Revised:

03/07/2008

Using the IVEE Payroll Compensated Absences Worksheet

With the release of IVEE 2.1 came the new Compensated Absences Worksheet, but in order to get any
use out of this utility there are several things that need to be done first.

1)

Define which of your leave plans count as Compensated Absences.

In Payroll > Leave Plans > Leave Plan Maintenance you will need to check the box in the Edit Leave

Plan screen to indicate that it is a Compensated Absence.

. Edit Leave Plan

|

Acticns

|

Leave Plan Informatian

Description: I Differientiated Leave 10 Month Employees

Leave Type: |Paid Time Off

Accrual [nformation | Accrual Pay Periods [ Aternate Plans | Calendar |

- Leave Plan Infarmation

Time Urits: IHours 'l
Accrual Date: IHire Date j
Wested Accrual Date: IHire Date j

Time Card Leave Code: I 'l
Sub Spstem Leave Code: I 'l
Wested Months: I 0

Accrual Bate

0 .- 0 5 Dot I Include Reaular Fay
» i 4 20 1500 0 | Include Myvertime Pay
| | | | | [~ &dvantage District

[T Accrue Based on Time Waorked Units

. 2 : *
¥ Include in Docking Calculation ’.‘
¥ Include on Check o*

“

I4] 4 |Mode: Edit- Record 1 of 1

C

™| Cloge this dialog after update?

Ok LCancel Help
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2) Go to Payroll > Configuration > Payroll GASB Functions and make sure all your functions are set

up.
x|
I@|%l§l|v~§*!|ﬁ|’*5’@”m|"‘ Record 1 of 15 [ Y
GASB Functions
GASE Function Deszcription
B |i000 INSTRUCTION i

2000 SUPPORT SERYICES
2100 SUPPORT SERYICES - STUDEMTS
2200 SUPPORT SERYICES - IMSTRUCTIOMAL STAFF
2300 SUPPORT SERYICES - GEMERAL ADMIN
2400 SUPPORT SERYICES - SCHOOL ADMIN
2800 SUPPORT SERYICES - BUSIMESS
2E00 OPERATIOM AHD MAIMT OF PLAMT SWCS
2700 STUDEMT TRAMSPORTATION
2800 SUPPORT SERYICES - CEMTRAL
29300 SUPPORT SERYICES - OTHER
3000 OPERATIOM OF NOM-IMSTRUCTIOMAL SWCS
4000 FACILITIES ACQUISITION AMD COMSTRUCTION SERVICES
RO0a DEBT SERVICE
ROO0 OTHER FINAMCING IJ5ES

KI| i

3) Go to Payroll > Configuration > GASB Function Masks and ensure that all your GASB functions

are set up with the appropriate accounting masks.

x
I@|%l§l|%?!|aﬁ|)*§g‘ﬁ|li 4 Record 15 0f 15 > p|| G
GASB Function Masks
I G55 Funcion oot Mosk |

1000 TERER ANV APV AT
2000 TR 2077 TR TRN
2100 N N N A A AT
2200 N N N N A A R
2300 TR A T Y T
2400 TEEER 2400 200 TN
2500 TR AR T Y T
2600 N N N A A AT
2700 TR AT T Y T
2800 A N N A Al AT
2900 TR 290 T
3000 N R Y N A A AT
4000 TR AT TR
a000 TR T T
B | E000 N N N AN
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4) Goto Payroll > Employees > Employee Leave Plans and make sure everyone has a GASB Function

assigned to their leave plans.

x
Actions |
@20 20| % % 1 | a0 r* 6 K| M 4 Recordi o7 ) BER2HE B |
— Employee Selection
Employee [D: IBA44484 Mame: IBACK, HELLEM S5M: Ixxx-x4-8?85
— Employee Leave Information
Leave Plan: IDifferentiated Leave Classified Admin j v Active? Probatian Ends: I
Yested Date: |1Dz’1 8/2008  Pay Rate: $21.00 GASE Function: | 2100 j
- GASE Function I D escription Iﬂ
[ 1000 INSTRUCTION
Beginning: Eamned: Uszed: A 2000 SUPPORT SERVICES
112 4 | %61 = 1+ 0
2200 SUFPORT SERVICES -
. ) 2300 SUPPORT SERVICES - GEMERAL
L Informat
eave |hformation |Fundlng Contral | 2400 SUPPORT SERYICES - SCHOOL
Leave Plan Transactions(Fi| 2500 SUPPORT SERYICES - BUSIMESS
Transaction Type Units Reason 2600 OPERATION AMD MAIMNT OF PLANT j
} | Opening Balance 19.1200 | B alance forward Prior Fiscal ‘vear on 07 /06, | 07/01/2007 |07/ /2007 | OF/00 /2007 r
Accrual 44400 | Payroll Accrual Cycle:Biweekly Period: 1 07/01/2007 | 07/07/2007 | OF/07 /2007 r
Accrual 4.4400 | Payrall Accrual Cycle:Biweekly Period: 2 07/08/2007 | 07/21/2007 | OF/21/2007 m
Accrual 44400 | Payroll Accrual Cycle Biweekly Period: 3 07/22/2007 | 08/04/2007 | 08/04/2007 r
Accrual 4.4400 | Payrall Accrual Cycle:Biweekly Period: 4 08/05/2007 |08/18/2007 |08/18/2007 |
Accrual 44400 | Payroll Accrual Cycle Biweekly Period:5 08/19/2007 |09/01/2007 | 09401 /2007 r
Acciual 4.4400 | Payroll Accrual Cycle Biweekly Period: 6 03/02/2007 | 08/15/2007 |09/15/2007 |
M| 4| Mode: Edit - Record 1 of 1 » | 7 Close tis disfog efteriupdatc?
il | LCancel | Help |

Next, click on the Funding Control tab at the bottom. Deselect any funding line that you do not
want to appear on the report (for example any line associated with Supplemental Pays).

. Edit Employee Leave Plan i ll

Actions |

@[ 2020 % K ¢ | @] re & de K| 4« Record 1o 7 » i BEBRE B |
— Employee Selection

Employes ID: [ BA44434 Name: |BACK, HELLEN SSN: | wa-ud-5765
— Employee Leave Information

Leave Plar: IDifferentiated Leave Classified &dmin j v Active? Probation Ends: I

Vested Date: [10/18/2008  PayRate: [ 421,00 GASE Functior; | 4|
— Balance:

Beginning: Eamed: Uszed: Adjustment: Awailable:

11z + | 664 = | 1+ | 0 45,76

Leave Information

Funding
_| I' |D|stncthflce |Busmess Manager | CERTIFIED ADMINISTH;|DD1.1DD.24DD.B111.DDD.DI| 14.553?/4 $0.00]
K1 | 2l
I4] 4| Mode: Edit - Record 1 of 1 » ] ™| Close this dislog after update?
Ok Lancel | Help |
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5) Now you are finally ready to run this report. Go into Payroll > Reports > Quarterly / Annual >
Compensated Absences Worksheet. Once in there go to Actions > Generate Records to view the

information on you current leave plans.

All done!
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