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The Calculate Paid Leave process increases employees Accrued leave hours. The Used leave is documented during the payroll
process. Beginning Leave Balances + Accrued - Used + or - Leave Adjustments = Available Leave.

Prerequisite

All leave setup must be complete prior to calculating paid leave. It is also recommended that beginning leave balances be
entered prior to calculating paid leave for the first time. Refer to the Setting Up Leave and Enter Beginning Leave Balances
topics for step-by-step instructions.

Calculate Paid Leave

Calculate Paid Leave While Processing Payroll

Record Used Leave

Calculate Paid Leave:

If leave is assigned a leave category with a Method of Once Yearly, or Once Monthly, needs to be calculated and awarded
separate from processing payroll. it is up to the employer to communicate to the employees when leave will be available for
them. The Years of Service box is updated on the employee record when paid leave is calculated.

How often you will need to calculate paid leave depends on the setup for your company. For example,

? If you award leave monthly, you'll need to calculate monthly.

? If you award leave annually but it's based on the employees anniversary, then you would still need to calculate monthly.

»? |fyou award leave annually and it's always at the beginning of a calendar year or fiscal year, then paid leave could be
calculated just once a year unless you hire new employees during the year.

? Ifyou award leave annually but it's based on eligibility date (for example date hired), it is acceptable to do it monthly, but
then if you calculated on the 1st and an employees anniversary is on the 2nd, they are waiting a whole month to get their
new leave. Because of this, in this scenario, calculating at every pay run instead is recommended.

1. Select Processes > Payroll > Calculate Paid Leave or Processes > Calculate Paid Leave.

5 Calculate Paid Leave
Calculation Date | TETFEIE E} Employer | Alpine Sports 5l
e M i
Category | |
Calculation Information Leave
Calculate Save Preview Close 9

2. Inthe Calculate Date box, select the date that you wish to calculate the leave for (usually either at the beginning of the
period or the end of the month is used).
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7.

8.

9.

In the Employer box, select the employer you are calculating leave for.

In the Category box, select the leave category you would like to process paid leave for. All leave tables (Setup > Payroll
Details> Leave) that use that category will be displayed in the Leave box.

Select whether you want to Accrue Through the Previous or the Current Month.

Click Calculate. The grid will display the calculated information sorted by Abbreviation. The default sort order can be
changed by clicking on any column heading. The sort order is saved when the screen is closed and displayed when the
screen is reopened.

£ Calculate Paid Leave
Calculation Date }uzﬂsfzuzq E} Employer | Alpine Sports Pl
Category ‘ Vacation )i-’i
Calculation Infarmation Leave
Vacation
(® Accrue Through Previous Manth Vacation - Manager

() Accrue Through Currert Morith

Abbf"”ati A First Name Last Name Leave 2 \[%L‘:!it'l Years of Service H\;ﬁf;ggfut:d ad
AppleS Sam Apple Vacation 122112 nn 133
BerryJ Jerry Berry Vacation - Manag | 12/15/39 2412 166
CedarS Stacey Cedar Vacation - Manag | 04/13/08 15.80 166
Cottond John Cottonwood Vacation - Manag | D6/15/83 462 166
Douglas) | Jeanne Douglas Vacation - Manag | 07/14/03 2054 166
OakG Geraldine Dak Vacation - Manag | 01/01/14 1008 166
RedwoodT | Tim Redwood Vacation - Manag | 08/14/05 1846 166
SapS Stella Sap Vacation 08rs 1246 133
Spruce) Joanne Spruce Vacation 09/30/08 1533 123 v

< >

[ Save | Preview Close 9

All employees will be selected for the paid leave calculation by default. If you do not want to calculate paid leave for all
employees, click the check mark in the column header and then select which employee(s) you want to calculate paid
leave for. To reselect all employees, click the check mark column header again.

To review the calculated information, click Preview to display the Calculate Paid Leave (Preview) report. Click the printer
icon to print the report.

After you reviewed the calculated information, click Save to add the new accrued hours to the employee's record. The
sort order is saved and will redisplay when the screen is opened again.

Calculate Paid Leave While Processing Payroll

If the Method assigned to a leave category is Fixed Rate or Hours, then paid leave can be calculated/awarded while processing
payroll or as a separate process. Follow the steps below to calculate paid leave while processing payroll.

1.

2.

Verify that the Method on the leave category is set to Fixed Rate or Hours and the Calculate on Pay Run box is
selected (Setup > Payroll Details > Leave Categories).

While processing payroll (Processes > Payroll > Pay Employees), verify that the 6. Print Checks tab has the Accrue
Leave box selected prior to clicking Print & Post.
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List Pay Employees  Filter Reports

Company | Alpine Sports Pay Date | 832019 Pay Run Number | 000428

Bank Account | Checking | | 100D0OD
Printing Information Notice
(@) Print Checks and Direct Deposit Advices & You will be prompted for Check/Advice Numbers
after selecting to Post & Print.
() Print Paper Checks For &ll Employees
() Assign Numbers Manually

Printing Order Posting Options
[ Acerue Leave
[] Publish Pay Advices

Abbreviation
Department
First Name
Job Title
Last Name
Name

55N

BOHQ

Process & Post/Print Together

Post & Print

Save I Cancel [ Close t)

3. Once the check printing and posting process is complete, the Calculate Paid Leave screen will be displayed
automatically. Follow steps 2-6 from above to complete the process.

Record Used Leave

Leave that is used by employees is recorded while processing payroll.

1. While processing payroll (Processes > Payroll > Pay Employees), use the appropriate leave earnings on the Enter Pay
tab to specify the number of leave hours an employee used during that time period.

©

& Pay Employees (= e =
List | PayEmplayees | Filter | Reportts
Company | Alpine Sports | FayDate | 9/8/2010 Pay Run Number | 00051
1. Select Employees | 2 Enter Pay | 3. Special Adjustments | 4, Totals I 8. Prepayment Reports I E. Piint Checks |
|’Emplnyae First Mame, Last Mame « | Nlil . ke
Joanne A Spruce | ‘wieeks Worked | 1 ‘
Ahn0icetldiond 1 E|| Gross Earings | 1.200 DD‘ Total Hours 8000
Sam J Apple £
Stacey C Cedar E!i Feqular Earings | 1,200 DD‘
Earning i Haurs Rate
Ted W Maple Commizsions 0ao oool—
i Redwood Houl Pay 000 1500
[« w7 Paid Time Off - Hourly Pay 00 15.00
‘. “Wacation - Hourly Pay 3200 15.00
o dld :
Leave Available { Time Sheet Eamni | U.UU‘
.
} L.save Available  Used | Tredustions | 5 SB‘
PsdTimeOff | 10310[  &0n|
Vasation [ @00, 3200] ) [ EmployesTaes | 34533 %
1 [T r
@

2. Continue processing payroll as you normally would. When the pay run is posted, the amount of leave used during the pay
run will automatically be added to the Used hours and deducted from the employees Available hours.
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