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Leave balances must be updated at the beginning of each new school year. This will
guide you through the process of updating State and Local Leave types so Employee
Service Records are correct, as well as Addendums and school Year-To-Date Data.

Every district will update State Leave in the same manner, so the procedures for
updating State Leaves should be followed exactly (Board Policy DEC).

Local Leave varies from district to district so we have provided several scenarios.
Select the sample that fits your district’s local leave policy.

Before beginning the update process, run a Leave Status Report.

Leave Report

1. This step will give you a record of the ending balances for all employees prior
to the update process. This will be used in comparing totals from this report to
the Mass Update Reports for each Leave Type.

Reports > HR Reports > Leave Information Reports,

e Run the Leave Status Report (HRS 7350).
e Select:
1) State Sick
2) State Personal
3) Leave
4) Leaves that will accumulate Leave used totals without ever docking
employees. Ex: School Business, Jury Duty
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Payroll

Tables Processing

Maintenance

Reports > HR Reports > Leave Information Reports > Leave Status Report

Return to Reports

Report ID: HRS7350
Frequency: 6
User ID: PPROVAN

Sort by Alpha (A), Pay Campus (C), Primary Campus (P)

Select Leave Type(s), or blank for ALL

Pay Status Active (A), Inactive (1), or blank for ALL

Pay Type 1-4, Exclude Subs (E), or blank for ALL I

Select Pay Campus(es), or blank for ALL

Select Primary Campus(es), or blank for ALL

Select Extract ID(s), or blank for ALL

Select Employee(s), or blank for ALL

Utilities

SessionTimer: 57 min and 03 sec

Parameter Deszr\'p[icm Value
Clear Options

Reports

Change Applic:

Frequency: 6

HRS0030

ation

Search: |

B Leave Type Short Description Long Description

O 01 PERSONAL PERSONAL
O 02 VACATION VACATION
03 e i
04 PROF BUSIN PROF BUSINES
05 JURY DUTY JURY DUTY
OF N i) NORS
07 STATE SICK STATE SICK
08 STATE PERS STATE PERSON
09 LOCAL LEAV LOCAL LEAVE

Date Run: Leave Status Report
Cnty Dist: TEST ISD
For Payroll Period 08-01-2018 Thru 08-31-2018 Pay Date 08-20-2018

Emp Nbr Employee Name

Page: 10 3

Frequency: 6

Begin
B

! Leave Type .
04 - PROF BUSINE!

05 - JURY DUTY
08 - STATE PERSON
09 - LOCAL LEAVE

000213 ANDREWS, JULIE

000234 ANISTON, JENNIFER 04 - PROF BUSINES
05 - JURY DUTY
08 - STATE PERSON
09 - LOCAL LEAVE

05 - JURY DUTY
07-STATE SICK

I 000010 ASTAIRE, FRED I 04 - PROF BUSINES

08 - STATE PERSON
09 - LOCAL LEAVE

ance

Leave
Earmed

Leave
Used

.000 .000 3.000 .000
.000 5.000 5.000 .000
5.000 5.000 1.000 9.000
000 .000 5.000 000
.000 .000 2.000 .000
37.000 000 3.000 34.000
69.500 5.000 .000 74.500
15.000 .000 000 15.000

Date Run: "7 7= 2ni1o0-14 ana Leave Status Report
Cnoty DiSt 1o o TESTISD
For Payroll Period 08-01-2018 Thru 08-31-2018 Pay Date 08-20-2018

Program HRS 7350

Page:

10 B

Frequency: 6

Begin Leave Leave Ending
Emp Nbr Employee Name _ I Balance Eamed Used Balance I
000213 ANDREWS. JULIE 04 - PROF BUSINE! Bueg B tne e .
05 - JURY DUTY ooo ooo 2000 oo
08-STATE PERSON 3.000 5.000 3.000 5.000
09-LOCAL LEAVE 10.000 5.000 1.000 14.000
000234 ANISTOMN. JENNIFER 4 - PROF BUSINES 000 000 3.000 000
05 - JURY DUTY ooo ooo oo oo
08-STATE PERSON 000 5.000 5.000 000
08 - LOCAL LEAVE 5.000 5.000 1.000 5.000
000010 ASTAIRE. FRED 04 - PROF BUSINES 000 .00 5.000 000
05 - JURY DUTY 000 000 2000 000
07-STATE SICK 37.000 .0oo 3.000 34.000
08-STATE PERSON 69.500 5.000 000 74500
09-LOCAL LEAVE 15.000 000 000 15.000
Resetting and Updating Leave Balances Updated July 2019 Page 3 of 10




State Personal Leave

1. From Utilities > Mass Update > Leave tab. Select the radio button to Zero
Leave Values for Employees. Check the boxes in the Leave Earned and
Leave Used columns for your State Personal Leave code only and Execute.
This will cause the ending balance to move the beginning balance, zero the leave
earned and the leave used.

Tables Maintenance Payroll Processing Inquiry MNext Year Self-Service Utilities Reports

Utilities > Mass Update SessionTimer: 59 min and 33 sec

Parameters Pay Status:
@ pctive Clnactive Both Primary Campus: [ All v| Payeffpater [ |

Py Type: B v] Paycampus: (2 v | Frequency: [6 monthiy cvr -]

Job Code: [ v| conwact Begin Dae: [ v | selary Concept: [Al ]

Acerual Code: [au v Contract End Date: | v| Extractio: [ -]

Pay Grade: I:I Cantract Months: |:| Employee Nir: =
Prior ¥r Emp Date: | 00-00-0000

Deductions Job Code Salary Calculation

Description Leave Earmed Leave Used End Balance

®Zero Leave Values for Employees I o7 STATE SICK 0
(OAdd Leave Code to Employees 08 LOCAL PERS [m] (=] (0]
Opelete Leave Code from Employees 22 EXTENDED L o o o
33 FAMILY LEA [} [=] [m]
UIncrement Leave Earned to Employees 34 SCHOOL BU 5] = =]
25 AUX EXTEND [} [ [

2. Select the radio button to Increment Leave Earned to Employees. Check the
box in the Leave Earned column for your State Personal Leave code only.
Type 5.0 in the Increment box for that leave type and Execute. This will show
5 days of State Personal leave earned for the New school year.

Tables Maintenance Fayroll Pracessing Inquiry Mext Year Self-Service Utilities Reports
SessionTimer: 59 min and 29 sec

Primary Campus: [ &1 v] Payoffpate: [ [
bay Type: T ] Pavcempus: [An v ] Frequency: [ Wonthiy cvr -
Job Code: (A ] Contract Begin Date: | v | salary Concept |A” - |
Accrual Code: (A v] ContractEnd Date: [ v] ExtractiD: [ -

Pay Grade: I | ContractMonths: [ | EmployeeNbr: [ [
Prior ¥r Emp Date: [ 00-D0-0000

Deductions Job Code | Salary Calculation
Tvpe Description Leave Earned  Increment
T
Dzera Leave Values for Employees e ——————

DAdd Leave Code to Emplayees o8 LOCAL PERS = “oon
ODelete Leave Code from Employees 35 EXTENDED L = oo
®Increment Leave Earned to Employees 33 FAMILY LEA (=) 0.000
32 SCHOOL BU =] 0.000
25 AUX EXTEND (=] 0.000
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State Sick Leave

1. From Utilities > Mass Update > Leave tab. Select the radio button to Zero
Leave Values for Employees. Check the box in the Leave Used column for
your State Sick Leave code only and Execute. This will cause the ending
balance to move the beginning balance, and zero the leave used.

Tables Maintenance Payroll Processing Inquiry Next Year Self-Service. Utilities

Utilities > Mass Update SessionTimer: 59 min and 30 sec

®active Dlnactive O Both Primary Campus: [Au v | Payoff Date: [ =
Pay Type: A v] Faycempus: [ v | Frequency: [ Monthiy cvr -]
Job Code: [ V] conwact Segin Date [ v | selery concept: [An -]
Seerual Coda: [An v] CenwactEnd Date: | v | Extractio: [ -]

Bay Grade: 1 Contract Months: 1 Employee Nbr: [=1
Prior ¥r Emp Date: [ 00-00-0000

Deductions Ernployee Job Code Salary Caleulation
od Type > 3 Leave Earne: d  Leave Used End Balance
=
® Zero Leave Values for Employees I AT - - =]
Add Leave Code to Employees ; TOCAL PoR = =) =]
IDelete Leave Code from Employess 2z EXTENDED L - - -
33 FAMILY LEA ] = (=]
Jlnerement Leave Earned to Employees 2 SCHOOL BU = = =
ES AUX EXTEND = (=] =

Resetting and Updating Leave Balances Updated July 2019 Page 5 of 10



Local Leave

Local Leave policies vary from district to district. Review policy DEC (Local)
from your Local Board Policy Manual to determine which scenario describes your
policy.

A. Local Leave —Use it or Lose it

B. Local Leave with a Maximum Balance

C. Local Leave — No Maximum Balance

A. Local Leave —Use It or Lose It

1. From Utilities > Mass Update, select the Leave tab. Select the radio button to
Zero Leave Values for Employees. Check the boxes in the Leave Earned,
Leave Used and End Balance columns for your Local Leave code only and
Execute. This will zero out the beginning balance, the leave earned, and the
leave used.

Tables Maintenanee Payroll Pracessing Inguiry Desct Year Self-Service Utilities Reports

SessionTimer: 57 min and 45 sec

Primary Campus: |AH M | Payoff Date: l:E
pay Type: = PayCampus: [mi v| Frequeney:  [ementhy ovR v|
Job Code: 7] ContrartBegin Date: | v | salary conceps: [Al |
ContractEnd Date: | v] ExtractiD: [ ]

Acerual Code:

Pay Grade: I:I Contract Mornths: I:l Employee Nbr: I ]
Prior ¥r Emp Date: | 00-00-0000

Deductions Employee Extra Duty Job Code Salary Calculation

()
®7ero Leave Values for Employees I o TATE Ik 0 =] =]
(JAdd Leave Code to Employees l o8 LOCAL PERS =l | 7] I
ODelete Leave Code from Employees ETENDEDL g = g

33 FAMILY LEA (I} (W]} (]
Dlinerement Leave Earned to Employees 2 SCHOOLEBU = o =

35 AUX EXTEND (B} (W]} (9]
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2. Select the radio button to Increment Leave Earned to Employees. Check the
box in the Leave Earned column for your Local Leave code only. Type the
number of days given according to Local Leave Policy in the Increment box for
that leave type and Execute. This will ensure all employees have the allotted
Local Leave days to start the New school year.

Tables Maintenance Payroll Processing Inquiry MNext Year Self-Service Utilities Reports

Utilities > Mass Update SessionTimer: 59 min and 44 sec

Parameters Pay Status:
®pctive Ulnactive UBoth Primary Carnpus: |AII - | Payoff Date: l:E _m
Pay Type: B v | FayCempus: [ v| Frequency  [sMenthiy cvr -]
Job Cade: ‘AII = | Contract Begin Date: | v | Salary Concept: |A” = |
Accrual Code: ‘AII = | Contract End Date: | v | Extract |D: | = |

Pay Grade: l:l Contract Months: I:I Employee Nbr: I]
Prior ¥r Emp Date: | 00-00-0000

Deductions Employee Extra Duty Job Code Salary Caleulation
Description Leawve Earned Increment
Execute I
\WZero Leave Values for Employees .
07 STATE SICK 5] | 0.000
~/Add Leave Code to Employees o8 LOCAL PERS 7]
@ L — —
®increment Leave Earned to Employees a3 FAMILY LEA o 0.000
34 SCHOOLBU = 0.000
35 AUX EXTEND o 0.000

B. Local Leave with a Maximum Balance

1. From Tables > Leave > Leave Type tab. Verify the Local Leave Type displays
the appropriate Max Balance according to your Local Leave Policy.

Start Leave Typei | L Retrieve J L Print ]
D . Positio Da D

A Active ¥ 1 o|fD-Days ¥ <]
[ o7 STATE SICK STATE SICK LEAVE A-Active ¥ | ol -Dpays @ lg\
[i] 08 LOCAL PERS LOCAL PERSONAL LEAVE  [A- Active ¥ D-Days ¥ [=] =]
[ 22 EXTENDED L EXTENDED LEA A- Active ¥ 0-Days ¥ El £l
[T a3 FAMILY LEA FAMILY LEAVE A- Actve ¥ D-Days ¥ [5] ]
[ 22 SCHOOL BU SCHOOL BUSINESS A-Active ¥ [ [ o]fo-Days v @ 5]
[ as AUX EXTEND AUXILARY EXTENDED LE  [A- Active ¥ [ ] D-Days ¥ [ ]
R | N | —] —
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2. From Utilities > Mass Update > Leave tab. Select the radio button to Zero
Leave Values for Employees. Check the boxes in the Leave Earned and
Leave Used columns for your Local Leave code only and Execute. This will
cause the ending balance to move the beginning balance, zero the leave earned
and the leave used.

Tables Maintenance Payroll Processing Inquiry Next Year Self-Service Utilities

Utilities > Mass Update SessionTimer: 59 min and 24 sec

reremee 1R
@ active Olinactive UBoth Primary Campus: [an v] Payoffpste: [ |

pay Type: [ v Fev cempus: [an v | Frequencge [ monthiy ovr M

Job Code: [ ] Contract Begin Date: | v ] sslary concepr [An M

sl Cose: [ ] Contract End Date: I v] Extractip [ -]

Pay Grade: 1 Cantract Months: 1 Employee Nbr: J-=
Prior ¥r Emp Date: | 00-00-0000

Deductions

®Zero Leave Values for Employees

2 TATESICK
_Add Leave Code to Employees | IS LOCAL PERS 3] ] (] 1
DDelete Leave Code from Employees ERTENDED T - - =

3z FAMILY LEA [=] [=] [m]
Jincrement Leave Earned to Employees S SeHOOLBL = - -

ES AUX EXTEND 3] = (]

3. Select the radio button to Increment Leave Earned to Employees. Check the
box in the Leave Earned column for your Local Leave code only. Type number
of days given according to Local Leave Policy in the Increment box for that
leave type and Execute. This will show the days of Local Leave earned for the
New school year. If an employee is near or has reached the maximum number
of days allowed in their balance, the number of days earned is adjusted by the
system automatically.

Tables Maintenance Payroll Processing. Inquiry Next Year Self-Service Utilities Reports
Utilities > Mass Update SessionTimer: 53 min and 44 see
mm— [
®Active Dinactive UBoth Primary Campus: [an v] Payoffpae: [ =]
Pay Type: [ v] Peycameus [ v ] Frequency: [& meonthiy ovr ~|
Job Code: [An -] Contract Begin Date: | v | salary Concepr [all v
Accrual Code (A ] ConsractEnd Date: [ v ] Extractip: [ v

Pay Grade: ] Contract Months ] Employee Nor -
Prior ¥r Emp Date: | 00-00-0000

Deductions Job Code Salary Caleulation

pe Description Leave Earned Increment
Execute
0.000

L Zero Leave Values for Employees
o7 STATE SICK = 0.000
DAdd Leave Cade to Employees I - TOCAL PERE 3] 000
(ODelete Leave Code from Employees = T TNDED T ) 0.000
®lncrement Leave Earned to Employees 33 FAMILY LEA = 0.000
24 SCHOOL BU (=) 0.000
ES AUX EXTEND (=] 0.000
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C. Local Leave With No Maximum Balance

1. From Utilities > Mass Update > Leave tab. Select the radio button to Zero
Leave Values for Employees. Check the boxes in the Leave Earned and
Leave Used columns for your Local Leave code only and Execute. This will
cause the ending balance to move the beginning balance, zero the leave earned
and the leave used.

Tables Maintenance Payroll Processing Inquiry Next Year Self-Service Utilities Reports

Utilities > Mass Update SessionTimer: 59 min and 51 sec

roramerers IR
®active Uinactive CBoth Primary Campus: [an v] Payoffpare: [ ]

pay Type: I v] Peycemeus: [&n v | Frequency [& montniy crr |
Job Code: [ ] Contract Begin Date: | v | salary Concepe [All ke
Aecrual Code: (A v Contract End Date: | v ] Estractio: [ -

Pay Grade: ] ContractMenths: [ | EmployeeNbe: [ |
Prior ¥r Emp Date: | 00-00-0000

Deductions

% Zero Leave Values for Employees 7 TATE S|CI 5] (5] (5]
JAdd Leave Code to Employees l 08 LOCAL PERS 3] =] (] ]
“'Delete Leave Code from Employees EATERDEDL - - -

33 FAMILY LEA (5} (5} (5}
‘“Increment Leave Earned to Employees 34 SCHOOL BU (@] (@] (@]

35 AUX EXTEND (5} (5} (5}

2. Select the radio button to Increment Leave Earned to Employees. Check the
box in the Leave Earned column for your Local Leave code only. Type number
of days given according to Local Leave Policy in the Increment box for that
leave type and Execute. This will show the days of Local Leave earned for the
New school year.

Tanles Maintenance Payroll Processing Inguiry Next Year Self-Service Utilities Reports

Utilities > Mass Update SessionTimer: 59 min and 36 sec

Parameters

® active Clnactive OBoth Primary Campus: [an v ] Payoffpeter [ [
Pay Type: (A v] PeyCempus [An v ] Frequency: [8 monthiy evr -]
Job Code: (A -1 Contract Begin Date: | v | salary concept: [an v
= .
| Extractin: [ -]

Accrual Code: |AH - | Cantract End Date: ‘

Pay Grade: 1 Contract Months 1 Employee Nor: | =]
Prior ¥r Emp Date: | 00-00-0000

Deductions Employee Job Code Salary Caleulation

Description Leave Earned
0.000 Execute
DZera Leave Values for Employees -

07 STATE SICK |
L Add L Code to Er I
eave Code to Employees I e ToCALEoRe Sy

=
) Delete Leave Code from Employees S:aga0 SN :. 0.000
e —— | 34 SCHOOL BU (=) 0.000
35 AUX EXTEND =) 0.000
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Other Leave Types such as School Business, Jury Duty,
etc...

1. From Utilities > Mass Update > Leave tab. Select the radio button to Zero
Leave Values for Employees. Check the box in the Leave Used column for
those Leave codes only and Execute. Zeros will display for the Beginning
Balance, Leave Earned, Leave Used, and Ending Balance columns for the New
school year. These leave types generally accumulate Leave Used totals without
ever docking employees for the leave.

Tables Maintenance Payroll Processing Inquiry Next Year Self-Service Utilities Reports
Utilities > Mass Update SessionTimer: 59 min and 25 sec
®lactive Ulnactive Both Primary Campus: |A|| v I Payoff Date: l:lﬂ
Pay Type: |AII v I Pay Campus: |AII v I Frequency: | 6 Monthly CYR v I
Job Code: |,c\|| v I Cantract Begin Date: | v I Salary Concept: |A|| v I
Acerual Code: |AI| v I Contract End Date: | v I Extract ID: | v I
Pay Grade: Contract Months: I:I Employes Nor: \—E
Prior ¥r Emp Date! | 00-00-0000
Deductions Employee Extra Duty Job Code Salary Caleulation
od Type Description —————|
@® [ ——
®Zero Leave Values for Employees I o7 STATE SICK 3] 3] ]

D add Leave Code to Employees 08 LOCAL PERS S5} S5} o
UDelete Leave Code from Employees 2 EXTENDED L = = =

VIEL m] m] L

Dlnerement Leave Earned to Employees 34 SCHOOLBU =] 7] =]
35 AUX EXTEND =] 9] o

36 JURY DUTY 5] 54} 5]

Report Comparison

1. From Reports > HR Reports > Leave Information Reports, re-run the
Leave Status Report (HRS 7350). Verify all data for all leave types.
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