Electronic Leave Record Training Instructions

—_ Workforce Cost Center No: 4410 Unit
Leave Record Davalopme Name: Jane Doe Employee ID No.:| 1 1|12 |2 2
2008 1 2 2|4 |5 |6 | 7 |8 [9[10| 1121315 16|17 181920 21|22(23)|24|25|26(27|28(29(30| M [EILB|
January Sick H R R R A A R R A A T EE R A
o al H:75 e X XK [ ] XiX:H £:iX:00
January Personal H X X:00 XX 0.0 Xixd:H X:iX¥:00
February Sick A XX XX X:ixX:iH XX
F I xix xix X X'H iR
February Personal XX XX X:X:H XX
March Sick = b XX Xid:H XX
March Annual = X A X X X:iH niR
March Personal XX XX X:X'H X:iH
April Sick ] I X: X H EEE
F iR XK XiX:H XX
April Personal X X XX X:X:iH XX
May Sick XX XX XX XiX:H
XiH XX XiX XK. ®X:H
XiH XX XX XX :H
b X.x® XX H XiH %
b3 X X:H H X Hd
June Personal X XX XX H X X X
July Sick H: X X X X: X X: X
July Annual H: X : X X :H XX XX
July Personal H: X :X XX XX XX
August xR XX Xi X xR
N XX xR R X
X% XX XX XX
H X R XX XX XX
H XX XX XX XX
September Personal H X: X XX XX XiH
Dctober Sick = = I | xR I
October Annual L 2UEH L 2K
Dctober Personal XX X X:iH R xR
Movember Sick = x A X H xR R R H
Xi X XX H XX XX H
MNovember Paersonal = X LI H X ix X H
D k. XX XX XX H R X
December Annual XX xR R H iR
December Personal XX XX XX H XiH
Sick Leave Balance as of 12131107 16375 Hours
January February March April May June July August September October November December
Hours Hours Hours Hours Hours Hours Hours Hours Hours Hours Hours Hours
Beginning
Balance 16375 26750 35.125 44.500 53.875 63.260 F2 625 82,000 9375 100750 110125 119.500
Used Time 0.000 0.000 0.000 0.000 0.000 0.000 o.aon 0.000 0000 0.000 0.000 0.000
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Electronic Leave Record Training Instructions
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Electronic Leave Record Reference G

The Electronic Leave Record workbook was created in Microsoft Excel. The Excel workbook
consists of 22 worksheets.

There are three (3) tab categories located on the bottom of the workbook: Time Codes,
Use/Lose Time, and 20 blanks:

e Time Codes: Descriptions of the payroll “time reporting codes”
o Use/Lose Time: How to figure out use/lose annual time
e Blank(s): Input leave data for up to twenty (20) employees

For Electronic Leave Record program technical assistance contact:
Vickie Green, Office of Economic Research and Analysis
Phone: (617) 626-6455 Email: Vgreen@detma.org
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For Electronic Leave Record program technical assistance contact:

Vickie Green, Office of Economic Research and Analysis
Phone: (617) 626-6455 Email: Vgreen@detma.org




How to Create Electronic Leave Record for Employees
Training Instructions

Before you begin make sure you have the blank Electronic Leave Record Excel
workbook on screen.

Each worksheet blank tabs is for each individual employee’s leave record information.

I Massachusetts Departrent of )
i Workforce Cost Center No:
Leave Record Development Narne:
2008 1 2 3 4 5 13 T & 9 10 11 12 13 14 15 |16 [ 17 | 18 | 19 | 20 Fal 22
January Sick H K A o x x A A K K K X x of of A A K x x H K
January Annual H :0.000 = = = = = = H
January Personal H :0.000 = = = = = = H
February Sick - X X B - A A - X X - - A f R H - - A A
February Annual X X X X X X H
February Personal = = = = = = H
March Sick = = X = = = H =
March Annual X X X X x Xt H X
March Personal X X X X X X H X
April Sick X X X = = = H
April Annual x i i x x x H
April Personal X X X x x x H
May Sick X x X X X X
May Annual = = = = = =
May Personal X X X X X X
June Sick X X X x x H X X
June Annual X X X x x H X x
June Personal X X X = = H X X
July Sick H X X X = = =
Juby Annual H x i i x x x
July Personal H X X X X X X
August Sick X X X X X X
August Annual k3 = k3 k3 = k3
August Personal X X X X X X
Sick H X x x % X X
September Annual H = = = =z = =
P Personal H = = = x = =
........ ’ bl X X X H b b
Elanki4) ¢ BlankiS) ¢ Blankig) ¢ Blanki7) ¢ Blankig) ¢ Blankied & E |4 |

1. Rightclick on"Blank(1) tab and select rename.
2. Type employee first name initial and last name for exampla
3. Inthe worksheet at the top where you see Name, Cost Center Number and

Employee ID Number, enter employee’s iqformation in the appropriate blank
lines and spaces provided.

Workforce / Cost Center No: 4410 Unit:
Leave Record - —_ Jane Smith Emplogee IDNo.:| 1 | 1 [ 1] 1 1 1

2008 12 [ 13 | i 15— 18 | 19 [ 20 2 (22| 23|24 |25 |26 |27 | 28]2 et
January Sick TR THE FEE I R I
January Annual X H H = H AR 7.500
January Personal 2 2 2 2 H i X
February Sick A4 0 o XiX IH: Y NOP: A P iwmw o
February Annual 2 X H XX
February Personal 7500 X 2 H ®iX
March Sick 4 P4 B iR iH 4L A ERERERERE
March Annual H = H i
March Personal H " H HiH




How to enter carry-over sick and annual balances for the first of the year.

1. Scroll down to the section where you see “Sick and Annual balance as of
1/1/09”. Type in the unused hours for sick and annual leave on the blank lines
provided. (Refer to diagram below).

For sick leave
balance type
here

Sick Leave Balance as of 11,2008 0.000 Hours
January February March April May June | July | August September Octobe
Hours Hours Hours Hours Hours 5 Hours Hours
Beginning
Balance 0.000 9.375 18.750 28.125 37.500 For annual 75.000 4.1
Used Time 0.000 0.000 0.000 0.000 0.000 leave balance 0.000 ot
Ending
Balance 0.000 9375 18,740 28125 A tvype here 75.000 842
Earned 9.375 9.375 9.375 9.3?5/, 9.375 9.375 9.1
Annual Leave Unused as of 1/11/2008: 0.000 4~ Hours Useor Lose: -187.500
Beginning Alert Uselose
Balance 0000 15.625 31.250 46.875 62.500 78125 93.750 109,375 125.000 140.6
Used Time 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.c
Ending
Balance 0.000 15625 3.250 46873 52500 78123 93730 108375 125.000 14002
Earned 15.625W 15.625 L——TEE05 TR~ 15.625 15.625 15.625 15.625 15.625 15.6
Personal Leave as of 20 llowandg: 22,500 Hours
Beginning \ — For those employees who
Balance 22,500 22, 22,500 22,500 22,500 .
ijsed Time i i i 5o i receive less than 22.5 of
Ending e~
Balance 22,500 22,500 00 22,500 22,500 22,500 p ersonal leave y0 u must
change here

2. This is where you enter the monthly annual time earned for the month of
January. You must type the correct time earned for that employee.

Where would you enter the allowed annual carry-over hours for an
employee?

»  Scroll over to the right to yellow shaded area where you see “Carry-Over Annual
Time Allowed”. Enter the correct allowed carry-over gnnual time applies to that
employee. (Refer to diagram below).

June July August September October Hovember December

Hours Hours Hours Hours Hours Hours Hours
oo 46.875 56.250 65.625 75.000 84.375 93.750 103.125
0 0.000 0.000 0.000 0.000 0.000 0.000 0.000

Beginning of Next Yi
0 46575 56.250 65525 75,000 84375 93,750 103,125 Sick Leave Total: 112.500
5 9.375 9.375 9.375 9.375 9.375 9.375 9.375
Use or Lose: 0.000
ilert UselLose
oo 0.000 0.000 0.000 0.000 0.000 0.000 0.000
0 0.000 0.000 0.000 0.000 0.000 0.000 0000 |Annual New Year Total : 0.000
Carry-Over Anhual

o 0.000 0.000 0.000 0.000 0.000 0.000 0.000 Time Allowed: @UU
oo 0.000 0.000 0.000 0.000 0.000 0.000 0.000




How to enter unused Comp Time carried over from previous year?

> Scroll down to the second page and if the employee has any comp time unused
as of 2009 enter hours on the blank line provided. (Refer to diagram below).

|I]ecemher Comp Time Earned \ X X X X X X
|December Comp Time Used \ X X X X X X
December Hot On Payroll (HOP) X X X X X =
Comp Time: Unused as of 2008 0.000 ) Hours
~——

January February March April May June July August September
Beginning
Balance 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
|Used Time 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
Ending
Balance 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
|Earned Time 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000




How to Create a Password to Protect Workbook

For Agency security purposes you must create a password to protect this workbook
before saving.

1. Click on Tools,in the toolbar and then select Options.

Fle Edt Yiew Insert Format Tools Data MWindow Help  AdobePOF Type a quastion for help
NZH2% ERY BB o-o- @ -4 5 gm0,
Yatata A M|V W | vorepy with Changes... ¥ { aral -3 - BIUE=S= § %, HoEEln.
T 2,

Al v F

2.  The Options Box is on screen, then click on the Security,tab.

e
Calor I International I Save I Errar Checking I Spelling I Security
Calculation I Edit I General I Transition I Cuskom Lisks I Chark
Show
¥ Startup Task Fane I+ Eormula bar ¥ Status bar ¥ windows in Taskbar
Carnmenks
" pone * Comment indicator only i~ Comment & indicaktor
Objects
" Show all ™ Show placeholders i~ Hide all
Window opkions
[~ Page breaks ¥ Row 2 column headers [+ Horizontal scrall bar
[ Formulas ¥ cutline symbols I wertical scroll bar
v Gridlines [+ Zero walues I+ sheet tabs
Gridlines color: I Aukomatic vI
Ok I Cancel




3.  Where you see Password to open: inside the box type in a password. Once you

have typed in your password click on OK.

Wiews I Calculation I Edit I General I Transition I Custom Lisks I
Colar I Inkernational I Save I Error Checking I spelling ]

File encrvption setkings For this workbook,

Password to apen: I

\ Adwvanced, .. |

File sharing settings For this workboolk

Password to modify: I \
[T rRead-only recommended

Digital Signatures...

Privacy opkions

I remove personal information From this file on sawve

Macro security

Adjusk the security lesel For Files that might contain macro viruses
and specify names of trusked racro developers.

Macro Securikty. .. I

o 1

Cancel I

Create your
Password
here

4. Another box will show on screen prompting Reenter password to proceed and

type in the same password then click OK.

5. Go up to File located on the toolbar and select Save As, and rename this file.

Note: Make sure you save this file to a central location i.e. on your department’s share

drive so “backup” and manager(s) can have access.



How to Enter Leave Time Being Used for Each Month

To enter weekly sick or sick in family leave being use.

1. Jane Smith has taken 7.5 hour sick in family on January 9. (See diagram

below for example).

Wﬂrk force

Leave Record

Example:
Enter 7.5 for Sick
in Family here

Example:
Enter 7.5 for

regular Sick Leave

Jane Smith

4 5 1)

2008 1 2 3 [ [ @ Tw]n]Jwe] 3] /] 15
Janwary Sick H 1 4 4 X X 4 TSN A (4 X ;oW CTEOD o
January Annwal H X X ;IF x x
January Personal H Exam p|e /! x x
February Sick i+ x ) 1 X S x P4 40 A |
February Asnmal x Must enter SIF x x
February Perzomal x| code underneath x x ,isnn
March Sick x X 7 x x A P44 E A i1 /4 x
March Annual x x X X -
March Perzonal x x x x
Example:
Enter 7.5 for
Personal

2. Enter personal leave taken on February 16™ (this is where you would type in
7.5). This will also apply to enter vacation leave. (See diagram above for

example).

To enter holiday work code and actual time earned.

Workforce Cost Center No: 4410 Unit:

Leave Record Jane Smith Employee IDMNo:| 1 [ 1] 1] 1] 1 |1

2008 21 w15 [w6]17[18]19] 20 [ 21 [22][23]24]2526]27]28[29]30] 31 [ELB
January Sick I T HEEEHERERE HVQ«' diqd i imimidiod
January Annual O iR H \_ AR 7.500
January Personal X L H

Example:
Enter Holiday Work
Code “HWC”

1. Enter time code (HWC) on holiday cell located on first page of leave record
showing that this person worked on that holiday. For example: person worked
January 19" this is where you would type in code. (See diagram above for

example).



2.

line. (See diagram below for example).

Then scroll down to the Comp Time section. Type 7.5 on the comp time earned

Example:
Enter 7.5 for Comp
Time Earned

2008 1 H k] 4 5 |67 |8 | 9 (W00 12|13 MW |15 1617|118
January Comp Time Earned H :0.000 B iR 2R
January Comp Time Used H :0.000 % iR L
January Not On Pagroll (NOP) H = 0.000 LI LI
February Comp Time Earned X b LI X: % :H L
February Comp Time Used ® ¥ 7500 LI ®:%:H L
February Not On Payroll [NOF) X L i X i % :H 7.500 X R

3. For holiday comp that is used, enter the code (CIH) located on first page of
leave record example: (Jane worked on January 19" holiday. Now she is using
the holiday comp day on February 4™). (See diagram below for example).

Example:
Enter Holiday
Workforce Como code “CIH

LEHUE Recurd _".‘

2008 1 2 3 L) y 1] T [i] 3 0 | 11 12 13 14 15
Jammary Sick H o o o /x X o4 ¢ F iS00 A [ 4 DX P ow C7sm0; A
Jumuwary Ansual H /X ix EIF X X
Jamwary Persomnal H x x x x
February Sick o4 x x -::u/ 500 4 | A 4 x x 44 4 1
February Anmwal x x x x
February Perzonal x x x xX 7500
March Sick x x 1 1 1 IR x LR 1 1 x
March Asnual x x x xX x
March Perzonal x x x x x

4. Then scroll down to the Comp Time Used line (this is where you would type 7.5

being used). (See diagram below for example).

/)

Example:
Enter 7.5 for

2008 1] 2 3 i 5 | 6] 7/ Comp Time Used 17 (1819 20 | M (2223|425 26|27
January Comp Time Earned H : 0.000 XX AT L s X X 7500 XX
January Comp Time Used H :0.000 ® L L H X
January Not On Payroll [NOF) H : 0.000 h /x Rix LI H XX
February Comp Time Earned 3 B L ®:®:H 2K
February Comp Time Used 2 B 75007 L 2:2:H L
February Not On Payroll (NOP) 3 B L i ®iH 7.500 iR




To enter unpaid medical leave codes.

1. Enter medical sick leave unpaid code (MFMNM) in the cells located on first page
of leave record. For examIE)Ie: this person was charged unpaid medical leave
from June 2" thru June 6'
below for example).

this is where you would type in code. (See diagram

Example:
Enter Medical Leave
Unpaid Code “MFMNM" 2 | 3 [ a4 [ s |6 [7[8 [9[1w]|n]n]

X X 7.000 X

April Personal N X X X

May Sick o \ X X o 3500 ¢ 3.500 o of x X of

May Annual N X b 2.500 ¥ by

May Personal /—'\g b ‘\‘ X X

June Sick % (C:MFHHM: MFMNM MFMNM . MFRNE MFMNR ) X X o A o A

June Annual % x x

June Personal X X X

2. Then scroll down to the next page to June Not on Payroll line (this is where you
would type 7.5 being charged for the week). (See diagram below for example).

2008 L1 | 2] 3] 4| s | s | 17 Example:

April Comp Time Earned X X Enter 7.5 unpaid time
April Comp Time Used X X for the week

April Hot On Payroll (HOP) X X 7 X
May Comp Time Earned b9 a / X X

May Comp Time Used X X pd X X

May Hot On Payroll (HOP} by ¥ / X X

June Comp Time Earned X ,/ X X

June Comp Time Used R TL\ X X

June Hot On Payroll (HOP} X 7.500 : 7.500 ¢ 7.500 ;@ 7.500 ?.Ellll‘\ X b




How to Enter Extended Leave lliness Bank (ELIB) Time
Being Charged

To enter leave time that is being used for the Extended lliness Leave Bank
purpose.

» Go to the month where leave was charged and then scroll over to the blue shaded
area where you see the “ELIB column” for example: 7.5 annual was used in March
for the Extend Leave lliness Bank (ELIB). (See diagram below for example).

Workforce Cost Center No: 4410 Unit:

Leave Record - Jane Smith Employee IDNo:| 1 | 1| 1] 1] 1 1

2008 12 | 13 14 15 16|17 | 18|19 20 21 |22|23 (24|25 |26 271 28129130 | 31 IFIE
January Sick ¥ ¥ 7500 o PRI ¥ CHWC: 4 : o ;i o4 i 4 ;o .
January Annual X X H = H Exam p I e
January Personal XX X X H Enter 7.5 for ELIB
February Sick R o X OH: Y NOPE 4 P lwow
February Annual = b H L
February Personal 7500 X h H ® X
March Sick 4 0 B oim iy o4 AR E
March Annual X L XX
March Personal H = H X:H




How to Create Electronic Leave Record for New
Employees

How to prepare an electronic leave record for a new employee?

»  Simply repeat instructions from pages 1.

Scroll down to sick, annual and personal leave section.

1. Atthe beginning of each section where you see “balance as of 1/1/09” for sick
and annual do not touch.

2. Go to the month of January’s sick and annual time earned. Enter zero “0”. (See
diagram below for example).

Example:
Sick Leave Balance as |\/| ust c h ange to Hours
9 Example:

January February Zero b 0” June .

Hours Hours Hours w{ If this person started
Beginning . . k t .
Balance 0.000 /315 18.750 28125 37.500 46.875 accruing sick time in
Used Time 0,000 /0000 0,000 0,000 0,000 0,000 /| June, enter 9.375
Ending
Balance 0.000 ’ 9375 18.750 28125 37.500 45575 / L LERTCI| T
Earned 9.375 9.375 9.375 9.375 9.375 9.37 9315 | 9375 | 9375 |

Annual Leave Unused as of 1/1/2009; 0.000 Hours Use or Lose: 0.000

Beginning ilert Uselose
Balance 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
Used Time 0.000 0.000 0.000 0.000 0.000 0.000 0,000 0.000 0,000
Ending
Balance 0.000 0.000 0.000 0.000 0.000 0.000 i
Earned 0.000 0.000 0.000 0.000 0.000 0.00 FTX am p le:

Personal Leave as of 2009 Allowance: 22.500 Hours Also if this person
Beginning h started accruing
Balance 22.500 22.500 22,500 22,500 22.500 22.500 2 ) . .
lized Time it d.a00 §.ddd g g0 g vacation time in June,
Ending
Balance 22.500 22.500 22,500 22.500 22.500 22.500 2 enter 6.250 here

3. Next enter actual hours employee started accumulating for sick and annual
earned time. For example: if this employee started accumulating leave in June
enter in earned time. (See diagram above for example).

4. Scroll over to the yellow shaded area where you see the “Carry-Over Annual
Time Allowed”. You must type in the correct time that is allowed for that
employee. (If you do not know allowed time refer to the Use/Lose Time Guide).

5. You must save this file to update any changes.

10



How to Print an Electronic Leave Record

How to print an electronic leave record?

» Position your cursor at the beginning of the spreadsheet and then in the

toolbar above click File.

Fie  Edt Yiew [nsett Fommat  Tools Data  Window Help  Adohe POF
NEESEERY| SRR o o @z 48 Ao -0,
Batats AT @ B g2 | vorenly wth Canges.., A

Type & question for help

8 BIUEEZE[8%, W3

EiE

-

File | Edit  Miew Insert Formak Tools/ Data  Window Help  Adobe FDF Type a
o0 wew.. bl | @ - 8L E) [ﬂmu% - 3.

Y= Qpen- Corbbl | = gy -8 B I U EE=EE S % 5 W%
= Close

=

Save Chrl4+5

|| seveds kiL[m[n[olrPl[alR[sS[TIU[v w[x][Y[Z]
1 |45 Save as Web Page... Cost (
2 Sawve Workspace. .. Name:

4 search... 5 |6 7] 8] 9 w][mm[u2]13[1afs[w]ar][18]19] 20
= - of A of A A X X f i A EEEETEE
[ Weh Page Previg X ¥ ¥ ¥ H
L7 Page Setup., X X X %X H

g R o A ] ] o I IEREEEEEE
g Print Area 4 ¥ ¥ ¥ ® H
U102, Print Prafliew X X YR

11 13 H 2 13 H

12 Gk x "y x Ty H
113 Send To 3 X ;X X X H

14 _ X X X XX H
75| | Propertes X Xy PR T

Note: The leave record spreadsheets are automatically setup to print on legal size

paper only.

11



How to Move an Individual Employee’s
Electronic Leave Record into a Separate Excel Workbook

How to move an individual employee’s electronic leave record into a

separate Excel workbook?

(For example, if an employee is being transferred to another department the timekeeper

of the new department would need employee’s electronic leave record).

> Right click on the employee leave record TWelect Move or Copy.

. x i g X
Insert... }/' x x
Delete X = b
X ¥ XX
Renarne % % %
Maove ar Copy,., kS a X X
Select All sheets = =
x X
Tab Calar.., x x
& 1 Wiew Code Sl . e
weha i Meresne e | LIJ_

» Once you have selected Move or Copy the box below will show on screen. Then
click on the arrow for theJo book and then select (new book).

Move selected sheets

To book:

2009 Leave Records - 4410,xls "I

Before sheet:

e ———
|se-Lose Time Guide
B. D'Alessandra

. Foley-Usevich

M. Gorenstein

W, Green

N Create a copy

[ o |

Cancel

12



>

Once you have selected new book the box below will show on screen, and then

click on OK.

Move selected sheets
To book;

T~ |

Before sheet:
=

[

[T Create a copy

K I Cancel |

13



New Helpful Features
Added to the Electronic Leave Record

Now you will be able to view total calculations of; sick, annual, sick in
family (SIF) and sick medical (SICM) leave used from January through June
2011 and July through December 2011.

Scroll down to the “Beginning Balance as of 1/1/2011” sick section at this point scroll to
the right to the shaded areas that is located after November and December hours
columns. (Refer to diagram below).

Grand Total Hours of Sick
Used:

Here you can view grand
total calculations of: Sick,
SIF and SICM used from
January through June, 2011

Hovember December Grand Total Hours of Sick Grand Total Hours of Sick
Hours Hours Including Sick In Family 500 Including Sick In Famil
(SIF} & (SICM) Used from : (SIF) & (SICM) Used fron
T8.750 T3.125 January-June, 2011 July-December, 2011:
15.000 15000 A
B Bal f Hext
eg:z:lr]islic: ;I‘_I:;igTo:aI' 67.500 Total Hours of Sick In
63.750 58125 ) Family (SIF) & {SICM) Used
9,375 9,375 from January-June, 2011:
Total Annual Leave Used: 0.000
0.000 0.000 Total Hours of Sick In
0.000 0.000 Annual lew Year Total : 0.000 Family (SIF) & (SICM} Used  30.000
Carry-Over Annual Time from July-December 2011:
0.000 0.000 Allowed:
0.000 0.000 0.000

Grand Total Hours of Sick
Used:

Here you can view grand total

calculations of: Sick, SIF and

SICM used from July through
December, 2011

14



To view total calculations of: actual sick in family, medical sick (SIF and SICM), and
(Refer to diagram below).

annual leave used.

Total Sick in Family (SIF) &
(SICM) Leave Used:

Here you can view total
calculations of SIF and SICM
used from January through

Located here is where
you can view the total
calculation of hours

June, 2011
Hovember December Grand Total Hours of Sick Grand Total
Hours Hours Ineluding Sick In Family Including Sicl _
(SIF) & {SICM) Used from (2L (SIF) & {SICM) Usethfrom e
T8.750 13125 January-June, 2011: July-December, 204:
15000 15000 - \
Beg:z::‘giizl;:;‘;i;ﬂm 67.500 Total Hours of Sick In
63.730 28.123 ' Family (SIF) & {SICM) Used 17.500
9,375 9,375 from January-June, 2011:
Total Annual Leave Used: 1
0.000 0.000 L Total Hours of Sick In
0.000 0.000 Annual llew Year Tota/ 0.000 Family (SIF) & (SICM) Used  30.000
Carry-Over Annugfline from July-December 2011:
i i Alloweil:
0.000
Total Annual Leave Used: / \

Total Sick in Family (SIF) &
(SICM) Leave Used:

Here you can view total
calculations of SIF & SICM
used from July through
December, 2011
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Time Reporting Codes

Bereavement Leave (Allow 4 days off cannot be taken in partial amount, it has to be an
increment of 1 whole day) BRL Overtime Premium (Over 2.5 hours) OTP
Overtime Straight (2.5 hours) -- Overtime @ straight time until meeting 40
Blood Donation (Maximum of 4 hours) - Results in a payment BLD eligible hours during the work week OTS
Call Back Pay - Paid (hours..employee is "called back" to work when not
scheduled..only designated employees CBP |Personal Family Leave Week 3-26 (Paid) PERM
Comp Time Earned (Results in hours added to comp time bank) COM |Personal Leave - (Paid) PER
Comp Time Family Leave Week 3-26 - (Paid) CMTM |Personal Medical Leave Week 1-26 - (Paid) PERNM
Comp Time Medical Leave Week 1-26 - (Paid) CMTNM |Personal Non FMLA Family Leave - (Paid) PERFM
Comp Time Non FMLA Family Leave - (Paid) CMTFM |Regular Time - (Paid) Regular Hours REG
Comp Time Taken In-Lieu of Holiday (Floating holidays such as 3/17& 6/17) CIH Sick Family Leave Week 3-26 - (Paid) SICM
Comp Time Used - Results in payment and reduction in comp time earned hours CMT |Sick in Family - (Paid) SIF
Family Leave Week 9-52 (Unpaid) MFMM |Sick Leave - (Paid) SIC
FMLA Family Leave (Unpaid) FAM |Sick Medical Leave Week 1-26 - (Paid) SICNM
Furlough No Work - Results in payment (Typically reported in whole or half days) FNW |Sick Non FMLA Family Leave - (Paid) SICFM
Holiday Pay - Results in employee being paid straight time for the Holiday HLN |Sick Used Bank (EILB) SUB
Holiday Worked - Comp Time Earned (Floater holiday, must work holiday in order to use
this code, result is hours awarded to comp time earned bucket up to 7.5 hrs) HWC Skeleton Force SNO
Holiday Worked - Paid (Use this code when worked the holiday but wants to be
paid for having worked in addition to regular holiday, no comp time awarded) HOL Skeleton Force (Non-weather) SKE
Industrial Accident Approved (Unpaid) IAC Standby Pay - Paid (Based on a pre-determined rate) SBY
Industrial Accident Hearings (Paid) IAH Suspension - (Paid) SUP
Industrial Accident Pending (Unpaid) IAP Suspension - (Unpaid) SNP
Jury Duty (Paid) JDP Union Leave - (Paid) UNP
Leave With Pay (Paid) LWP |Union Leave - Unpaid - (Benefits) uuB
Leave Without Pay - Authorized LNP Union Leave Unpaid - (No Benefits) UUN
Leave Without Pay - lliness INP Vacation Family Leave Week 3-26 - (Paid) VACM
Leave Without Pay - Unauthorized LVUA |Vacation Leave - (Paid) VAC
Maternity/Adoption Leave Week 1-2 (Paid) REGM |Vacation Medical Leave Week 1-26 - (Paid) VACNM
Maternity/Adoption Leave Week 3-8 (Unpaid) MUM |Vacation Non FMLA Family Leave - (Paid) VACFM
Medical Leave Week 1-26 (Unpaid) MFMNM |Voluntary Community Service Leave - (Paid) CsVv
Military Leave - Paid (Allow 17 days of military leave with pay) LWP |Voluntary Foster Care Paid Leave 1 Day/Month - (Paid) VLFOS
Military Leave (Unpaid) MIL Voluntary Service Leave - (Paid) VSL
Non FMLA Family Leave Week 1-26 (Unpaid) MFMFM |Voluntary Youth Mentoring Leave - (Paid) MEN
Not on Payroll (Resigned, terminated, retired and inactive) -- Unpaid NOP [|Voting Leave (Maximum of 2 hours) - (Paid) VOT

Revised 10/8/2010



How To Figure Out Use/Lose Time

Employees will not receive their December 2008 accruals until the first of January 2009 so therefore
we'll need to add that accrual amount with the current leave balance to determine the use/lose time.

Vacation Leave Balance (Use/Lose Chart for Full-Time Employee)

Years of Employment

Accumulated Hours

Accumulated Weeks

Carry-Over Allowed

0 - 4% Years 6.250 Hours 2 Weeks 150 Hours
4% - 9% Years 9.375 Hours 3 Weeks 225 Hours
9% - 19% Years 12.500 Hours 4 Weeks 300 Hours
19% - Beyond 15.625 Hours 5 Weeks 375 Hours

Example:

Cynthia current vacation leave balance is 364.125 hours and she has been working here for

over 20 years.

Step 1: Add current leave balance (364.125) with the December accrual (15.625) to get the total

amount of leave balance for the year 2006.

364.125 + 15.625 = 379.750

Step 2: According to the chart, Cynthia carry over amount is 375 hours. Therefore, Cynthiause/use
time comes to 4.750 hours.

Completed 9/18/2008
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