File and Leawve History File:
_9|-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports

Substitute Reports:  [Available only BEFORE posting leave]
13 | --  Substitute Pay by Employee

R = E AR

4

To create an Employee Leave Data Report, select one of the following options:
17 | (F17 — Print Employee Leave Data)
_18 | (F18 — Print Employee Current Leave Edit Listing)

F17 — Print Employee Leave Data prints all paycheck leave data of the employees
selected by the payroll filter, whether or not the employee has any current leave.

F18 — Print Employee Current Leave Edit Listing prints leave data of the employees
selected by the payroll filter, only if the employee has current leave in their paycheck leave
fields on the Payroll File.

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing,
Topic 4: Update/Display Payroll Information, Procedure E: Updating/Displaying Leave

Data for the instructions on reviewing the employee’s paycheck leave fields on the Payroll
File.

Although the screenshot examples refer to the “F17 — Print Employee Leave Data”, these
instructions apply to all of the Paycheck Leave Data menu selections.
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The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 C\DEYSYS C:\SECOND = |E |£|
Print Employee Leave Data PAYPE182

Use F18 to set the selection criteria for the Leave Listing.
Filter set: Class,Status

Select report sort order:

& Mok location, Class, Hame: " Employee Class, Work location, Hame " Employee Hame
" Wik location, Name " Employee Class, Mame ' Employee Mumber
" %ok location, Employee Number " Employee Clazz. Employee Humber

Select print and export option:
@ Print BOTH STATE and LOCAL buckets
" Print only STATE buckets
" Print only LOCAL buckets

Create Leave Detail File to Load in Excel?
* No
" Yes

Enter the Export file Path and Hame {e.g. C:\EXPORT\LEAVECYHD.CSU)
or F15 to Browse for File

C:\EXPDRTALEAVEZA121214.C3U
HOTE: DIRECTORY Hust Already Exist

F18=Employee Selection, F15=Browse for Export File, F16=Exit Without Printing

Sk LS LS T ey 12.083.00
Fisﬁ Help
5 To set specific search criteria: Select _IFwY (F10 — Set filter condition). On the Print

Employees’ Leave — Set Employee Selection Filter screen, make the appropriate selections and
entries. Verify “Filter conditions set.” displays.

Refer to the Payroll System Operations Guide, Section B: Payroll Update Processing, Topic
1: Set/Clear Employee Search Criteria for the instructions on limiting the report results to
specific search criteria.

6 Select the radio button @ to the left of the desired Select sort order option to identify the
report’s sort order.

7 Select the radio button @ to the left of the desired Select print and export options to
identify the leave buckets (State and/or Local) to print and/or export.

8 Select the radio button & to left of the appropriate response in the Create Leave Detail File
to Load in Excel? field. In order to produce a comma separated data file with the data from
the report, select ‘Yes’. Otherwise, select ‘No’.

9 If creating an export file: Verify the C:\EXPORT folder exists, or create the folder where
appropriate.
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Step Action

10 If creating an export file: Enter C:\EXPORT\LEAVEccyymmdd.csv in the Enter File
Name and Path for Export File field, or select F10 (to Browse for file) to locate the file
manually.

11 Select ﬂl (Enter — Continue).

If creating an export file: If the filename from Step 10 is invalid, the “UNABLE TO OPEN
LEAVE CSV FILE 35 = File Not Found” error message displays. In this instance, return to
Step 10 to enter the correct information.

“Processing Request” briefly displays where appropriate.

The following screen displays:

B PCGDist=8991 Rel=12.04.00 12/14/2012 PCW 001 C:HDEYSYS C:\SECOND ;Iilil
Personnel 3ystem PERB3P3
FKey Leave Reports Henu
Current Leave Input File:  [Awvailable only BEFORE posting leave]
_11-- Employee Summary Reports
_2 | -- Employee Detail Reports
_32 | -- Substitute Detail Reports
Leave History File:
_5 | -- Employee Summary Reports
_6 | -- Employee Detail Reports
_7 1 -- Substitute Detail Reports
Both Current Leave Input File and Leave History File:
_9 |-- Employee Summary Reports
_10 | -- Employee Detail Reports
_11 | -- Substitute Detail Reports
Substitute Reports:  [Available only BEFORE posting leave]
13| -- Substitute Pay by Employee
_14 | -- Substitute Pay by Account
Paycheck Leave Fields on Payroll File:
1_| --  Print Employee Leave Data
_18 | --  Print Employee Current Leave Edit Listing

Masten | Vsery; s 12.83.81

rete| M5 | MoriSg | B | MEND

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

Follow the instructions provided in the Technical System Operations Guide, User Interface
Procedures, Creating the Microsoft®-PCGenesis QWORD Macro for Report Printing to
create the macro necessary to use the feature where appropriate.
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E2. Employee Leave Data Report — Example

BERORT DATE: 07/08/2012 EMPLOYEE LEAVE DATA REDORT - STATE IND LOCAL EUCEETS DRGE: 2
BERORT TIME: 13:58 SORTED BY WORK LOCRTION, IBME PROGERM: PRYPRILOZ
Filter set: Status

EMENO  EMPLOYEE NEZME CLASS WE LOC JOBE STAT SICK DERSONAL. VACATION  OTHER W/0 PAY STAFF SCK BNK

872862 CH3RCHEILL, HRIRISON 01 0100 003 & g2.75 0.00 0.00 0.00 0.00 0.00 0.00 STATE BRL
o.00 0_00 000 0.00 0.00 0.00 0.00 STATE CUR
0.00 0.00 0.00 0.00 0.00 0.50 0.00 STATE YTD
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL BRL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL CUR
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL YID

85412 CHSISTY, ALSR o0g 0100 O02Z& R 55.00 0_00 000 0.00 0.00 0.00 0.00 STRTE ERL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE CUR
5.75 1.00 0.00 0.00 0.00 5.00 0.00 STATE YTD
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL BRL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCRL CUR
o.00 0_00 000 0.00 0.00 0.00 0.00 LOCRL YTID

87304 CHSATE, CHSCK 01 0100 o202 R 53.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE BRL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 STLTE CUR
1z2.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE YID
o.00 0_00 000 0.00 0.00 0.00 0.00 LOCRL BAL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL CUR
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL YID

2838 CRTSP, RUTUSIINE 01 0100 o032 & 14.00 0.00 0.00 0.00 0.00 0.00 0.00 STLTE BRL

E3. Employee Current Leave Edit Listing — Example

BERORT DATE: 03/10/2017 CURRENT LERVE EDIT REPORT - STATE AND LOCLL BUCEETS DRCE: 1
BERPORT TIME: 15:0¢ SORTED BY WORK LOCATION, CLASS, MEME PROGEREM: PRYPRILOZ
Filter set: Status

EMERO EMELOYEE WAME CLARSS WE LOC JOE STAT SICK DERSONAL. VACATION  OTHER W/0 PAY STAFF SCK BNK

87770 J0&, LEERH 01 0lo0g 004 & £5.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE BRL
0.00 0_00 000 0.00 0.00 2.00 0.00 STATE CUR
0.00 1.00 0.00 1.00 0.00 2.00 0.00 STATE YTD
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL BRL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCRL CUR
0.00 0_00 000 0.00 0.00 0.00 0.00 LOCRL YTIDi

87550 CATY, SHTRAN 01 0155 o002 R 21.75 0.00 0.00 0.00 0.00 0.00 0.00 STATE BRL
2.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE CUR
g2.00 0.00 0.00 0.00 0.00 1.00 0.00 STATE YID
0.00 0_00 000 0.00 0.00 0.00 0.00 LOCRL BRL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL CUR
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL YID

85327 BLZMLIN, MRZYEELLE 01 0201 003 R S5_00 0_00 000 0.00 0.00 0.00 0.00 STATE ERL
3.00 0.00 0.00 0.00 0.00 0.00 0.00 STATE CUR
5.00 0.00 0.00 1.00 0.00 3.00 0.00 STATE YTD
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL BRL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCRL CUR
0_.00 o_00 0_00 0.00 o_00 0.00 0.00 LOCARL YTID:

88585 CL20N, ROZ 01 0201 o032 & 1€.25 0.00 0.00 0.00 0.00 0.00 0.00 STATE BRL
0.50 0.00 0.00 0.00 0.00 0.00 0.00 STATE CUR
3_00 0_00 000 0.00 0.00 0.00 0.00 STATE YTID:
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL BRL
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL CUR
0.00 0.00 0.00 0.00 0.00 0.00 0.00 LOCAL YID
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