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Maintain Leave Type Codes
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Enter the Leave Type Code you wis

Leave Type: hd

h to maintain or create:

Ualid Type Codes: A1 Paid sick
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Maintain Leave Type Codes

=8991 Rel=12.02.00 09/18/2012 DOD 002 =l=]x]
Maintain Leave Type CGodes LUT@1080
Enter the Leave Type Code you wish to maintain or create:
Leave Type: hd
Valid Type Codes: [ A1 = Paid sick
A2 = Other
A3 = Unpaid leave
A5 = Paid vacation
A6 = Approved professional (staff development)
A7 = Sick bank
L1 = Secondary paid sick
L2 = Secondary other
L3 = Secondary unpaid leave
LS5 = Secondary paid vacation
L6 = Secondary approved professional (staff development)
N1 = Hon-TRS credits
T1 = TRS credits
Enter=Edit, F3=Print All, F13=Create, F18=Delete
" el 15 = A (i s e P R S el 12203500
o ] L Help




PCGenesis Personnel System Operations Guide

Maintain Leave Type Codes

=8991 Rel=12.02.00 09/18/2012 DOD 002 =l=]x]
Maintain Leave Type CGodes LUT@1080
Enter the Leave Type Code you wish to maintain or create:
Leave Type: hd
Ualid Type Codes: A1 = Paid sick
A2 = Other
A3 = Unpaid leave
A5 = Paid vacation
A6 = Approved professional (staff development)
A7 = Sick bank
L1 = Secondary paid sick
L2 = Secondary other
L3 = Secondary unpaid leave
LS5 = Secondary paid vacation
L6 = Secondary approved professional (staff development)
N1 = Hon-TRS credits
T1 = TRS credits
Enter=Edit, F3=Print All, F13=Create, F18=Delete
" el 15 = A (i s e P R S el 12203500
o ] L Help
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Maintain Leave Type Codes

=§991 Rel=12.02.00 09/18/2012 DOD 002 _l=| x|
Maintain Leave Type CGodes LUT@1080

Enter the Leave Type Code you wish to maintain or create:

Leave Type: hd

Ualid Type Codes: A1 = Paid sick
= Other
A3 = Unpaid leave
A5 = Paid vacation
= Approved professional (staff development)
A7 = Sick bank

L1 = Secondary paid sick
L2 = Secondary other
L3 = Secondary unpaid leave
= Secondary paid vacation
L6 = Secondary approved professional (staff development)

TRS credits

Enter=Edit, F3=Print All, F13=Create, F18=Delete
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Maintain Leave Type Codes

Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE Hemo 1
Short desc SICK LEAVE Hemo 2
Accrual Parameters
Drop unused days ¢ Drop unused days At year-end, add unused days  Yes
at year-end? & Canyover unused days to sick? & No

Leave advance formula ' Contiact months Length of service based on " Original hire date
" Months of service " Rehire date
' All employees accrue " State years experience
 No accrual " Local years experience
& Not applicable
Advance Schedule ¢ Annually
& Monthly Last mofyear accrued 08 / BB6A
" Not applicable Last rollover date
Leave Parameters
Clear Staff Dev © Yes CPI category  Sick How much to take ¢ Unlimited
accounts for subs? & No " Vacation @ Check leave balance
' Staff development ' Check max to take
" Other
Default leave input  Hours Allow balance to go negative?  Yes
in hours or days? @ Days ¥ No

Enter in days

Haximum days allowed to take for plan year (Enter if 'Check max to take' selected)

HMinimum day allowed to take -2588
Pay increment for time off requests .2508 (Enter as days or fraction of day)
Record Validated Successfully —— F8 to Save
= || & | S rio W | - [P AT =R 1283200

,eu_s‘,‘/

et

The accrual parameters define how the Leave Type is
advanced.
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Maintain Leave Type Codes

991 Rel=12.02.00 09/

nced, Annually or Montt

Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE Hemo 1
Short desc SICK LEAVE Hemo 2
Accrual Parameters
Drop unused days ( Drop unused days At year-end, add unused days  Yes
at year-end? (& Canyover unused days to sick? & No
Leave advance formula ' Contiact months Length of service based on " Original hire date
" Months of service " Rehire date
' All employees accrue " State years experience
 No accrual " Local years experience
& Not applicable
Advance Schedule ¢ Annually
& Monthly Last mofyear accrued 08 / BB6A
" Not applicable Last rollover date
Leave Parameters
Clear Staff Dev © Yes CPI category  Sick How much to take ¢ Unlimited
accounts for subs? & No " Vacation @ Check leave balance
' Staff development ' Check max to take
" Other
Default leave input  Hours Allow balance to go negative?  Yes
in hours or days? @ Days ¥ No

Enter in days

Haximum days allowed to take for plan year (Enter if 'Check max to take' selected)

HMinimum day allowed to take -2588
Pay increment for time off requests .2508 (Enter as days or fraction of day)
Record Validated Successfully —— F8 to Save
N = ) e s s\ = | o =2 120308
e

For each Leave Type, the useris allowed to define whether
the accumulated days are dropped or carried over at the
end of the year, and whether or not unused days should be
added to the sick leave Leave Type.
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Maintain Leave Type Codes

Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE Hemo 1
Short desc SICK LEAVE Hemo 2
Accrual Parameters
Drop unused days ¢ Drop unused days At year-end, add unused days  Yes
at year-end? & Canyover unused days to sick? & No
Leave advance formula ' Contiact months Length of service based on " Original hire date
" Months of service " Rehire date
' All employees accrue " State years experience
 No accrual " Local years experience
& Mot applicable
Advance Schedule ¢ Annually
& Monthly Last mofyear accrued 08 / BB6A
" Not applicable Last rollover date
Leave Parameters
Clear Staff Dev © Yes CPI category  Sick How much to take ¢ Unlimited
accounts for subs? & No " Vacation @ Check leave balance
' Staff development ' Check max to take
" Other
Default leave input  Hours Allow balance to go negative?  Yes
in hours or days? @ Days ¥ No
Enter in days
Haximum days allowed to take for plan year (Enter if 'Check max to take' selected)
HMinimum day allowed to take -2588
Pay increment for time off requests .2508 (Enter as days or fraction of day)
Record Validated Successfully —— F8 to Save
NG| [, [ | 0 o W e 126300
e Help

If leave is advanced, leave may be advanced to all
employees, or leave may be advanced to employees based
upon either contract months or months of service.
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Maintain Leave Type Codes

= rrooseenReizozit B4 How Leave Type is Advanced, Annually or Monthly
Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE Hemo 1
Short desc SICK LEAVE Hemo 2
Accrual Parameters
Drop unused days ¢ Drop unused days At year-end, add unused days  Yes
at year-end? & Canyover unused days to sick? & No
Leave advance formula ' Contiact months Length of service based on " Original hire date )
" Months of service " Rehire date
' All employees accrue " State years experience
 No accrual " Local years experience
& Mot applicable )
Advance Schedule ¢ Annually
& Monthly Last mofyear accrued 08 / BB6A
" Not applicable Last rollover date
Leave Parameters
Clear Staff Dev © Yes CPI category  Sick How much to take ¢ Unlimited
accounts for subs? & No " Vacation @ Check leave balance
' Staff development ' Check max to take
" Other
Default leave input  Hours Allow balance to go negative?  Yes
in hours or days? @ Days ¥ No
Enter in days
Haximum days allowed to take for plan year (Enter if 'Check max to take' selected)
HMinimum day allowed to take -2588
Pay increment for time off requests .2508 (Enter as days or fraction of day)
Record Validated Successfully —— F8 to Save
NG [t o | 0 (o O [ W ) [ 126300
) |2 Help

If leave 1s advanced based upon months of service, the
user may define whether the length of service is calculated
based upon an employee’s original hire date, the rehire
date, the state years of experience, or the local years of
experience.
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Maintain Leave Type Codes

Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE Hemo 1
Short desc SICK LEAVE Hemo 2
Accrual Parameters
Drop unused days ¢ Drop unused days At year-end, add unused days  Yes
at year-end? & Canyover unused days to sick? & No
Leave advance formula ' Contiact months Length of service based on " Original hire date
" Months of service " Rehire date
' All employees accrue " State years experience
 No accrual " Local years experience
£ _Not appli
Advance Schedule ¢ Annually
& Monthly Last mofyear accrued 08 / BB6A
" Mot applicable Last rollover date
Leave Parameters
Clear Staff Dev © Yes CPI category  Sick How much to take ¢ Unlimited
accounts for subs? & No " Vacation @ Check leave balance
' Staff development ' Check max to take
" Other
Default leave input  Hours Allow balance to go negative?  Yes
in hours or days? @ Days ¥ No
Enter in days
Haximum days allowed to take for plan year (Enter if 'Check max to take' selected)
HMinimum day allowed to take -2588
Pay increment for time off requests .2508 (Enter as days or fraction of day)
Record Validated Successfully —— F8 to Save
7 [0 o =l ][ [ u_s‘,‘/ S e 126300
e

The leave may be advanced either annually or monthly, or
leave may not be advanced at all.
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Maintain Leave Type Codes

18/2012 DOD 002  C\DEYSYS C:\SECO! =] x|
Maintain Leave Type Codes LUTO160
Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE Hemo 1
Short desc SICK LEAVE Hemo 2
Accrual Parameters
Drop unused days ¢ Drop unused days At year-end, add unused days  Yes
at year-end? & Canyover unused days to sick? & No
Leave advance formula ' Contiact months Length of service based on " Original hire date
" Months of service " Rehire date
' All employees accrue " State years experience
 No accrual " Local years experience
& Mot applicable
Advance Schedule ¢ Annually
& Monthly Last mo/| i i
" Not applicable Last roll How Le ype1s ake
Leave Parameters
Clear Staff Dev © Yes CPI category  Sick How much to take ¢ Unlimited
accounts for subs? & No " Vacation @ Check leave balance
' Staff development ' Check max to take
" Other
Default leave input  Hours Allow balance to go negative?  Yes
in hours or days? @ Days ¥ No
Enter in days
Haximum days allowed to take for plan year (Enter if 'Check max to take' selected)
HMinimum day allowed to take -2588
Pay increment for time off requests .2508 (Enter as days or fraction of day)

Record Validated Successfully —— F8 to Save
M= | | s =[] | EEE] R 12.08.00
e Ll Help

=

€|

The leave parameters define how the Leave Type 1s taken.

13
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Maintain Leave Type Codes

B2 PCGDIst=8991 Rel=12.02.00 09/18/2012 DOD 002  C\DEVSYS C:ASECOND WHIT =]
Maintain Leave Type Codes LUTO160

Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE eno
Short desc SICK LEAVE
Drop unused days ( Dr
at year-end? & Can
L dvance f la @ Co
Mo
' All employ: ue ence
© No 'l perience
nd Schedul ' Annually
01 Minibly: Sl How Leave Type is Taken
Not applicable Last rol v
Leave Parame ters
ear Staff Dev © Yes CPI category  Sick How much to take ¢ Unlimited
ubs? & No " Vacation @ Check leave balance
' Staff development ' Check max to take
" Other
Default 1 nput  © Hou Allow balance to go negative?  Yes
hour days? & Days * N
Enter in days
days allowed to take for plan year (Enter if 'Check max to take' selected)
imum day allowed to take -2588
in ent for time off requests -2588 (Enter as days or fraction of day)

12.83.00

=]

re (4] | FETE B
Help

5 sfully to ve
o e P e P EI_J‘J s

Select Yes if substitute’s gross data account lines should
not default to the teacher’s grossdata account lines in the
Input Employee Leave and Substitute Pay module, and
should instead default to spaces so that the user may enter
a special account number for the staff development pay.

Select No 1f the substitute’s gross data account lines
should default to the teacher’s grossdata account lines in
the Input Employee Leave and Substitute Pay module.

14



PCGenesis Personnel System Operations Guide

Maintain Leave Type Codes

B PCGDIst=8991 Rel=12.02.00 0 /2012 DODO002  CADEVSYS L I =] x|
Maintain Leave Type Codes LUTO160
Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE Hemo 1
Short desc SICK LEAVE Hemo 2
Accrual Parameters
Drop unused days ¢ Drop unused days At year-end, add unused days  Yes
at year-end? & Canyover unused days to sick? & No
Leave advance formula ' Contiact months Length of service based on " Original hire date
" Months of service " Rehire date
' All employees accrue " State years experience
 No accrual " Local years experience
& Mot applicable
Advance Schedule ¢ Annually
& Monthly 7 1 <\
" Not applicable €18 Takell

Clear Staff Dev © Yes CPI category  Sick How much to take ¢ Unlimited

accounts for subs? & No Vacation & Check leave balance
' Staff development ' Check max to take
" Dther

Default leave input  Hours Allow balance to go negative?  Yes
in hours or days? @ Days ¥ No
Enter in days
Haximum days allowed to take for plan year (Enter if 'Check max to take' selected)
HMinimum day allowed to take -2588
Pay increment for time off requests .2508 (Enter as days or fraction of day)

F8 to Save

] FQH_J‘,‘/ o £

Record Validated Successfully
| | |

ek

Al | EEE e 12.63.00

=]

Select the desired CPI category option to identify how
the leave type should be reported in the CPI
Transmission and CPI In Progress Report module for
CPI Cycle Three reporting.

Valid options include: Sick, Vacation, Staff Development,
or Other.
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Maintain Leave Type Codes

B2 PCGDIst=8991 Rel=12.02.00 09/18/2012 DOD 002  C\DEVSYS C:ASECOND WHIT =]
Maintain Leave Type Codes LUTO160

Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE Hemo
Short desc SICK LEAVE Hemo
Accrua 1
Drop unused days ¢ Drop unused days
at year-end? & Canyover unused days
L d formula & Contract months
" Months of ice
' All employ:
' Mo acerual
Ad Schedull © Annually
& Monthly
" Not applicable
L
ear Staff Dev © Yes CPI category  Sick ow much to take ¢ Unlimited
ubs? & No " Vacation @ Check leave balance
' Staff _Check max to take

" Other
Allow balance to go negative?  Yes
N
in days
n year (Enter if 'Check max to take' selected)
t

-2500
2588 (Enter as days or fraction of day)

12.83.00

=]
b

3 5 to ve
) e [ e u_g‘,‘/ e W ] T B

When taking leave, the amount of leave an employee may
take can be unlimited, or can be the amount contained in
their leave balance field, or maybe some fixed maximum
amount as defined in the Maximum days allowed to take
for plan year field.

For example, the leave type A2, other leave, would
probably define the amount of leave to take as unlimited,
whereas the leave type Al, sick leave, would probably be
defined as checking a leave balancefield.

16
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Maintain Leave Type Codes

18/2012 DOD 002  CADEVSYS =] x|
Maintain Leave Type Codes LUTO160
Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE Hemo 1
Short desc SICK LEAVE Hemo 2

Accrual Parameters

Drop unused days
at year-end?

Leave advance formula

Drop unused days
Cantyover unused days

Ole]

Contract months

Months of service

All employees accrue
No accrual
Advance Schedule Annually
Monthly

Not applicable

@loke Mo Te ke lC]

Leau:
Clear Staff Dev © Yes CPI category
accounts for subs? & No

Default leave input  Hours
in hours or days? (% Days

Haximum days allowed to take for plan year
HMinimum day allowed to take
Pay increment for time off requests

At year-end, add unused days  Yes
to sick? & No
Length of service based on " Original hire date
" Rehire date
" State years experience
" Local years experience
& Not applicable
el How Le pe is Take
Last rol v
e Parameters
@ Sick How much to take ¢ Unlimited
" Vacation @ Check leave balance
' Staff development ' Check max to take
" Other

Allow balance to go negative?  Yes
* No
Enter in days
(Enter if 'Check max to take' selected)
-2500
2588 (Enter as days or fraction of day)

Record Validated Successfully —— F8 to Save

. P A P

=

(4] | B B 12.03.00

] FQH%J e

Help

The Default leave input in hours or days? field determines
if the leave reports for the Leave Type will be printed in

hours or days.

17
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Maintain Leave Type Codes

18/2012 DOD 002  CADEVSYS =] x|
Maintain Leave Type Codes LUTO160
Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE Hemo 1
Short desc SICK LEAVE Hemo 2

Accrual Parameters

Drop unused days
at year-end?

Leave advance formula

Drop unused days
Cantyover unused days

Ole]

Contract months

Months of service

All employees accrue
No accrual
Advance Schedule Annually
Monthly

Not applicable

@loke Mo Te ke lC]

Leau:
Clear Staff Dev © Yes CPI category
accounts for subs? & No

Default leave input  Hours
in hours or days? @ Days

Haximum days allowed to take for plan year
HMinimum day allowed to take
Pay increment for time off requests

At year-end, add unused days  Yes
to sick? & No
Length of service based on " Original hire date
" Rehire date
" State years experience
" Local years experience
& Not applicable
el How Le pe is Take
Last rol v
e Parameters
@ Sick How much to take ¢ Unlimited
" Vacation @ Check leave balance
' Staff development ' Check max to take
" Other

Allow balance to go negative? ( Yes
* No

Enter 1n days
(Enter if 'Check max to take' selected)
-2500
2588 (Enter as days or fraction of day)

Record Validated Successfully —— F8 to Save

. P A P

=

(4] | B B 12.03.00

] FQH%J e

Help

The PCGenesis administrator can also determine whether
or not the employee’s leave balance is allowed to go

negative.

18
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Maintain Leave Type Codes

B2 PCGDIst=8991 Rel=12.02.00 09/18/2012 DOD 002  C\DEVSYS C:ASECOND WHIT] =]
Maintain Leave Type Codes LUTO160
Leave Type A1 Paid sick Plan start month 7_ (KM} Plan year 2813 (CCYY)
Desc REGULAR SICK LEAVE Hemo 1
Short desc SICK LEAVE Hemo 2
Accrua 1 Parame ters
Drop unused days ¢ Drop unused days At y d, add d days  Ye
at year-end? & Canyovi ed day: to sick? & No
L d Formul & Contract months Length of service based on " Original hire dats
" Months of ice " Rehire d
' All employ: ' State ye: 2y
 No accrual " Local ye xperience
& Not applicable
Ad Schedull © Annually
01 Minibly: Sl How Leave Type is Taken
Not applicable Last rol v
Leave Parame ters
ear Staff Dev © Yes CPI category  Sick How much to take ¢ Unlimited
ubs? & No " Vacation @ Check leave balance
' Staff development ' Check max to take
" Other
Default 1 nput  Hor Allow balance to go negative?
hour days? & Day: i Ho
Enter in days v
days allowed to take for plan year (Enter if 'Check max to take' selected)
imum day allowed to take -2588
in ent for time off requests -2588 (Enter as days or fraction of day)

3 5 to ve
o b | - T o | | T H_s‘ 25

12.83.00

h 4

=]

o el

b

Help

The Minimum day allowed to take defines the smallest
time interval an employee 1s allowed to take, and the total
days in a time off request must be some multiple of the

Day increment for time off req

For example, if the minimum day allowed for sick leave 1s
.25, and the day increment is .25 days, then the employee

may take a quarter day, a half day, a three-quarter day, or a
full day, and the employee may NOT take off an eighth of

a day.

uests.
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Maintain Leave Reason Codes

B pCGDIst=8991 Rel=12.02.00 09/21/2012 DOD 001 C:\DEYSYS

son Codes LuT@100

[Enter the Leave Type Code you wish to maintain or create

Valid Type Codes: A1 = Paid sick

Enter=Edit, F3=Print All, F13=Create, F18=Delete

| |t | - & || L | T R

.
2

) el 12.03.00

e8| 1 55| o 1

Help

An example of Leave Reason Codes might be setting up
multiple Leave Reason Codes for the Leave Type Code A2
(other). For example, Leave Reason Code 01 might
represent jury duty, code 02 might represent bereavement,

code 03 might represent National Guard duty, etc.

21
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Maintain Leave Reason Codes
2013 PCW 001 Cl — =]
Haintain Leave Reason Codes LuTe100
Leave Type A1 Paid sick Leave Reason 18
Desc SICK LEAUE HMemo 1
Short desc SICK LEAUE Hemo 2
Leave Parameters
FHLA category? © Yes Show as personal leave ( Yes
* No on pay check stub? @& No
Sick bank contri- ¢ Yes Haximum days to take " Yes. one maximum defined below
bution category? & No for leave reason? " Yes. employee maximum defined on PERSONMEL rec
' No, no maximum
Hinimum DAYS needed to contribute to sick bank:
(Enter if 'Sick bank category' is ¥}
Haximum DAYS allowed to take for plan year:
(Enter if ‘'Haximum days to take' is ¥}
|- colez] | o[ | T | | e Ble [ W] oo (o | e T | RS e 1320100
et Help

Leave Reason Codes allow the user to further specify
what type of leave is being taken within a specific Leave

Type.
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Maintain Leave Reason Codes

B pCGDIst=8991 Rel=13.01.00 03/06/2013 PCW 001

C:\DEVSYS CASECOND =l=| %]
Haintain Leave Reason Codes LuTe100

Leave Type A1 Paid sick Leave Reason 18

Desc SICK LEAUE

HMemo 1
Short desc SICK LEAUE

Hemo 2

Leave Parameters

[FMLR category? © Yes

Show as personal leave ( Yes
© No

on pay check stub? @& No

Sick bank contri- ¢ Yes Haximum days to take
bution category? & No for leave reason?

€ Yes, one maximum defined below

* Yes. employee maximum defined on PERSONNEL rec
' No, no maximum

Hinimum DAYS needed to contribute to sick bank:
(Enter if 'Sick bank category' is ¥}

Haximum DAYS allowed to take for plan year:
(Enter if ‘'Haximum days to take' is ¥}

s
B
a1

B
I

o | | |

o] 3

13.01.08

o

= rsu_s‘,‘! e W e T (81 | BT

Help

For example, the Leave Reason Code may indicate that
the leave 1s FMLA (Family Medical Leave Act)leave,
personal leave, or a sick bank contribution.
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Maintain Leave Reason Codes

B PCGDist=6991 Rel=13.01.00 03/06/2013 PCW 001  C:\DEVSYS C:ASECOND -
Haintain Leave Reason Codes LUT@1080

Leave Type A1 Paid sick Leave Reason 18

Desc SICK LEAUE
Short desc SICK LEAUE

0. N0 maximum

A
H
es Haximum days to take Yes. one maximum defined below
o for leave reason? " Yes. employee maximum defined on PERSONMEL rec
&N

Hinimum DAYS needed to contribute to sick bank:
(Enter if 'Sick bank

Haximum DAYS
i

allowed to take for plan year:
(Enter B i i

£ ‘Maximum days to take® is ¥}

13.01.08

i
B
=
o

gl I A A ) ) )
5| e it

o Wl A W B T
Help

The Leave Reason Code may further define the maximum
leave amount allowed to be taken by the employee.

For example, if personal leave is a sub- category of sick
leave, the user may define that a maximum of 3 days of
personal leave are available within the limitations of the
sick leave Leave Type.

Select Yes, employee maximum defined on
PERSONNEL rec if the leave reason code applies an
employee-specific maximum on the amount of this leave
reason an employee can take. For example, a district

24



leave policy may provide that some employees are allotted
a maximum of 3 days of personal leave, other employees
may be allowed 4 days ofpersonal leave, and still other
employees may be allowed 5 days of personal leave.

24
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Update/Display Personnel Data — Leave Reason Max

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCWO0L  C:\DEVSYS | C ol _l=| x|
Display/Update Personnel Data PAYO2
Status A —- Actiuve AD4TR, CEL4ESTA
Emp. no. 89957 Pay Loc 6211 Location 866211 Class _9 SUBSTITUTE TERCHER
Sex Code F Work Loc 6211 Location 006211 Job 169 SUB-TEACHERS
Mar Stat s SSH 099 B8 2057 EE0D-5 Job HB2 Substitute
EEO-5 Ethnic _2 WHITE
NAME First CEYESTA Middle
Last ADA4IR Suffix Prefix Hispanic/Latino Ethnicity?
© Yes® Mo
Address 1843 MAIN STREET Certificate Type Race (Select all that apply)
Address L2 CS1 Job (from CPI) 999  Yesf Mo Am Indian Alaskan
City/state GA Include on CPI 7 N C Yes®® Mo Black
Zip Code County 168 Sick Bank ? N @ Yes? No White
Phone 555-8843 Out of State Substitute rank 2 " Yes{* Mo Asian
Cell phone 088 Override accrue?  _ C Yee!® Mo Hawaiian Pacific
Adj Lv Elig Date
Lv Reason Hax
AOUTS PEF Daly
spouse SSH PERSONNEL Rec Max
Birth Date 6/81/1988 Pens Elig Date TRS DOE Paid ERCON 7 _
Hire Date 8/01/2012 GHI Eligible 7 N Participate in GHI 7 N
Rehire Date GHI 1ST Day Urk GHI Option HC  WAIUED
Background Ck GHI EfF Date GHI Tier a8 HO COVERAGE
Term Date GHI Change Date GHI Ded Cd __
Term Reason o GHI Change Code HEHP
Mew Employee hire
sxxxx TAN DATA *xxxx
Federal: Mar Stat S Exempt _8 Withholding Code 8 Amt/% .80
State: HMar Stat A Allowance Har 8 Dep _8 Withholding Code 8 ARt/% .88
Tax Switches: Fed ¥ State ¥ FICA ¥ Retire ¥ AEIC _
| PR [ tR | e o | S e 1320100
il Grs |W/H | Lv | Ytd | Help | Adj | FICA | Gar

If the Yes, employee maximum defined on
PERSONNEL rec option is selected, the employee-
specific limit for this leave reason must be entered in the
Leave Reason Maxfield on the Update/Display
Personnel screen for the employee.
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Maintain Leave Reason Codes
B PCGDist=6991 Rel=13.01.00 03/06/2013 PCW 001  C:\DEVSYS C:ASECOND -
Haintain Leave Reason Codes LuTe100
Leave Type A1 Paid sick Leave Reason 18
Desc SICK LEAUE HMemo 1
Short desc SICK LEAUE Hemo 2
Leave Parame ters
FHLA category? © Y Show as persona 1 leave
« N on pay check stub
Sick bank contri- ¥ Haximum days to tak elow
bution category? & N for leave reason? ined on PERSONNEL rec
Hinimum DAYS ded t tribute to k bank
(Ent f 'Sick bank category’ ¥y
Haximum DAYS allowed to take for plan year:
(Enter if ‘'Haximum days to take' is ¥}
R || & || T T T e W e (e W (R T T & 13018
Il e P Help

The Leave Reason Code may further define the maximum
leave amount allowed to be taken by the employee.

For example, if personal leave is a sub- category of sick
leave, the user may define that a maximum of 3 days of
personal leave are available within the limitations of the
sick leave Leave Type.

Minimum DAYS needed to contribute to sick bank:
This field contains the minimum days required in an
employee’s leave balance before the employee 1s allowed
to make a contribution to the system sick bank. For

26



example, some districts require that the employee have a
minimum of 5 days in their leave balance before the
employee is allowedto contribute any time to the system
sick bank. In this case, 5.00 would be entered in the
Minimum DAYS needed to contribute to sick bank
field.
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Maintain Payroll Class Code Leave Parameters
B PCGDIst=8991 Rel=12.03.00 10/02/201Z DODO0S  C:ADEVSYS CASECOND WHITE =]
Haintain Payroll Class Code Leave Parameters LUT8200
Payroll Class Code: 25 Teachers
Substitute object code 11308
Substitute proc typ D Reg Daily /Pension an d Taxes
Hourly or daily t D {H=hourly, D=daily)
Pay
Rat Type
Substitute k 1 - Regular 60. 088 25 Substitute Pay
Substitute k 2 - Certified 70.008 25 Substitute Pay
Substitute k 3 - School Food
Substitute k 4 - Bus 40.0088 25 Substitute Pay
Substitute k & - Long-Te| 75.008 25 Substitute Pay
Select at least one leave type for the class code:
¥ A1 SICK LEAUE
¥ A2 DTHER LEAUE
¥ A3 UNPAID LEAUE
[T AS UACATION
¥ A6 PROFESSIONAL
Record Validated Successfully -- F8 to Save
" P 2 = ) s = |0 o S S =2 128390
[ R Help

The Class Code Leave Parameters indicate the types of
leave allowed for employees of a particular payroll class
code. For example, the employees may be allowed sick
leave but not vacation leave. The Payroll Class Code
Leave Parameters screen defines to the system how to
generate substitute pay (gross data lines).

The Class Code Leave Parameters should only need to be

set up one time, and once they are set up, should not
require much additional maintenance.
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Maintain Payroll Class Code Leave Parameters

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCWODI  C:ADEVSYS C:ASECOND ] _l=| x|
Maintain Payroll Class Code Leave Parameters LUTB200

( Payro11 class code: 85  TEACHERS |

Substitute object code 1138

Substitute process type D Reg Daily w/Pension and Taxes
Hourly or daily rates? D (H=hourly, D=daily)
Pay

Rate Type
Substitute rank 1 - Regular 68.088 25 Substitute Pay
Substitute rank 2 - Certified 70.080 25 Substitute Pay
Substitute rank 3 - School Food
Substitute rank 4 - Bus 48.088 25 Substitute Pay
Substitute rank 5 - Long-Term 75.080 25 Substitute Pay

Select at least one leave type for the class code:
A1 SICK LEAVE
A2 DTHER LEAVE

UNPAID LEAVE

A5 UACATION

A6 PROFESSIONAL

I
I
~ a3
r
72

12.83.08

Ea
i
ke

el

Help

| |em | @

,QH_@‘,J Tl

The Class Code Leave Parameters also indicate the
pay rates for substitutes who substitute for an
employee of this payroll class code.

29



PCGenesis Personnel System Operations Guide

Maintain Payroll Class Code Leave Parameters

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCWODI  C:ADEVSYS C:ASECOND _l=| x|
Maintain Payroll Class Code Leave Parameters LUTB200
Payroll Class Code: ©5 TEACHERS The general ledger

for the substitute if

- - object code is 11300
Substitute object code 11368
Substitute process type D Reg Daily w/Pension and Taxes
subbing for certified
Hourly or daily rates? D (H=hourly, D=daily) - payroll class. Use
Rate Typg 11400 for classified
Substitute rank 1 - Regular 68.0008 25 8{ payrollclass. The
Substitute rank 2 - Certified 79.060 25§
Substitute rank 3 - School Food gross,dfta"profe,s,s
Substitute rank & - Bus 40.080 25 s{ typeis"D" or “H"
Substitute rank 5 - Long-Term 75.080 25 Substitute Pay

Select at least one leave type for the class code:
A1 SICK LEAVE

A2 DTHER LEAVE

A3 UNPAID LEAUE

A5 UACATION

A6 PROFESSIONAL

Ul ekl

12.83.08

o

e D | - | | S | T B e W] e (8T |
Rl ]

v eio

L

10

Help

The administrator must define whether the substitute
rates are hourly or daily rates. The Substitute process
type defines how the substitutes’ gross data lines are
built.
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B PCGDist=8991 Rel=13.01.00 03/06/2013 PCWODI  C:ADEVSYS C:ASECOND _l=| x|
Maintain Payroll Class Code Leave Parameters LUTB200
Payroll Class Code: 85 TEACHERS
Substitute object code 11368
Substitute process type D Reg Daily w/Pension and Taxes
Hourly or daily rates? D {(H=hourly, D=daily)
Pay
Rate Type
Th Substitute rank 1 - Regular 68.088 25 Substitute Pay
e pay Substitute rank 2 - Certified 78.080 25 Substitute Pay
rate for Substitute rank 3 - School Food
substitute Suhst%tute rank 4 - Bus 48.088 25 Suhst%tute Pay
a Substitute rank 5 - Long-Term 75.080 25 Substitute Pay
rank2is
$70.00 Select at least one leave type For the class code:
whichisa ¥ A1 SICK LEAVE
q ¥ A2 OTHER LEAUE
daily rate. ¥ A3 UNPAID LEAUE
[T A5 UACATION
¥ A6 PROFESSIONAL
e D | - | | S | T B e W] e (8T | e 1203200
e o] P Help

The rank of the substitute, in turn, defines the rate of
pay for the substitute. Up to five levels of pay rates
are defined based upon the substitute’s ranking.
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Maintain Payroll Class Code Leave Parameters

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCWODI  C:ADEVSYS C:ASECOND ] _l=| x|
Maintain Payroll Class Code Leave Parameters LUTB200

Payroll Class Code: 85 TEACHERS

Substitute object code 11368

Substitute process type D Reg Daily w/Pension and Taxes
Hourly or daily rates? D (H=hourly, D=daily)
Pay

Rate Type
Substitute rank 1 - Regular 68.088 25 Substitute Pay
Substitute rank 2 - Certified 70.080 25 Substitute Pay
Substitute rank 3 - School Food
Substitute rank 4 - Bus 48.088 25 Substitute Pay
Substitute rank 5 - Long-Term 75.080 25 Substitute Pay

Select at least one leave type for the class code:
A1 SICK LEAVE

A2 DTHER LEAVE

A3 UNPAID LEAUE

A5 UACATION

A6 PROFESSIONAL

Ul ekl

) i o e 12.93.00

=

el e LY Help

| |2 | - @ | B | S T FI_@‘,‘I o X |

The Class Code Leave Parameters indicate the types
of leave allowed for employees of a particular payroll
class code.
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Update/Display Personnel Data — Substitute Rank

B PCGDist=8991 Rel=13.01.00 03/06/2013 PCWO0L  C:\DEVSYS | COND _l=| x|
Display/Update Personnel Data PAYO2
Status A —- Actiuve AD4TR, CEL4ESTA
Emp. no. 89957 Pay Loc 6211 Location 866211 Class _9 SUBSTITUTE TERCHER
Sex Code F Work Loc 6211 Location 006211 Job 169 SUB-TEACHERS
Mar Stat s SSH 099 B8 2057 EE0D-5 Job HB2 Substitute
EEO-5 Ethnic _2 WHITE
NAME First CEYESTA Middle
Last ADA4IR Suffix Prefix Hispanic/Latino Ethnicity?
© Yes® Mo
Address 1843 MAIN STREET Certificate Type Race (Select all that apply)
Address L2 CS1 Job (from CPI) 999  Yesf Mo Am Indian Alaskan
CitysState SHITH GA Include on CPI 7 N C Yes®® Mo Black
Zip Code 33333 County 168 Sick Bank ? H @ Yes? No White
Phone (999)555-9B43 Out of State " Yes®™ No fsian
Cell phone (___ /Uuerrlde accrue?  _ C Yee!® Mo Hawaiian Pacific
Substitute ranking Adj Lv Elig Date

Lv Reason Hax
Hours Per Day

Spouse SSH S

Birth Date 6/81/1988 Pens Elig Date TRS DOE Paid ERCON 7 _
Hire Date 8/01/2012 GHI Eligible 7 N Participate in GHI 7 N
Rehire Date GHI 1ST Day Urk GHI Option HC  WAIUED
Background Ck GHI EfF Date GHI Tier a8 HO COVERAGE
Term Date GHI Change Date GHI Ded Cd __

Term Reason o GHI Change Code HEHP

Mew Employee hire
sxxxx TAN DATA *xxxx

Federal: Mar Stat S Exempt _8 Withholding Code 8 Amt/% .80
State: HMar Stat A Allowance Har 8 Dep _8 Withholding Code 8 ARt/% .88
Tax Switches: Fed ¥ State ¥ FICA ¥ Retire ¥ AEIC _
| PR R e B e el | P S S e 1320100
8| BT Fer | Ded | Grs |wiH | Lv | yid | Help | Adj | Fica| Gar

The Substitute Rank field 1s a field available on the
Update/Display Personnel Data screen and defines the
rank of the substitute.
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Update/Display Gross Data — Regular Employee

B pCGDIst=8991 Rel=13.01.00 03/06/2013 PCW 001 C:\DEVSYS |

Status active Update/Display tross Da

EmpNo 88594 CO7OMADD, MATHTA lass 5 TEACHERS Absent employee
SSH 999-88-8594 Loc 2682 Location 6808262 Job cd 185 TEACHERS

Cert level TG State yrs 27 Pay step Lé Local yrs 3 Salary sched payrollclass code
Work sched 1D __ Hrs/Day _8.688 Days/Week 8  Hrs/Week _4B8.088 13/14 pay ind _

Ann work days 8 Days worked YTD @.808 This per 8.88 Days docked YTD @.88 This per a.88

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular  Overtime GHI % Pay Pay for

Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End
6. S 8818 963.75 T
82. 5 8618 9563.75 =
82. 5 6018 2489 .38 e~
B4. S @618 481.87 A
5. 5 B8A18 83.33 _
B6. B B3m 101.45- -

LRON A3 Suh
Y+ Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt  Contract Distrib) N
ACCT 01 13 108 _ 2641 1008 11806 362 1 963 .75 ¥ Four accountlines
ACCT 02 13 108 _ 2041 1888 11888 102 1 963.75 v are flagged for
ACCT 83 13 188 _ 2841 1888 11888 282 1 240938 g<— substitute
ACCT 04 13 188 _ 20641 1060 11608 _161 1 L481.87 ¥ o N
ACCT 05 13 188 _ 2643 10680 11688 262 1 83.33 = distribution
CCT 86 13 188 2841 1808 118088 262 1 161. 45— _/
4800 632

TRS & ERS Pens Gross Adj Total gross 4800.63
ant/% Contract amt _59825.808 Cycle gross _4902.68 Cycle 1 Cal ¥r
Pay sch. # 12 State salary _57825.88 Local salary 268.088 0ther 16068.008
Pens code 2 TRS Pens elig date AML/% - 8680 Contmo 18
Pens suitch ¥ TRS service ind 1 PY contmo 19
| PR R | B o | e 1320100
il Gre |wiH | Lv | vid FICA| Gar

PCG can default the substitute’s gross data account lines
to the teacher’s gross data account lines in the Input
Employee Leave and Substitute Pay module.



PCGenesis Personnel System Operations Guide

Maintain
Leave
Advance
Formulas

35



PCGenesis Personnel System Operations Guide
. .
Maintain Leave Advance Formulas
B PCGDIst=8991 Rel=12.03.00 10/02/201Z DODO0S  C:ADEVSYS CASECOND =l=)x]
Maintain Leave Advance Formulas LUT@300
Payroll Class Code: 25 Teachers Last mo/fyear accrued: 89 / 2812
Leave Type: A1 SICK LEAVE
Advance formula: Contract months Length of service based on: Hot applicable
Advance schedule: Honthly Carryover option: Carryover unused day
Contract Hos Days Hax Days Hax Days
or Service N to Advance to Accrue 0 Carryover Description
ADU BB1 i8_ 1.2588 45.08688 45.0606 A8-HONTH EHPLOYEE
ADU @82 1 1.2588 45.60680 45 .0800 A1-HONTH EWPLOYEE
ADU B8B83 _12 1.2588 45.086688 45 .0808 12-HONTH EHPLOYEE
ADU BBY4 SR
ADU @85 S
ADU BBA _
Validations p. ed. § u hang
Y0 |t | - & | fED | | e | A s B S W =2 120300
il e P Help

The Leave Advance Formulas allow the user to define
how leave will be advanced and how leave will be
carried over at the end of the plan year. The Leave
Advance Formulas can be defined per payroll class,
per leave type, and then per contract months or service
months of the employee. This provides a great deal of
flexibility in setting up the leave advance parameters
and also allows the users to run the Advance Leave
process and the Year-End Rollover process for ALL
employees at the same time with thestroke of a key.
The Leave Advance Formulas should only need to be
set up one time, and once they areset up, should not
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require much additional maintenance.
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Maintain Leave Advance Formulas
B PCGDIst=8991 Rel=12.03.00 10/02/201Z DODO0S  C:ADEVSYS CASECOND =l=)x]
Maintain Leave Advance Formulas LUT@300
Payroll Class Code: 25 Teachers Last mo/fyear accrued: 89 / 2812
Leave Type: A1 SICK LEAVE
Advance formula: Contract months Length of service based on: Hot applicable
Advance schedule: Honthly Carryover option: Carryover unused days
Contract Hos Days Hax Days Hax Days \
or Service Mos to Advance  to Accrue to Carryover Description
ADU BB1 i8_ 1.2588 45.08688 45.0606 A8-HONTH EHPLOYEE
ADU @82 1 1.2588 45.60680 45 .0800 A1-HONTH EWPLOYEE
ADU 883 _12 1.2588 45.086688 45 .0808 12-HONTH EHPLOYEE
ADU BBY4 SR
ADU @85 S
ADU BBA _
Validations p. ed. § u hang
Y0 |t | - & | fED | | e | A s B S W =2 120300
il e P Help

The Leave Advance Formulas can be defined based
upon the employee’s contract months. The numberof
days to advance, the maximum days which can be
accrued in the current plan year, and the maximum
days to carry over to the new year can be defined
based upon the leave type, the payroll class, and the
contract months of the employee.

Or, the Leave Advance Formulas can be defined based
upon the employee’s months of service. The number of
days to advance, the maximum days which can be accrued
in the current plan year, and the maximum days to carry
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over to the new year can be defined based upon the leave
type, the payroll class,and the months of service of the
employee
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Update/Display Gross Data — Regular Employee

=8991 Rel= 00 03/06/2013 PCW 001 == x|
Status active Update/Display Gross Data PAYOT
EmpNo 88594 CO7OMADD, MATHTA Class 5 TEACHERS
SSH 999-88-8594 Loc 2682 Location 6808262 Job cd 185 TEACHERS
Cert level TG State yrs 27 Pay step Lé Local yrs 3 Salary sched
Work sched 1D __ Hrs/Day _8.688 Days/Week 8  Hrs/Week _4B8.088 13/14 pay ind _

Ann work days 8 Days worked YTD @.808 This per 8.88 Days docked YTD @.88 This per a.88

Proc Pay Pay Rate Days/Hrs Days/Hrs Regular  Overtime GHI % Pay Pay for

Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End

6. S 8818 963.75 T
82. 5 8618 9563.75 =
82. 5 6018 2489 .38 e~
B4. S @618 481.87 A
5. 5 B8A18 83.33 _
B6. B B3m 101.45- -

4880.63 Sub

Y+ Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt  Contract Distrib
ACCT 01 13 1808 _ 20641 1060 11608 _3682 1 963.75 ¥
ACCT 82 13 188 _ 2641 10686 11688 182 1 963.75 2
ACCT 83 13 188 _ 2841 1886 11688 282 1 240938 y
ACCT 04 13 188 _ 20641 1060 11608 _161 1 L481.87 ¥
ACCT 05 13 188 _ 2643 10680 11688 262 1 83.33 =
ACCT 986 13 188 _ 2641 10688 116808 _282 1 161.45-
4800 63
TRS & ERS Pens Gross Adj Total gross 4800.63
ant/% Contract amt _59825.808 Cycle gross _4902.68 Cycle 1 Cal v
Pay sch. # 12 State salary _57825.88 Local salary 260.088 other __1gp8.| Absent
Pens code 2 TRS Pens elig date AML/% - 8680 Contmo 18 é‘ employee
Pens switch ¥ TRS service ind 1 PY contmo 18 contract
months

| St EEE e 1320100

B2 |- 5|l o | e
ol e (L G |wm | Ly [ w

2

Help | Adj | FICA | Gar

The Leave Advance Formulas can be defined based upon the employee’s contract months.
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Input Employee Leave and Substitute Pay

B PCGDIst=8991 Rel=13.01.00 03/06/2013 PCW 001  C:DEVSYS (C:\SECOND == gji
Input Employee Leave and Substitute Pay

The total time for the
Enter the leave data you wish to maintain or create: absent employee will be the
default time paid to the

Absent employee no.: 88594 - or — If no absent employq Substitute.
GO70NHADD, MAZHTA
Starting leave date: L/e1/2813
Leave type: Al SICK LEAUVE
Leave reason ER ) SICK LEAUVE
Days absent: 2.5080 H b: t
Substitute employee no.: 89957 or - If no substitute, check here: [

ADLIR, CE4ESTA

I d t fund 1 taken t gat. day h
| Rk B i 1= | 0 I o NSl S ol v PR 13-01.09
o ] L e Help

Shows how Input Employee Leave and Substitute Pay
system generates the substitute’s pay. The total leave time
entered for the absent employee will be used as the default
time for the substitute’s pay.
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Input Employee Leave and Substitute Pay

B PCGDIst=8991 Rel=13.01.00 03/06/2013 PCW 001  C:DEVSYS (C:\SECOND — =]
Input Employee Leave and Substitute Pay LuIgio8

Enter the leave data you wish to maintain or create:

Absent employee no.: 88594 - or - If no absent employee, check here: [
GO70NHADD, MAZHTA
) The total time for the
Starting leave date: L/e1/2813 b t | ill be th
Leave type: A1  SICK LEAUE apsentemployeewliibeithe
Leave reason: @81 SICK LEAUE default time paid to the
substitute.
Days absent: 2.5080 - or - Hours absent:
Substitute employee no.: 89957 - or - If no substitute, check here: [
ADLIR, CELESTA

In order to refund leave taken, enter negative days or hours.

MR R R B E | B ) o= | A i O ) [ 13018
Pl e L { Help

Shows how Input Employee Leave and Substitute Pay
system generates the substitute’s pay. The total leave time
entered for the absent employee will be used as the default
time for the substitute’s pay.
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Input Employee Leave and Substitute Pay
B PCGDIst=8991 Rel=13.01.00 03/06/2013 PCWOOL CADEVSYS CASECOND _l=| x|
Input Employee Leave and Substitute Pay LuIgio8
Enter the leave data you wish to maintain or create:
Absent employee no.: or - [IF no absent employee, check here: [ ]
Starting leave date: L4/01/2613 If paying substitute when no
Eave type: .
Leave reason: employee is absent
Days absent: 2.5080 - or - Hours absent:
Substitute employee no.: 89957 - or - If no substitute, check here: [
ADLIR, CELESTA
In order to refund leave taken, enter negative days or hours.
N | R AR B rio 0| o (P | e (AT [ EEFE )RR 2 1320100
o ] L Help

If paying a Substitute when no employee 1s absent, check
the box, enter the date, days/hours, substitute EE#.
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Update/Display Gross Data — Regular Employee

=8991 Rel= 00 03/06/2013 PCW 001 == x|
Status active Update/Display Gross D3 PAYOT
EmpNo 88594 COTONADO, MATHTA
SSH 999-88-8594 Loc 2682 Location 6808262 Job cd 185 TEACHERS
Cert level TG State yrs 27 Pay step Lé Local yrs 3 Salary sched
Work sched 1D __ Hrs/Day _8.688 Days/Week 8  Hrs/Week _4B8.088 13/14 pay ind _
Ann work days _ 8 Days worked YTD @.808 This per 8.88 Days docked YTD @.88 This per a.88
Proc Pay Pay Rate Days/Hrs Days/Hrs Regular  Overtime GHI % Pay Pay for
Type Type Hrly/Daly Regular Overtime Gross Gross Dist Reas Period End
6. S 8818 963.75 T
82. 5 8618 9563.75 =
82. 5 6018 2489 .38 e~
B4. S @618 481.87 A
5. 5 B8A18 83.33 _
B6. B 8301 10145
4800.63 Sub
¥r Fnd F Prgm Fnct Objct Fcty B Addt'l Pens Gross Pens Amt Contract Distrib
13 100 _ 2041 1000 11000 302 1 963.75 v
13 1688 2041 1000 11600 162 963.75 ¥
13 2409.38 ¥
13 180 _ 181 1 481.87 ¥
L L 76T _
ACCT 986 13 188 _ 2641 10688 116808 _282 1 161.45-
4800 63
TRS & ERS Pens Gross Adj Total gross 4800.63
ant/% Contract amt _59825.808 Cycle gross _4902.68 Cycle 1 Cal ¥r
Pay sch. # 12 State salary _57825.88 Local salary 268.088 0ther 16068.008
Pens code 2 TRS Pens elig date AML/% - 8680 Contmo 18
Pens suitch ¥ TRS service ind 1 PY contmo 19
| PR AR | | o | S S e 1320100
L | B Gre |wWsH | Lv | Yid | Help | Adj | FICA | Gar

Pay Class and Sub Distribution flag
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Maintain Payroll Class Code Leave Parameters

Maintain Payroll Class Code Leave Parameters

[ Payro11 class code: ©5  TEACHERS )

Substitute object code 11368

25 Substitute

Substitute process type D Reg Daily w/Pension and Taxes
Hourly or daily rates? D (H=hourly, D=daily)
Pay

Rate Type
Substitute rank 1 - Regular 68.088 25 Substitute
Substitute rank 2 - Certified 79.060 25 Substitute
Substitute rank 3 - School Food
Substitute rank 4 - Bus 25 Substitute

5

Substitute rank - Long-Ternm
Select at least one leave type for the class code:
M A1 SICK LEAUVE
¥ A2 DTHER LEAUE
[¥ #3 UNPAID LEAVE
[T A5 UACATION
¥ A6 PROFESSIONAL

v

oo (] | B2 %
Help

A P
e el ] (R

=T | e | - | s U_@I;‘I o X |

=l=]x]|

LUTB200

Pay
Pay

Pay
Pay

12.83.08

Payroll Class Code parameters
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Input Employee Leave and Substitute Pay

=8991 Rel=

1.00 03/06/Z013 PCW 001 C
Input Employee Leave and Substitute Pay

Absent Employee Info: Emp. no. 88594 CO70NMADD, HMA7HTA Status A —- Active
SSH 999-88-8594 Class 5 TEACHERS Work Loc 202 Location 896282
Hrs/Day 8.000 Job 185 TEACHERS
The Proc Type and Object /20813 Type A1 SICK LEAUE Reason 81 SICK LEAUE
code default based upon v
the absent employee’s
payroll class code. eave: Days absent 2.5000 -or-  Hours absent

=l=]x|

LuIe1e8

5 Sub. no. 89957 ADAIR, CE4ESTA
ub rank 2 Certified Job 169 SUB-TEAGHERS

rate

70.880 (Daily pay rate}

-9957 Class 9 SUBSTITUTE TEACHER Mork Loc 6211 Location 886211

Status A —- Active

v

Regular
Fnct /0bjct \Fcty B Addt'l Gross Distrib %
160 _ 1068/ 11306 | 362 1 35.80 2608
180 _ 1660( 11368 | 182 1 2008
13 100 _ 1068011366 [ 2682 1 5808
1068 \113086 1 -1608
A The substitute’s total
“— time defaults based on
The Pay Type and Pay The general ledger accounts t;1 e
Rate defaultbased on the defaultbased upon the - eI OYEESIEaVE
— time.
substitute’s rank. absent employee’s gross 2.50 175.00  1.9608
Reg Daily w/Pension and T data linesthatare flagged
with ‘Y’ for Sub Dist.

Lhey 13.01.08

L e R = 2o = 20 o o I o [ s A
e8| B0 e [ Help

Resulting substitute teacher gross data.
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Input Employee Leave and Substitute Pay Template

Insert the pay information for substitutes who|

- -
[Change this number f diferent from number of days taken by employee ] | Tnsert the account fund only i diferent from)
development funds

Substitute Flag L
Employee Employee Leave Reason Starting Total Time Y=Sub  Substitute Substitute Substitute STAFF STAFF STAFF STAFF STAFF STAFF STAFF ProcType PayType PayRate
Number LastName Type Code Leave Date OffforEmp Memo N=Nosub  Number LastName PaidTime FY END STAFFF PRGM ENCT OBICT FCTY B (SubOnly) (SubOnly) (SubOnly)

" aN/A Eror N " aN/A " aN/A
/A Eror N T HN/A
" aN/A Eror N " aN/A " oaN/A
" aN/A Eror N " aN/A " aN/A
" aN/A Eror N " aN/A " aN/A
" aN/A Eror N 7 oaN/A T oaN/A
”aN/A Eror N T " oaN/A
" aN/A Eror N " aN/A " aN/A
/A Eror N 7 oaN/A " oaN/A
" aN/A Eror N " aN/A " oaN/A
/A Eror N " aN/A " aN/A
" aN/A Eror N " aN/A " aN/A
" aN/A Eror N " oaN/A " oaN/A
" aN/A Eror N " aN/A " aN/A
" aN/A Eror N " aN/A " aN/A
/A Eror N " oaN/A " oaN/A
" aN/A Eror N " aN/A " oaN/A
" aN/A Eror N " aN/A " aN/A
" aN/A Eror N " aN/A T aN/A
AN/A Eror N " oaN/A " an/A
HN/A Eror N " aN/A " aN/A
HN/A Eror N " aN/A " aN/A
AN/A Eror N T oaN/A " an/A
#N/A Emor N " aN/A " oaN/A
HN/A Eror N " #N/A " aN/A
AN/A Eror N " oaN/A " an/A
AN/A Eror N " oaN/A " oaN/A
HN/A Eror N " aN/A " aN/A
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Getting
Started
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1. Contact Diane
2. Prepare leave balances
3. Set up & training

a. Turn on in PCG

b. Two phone calls
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Input Employee Starting Leave Balance

PCGenesis Leave Import Template —-Release 12.01.00
_'__E_P_

LUA Leave |Pa) |
D [Cutoff_[Dats T T

8991 20040330] 20040401 [ [ Cocal
Detail Line - Column A Tor S = State L= Local _(Future Option) Contrib

[Current _|Current_|Current __[Current|Current [Current[Current |YTD [YTD __[YTD___|[YTD_|viD_|ViD |YTD Balance [Balance |Balance |Balance [Balance [Balance [Balance
Empno [Sick Personal |Vacation _[Other |[LWOP _|[Staff _|Sick Bank|Sick |Personal [Vacation|Other |LWOP [Staff [Sick Bank|Sick __|Personal [Vacation|Other _|LWOP _ Sick Bank
T

Balance as of 6/30/xxxx YTD used since 7/01/xxxx

Balance as of xx/30/xxxx
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CPI
Cycle 3
Process
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Employee Leave and Substitute Pay & CPI Cycle 3

Contact the Technol Management Customer Support Center for assistance as needed.

‘/ Step

Action

Perform a PCGenesis Data Backup.

Update the CPI, Payroll, and C8-1 job codes. (F4, F31, F7)
Personnel Svstem Operations Guide, Section A: Leave Processing

Enter, update, and upload the CPJ Salary Schedule for the current year, where appropriate.
(F4, F5)
CPI Systom Operations Guide, Section D: CPISalary Schedule Processing

Make sure the termination dates exist on employees’ payroll and personnel records. Do NOT
change the Jclude on CPI ? flag to N (No) if it is presently Y (Yes).

Payroll System Operations Guide, Section B: Payrall Update Processing, Taopic 3:
Update/Display Personnel hformation

Enter or verify the GaDOE termination date on the CPJ Process Control Jquiry screen. (Fd,
F31,F9)

CPI System Operations Guide, Section I Special Functions

Screen-print the CPJ Process Control Inguiry screen. (F4, F31, F9)
CPI System Operations Guide, Section I Special Functions

Perform the CPI Rollover. (F4, F31, F12)
CPI System Operations Guide, Section I Special Functions

Screen-print the CPJ Pracess Control Iguiry screen. (F4, F31, F9)
CPI System Operations Guide, Section I: Special Functions
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Employee Leave and Substitute Pay & CPI Cycle 3

Contact the Technol

J Step

Action

For legacy leave usgy
PCGenesis, fol Q

vy Management Customer Support Clenter for assistance as needed.

g in PCGenesis and does not exist in
o systems that use athird party

CPI In-Progress Repo
Leave Data

sters Operations Guide, Section F:
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Employee Leave and Substitute Pay & CPI Cycle 3

Contact the Tec]

J Step

Action

10

Create the Original Zeave of Absence file. (F4, F9, F6)
For legacy leaveusers: The Criginal Leave of Absenos File will be created using leave data
from payroll. Run the Create Original Leave of Absence File procedure in order to capture
fiscal year leave totals for CPIreporting. Execute this procedure only one time. (F4, F9, F6)
e If leave data has been imported (Step 9.2) orkeyed into the data entry payroll screens,
the Origimal Leave of Absence File will be created using leave data from payroll.
o If leave data has NOT been entered into payroll, the Original Leave of Absence File
will be created as an empty file.
For users of the Enfiasnced Substitute Pay and Leave System: The Create Griginal Leave of
Absence File procedure can be run at any time since the leave data is pulled from the Leave
History File. (B4, F9, F6)
Clertified/! Personnel information (CPI) System Operations Guide, Section F: CPI
Ju-Progress Report and Transmission File Processing, Topic 3: Creating the Original Deave
of Absence File

11

Maintain the Leave of Absence file as needed. (F4, F9, F7)

Personnel Information (CPJ) System Operations Quide, Section F: CPI
n-Progress Report and Transmission File Processing, Topic 4: Leave of Absence File
Mztntenance

12

Print the Zeave of Absence file. (F4, F9, F8)

Personnel Information (CPI) System Operations Guide, Section F: CPI
Fa-Progress Report and Transmission File Processing, Topic 5: Printing the Leave of
Absence Report

13

Print, edit, and complete the CPJ Worksheet for cach employee’s personnel record. (B4, F7,
F5)
CPI Systern Operations Guide, Section E: CPI Report Prucessing

14

Complete the CPT Detail fu-Progress Report (B4, F9, F3) and the CPI Data Transmission file
procedure. (F4, F9, F1)

Section F: CPI In-Progress Report and Fransmission File
Processing

15

Transmit the CPI data file to the GaD OL.
Refer to the applicable MyGaDOE Web portal instructions.
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Create
and
transmit
CPI file
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