LEAVE & LIABILITY AGING ™
JoB AID TM-16 | INFOTYPE IT9901

The purpose of this Job Aid is to explain the aging and deduction records contained on Infotype (IT) 9901.

The B0202: Comp Aging Report and the B0210: Adverse Weather Liability Report (both available in Bl) are
summary level reports of the information provided on the IT9901 records. The IT9901 records can be
examined for a specific employee to better understand the details of the accrual, deduction, and expiration of
aged balances.

IT9901 is a custom infotype designed specifically to track the aging and usage of leave and leave liability
balances. 1T9901 handles the aging of various compensatory times and holiday entitlements, which are first
accrued and later deducted via absences or expirations. 1T9901 also handles leave liabilities, which are first
incurred and later repaid.

IT9901 has several relevant subtypes. Each of the following subtypes is detailed in a subsequent section:

e 6000 - OT Compensatory Time

e 6005 - Holiday Compensatory Time

e 6010 — On-call Compensatory Time

e 6015 - Holiday Leave

e 6020 — Gap Hours Compensatory Time
e 6025 — Callback Comp

e 6030 - Emergency Closing Comp

e 6035 - Communicable Disease Comp

e 7000 — Liability Leave

IT9901 records are viewable via PA20 or PA61 but cannot be manually maintained in these transactions.
Time Evaluation is solely responsible for the generation of the IT9901 records.
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Job Aid TM-16 - Leave & Liability Aging

IT9901 records are best viewed using the Overview functionality for a particular subtype as shown below.

Display HR Master Data

G A
Fersonnel no.
Mame
EEGroup A SPA Emplovess Persa [1401] State Controller
EESubgroup [&1 FT M-FLSAOQT Parm Zostc 1499999999 QSC
Basic Personal Data b Payroll | Benefits " Time | Addtl. Personal Data < F [+][=]
Infotype text 5. Period
Actions o “IPeriod
Organizational Assignment o From (@1/81/1800 To 12/31/99499
Personal Data 4 “Today TICurrweek
Addresses 4 OF ) Current manth
Plannedorking Time L4 “IFram curr.date “Jlastweek
Basic Pay v I To Current Date “ILast month
Family Member/Dependents v "I Current Period ") Current Year
-9 Residence Status ¥ . |E| Choose
Additional Personal Data o -
Direct selection
Infotype Leawe & Liahility Aging STy GO0 OT Compensatary Time

o
Click the Overview “* icon.

The Overview displays all the available information for each record.
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Job Aid TM-16 - Leave & Liability Aging

Overview Leave & Liability Aging (9901)

&
Persaonnel Mo Mame
EE group & SPAEmployees Personnel ar  [14@1 State Controller
WS rule DAZNTO_F | MTwH-10,F5a3-0 Status Active
M& Choose aseri18pe To 12/31/9999 STy. GROO
Start Date  |End Date [ Time T... |Hours |On-Call R Time Eval Date  Payout Date L. L. f

11182011 1141872011 6000 3.50  0.00

10142011 101452011 6000 0.50 0.00
1000772011 10/0712011 6000 1.50 0.00
0ar30i2011 0973002011 6000 5.00  0.00
0ar23r2011 09/2372011 6000 1.00  0.00
0an 72011 091752011 6000 2.00  0.00
03022011 09/02r2011 6000 1.00  0.00
0752011 07152011 6000 3.50  0.00
0742011 071452011 6000 1.50 0.00
06182011 061872011 6000 1.00  0.00
06M 62011 06/162011 6000 .24 0.00
04/146/2011 04/15/2011 6000 1.00  0.00
03182011 031872011 6000 3.50  0.00
021082011 02/05/2011 6000 6.00 0.00
0210472011 020452011 6000 13.50 0.00
021032011 020372011 6000 375 0.00
02/03/2011 020372011 6000 0.75- 0.00
0172972011 01/29/2011 6000 450 0.00
0112972011 01/29/2011 6000 0.25- 0.00
0172972011 01/29/2011 6000 1.00- 0.00
0172972011 01/29/2011 6000 3.25- 0.00

011282011 014282011 6000 2.00 0.00
017282011 01/28/2011 6000 2.00- 0.00
01272011 0142712011 6000 3.50  0.00
011272011 0142712011 6000 3.50- 0.00

011142011 0141452011 6000 1.7 0.00
L

111972010
101 58/2010
10/08/2010
1050142010
09r24/2010
095182010
0950372010
0762010
07Mai2010
061372010
061 72010
041 6/2010
03M18/2010
02106/2010
02/05/2010
02/04/2010
10/28/2010
01£30/2010
025mai2010
10526/2010
10528/2010
0112972010
0052010
011282010
08052010
0111 48/2010

Drilling down to the detail view of each record does not provide any more information than what is shown

using the Overview view. For analysis, the best practice is to use the Overview view.

Each line item shown on the overview screen represents an aging record or a deduction to an aging record.
The column layout is as follows:

Hours — The Hours column represents the number of hours aged or used for each record.

Start Date & End Date — These dates represent the “age out” or "expiration" date for each record. The
Start Date and End Date are always the same.

Time Type — The Time Type column represents the IT9901 subtype for the record. Note that these Time
Types are not related to the Time Types generated in Time Evaluation.
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Job Aid TM-16 - Leave & Liability Aging

On-Call Rate — The On-call Rate column is populated only for subtype 6010 records (On-call
Compensatory Time). For subtype 6010 records, this column contains the on-call rate assigned to the
employee’s position on the date of the On-call Comp accrual. For all other IT9901 subtypes, this
column will show ‘0.00.’

Time Evaluation Date — The Time Evaluation Date column shows the calendar date in which the record
was generated.

Payout Date — The Payout Date column shows the calendar date in which the record aged out. The age
out date represents various quota activities and/or payment depending on the subtype and EE type.
For example, the age out date represents the payout date for an aged OT Comp balance for a subject
employee. For a non-subject employee, the age out date represents the date that an aged OT Comp
balance expires and is no longer available for use. For holiday entitlements, the age out date
represents the date an unused holiday entitlement rolls to Holiday Comp.

Liability — The Liability column (the first “L” column) indicates that an aging record represents a liability.
For the compensatory and holiday leave subtypes, records flagged with liabilities signal that an
employee has overdrawn his/her available leave with the related time entry or quota adjustment on a
particular date.

Lock indicator — The Lock indicator column (the second “L” column) indicates that the aging record is
locked.

In the overview screen, the IT9901 records are listed in chronological order according to Start/End Date
(expiration date). By scrolling down, the other IT9901 records are viewable.

OT Compensatory Time (6000), Holiday Compensatory Time (6005), On-call Compensatory
Time (6010), Gap Hours Compensatory Time (6020), Callback Compensatory Time (6025),
Emergency Closing Compensatory Time (6030), and Communicable Disease Compensatory
Time (6035)

All of the Compensatory Time subtypes are managed in a similar fashion on IT9901.

The 1T9901 subtype for OT Comp Time is 6000.

The IT9901 subtype for Holiday Comp Time is 6005.

The 1T9901 subtype for On-call Comp Time is 6010.

The 1T9901 subtype for Holiday Leave Time is 6015.

The IT9901 subtype for Gap Hours Comp Time is 6020.

The 1T9901 subtype for Callback Comp Time is 6025.

The IT9901 subtype for Emergency Closing Comp Time is 6030.
The IT9901 subtype for Communicable Disease Comp Time is 6035
The IT9901 subtype for Liability Leave is 7000

For the examples in this section, the OT Comp Time subtype (Subtype 6000) is used.
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Job Aid TM-16 - Leave & Liability Aging

PREREQUISITES

In order for an employee to earn and use OT Comp, the employee’s position must be set as eligible for OT
Comp and not flagged for immediate payout. For employees eligible for OT Comp and flagged for immediate
payout, any overtime earned is not aged and is sent directly to Payroll for compensation. For employees who
are not eligible for immediate payout, the Comp Aging Limit as specified on the position setting is used when
generating aging records. For most employees this limit is set to 365 days. Some agencies, however, do use
shorter aging limits, such as 30, 60 or 90 days.

OT COMPENSATORY TIME ACCRUAL RECORDS

An OT Comp accrual record is generated when overtime hours are recognized during an employee's overtime
period. The aging record is generated on the day in which the employee exceeds the expected hours for the
period. The highlighted records below represent accruals for OT Comp.

Overview Leave & Liahility Aging {(9901)

=

Fersonnel Mo Marme !

EE aroup & SPAEmplovees Personnel ar 1401 State Cantraller
WS rule DEZM1O_F MTYWH-10FSas-0 Status Active

M choose |CENCEEREEE To  [12/31/9994 STy . [6O00

Start Date End Date  TimeT... Haours On-Call B Time Eval Date | Fayout Date L. L.
0752011 0782011 G000 350  0.00 07AE2010
0742011 0742011 6000 150 000 07152010
061872011 06M8r2011 6000 1.00  0.00 061 9/2010
0eM 62011 0BME2011 6000 025 000 061 772010
0aM 52011 0414572011 6000 1.00  0.00 04162010
03852011 03M8f2011 6000 350 000 031972010

For OT Comp accrual records, the Time Evaluation Date represents the days the overtime hours were earned.
The highlighted records above represent 1.5 hours of OT Comp earned on 7/15/2010 and 3.5 hours of OT
Comp earned on 7/16/2010. The Start/End Date for OT Comp accrual records represents the specified aging
limit applied to the record. In the example, the employee has a 365-day aging limit, so the 1.5 hours earned
on 7/15/2010 are set to age out on 7/14/2011. Likewise, the 3.5 hours of OT Comp earned on 7/16/2010 are
set to age out on 7/15/2011.

An OT Comp accrual record is also generated when an IT2013 (Quota Correction) is created to increase an
employee’s OT Comp quota.
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Job Aid TM-16 - Leave & Liability Aging

OT COMPENSATORY TIME DEDUCTION RECORDS

OT Comp deduction records are generated when an absence deducts from OT Comp. The highlighted record
below represents an OT Comp deduction record.

Overview Leave & Liability Aging (9901)

&

Persannel Mo Mame

EE aroup B SPAEmplovees Personnelar (1401 State Controller
Y5 rule DO2W10_F| MTwWH-10F5a5-0 Status Active
5 Choose gsoriennl To 12431/99499 STy . |GOOQ

Start Date End Date Time T... Hours On-Call R |Time BEval ... FPayout Date LIL.

017282011 01/28/2011  GOOO 2.00 0.00 017292010
0172802011 01/28/2011  GOOO 2.00- 0.00 0g/05/2010
0172762011 016272011 6000 3.50 0.00 0172862010

Deduction records are characterized by a negative Hours value. The Time Evaluation Date represents the
absence date in which the employee consumed the quota. The highlighted record above represents two
hours of OT Comp used on 8/5/2010. When a quota deduction is processed, it is applied against the oldest
aging record available that has not yet expired or been consumed. The Start/End Date of a deduction record
will match the aging record for the entitlement consumed. In the above example, the Start/End Date is
1/28/2011, indicating that the OT Comp quota deducted on 8/5/2010 consumed an accrual set to age out on

1/28/2011.

In some cases, a single day’s absence can consume multiple aging records. In further review of the absence
keyed on 8/5/2010 in the above example, the employee consumed a total of 10 hours of OT Comp on that
day. As aresult, five separate aging records were reduced. As shown below, an identical Time Evaluation
Date for the highlighted deduction records indicates that a total of 10 hours of OT Comp was consumed on
8/5/2010. This absence was applied against aging records set to age out on various dates in January 2011.
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Job Aid TM-16 - Leave & Liability Aging

Overview Leave & Liability Aging {0901)

&

Perzannel Mo

Mame

EE group & SPAEmployees FPersonnel ar 14871 State Cantraller
WS rule DEZN1E_F| MTwWH-10F5a5-0 Status Active
8 choose a1so1i180a)  To 12431499949 5Ty . |GOOO

Start Date End Date Time T... Hours | On-CallR  |Time Eval ... | Payout Date LIL..

0200352011 02032011 &OOO 374 0.00 0210452010

020352011 020372011 6000 0.75- 0.00 1002852010

0152902011 0172952011 6000 4.40 0.00 0113052010

0152952014 017292011 6000 0.25- 0.00 080852010

0152952011 017292011 &OOO 1.00- 0.00 1002652010

0152952011 0172972011 6000 3.25- 0.00 1052852010

0152852011 01728/2011  BO00 2.00 0.00 0152952010

0152852014 0172852011 6000 2.00- 0.00 080852010

0102702014 010272011 6000 3.80 0.00 0412852010

0102702011 017272011 BOOO 3.50- 0.00 O8/0ar2010

01452011 011452011 6000 1.74 0.00 011142010

0402011 014452011 6000 1.75- 0.00 080852010

0072014 015072011 6000 4,74 0.00 01108r2010

01072011 01072011 BOOO 225 0.00 080452010

0150752011 01/072011  BOOO 2.80- 0.00 080852010

AT nAndn

AT nmndan

[l lyl

4 nn

[Tyl

4 M4 fAnnn

An alternative way to view deduction records is to view the deductions applied against an aging record. The
example above shows that 0.25 hours from an 8/5/2010 absence were deducted from a 1/29/2011 aging
record. Absences on 10/26/2010 and 10/28/2010 also deducted from this aging record. The total of these
three deductions (highlighted below) is 4.5 hours, which corresponds to the value of the related accrual

record.

Overview Leave & Liability Aging {99017)

&

FPersonnel Mo

Mame

EE group &L SPAEmployees Fersonnel ar State Controller
WS rule DEZNTO_F' MTWH-10,FSa3-0 Status Active
Choose 01/e81¢/1300 To 12/31/99499 STy . [GoQO

Start Date End Date Tite T... |Hours  On-CallR  Time Eval ... Payout Date LIL..

020312011 020372011 6000 374 0.00 02/04/2010

020312011 020372011 6000 0.75- 0.00 10/28/2010

0142952011 0172972011 &000 4.50 0.00 01/30/2010

0142952011 0172972011 G000 0.25- 0.00 08/05/2010

0142952011 0172972011 G000 1.00- 0.00 10/26/2010

0152952011 0172972011 6000 3.25- 0.00 10/28/2010

M 0Nt 4 naMo N 4 [=3nlnly} ann mnnn MmN n
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Job Aid TM-16 - Leave & Liability Aging

OT Comp deduction records are also generated when an IT2013 (Quota Correction) is created to decrease an
employee’s OT Comp quota or when an IT0416 (Quota Compensation) is created to payout unused leave at
separation.

EXPIRING AN OT COMPENSATORY TIME RECORD

If an aging record is not consumed prior to the age out date, the remaining balance of the accrual record is
expired. When a record expires, a date is populated in the Payout Date column. This date will always match
the Start/End Date of the original accrual record. The highlighted records below represent an expiring
accrual. Only 2.5 hours of the original 4-hour accrual have been consumed prior to the age out date of
6/4/2010. Thus, on 6/4/2010, the remaining 1.5 hours are expired as indicated by the line item with the
6/4/2010 payout date.

Overview Leave & Liability Aging {9901)

=

Fersonnel Mo Mame

EE group & SPAEmMplovees Fersonnel ar  |[1481 State Caontroller
WS rule DEZMIB_F MTYWH-10F5a5-0 Status Active

B Choose CEECEREELRE 1o 123149999 STy. [GOOO

Start Date End Date Time T.. Hours  |On-Call R Time Eval ... Payout Date L L.
O6M 32010 061372010 G000 3.00 0.00 06192009

O6M 32010 061372010 G000 2.00- 0.00 0692010

O6M 32010 061372010 G000 1.00- 0.00 06102010

06042010 06042010 G000 4.00 0.00 06052009

06042010 06042010 G000 0.50- 0.00 05312010

06042010 06042010 G000 2.00- 0.00 06312010

06042010 06042010 G000 1.50- 0.00 06042010 08/04/2010
058312010 083172010 G000 41.245 0.00 060172009

When OT Comp records expire, the outcome of the expiration is dependent on the FLSA status of the
employee. For subject employees, the hours that expire are removed from the quota bucket and sent to
Payroll for compensation. For non-subject employees, the hours that expire are simply removed from the
guota bucket.
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Job Aid TM-16 - Leave & Liability Aging

LIABILITY OT COMP RECORDS

Scenarios can exist where an employee's OT Comp balance drops below zero. These scenarios represent
liability situations. On the IT9901 records, a liability situation is represented when the Liability flag is tagged
to an IT9901 record. The liability flag is an 'X' in the first 'L' column, as shown below. For liabilities records,
the Time Evaluation Date represents the date which the employee drops below zero for OT Comp. The
Start/End Date of a liability record is the same as the Time Evaluation Date. Finally, the Hours column will
contain the hours that the employee overdrew. In the example below, the employee used 2.5 hours of OT
Comp on 8/30/2011 when there was no remaining entitlement for OT Comp.

Overview Leave & Liability Aging (9901)

=
Fersonnel Mo MHame
EE aroup & SPAEmplovees Personnel ar {141 State Controller
WS rule DEZM10_F| MTWH-10,FSa5-0 Status Active

@ Choose 01701/ 1200| S 12¢31/9999 STy. |GOOO

Start Date End Date Time T... Hours On-CallR Time Eval ... Payout Date LIL.. E
0972312011 09232011 6000 1.00- 0.00 0410552011 —
097172011 09172011 6000 2.00 0.0o0 091812010 h
09172011 094752011 G000 2.00- 0.00 040572011

09/0272011 090272011 6000 1.00 0.00 090372010

09/02/2011 090272011 BO00 1.00- 0.0o0 041052011

0&/30/2011  08/3052011 G000 2480 0.00 0ar30/2011 H

07152011 07ME2011 6000 3.50 .00 0762010

OF4&2011 07 &2011  BO00 3.25- 0.0o0 04/04/2011

07/5/2011  07M&2011 G000 0.25- 0.00 040572011

071412011 07142011 6000 1.50 .00 0752010

07142011 0742011 6000 1.40- 0.00 04504,2011
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Job Aid TM-16 - Leave & Liability Aging

In OT Comp liability situations, the employee's next accrual will not generate a normal aging record. Instead,
the accrual will be used to 'repay' the liability. The employee in the example earns 1.5 hours

OT Comp on 9/8/2011, the week following the liability scenario. These hours generate an IT9901 record that
repays a portion of the original liability record. When this occurs, the Time Evaluation Date represents the
date in which the balance was earned and the Start/End date matches those of the liability record for which
the accrual is repaying. By reviewing the records below, it can be determined that the employee now has a
one-hour liability to repay. The 2.5 hours liability record generated on 8/30/2011 has had a 1.5-hour accrual
applied to it, leaving a one-hour liability.

Overview Leave & Liability Aging (9901)

&

Personnel Mo
EE group
WS rule

fE choose

& SPAEmplovees
DEZN1E_F| MTYWH-10,F5a5-0
[1/01 41800

To

Marme

Personnel ar

1243149999

State Controller
Status
STy . [GOEG

Start Date
0952312011
0952312011
0911712011
091712011
090252011
090252011
08r3052011
08r3052011
071852011
Ny AN

End Date

0972352011
0972352011
091712011
09/17r2011
09/02r2011
090252011
0873052011
08/3052011
0711852011
nraem

Tirne T... Hours

g000
g000
g000
g000
g000
g000
g000
g000
g000
Annn

1.00
1.00-
2.00
2.00-
1.00
1.00-
2.50-
1.580
3.50
3 1A

On-CallR  Time Eval .. Payout Date

0.00
0.00
0.o0
0.00
0.00
0.00
0.00
0.00
0.o0
nnn

092412010
04552011
narmarzonn
0450552011
09532010
0410852011
033052011
09mar2o11
0FMer2010
n4mamnt1

LL.
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Job Aid TM-16 - Leave & Liability Aging

To continue the scenario, in the following week the employee earns another 1.5 hours of OT Comp. Since
only one hour is needed to repay the liability, two separate 1T9901 records will be created. As shown below,
the first will be created as a repayment for the 8/30/2011 liability for one hour and the second will be a
normal accrual record for 0.5 hours with an age out date the following year.

Overview Leave & Liahility Aging {9901)

&

Fersonnel Mo Mame

EE group & SPA Emplovees Fersonnelar [14E1 State Controller
WS rule DEZNTE_F MTWH-10,FSas-0 Status Active

M8 choose 01 401/ 1500/ 127431/9999 5Ty. |GOAA

Start Date End Date Time T... Hours On-Call R Time Eval ... Payout Date LIL.
09/28/2011  08/28/2011  BOOO 8.00- 0.00 07 452011

09/23r2011  08/23/2011  BOOO 1.00 0.00 0ar24/2010

09/23r2011  08/23/2011  BOOO 1.00- 0.00 04105/2011

0972011 081 7/2011  BOOO 2.00 0.00 g 8rz010

09/17/2011 08 7/2011  BOOO 2.00- 0.00 04052011

09/02/2011  09/02/2011  BOOO 1.00 0.00 09/03/2010

09/02r2011  08/02/2011  BOOO 1.00- 0.00 04105/2011

08/3002011  08f30/2011  ROOO 2.80- 0.00 0813002011 b4
08/3002011 083002011  BOOO 1.60 0.00 0a/08/2011

08/3002011 083002011  BOOO 1.00 0.00 a1 52011

07/1582011  07MS2011  BOOO 3.480 0.00 0762010

Overview Leave & Liability Aging (9901)

=
Personnel Mo Mame
EE group & SPAEmplovees Personnel ar 140 State Controller
WS rule DOZNTE_F WMTWyH-10F5as-0 Status Active
Choose B1fa14180080 To 12431799499 5Ty . (BOEO
Start Date End Date Time T... |Hours  On-Call R Time Eval ... |Payout Date LIL.
09M3/2012 09132012 BOOD 0.50 0.00 0952011
0B/22/2012  0RZ222012  GOOO 3.00 0.00 0B/24/2011
0B/22/2012  0BZ22012  BOOO 3.00- 0.00 087302011
037302012 0330/2012  BOOO 0.75 0.00 0470152011
0373072012 033052012 6O0OO 0.75- 0.00 08/30/2011
032972012 0362952012 B0OOD 0.25 0.00 0373152011
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Job Aid TM-16 - Leave & Liability Aging

Holiday Processing - Holiday Leave (6015) and Holiday Compensatory Time (6005)

The IT9901 subtype used for holiday entitlements is 6015. The IT9901 subtype used for Holiday Comp is
6005.

PREREQUISITES

In order for an employee to accrue holiday entitlements, the employee must be a positive time employee.

HOLIDAY LEAVE ACCRUAL RECORDS

A holiday accrual record is generated thirty days before a holiday. When employees are hired or reinstated
inside the 30-day window in advance of the holiday, the holiday accrual is triggered on the Reinstatement or
Hire date. The highlighted record below represents a full-time employee's accrual for the Labor Day 2011
holiday.

Overview Leave & Liabiiity Aging {9901)

&
Personnel Mo Mame
EE group & SPAEmplovees Personnel ar 1481 State Controller
WS rule DE2NTE_F MTWH-10FS5a5-0 Status Active
8 choose gy 18ee To 124317938949 STy. G015
Start Date End Date Time T.. Hours |[On-CallR [ Time Eval ... |Payout Date LIL.
10/0452011  10/0452011  EO14 8.00 0.00 D8I062011
08/02:2011 08022011 B014 a.00 0.00 06042011
08/022011 08022011 EO14 8.00- 0.00 071042011
0B/282011  0B2E82011  BO014 a.00 0.00 0413002011
06/28/2011  0B/28/2011  B014 a.00- 0.00 0ar30i2011
05/2152011 082152011 B014 a.00 0.00 03232011
05/2102011 082152011 B014 1.50- 0.00 041192011
05/2102011 052152011 B014 1.25- 0.00 0452002011
as 24 MandAd a4 Erd R a2 TE nnn a2 andd

For holiday leave accruals, the Time Evaluation Date represents the day on which the entitlement was
granted. Since the above employee is not a New Hire or Reinstatement, the entitlement is accrued thirty
days in advance of the holiday. The Labor Day 2011 holiday falls on 9/5/2011. The accrual is granted thirty
days in advance of the holiday on 8/6/2011. The Start/End Date for a holiday accrual record represents the
end of the entitlement window (thirty days following the holiday). This date represents the date that any
unused entitlement will roll to Holiday Comp. For Labor Day 2011, any unused entitlement will roll to Holiday
Comp on 10/4/2011.
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Job Aid TM-16 - Leave & Liability Aging

The accruals for the 2011 Easter, Memorial Day, and Independence Day holidays are highlighted below. Each
entitlement has the 60-day window. Easter was accrued on 3/23/2011 with a 5/21/2011 expiration date.
Memorial Day was accrued on 4/30/2011 with a 6/28/2011 expiration date. Independence Day was accrued
on 6/4/2011 with an 8/2/2011 expiration date.

Overview 1 eave & Liability Aging (9907)

&
Personnel Mo Marme
EE group & SPAEmployees FPersonnel ar {1401 State Cantroller
VWIS rule DEZWIO_F MTWH-10FSas-0 Status Active
B Choose B1/01/1808) Ta 1243179999 5Ty. |GO15
Start Date End Date Time T.. |Hours  |On-Call R Time Eval .. | Payout Date LIL.
10/04/2011  10/04/2011 EO14 8.00 0.00 08062011
08/02/2011 08f02/2011 EO14 B.00 0.00 0B/0472011
08/02/2011 08022011 6014 B.00- 0.00 07042011
06/28/2011 06f28/2011 EO14 8.00 0.00 04r30/2011
06/28/2011 06f28/2011 BO14 5.00- 0.o0 05/30/2011
05/21/2011 082172011 6014 8.00 0.00 0312372011
05/21/2011  08f21/2011 6014 1.50- 0.00 0411972011
052172011 0852172011 6014 1.25- 0.o0 042072011
naf Nt a a1 N1 EN1 A TR nnn nAM Nt a

If an employee is hired or reinstated inside the 30-day window in advance of the holiday, the entitlement
window for the holiday leave accrual will still be 60 days from the New Hire or Reinstatement date. In the
example below, the employee was hired on 8/12/2011, six days after other employees accrued the holiday.
As a result, the new hire will have until 10/10/2011 to use the holiday entitlement, instead of 10/4/2011.

Overview Leave & Liahility Aging {9901)

&
Personnel Ko MHame
EE group & SPAEmplovees Personnel ar 2801 Health Hurman Services
WS rule WOTHESEN| MTWYWHF-3, Sas5-0 Status Active
fE choose g1/a1/1808) To 12/31/9999 5Ty . GBE1G

Start Date End Date Titme T... Hours On-CallR Time Eval ... |Payout Date LIL..
100102011 101072011 BO01S 2.00 0.00 08 22011
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Job Aid TM-16 - Leave & Liability Aging

HOLIDAY DEDUCTION RECORDS

Holiday deduction records are generated when A/A 9300 (Holiday Leave) absences are processed. The

highlighted record below represents a holiday deduction record.

Overview Leave & Liability Aging {9901)

&
Fersonnel Mo Mame
EE group L SPAEmployees Personnel ar 140 State Controller
WS rule DOZNTE_F MTwWH-10,FSas-0 Status
EEI Choose ariai18ee; To 12431/98499 STy. (BE15
Start Date End Date TimeT... Hours On-CallR  Time Eval ... Payout Date LIL..
10/0452011  10/0452011  BO15 a2.00 0.0o 08062011
08/02/2011 08022011 BO15 8.00 0.o0 06/0472011
08/02/2011 08022011 EO15 8.00- 0.00 07042011
DEIZBI2011  DE28I2011  BO15 8.00 0.00 0453072011
0B/28/2011 0B/28i2011 BO15 8.00- 0.o0 0573072011
05/212011 052112011 6015 8.00 0.o0 03/23/2011

Deduction records are characterized by a negative Hours value. The Time Evaluation Date represents the
absence date in which the employee consumed the quota. The highlighted record above represents 8 hours
of holiday leave used on 7/4/2011. When a holiday absence is processed, it is applied against the oldest
aging record available, that has not yet expired or been consumed. The Start/End Date of a deduction record
will match the aging record for the entitlement consumed. In the above example, the Start/End Date is
8/2/2011, indicating that the holiday leave keyed on 7/4/2011 consumed an entitlement set to age out on

8/2/2011.

6/19/20
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Job Aid TM-16 - Leave & Liability Aging

In some cases, a single day’s absence can consume multiple holiday entitlement records. This is common
during the end of the year when an employee has multiple holiday entitlements for the November,
December, and January holidays. In the example below, the employee works 10 hour shifts and recorded 10
hours of A/A 9300 on 11/25/2010. This entry deducted four hours from the Thanksgiving 1 holiday
entitlement and six hours from the Thanksgiving 2 entitlement. These deductions are highlighted in pink.

Overview Leave & Liahility Aging (9901)

&

Personnel Mo Marme

EE group & SPAEmMployees Fersonnel ar 14081 State Cantraller

WS rule DEZN1B_F| MTWH-10 F5a5-0 Status Active

I8 Choose B1/01/180880 To 12431459999 STy. |BO15
Start Date End Date Time T... Hours  On-CallR  Time Eval ... Payout Date LL.
010242011 01/25/2011 6015 2.00 0.00 1172712010
010242011 01/25/2011 6015 8.00- 0.00 1202712010
01222011 01/222011 6015 2.00 0.00 1172472010
01222011 01/222011 6015 8.00- 0.00 1202352010
120282010 127252010 6015 8.00 0.00 100272010  Thanksgiving 2
120282010 127252010 6015 6.00- 0.00 1172572010
120282010 122572010 6015 2.00- 0.00 1272372010
1202402010 127242010 6015 8.00 0.00 10/26/2010 Thanksgiving 1
1202402010 127242010 6015 4.00- 0.00 1172452010
1202402010 127242010 6015 4.00- 0.00 1172572010
12102010 121102010 60145 2.00 0.00 101252010
1NN A NENIN RO1A R NN- nnn 1111103010

The remainder of the Thanksgiving 2 entitlement was consumed on 12/23/2010 when 2 hours deducted from
this entitlement.

If an employee works on a holiday (instead of recording holiday leave) and has not yet exhausted the related
holiday entitlement prior to the holiday, the hours worked on the holiday (up to eight hours) generate a
deduction to the holiday entitlement as well as an equivalent accrual to Holiday Comp Leave. Holiday
entitlements that are consumed via time worked on a holiday appear as deduction records on IT9901.
Attendance and absence entries should be viewed to determine whether a deduction record generated on a
holiday is a result of recording A/A 9300 or working on the holiday. The IT9901 deduction record will look the
same in either case.

Holiday deduction records are also generated when an IT2013 (Quota Correction) is created to decrease an
employee’s Holiday Leave balance.
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Job Aid TM-16 - Leave & Liability Aging

EXPIRING A HOLIDAY LEAVE ENTITLEMENT

If a Holiday Leave entitlement is not consumed prior to the age out date, the remaining balance of the
entitlement is rolled to Holiday Comp Leave. When an entitlement rolls to Holiday Comp, a date is populated
in the Payout Date column. This date will always match the Start/End Date of the original entitlement record.
The highlighted records below represent the remaining entitlement for the 2010 Martin Luther King (MLK)
holiday rolling to Holiday Comp. Only 3.75 hours of the MLK entitlement have been consumed prior to
rollover date of 2/16/2010. Thus, on 2/16/2010, the remaining 4.25 hours are rolled to Holiday Comp as
indicated by the line item with the 2/16/2010 payout date.

Overview Leave & Liahility Aging {9901)

=
Persannel Ma MName
EE group B SPAEMployees Fersonnel ar  [14081 State Cantroller
W rule DA2N1E8_F MTYwH-10,F3as-0 Status Active
B Choose glig1/1800;  To 1243149595 ETy. |BA1G
Start Date End Date Time T |Hours  On-Call R Time Eval .. |Payout Date LIL.
05/01/2010  05/0152010 BO15 1.00- 0.00 042112010
02M 672010 021652010 BO15 8.00 0.00 12/19/2008
02ME2010 02ME2010 BO15 3.75- 0.0o0 011 a2010
02162010 02ME52010 BO15 4.25- 0.00 02MEB/2010 02M6/2010
0143072010 0173002010 BO15 8.00 0.00 120272008
0143072010 0173002010 BO15 5.00- 0.o0 12/31/2009
0142372010 01/2352010 BO15 8.00 0.00 11/25/2008
0142372010 012352010 BO15 8.00- 0.00 122472008

If an employee is eligible for Holiday Comp Leave accruals, a related accrual record is generated for Holiday
Comp Leave and is represented on IT9901 subtype 6005 as shown below.

Overview Leave & Liability Aging (9901)

=
Personnel Mo Mame
EE group A SPAEmplovees FPersonnelar 1401 State Contraller
WS rule DEZMNIO_F mMTwH-10,FSasS-0 Status Active
M3 choose B1/01/1808)  To 12/31/49899 STy. |GOBS
Start Date End Date TimeT.. Hours COn-CallR  Time Eval ... Payout Date LIL.
05/19/2012 04192012 BODA 0.24 0.00 05i2112011
05/19/2012 081972012 BO0A 0.25- 0.o0 0BI09/2011
021412012 02142012 BODA 1.00 0.o0 02i15i2011
021142012 021142012 BODA 1.00- 0.00 040412011
02i15/2011 0215/2011  BO0DA 425 0.00 021672010
02i15/2011  02M45/2011  BO0A 0.75 0.o0 030812010
021562011 02152011 BO0& 3.50- n.oo 031142010
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Job Aid TM-16 - Leave & Liability Aging

If an employee's position is set as immediate payout for Holiday Comp, then a related IT9901 is not
generated. Instead, the remaining entitlement is paid in the employee's next paycheck as Holiday Comp
Leave payout.

LIABILITY HOLIDAY LEAVE RECORDS

Scenarios can exist where an employee's Holiday Leave balance drops below zero. These scenarios represent
liability situations. On the IT9901 records, a liability situation is represented when the Liability flag is tagged
to an IT9901 record. The liability flag is an 'X' in the first 'L' column, as shown below. For liabilities records,
the Time Evaluation Date represents the date which the employee drops below zero for Holiday Leave. The
Start/End Date is the same as the Time Evaluation Date. Finally, the Hours column will contain the hours that
the employee overdrew. In the example below, the employee recorded 4 hours of Holiday leave for which
there was no remaining entitlement.

Overview Leave & Liability Aging (9901)

&4
Ferzannel Mo Marme
EE graup A& SPAEmplovess Personnel ar 1401 State Cantraller
WS rule DEZNTE_F MTWH-10FSa5-0 Status Active
Choose B1fa1/18000  Ta 1243149999 5Ty . BE16
Start Date End Date TimeT.. |Hours  On-CallR [ Time Eval ... |Payout Date LIL.
12M0i2008 1211002008 6014 4.00- 0.00 1111152008
0953002008 093002008 6015 8.00 0.00 08022008
09530/2008 093002008 G014 4.00- 0.00 080452008
0953062008 09/3002008 BO14 4.00- 0.00 09/0152008
09/01/2008 090152008 6014 4.00- 0.00 090152008 H
09/01/2008 090172008 6014 4.00 0.00 1001 262008
08022008 080212008 BO15 8.00 0.00 060452008

Looking closer at the above scenario, you can determine why the employee generated a liability. The
employee only used four hours of the Independence Day 2008 holiday. The remaining four hours of this
entitlement rolled to Holiday Comp on 8/2/2008 as shown below. The employee was probably not aware of
the exact rollover date and intended to use the remaining four-hour entitlement from Independence Day on
8/4/2008. Due to the fact that the Independence Day entitlement rolled on 8/2/2008 and the Labor Day
entitlement accrued on 8/2/2008, the four hours of A/A 9300 recorded on 8/4/2008 deducted from the Labor
Day entitlement instead of the Independence Day entitlement (highlighted in pink below). Then, for the
Labor Day holiday, the employee recorded eight hours of A/A 9300 on 9/1/2008. This absence consumed the
remaining four-hour entitlement for the Labor Day holiday (also highlighted in pink), then generated a liability
record for the remaining four hours due to the fact that there was no entitlement remaining (highlighted in

purple).
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Job Aid TM-16 - Leave & Liability Aging

Overview L eave & Liability Aging (9901)

(=

Personnel ko Mame

EE group & SPAEmployess Personnel ar {1401 State Cantraller

WS rule DEZMIE_F MTWWH-10,FSas-0 Status Active

B Choose [1/E1/418080  Ta 12431/95499 STy . (G016
Start Date End Date Time T... Hours on-CallR Time BEval ... |Payout Date LIL..
121002008 121052008 AO15 4.00- 0.00 11/111/2008
09r30/2008 0973052008 AO15 8.00 0.00 08/02/2008 Labor Day
093002008 0973052008 AO15 4.00- 0.00 08/04/2008
093002008 0973052008 AO15 4.00- 0.00 09/01/2008
09/01/2008 090152008 FO15 4.00- 0.00 09/01/2008 ®
09/01/2008 090152008 FO15 4.00 0.00 10/ 212008
08/M2/2008 08022008 FO15 8.00 0.00 0R/04/2008  Independence Day
08/M2/2008 080252008 AO15 4.00- 0.0a 07I03/2008
08/M2/2008 080252008 AO15 4.00- 0.0a 08/02/2008 080272008
OB/2452008 0B/2452008 AO15 8.00 0.0a 04r26/2008

In Holiday Leave liability situations, the employee's next holiday entitlement accrual will not generate a
normal aging record. Instead, the accrual will be used to 'repay' the liability. The employee in the example
accrues the Veteran's Day 2008 entitlement on 10/12/2008. This entitlement accrual will 'payback' the four-
hour liability and will generate a four-hour remaining entitlement for the Veteran's Day holiday (highlighted
in pink below). For the liability repayment record, the Time Evaluation Date represents the date in which the
liability was repaid and the Start/End Date matches that of the liability record for which the accrual is
repaying. Since the entitlement accrual was for eight hours, the employee has four hours remaining for the
Veteran's Day entitlement. These four hours are represented as a holiday leave accrual on 10/12/2008 with a
roll-over date of 12/10/2008.

Overview Leave & Liability Aging (9901)

&

Personnel Mo

EE aroup

WS rule

Choose

& SPAEmployees
DAZN1A_F MT¥WH-10,FSas5-0
12431799849

g1/o1418e8;  To

Marme

Fersannel ar

Kate Mcheely Bowman

State Cantrallar

Status
STy, [BO15

Arctive

Start Date
1202612008
1202672008
1201052008
1201052008
0943052008
0943052008
0943052008
0300112008
0940172008

nnnnnnnnnn

End Date
12/26/2008 BO15
12/26/2008 6015
12102008 6015
121 0/2008 BO15
09/30/2008 6015
09/30/2008 6015
09/30/2008 B0O15
09/01/2008 6015
09/01/2008 6015

nnnnnnnnn

Time T... Hours

A mas

4.00-
4.00-
4.00
4.00-
8.00
4.00-
4.00-
4.00-
4.00

A oA

On-Call R Time Eval ... | Payout Date LIL.

0.00
0.0o
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Ao

11/11/2008
11/26/2008
10/12r2003
11/11/2008
08/0272008
05/0452008
08/01/2008
08/01/2008
10/12r2003

nnnnnnnnnn

Veteran's Day
{remaining)
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Job Aid TM-16 - Leave & Liability Aging

Liability Leave (7000)

The IT9901 subtype used for Liability Leave is 7000. Both Adverse Weather liability and CDE Care Leave
liability are tracked in the Liability Leave (7000) aging subtype.

ADVERSE WEATHER LIABILITY

PREREQUISITES

In order for an employee to accrue Adverse Weather Liability, A/A type 9545 (Adverse Weather Leave) is
recorded. When an employee records Adverse Weather Leave, the employee incurs a liability for the number
of leave hours taken for Adverse Weather. Per policy, the employee then has 90 days to make-up the hours
taken for the Adverse Weather event.

NOTE: The Adverse Weather liability aging period was updated from 365 days to 90 days in the
Adverse Weather policy revision effective 1/1/15. All liabilities incurred prior to 1/1/15 will show the
365 day aging period.

ADVERSE WEATHER LEAVE LIABILITY RECORDS

An Adverse Weather Leave liability accrual record is generated when an employee records Adverse Weather
leave. The liability record is created on the day that A/A 9545 is recorded. The highlighted records below
represent Adverse Weather liability accrual records for Adverse Weather leave taken on 1/10/2011,
1/11/2011, and 1/12/2011 for 4, 8, and 4.5 hours respectfully.

Overview Leave & Liability Aging {9901)

=
Personnel Mo Mame
EE group i SPAEmplovees Personnel ar 1481 State Controller
WS rule DOTHNEEGEN| MTYWHF-3,535-0 Status Active
fE Choose g1/o1 1800 To 12/31/9534 STy. 7000
Start Date End Date Time T... Hours On-CallR  Time Eval ... Payout Date LIL.
0112012 01162012 7000 4.50 0.00 0101212011
01oizo12 0102012 7000 .00 0.00 011152011
015092012 01/09¢2012 7000 4.00 0.00 01102011
015092012 0170992012 7000 1.00- 0.00 0152152011
0103102011 0143142011 7000 8.00 0.00 nz2m1/2010

For Adverse Weather Liability accrual records, the Time Evaluation Date represents the date that the liability
was incurred. The Start/End Date for the Adverse Weather Liability accrual records represents the aging limit
applied to this type of liability record. In the example, the employee has until 1/9/2012, 1/10/2012, and
1/11/2012 to make-up or repay the liability records.
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Job Aid TM-16 - Leave & Liability Aging

ADVERSE WEATHER RECOVERY RECORDS

Adverse Weather Liability recovery records are generated when an employee makes-up or repays a liability.
In the example below, the employee made up one hour of the liability generated on 1/10/2011 on
1/21/2011.

Overview Leave & Liability Aging (9901)

4
Fersonnel Mo Mame
EE group &L SPAEmployees Personnel ar 1401 State Controller
WS rule DETNOBGH MTWHF-3,5a5-0 Status Active
2 choose g1/01/18080  To 12731/9999 STy, |FORA
Stant Date End Date Titme T... Hours On-CallR  Time Eval ... |Payout Date LL.
0112012 011172012 7000 4.50 n.o0o 01272011
01Mof2012  01/10/2012 7000 a.00 n.o0o 01172011
0150972012 01/09/2012 7000 4.00 n.oo 011072011
0150972012 01/09/2012 7000 1.00- 0.0 01r21/2011
013152011 013172011 7000 a.00 n.o00 az2ro1/2010
N1 MntA n4Ma1 N1 Tnnn L] mnnn NEMAEMDNIN

Recovery records (similar to deduction records) are characterized by a negative Hours value. The Time
Evaluation Date represents the date in which it was determined the employee has hours available to repay
liabilities. When make-up hours are processed, the hours are applied to the oldest aging record available that
has not yet expired or been fully recovered. The Start/End Date of recovery records will match the Start/End
Date of the liability record being recovered. In the above example, the State/End Date is 1/9/2012, indicating
that the make-up hours identified on 1/21/2011 applied to a liability set to expire on 1/9/2012.
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Job Aid TM-16 - Leave & Liability Aging

In some cases, make-up hours identified on a certain day can be applied to multiple liability records. In the
scenario below, the employee made up 2.78 hours of Adverse Weather on 1/31/2011. As a result, four
separate liability records were fully or partially recovered. First, 0.95 hours were used to complete the
recovery of the liability incurred on 2/1/2010. Next, the liability records incurred on 2/2/2010 and 2/3/2010
for 1 and 0.5 hours respectfully were recovered in whole. Finally, the remaining 0.33 hours were applied to
the liability generated on 2/25/2010.

Overview Leave & Liability Aging {(9901)

=
Fersannel Mo Mame
EE aroup i SPAEmplovees Personnel ar 1481 State Contraller
WS rule DA NOBGH MTWHF-8 5a5-0 Status Active
) choosze g1/a11808  To 127431799499 STy. |7oon
Start Date End Date Time T...|Hours  On-CallR  |Time Eval ...  Payout Date LIL.
0370272011 03022011 7000 1.63- 0.00 0250452011
02i24/2011 022402011 7000 0.33 n.o0 02i25/2010
D2i24/2011 022442011 7000 0.33- 0.0o0 0143172011
02022011 02022011 7000 0.50 n.o0 0240372010
0270272011 02022011 7000 0.60- 0.00 0173102011
02012011 020142011 7000 1.00 n.o0 0240212010
D2i01/2011 020142011 7000 1.00- 0.0o0 0143172011
0153172011 0143142011 7000 2.25 n.o0 02i0172010
0173172011 0143172011 7000 0.78- 0.00 0FMB2010
0153172011 0143142011 7000 0.02- n.o0 OTi23i2010
0153172011 0143142011 7000 0.03- n.o0 1111212010
0153172011 0143142011 7000 0.47- n.o0 0142112011
0173172011 0143172011 7000 0.95- 0.00 0173102011
02032010 02032010 7000 0.16 n.o0 02i04i2009
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Job Aid TM-16 - Leave & Liability Aging

An alternative way to view recovery records is to view the recovery records applied against a single liability
record. In the example below, the liability record generated on 2/1/2010 (set to expire on 1/31/2011) was
recovered with make-up hours on 7/16/2010, 7/23/2010, 11/12/2010, 1/21/2011, and 1/31/2011. The total
of these recovery records is 2.25 hours, which corresponds to the value of the related liability record.

Overview Leave & Liability Aging (9901)

&
FPersonnel Mo Mame
EE group B SPAEmployees Fersonnel ar (1461 State Caontraller
WS rule DOMNOSGH MTWHF-2,5a5-0 Status Artive
ME choose E1fEtf1ean) To 12/31/99499 STy . |[FOAO
Start Date End Date Time T... |Hours  On-CallR | Time Eval ... |Payout Date LIL.
02i0152011 020172011 7000 1.00- 0.00 0153152011
0173152011 0143172011 7000 225 0.00 020152010
0173172011 0143172011 7000 0.78- 0.00 07 E2010
0173172011 0143172011 7000 0.02- 0.00 07232010
0163142011 0143142011 7000 0.03- 0.a0 1101 242010
0173152011 0143102011 7000 0.47- 0.00 012152011
0173152011 0143172011 7000 0.95- 0.00 0173152011
02/03/2010 02032010 7000 0.16 0.00 02i04/20049
02/03/2010 020372010 7000 0.16- 0.00 03/27520049

There are two IT2012 subtypes related to Adverse Weather leave make-up. Subtype ZAWR will recover from
Approved Leave first, then take any remaining from LWOP. Subtype ZAWB will recover from Approved Leave
hierarchy allowing Bonus Leave to be used before vacation leave, then take any remaining from LWOP. If
either of these IT2012 subtypes is processed, the resulting recovery records on IT9901 are shown as
deductions, similar to the employee making up time with hours worked.

EXPIRING ADVERSE WEATHER LIABILITY RECORDS

If a liability record is not recovered prior to the expiration date, a hard error is generated in Time Evaluation
prompting the Leave Administrator to recover the remaining liability via an IT2012-ZAWR or IT2012-ZAWB. A
Leave Administrator can view the 1T9901-7000 records with a Start/End Date that matches the date of the
hard error. The IT 2012-ZAWR or 1T2012-ZAWB should be keyed for the amount of liability remaining for the
date in question, or a combination of both recovering subtypes. If the IT2012 record is keyed correctly, the
appropriate IT9901 deduction record is created and the hard error is removed allowing the employee to
process in Time Evaluation. A confirmation message will generate in Time Evaluation noting the success of
the IT2012 entry in recovering the expired liability.
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Job Aid TM-16 - Leave & Liability Aging

CDE CARE LEAVE

PREREQUISITES

In order for an employee to accrue CDE Care Leave, A/A type 9549 (CDE Care Leave) is recorded. When an
employee records CDE Care Leave, the employee incurs a liability for the number of leave hours taken for CDE
Care Leave. Per policy, the employee then has 730 days to make-up the hours taken.

CDE CARE LEAVE LIABILITY RECORDS

A CDE Care Leave liability accrual record is generated when an employee records CDE Care Leave. The
liability record is created on the day that A/A 9549 is recorded. The highlighted records below represent CDE
Care Leave liability accrual records for hours leave taken on 5/6/2020, 5/7/2020, and 5/8/2020 for 8.88, 7.77,
and 2.22 hours respectfully.

Overview Leave & Liability Aging (9901)

&

Personnel Mo MNarme

EE group A SPA Employees Personnel ar 1401 State Controller

VS rule DozwNi0_F MTWH-10,F5a5-0 Status Active

= Choose 01/01/1800 To 12/31/9999 STy . 7000
Start Date  End Date Time ... Hours On-CalR  Time Eval ... Payout Date L L..
05/07/2022 05/07/2022 7000 2.22 2.00 05/08/2020
05/06/2022 05/06/2022 7000 797 2.00 05/07/2020
05/05/2022 05/05/2022 7000 8.88 2.00 05/06/2020
08/06/2020 08/06/2020 7000 3.33 1.00 05/09/2020
08/06/2020 08/06/2020 7000 0.35- 1.00 0e/10/2020
08/02/2020 08/02/2020 7000 6. 1.00 05/05/2020
08/02/2020 08/02/2020 7000 l.i- 1.00 05/28/2020
08/02/2020 08/02/2020 7000  4.00-  1.00 06/01/2020
08/02/2020 08/02/2020 7000 1.65- 1.00 0e/10/2020
08/01/2020 08/01/2020 7000  9.99  1.00 05/04/2020
08/01/2020 08/01/2020 7000 4.00- 1.00 05/14/2020
08/01/2020 08/01/2020 7000  4.00-  1.00 05/22/2020
08/01/2020 08/01/2020 [?EIEIEI 31.5'5‘- 1.00 05/28/2020

For CDE Care Leave Liability accrual records, the Time Evaluation Date represents the date that the liability
was incurred. The Start/End Date for the CDE Care Leave Liability accrual records represents the aging limit
applied to this type of liability record. In the example, the employee has until 5/5/2022, 5/6/2022, and
5/7/2022 to make-up or repay the liability records.
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Job Aid TM-16 - Leave & Liability Aging

CDE CARE LEAVE TROUBLESHOOTING

When a CDE Care Leave liability is generated by creating a manual IT2013/Qta 61 record, the default aging
limit date is set at 90 days. For this reason, the CDE Care Leave Aging Flag (ZCLV) must be set on 1T2012 (Time
Transfer Specification). The date of the IT2012 record should be the same date of the IT2013/Qta 61 record.
The CDE Care Leave Aging Flag extends the aging limit to the standard 730 days per policy. The Start/End
Date for the CDE Care Leave Liability accrual records represents the aging limit applied to this type of liability
record. If the Start/End date of the CDE Care Leave liability represents less than the standard 730 day aging
period, then the assumption would be that the record was created using the manual method and would
require the date override flag.

LIABILITY LEAVE SPECIAL INDICATOR

The On-Call Rate column is used to set a special indicator to differentiate between the Adverse Weather
Liability and the CDE Care Leave Liability. The special indicator for the Adverse Weather liability is 1.00 and for
the CDE Care Leave liability it is 2.00.

Common Time Evaluation Warning and Error Message Job Aid
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