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Fiscal Year-End Leave Processing Overview

STEP 1

Begin with Escape Training

Escape provides Leave Processing training in several different formats. After logging into
Escape, go to Online Resources and look for Leave information in the following areas:
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STEP 2

Considerations

Before the end of the school and fiscal year, consider sending electronic or paper
communications to departments, sites, supervisors, and employees:

To employees — Instruct employees to turn in leave slips by a set deadline in May or
June. It is especially important to reach employees who will not be on campus once the
school year ends and summer break begins in addition to employees who have been
working remotely. This step also provides sufficient time for districts to receive and
input data to close out the fiscal year.

To staff that input leave — Be attentive in the collection of leave slips to close out the
fiscal year. Pay attention to deadlines for inputting data. Remind staff not to input any
leave transactions for the new fiscal year until after closing and rolling forward the prior
year.




STEP 3 Audit Leave Transactions
Run and audit report data, identify transactions in error or with negative balances and make
corrections. Complete this action before requesting the Rolling Forward of Leaves.
Look for negative balances that may require docking adjustments, allowed carry over
amounts and vacation pay offs. Suggest reports to use:
e LeaveOl1 Leave Transactions for adjustments only (use to dock pay in new year)
e |leave02 Leave Transactions with Excess Balances
e |leaveO3 Leave Balance
e Leave04 Leave Liability by Account
o Leavel2 Leave Balance Pay by Employee
e Leavel3 Leave Balance Pay by Account
e Lleavell4 Leave Liability by Employee
e Leave301 FY Summary & Detail — Leave Date
e Leave 302 Possible Leave Duplicates (Overlapping Dates)
e Leave 40 Approaching Maximum Accrual
STEP 4 Warnings

e Input Leave transactions through June 30 before the task of Rolling Forward Leave
Balances takes place.

e If leave transactions for the prior year have not been input by the mid-July deadline,
prior year balances for each employee will require manual adjustments in the new fiscal
year.

e July Regular Payroll processing cannot take place unless prior fiscal year Leave Balances
roll forward.

e Prior fiscal year Leave Balances cannot roll forward if your district has submitted your
July Regular Payroll.

e The prior year Leave Balances must roll forward into the new fiscal year in order to close
the prior year-end books.

e Do not Grant or Load the July Leaves for the new fiscal year until AFTER prior year
balances roll forward into the new fiscal year. Once the new fiscal year July Leaves are

Granted and Loaded, the Rolling Forward of the prior fiscal year Leave Balances cannot
roll back.




STEP 5

Close out Prior Year
Roll Forward Leave Balances into the new fiscal year

Warning! The following steps must take place in the exact order listed

A. Each year, School Business Advisory Services provides dates for the following:

a. July 12 - Last day to input prior year Leave transactions
b. July 13 - Last day to Roll Leave Balances forward into the new fiscal year
c. July 14 - First day to Grant Leaves for the new fiscal year

B. Complete data entry for prior year (through June 30) transactions on or before the
designated last day for input.

C. After completing the leave data entry and auditing transactions, notify School Business
Advisory Services to request Leaves be Rolled Forward.

e The task of Rolling Forward Leaves is performed separately for each district.

e Rolling Forward leaves can take place before the deadline; a roll can be
performed as soon as July 1. If data entry is complete before the deadline,
contact School Business Advisory Services to initiate the roll.

D. After the roll, audit several employee’s data records to verify expected results.

E. Ifthe results are not as expected, contact School Business Advisory Services to discuss
solutions and that may include Rolling Back the Roll Forward to make corrections. After
which, leaves can be rolled forward again.

F. If you do not want to continue using a sub-group, such as Sick Leave-Personal Necessity
in the new fiscal year, see Step 6 for instructions and screen examples to accomplish this
task. Important - Deactivation of a leave type occurs after the rolling of leaves.

G. After completing the applicable steps from above and following the action dates, Grant
and Load leaves for the new fiscal year.

H. Lastly, begin inputting leave data for the July Regular Payroll.

STEP 6

Discontinuing a Leave Sub-Group (Balance Profile)
Update both Balance Profiles and Types to complete the task

To discontinue using a sub-group, such as the Sick Leave with a sub-group Personal
Necessity in the new fiscal year, use the following instructions:

e  HR/Payroll - Setup — Leave — Balance Profiles
o From the List of leave profiles, select the line item to be discontinued and Open




Activities HR / Payroil - Setup - Leave - Balance Profiles

S ' MHew ‘ Copy E'E, Export B Prev @ Mest 5 Grid \

Flnancei " Grp @lLeaveB @I Sequence I Basis | Occurs I Timing IUritIIjrritCaTywerICaTywerthI
HR / Payroll MGMT  FMLA 14 NO N Days |Yes 0.00
» Credertials CEMGMT JD 2 N MO M Days Yes 0.00
» Ernployment CEMGMT  PDER 15N MO N Days Yes 0.00
» HR Authorizations CEMGMT  PDIN 13 N NCI M Days Yes 0.00
® Paprall CEMGMT PDMHT 11N N Days Y 0.00
» Processes _-IEI
» Retirement CEMGMT F'DF'B Days Yes 0.00
» Feports CEMGMT  PDSB 5‘ N NCI N Days Yes 0.00
My Repart: CEMGMT 5L 1L Ju M Days No 0.00

o Set the Active field to No
o Set the Limit Carryover field to Yes
o Save/Close

Aclvis 88 - HR /Payroll - Setup - Leave - Balance Profiles
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»Reliement Aetive No Dock Addon id
Rt Crested By b Payof No balance payof i needed
Hy Reqats (et Dete & 3/7ABS41TAN L Oays
Rt Fales Edt User g Sequence L]
Edt Date & JA/A5 120016 FM Limit Canmyover Ve
Repoit Warshouse
i Camover Max o
Lim Leave Grent No
whssignnent Round & o
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Blance Profs

Discontinuing a Leave Sub-Group (Type)

STEP 7 Update both Balance Profiles and Types to complete the task

e  HR/Payroll-Setup — Leave — Types
o Select the line item and Open
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File Action Activity

Quick Start here

Finance
HR / Payroll

= Credentials

» Emplovrnent

= HF Authorizations
= FPaproll

» Processes

= Retirerment
»Feports
ty Reports
Feport Favorites
Report Wareshouse
= Azzignment
» Benefit

» Credentials
» Employrent
» HF Authorization

Balances

B alance Profiles
Groups

Typesz

Help

|23y Open D New @ Export

HR [ Payroli - Setup - Leave - Types

@) Description | BalCode | AltBsl Code | AltBal Code2 | Profile Reqd | LocAccess | Active]

FRLa Family Medical Leave Act FMLA Mo Mo res
JD Jury Duty JD Mo Mo es
FDER Paid Bereavement FDER Mo Mo fes
FDIN Paid Industrial Leave FDIN No No Yes
PODMAT Pzid Maternity Leave PODMAT SL Mo Mo es
FPONB Paid Necessary Business 4

FDFPE Paid Personal Business FDFE Me Me Yes
FPDSE Paid School Business FDSE Mo Mo Yes
sL Paid Sick Leave sL Mo Mo fes
LUNPDIM Unpaid Industrial Leave LNPDIMN Mo Mo es
UNPDMAT  Unpaid Maternity Leave LUNPDMAT No Mo Yes
LUNPDMNE Unpaid Necessary Business LNPDNE Mo Mo res
LUNPDFE Unpaid Personal Business LNPDFE Mo Mo es
LUMNPDSL Unpaid Sick Leave LINPDSL MNeo MNe Yes
WAC ‘Wacation WAC Neo Mo Yes

O O O O

Use the space bar to clear out the Alt Balance Code field to be blank
Use the space bar to clear out the Alt Balance Code 2 field to be blank
Leave the Active field set to Yes
Save/Close

[
GQuick Start here

Finance
HR / Payroll

» Credentialz

» Employment

» HF Authorizations
w Payrall

» Processes

» Retirement

» Reports

by Reportz

Report Favarites
Report Warehouse

» Aszignmment
*» B enefit

» Credentials
= Employment
» HR Authorization

Balances
Balance Profiles
Groups
Types

» Payrall

(@9 |

HR { Payroll - Setup - Leave - Types

rﬁ Open -Hew EEHDD[E W Delete @F‘rev @Next #4 Save/Close QCancel

Code

Description

Short Description
Balance Code

Alt Balance Code
Alt Balance Code 2

FDMNB

Paid Mecessary Business

Pd Mec Bus

PDME {Paid Necessary Business}

Profile Reqd Mo

Location Access MNo \
Motes

Active Yes @

Created By ]

Create Date & 2/18/2015 10:35:33 AM

Edit User a

Edit Date & 2/18/2015 10:38:17 AM -

Code @ Description | PBalCode | AltBal Code | AltBal Code? | Profile Regd | LocAccess | Active
FMLA Family Medical Leave fAct FMLA Mo No Yes
JD Jury Duty JD Mo Mo es
FDER Paid Bereavement FOER Mo Mo Yes
PDIM Paid Industrial Leave FDIN No Mo Yes
FPDMAT Paid Maternity Leave PDMAT
FPONE Faid Necessary Business
FDFE Paid Personal Business FDFE Mo Mo Yes
PDSB Paid School Business PDSBE Mo Mo Yes
=1 Faid Sick Leave SL Mo Mo Yes
LINPDIM Unpaid Industrial Leave LUNPDIN Mo Mo es
UNPDMAT  Unpaid Maternity Leave UNPDMAT Mo Mo es
LUNPDNE Unpaid Necessary Business LUNPDNE Mo Mo fes

Additional Information
Escape system setup — Leave cutoff date — 15t or 15" of the month

e The list shown below identifies the leave processing cutoff for each district. The options are
either the 1°' or 15" of the month. The date cannot be the 31" because it is not always the last

day of the month.

e The purpose of the leave balance cutoff is to have a point in time in which leave adjustments
(positive and negative) apply to an employee’s record. Leave adjustments can affect employee

Page 5 of 6

Fiscal Year-End Leave Processing Overview




compensation. The leave adjustment cutoff also affects the balances that show on the
employee’s pay stub. For example:

o Ifthe leave cutoffis 1°*
= The employee’s October paycheck reflects leave adjustments for the month of
September.

o Ifthe cutoffis the 15™
= The employee’s October paycheck reflects leave adjustments for the period of
September 16 through October 15.

01 Ballard 15
02 Blochman 15
04 Buellton 15
06 Cold Spring 15
07 College 15
10 Goleta Union 15
11 Guadalupe Union 15
12 Hope 1
14 Los Olivos 1
15 Montecito 15
16 Orcutt Union 1
18 Santa Maria-Bonita 1
19 Solvang 15
20 Vista Del Mar 15
32 Santa Maria Jt. Union High 15
33 Santa Ynez Valley Union High 15
41 Lompoc Unified 15
42 Carpinteria Unified 1
43 Cuyama Jt. Unified 15
61 SBCEO 15
71 SELPA 15
74 Manzanita Charter 1
75 Peabody Charter 1
76 Family Partnership Charter 15
77 Adelante Charter 15

School Business Advisory Services, 05/26/21-mj
o:\payroll\escape - instructions\fiscal.year.end.leave.processing.revised.2021.docx
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