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This job aid provides information about Accrual Processing.

Other helpful job aids regarding Leave Accruals: Naming Standards for Time & Labor, Leave Plans, Leave Accrual Calendar and Enrolling Employees in Leave Plans.
Leave Accruals are processed on the 1st of every month and after each pay period. Employees will have accrual process dates equal to the 1st of each month and the last day of each pay period. A calendar is published to the Core-CT website each year which shows when these processes are run. Listed below is information related to each processing date. Information is also given on other related accrual topics.

1st of the Month Processing:
Sick and Vacation awards are posted to employee balances. Once posted, these balances are available for use at any time – even on dates prior to the 1st. 

Agency Payroll/HR users need to ensure that employees do not use time before it is earned.

Job Aid reference: Leave Accrual Calendar

End of the pay period processing:
Core-CT uses the delivered PeopleSoft accrual processing. It is important to note the order of that processing as listed below. In order for the delivered process to work with the State’s business rules, one month’s accrual over the maximum was added to each vacation plan.

 
 Delivered accrual processing order

1. Awards are given if employee’s balance is at less than the maximum allowed.

2. Time taken is deducted.

Example:

Max Vacation Allowed per Statutes: 480 hours 

Max Vacation Allowed per Leave Plan: 493.3334

Employee’s accrual award: 10 hours per month

Employee’s balance as of 12/31/07: 485 hours

Pay period to be processed: 12/21/07 to 1/3/08

Time taken: 2 hours

Accrual processes:

A. Award of 8.3334 hours is given (This equals part of the 10 hour accrual up to the maximum allowed for the leave plan.)

B. Employee’s balance = 493.3334

C. Time taken is deducted

D. Employee’s balance = 491.3334

E. Employee over max by 11.3334

F. Employee not entitled to use the extra 11.3334

Beginning with the accrual date 5/22/08, a new custom process will be run following each accrual process. This new process will be run after the PeopleSoft delivered process and will reset the employee’s balance back to the maximum allowed. In the example above, the employee’s balance after step D will be reset to 480 hours. 

The new process will calculate the amount over the maximum and deduct it from the Earned Year to Date amount. Please note: It will still be possible for an employee’s balance to be greater than the maximum allowed in certain circumstances. Look at the example above. Since this was the first accrual of the year, the employee had an Earned Year to Date amount of 8.3334 hours but was over the max by 11.3334 hours. The new process will only deduct 8.3334 hours leaving the employee with a balance o f 483 hours.

Agency Payroll/HR users need to ensure that employees do not use more than the maximum time allowed.

Job Aid reference: Leave Accrual Calendar

End of the Year Processing:
The delivered PeopleSoft process works as follows at year end.

1. Hours Carried over from Previous Year is calculated and balance is reset to zero.

2. Awards are given if employee’s balance is at less than the maximum allowed.

3. Time taken is deducted.

Special processing is required for PL time at the end of the year. There will not be a processing date for the pay period end date that includes January 1. Instead there will be a December 31 row. This row will process all PL time taken in the last days of December and will set any remaining balance to zero. Note: once the December 31 row has been created and the balance is reset to zero, no adjustments can be made to the previous year’s PL time.
During the pay period containing January 1, PL time taken in January will need to be accounted for by using the Time Reporting Code LILA. The process to award the new PL time will not be run until after the pay period which contains January 1 is confirmed. Once the new PL time has been added, time posted to LILA can be changed to the appropriate PL code.

Job Aid reference: Leave Accrual Calendar

Daily Mail: A daily mail is sent each year reminding users of the special PL processing and informing them when the new PL time will be reported on employee paychecks.
Part Time Accrual processing:
Sick and Vacation Time

Part time accruals for Sick and Vacation plans can be based on Hours Worked or Scheduled Hours. The processing method is determined by the plan the employee is enrolled in. Part time employees are awarded the full time accrual amount using the delivered PeopleSoft process. There is a custom process which runs after that to prorate the award to the part time amount. There could be a period of time between when the full time accrual is awarded and the amount is prorated. During this period it is possible for employees to use the greater award.

Agency Payroll/HR users need to ensure that employees do not use more time than they are entitled to use.

PL Time

Part time PL awards are based on a percentage of the full time accrual. The percentage amount is governed by the PL plan the employee is enrolled in. Not all percentage amounts are represented.

PL time is normally awarded once per year on January 1. Employees newly hired who obtain the relevant amount of service time will have PL time awarded during the year. Beginning with the accrual process dated 5/22/08, a new custom process will be run to reduce the award for these part time employees according to the percentage amount for the PL plan at the same time the award is given.

Agency Payroll/HR users will need to manually adjust the PL award if the correct percentage amount is not available.

Job Aid reference: Leave Accrual Calendar, Naming Standards for Time and Labor, Enrolling Employees in Leave Plans, Leave Plans

Accrual Shut Off process:

There is a custom process which adjusts accrual awards when an employee has exceeded the maximum allowed unpaid days during the month. It is important to note that these employees will receive the regular monthly accrual award when the delivered PeopleSoft process is run. There may be a period of time during which the employee could use this award before the custom process removes it.

Example:

Max unpaid days Allowed: 5 (or 40 hours) 

Amount of unpaid time during April: 80 hours

Regular accrual awarded: 10 hours on May 2 (dated May 1)

Shut Off report available: May 12

Shut Off process run: May 15

In this example the employee should not receive the May 1 accrual however; the employee was able to use the accrual during the period between May 2 and May 15. 
It is important that the Shut Off report is reviewed each month. This report will display those employees whose accrual balance will be updated. The balance on the report reflects what the employee will have after the current accrual award is removed. An employee with a negative leave balance is an indication that the new accrual has been used and action is required.

Users will have one day in order to make attendance corrections prior to the employee’s record being updated. The Shut Off process is run in Update Mode on pay confirm Thursday with the pay period that contains the 1st of the month.
Agency Payroll/HR users need to ensure that employees do not use accruals they are not entitled to use.

Job Aid reference: Leave Accrual Calendar
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