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Maintain Leave Type Codes

How Leave Type is Advanced, Annually or Monthly

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

How Leave Type is Advanced, Annually or Monthly

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

How Leave Type is Advanced, Annually or Monthly

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

How Leave Type is Advanced, Annually or Monthly

If leave is 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

How Leave Type is Advanced, Annually or Monthly

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

How Leave Type is Taken

The leave parameters define how the Leave Type is taken.

13



PCGenesis Personnel System Operations Guide

Maintain Leave Type Codes

How Leave Type is Taken

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 if 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.
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Maintain Leave Type Codes

How Leave Type is Taken

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

How Leave Type is Taken

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 A1, sick leave, would probably be
defined as checking a leave balancefield.
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Maintain Leave Type Codes

How Leave Type is Taken

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.
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Maintain Leave Type Codes

How Leave Type is Taken

The PCGenesis administrator can also determine whether
or not the employee’s leave balance is allowed to go 
negative.
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Maintain Leave Type Codes

How Leave Type is Taken

The Minimum day allowed to take defines the smallest 
time interval an employee is allowed to take, and the total 
days in a time off request must be some multiple of the 
Day increment for time off requests.

For example, if the minimum day allowed for sick leave is 
.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.
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Maintain Leave Reason Codes

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 02might represent bereavement, 
code 03 might represent National Guard duty, etc.
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Maintain Leave Reason Codes

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

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

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
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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.
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Update/Display Personnel Data – Leave Reason Max

PERSONNEL Rec Max

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 Max field on the Update/Display
Personnel screen for the employee.

25



PCGenesis Personnel System Operations Guide

Maintain Leave Reason Codes

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 is allowed 
to make a contribution to the system sick bank. For 
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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

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). 

TheClass 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

The Class Code Leave Parameters also indicate the 
pay rates for substitutes who substitute for an
employee of this payroll class code.
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The general ledger 
object code is 11300 
for the substitute if 
subbing for certified 
payroll class. Use 
11400 for classified 
payroll class. The 
gross data process
type is "D" or “H”.

PCGenesis Personnel System Operations Guide

Maintain Payroll Class Code Leave Parameters

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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The pay 
rate for 
substitute
rank 2 is
$70.00
which is a 
daily rate.

PCGenesis Personnel System Operations Guide

Maintain Payroll Class Code Leave Parameters

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

The Class Code Leave Parameters indicate the types 
of leave allowed for employees of a particular payroll 
class code.
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Substitute ranking

PCGenesis Personnel System Operations Guide

Update/Display Personnel Data – Substitute Rank

The Substitute Rank field is a field available on the 
Update/DisplayPersonnel Data screen and defines the 
rank of the substitute.
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Absent employee  
payroll class code

Four account lines 
are flagged for 
substitute 
distribution

PCGenesis Personnel System Operations Guide

Update/Display Gross Data – Regular Employee

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.

34



PCGenesis Personnel System Operations Guide

35



PCGenesis Personnel System Operations Guide

Maintain Leave Advance Formulas

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

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

Absent
employee  
contract 
months

The Leave Advance Formulas can be defined based upon the employee’s contract months.
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The total time for the 
absent employee will be the 
default time paid to the 
substitute.

PCGenesis Personnel System Operations Guide

Input Employee Leave and Substitute Pay

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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The total time for the 
absent employee will be the 
default time paid to the 
substitute.

PCGenesis Personnel System Operations Guide

Input Employee Leave and Substitute Pay

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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If paying substitute when no 
employee is absent

PCGenesis Personnel System Operations Guide

Input Employee Leave and Substitute Pay

If paying a Substitute when no employee is absent, check 
the box, enter the date, days/hours, substitute EE#.

42



PCGenesis Personnel System Operations Guide

Update/Display Gross Data – Regular Employee

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

Payroll Class Code parameters
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The general ledger accounts 
default based upon the
absent employee’s gross 
data lines that are flagged 
with ‘Y’ for Sub Dist.

The Pay Type and Pay 
Rate default based on the 
substitute’s rank.

The substitute’s total 
time defaults based on 
the employee’s leave 
time.

The Proc Type and Object 
code default based upon 
the absent employee’s 
payroll class code.

PCGenesis Personnel System Operations Guide

Input Employee Leave and Substitute Pay

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

Employee 
Number

Employee
Last Name

Leave
Type

Reason
Code

Starting 
Leave Date

Total Time 
Off for Emp Memo

Substitute Flag
Y=Sub

N=No sub
Substitute 
Number

Substitute
Last Name

Substitute 
Paid Time

STAFF 
FY

STAFF 
FND STAFF F

STAFF 
PRGM

STAFF 
FNCT

STAFF 
OBJCT

STAFF 
FCTY

STAFF 
B

Proc Type
(Sub Only)

Pay Type
(Sub Only)

Pay Rate
(Sub Only)

#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A
#N/A Error N #N/A #N/A

Change this number if different from number of days taken by employee Insert the account fund only if different from 
employee's account, i.e. from professional 
development funds

Insert the pay information for substitutes who 
are paid without an employee on leave
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Input Employee Starting Leave Balance

LUA Leave Pay
ID Cutoff Date

H 8991 20040330 20040401 Local
Detail Line - Column A T or S = State L = Local   (Future Option) Contrib

Current Current Current Current Current Current Current YTD YTD YTD YTD YTD YTD YTD Balance Balance Balance Balance Balance Balance Balance
ID Empno Sick Personal Vacation Other LWOP Staff Sick Bank Sick Personal Vacation Other LWOP Staff Sick Bank Sick Personal Vacation Other LWOP Staff Sick Bank
T

PCGenesis Leave Import Template  --Release 12.01.00

Balance as of xx/30/xxxx

Balance as of 6/30/xxxx YTD used since 7/01/xxxx
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Employee Leave and Substitute Pay & CPI Cycle 3
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Employee Leave and Substitute Pay & CPI Cycle 3
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Employee Leave and Substitute Pay & CPI Cycle 3
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