info:HR Daily Vacation Year End Procedure

First, clear the daily accrual file for all daily vacation rules.
® Go to the Mass Updates ® Entitlements ® Daily Vacation Accrual Master screen.
e  Click the Clear Accrual button.
o At the prompt select the ALL Accrual Files button unless you want to clear only the
highlighted vacation rule.
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info:HR Daily Vacation Year End Procedure

Next, prepare the rules for the upcoming vacation year.

L info:HR - [Daily Vacation Accrual Master]
5. File MNewEmployee Edit Move Find Import/Export Applicant Tracking Windows

OR&Et DX + ta-HE

#4 Find Teminated Employee ~ |Employment Status [Category  [Union |VAC Pesiod From [VAC Period To_|Excluded v~
B Basic Information PREG 1/1/2019 12/31/2019 N
-8 Work History/Compensation M PERM FT [51] 17172019 1273172019
(& i yrormen PERM i ] 7208 123172018 N
tsnclance . PERM FT ONA 1172018 127208 X
Altendance History 7] »
Wacation and Sick Entitlements
Vacation and Sick Dverview Selection Criteria Exclusions
Hourly Entitlements Employment Status Q Permanent Emplopment Status @ | |
DVEIII;\E Bank Overview Category q Full Time
Work Schedule .
1
1L Meiny Urion Qv | cuPELecaltsis
a-f Alets i Vacation Enttlement Period [ [171/2018 | [E[12/3172019 |  Exchade from Create Al
+ Health & S afety 4
- ® Counseling Project Accrual End Date 12/31/2020
Comments/Adjustments
#® Leaves and Teminations Service Ranaes [in Months] Accrual Amount
E :::ﬂ: 0 | <= Sewvice = [5953 [150000 | O Days O Hows ® FTEH
. 3 Mass Lipdates 60 | <= Service = [119.93 20,0000 O Days O Hows @ FTEH
S Attendance History _1_20 | <= Setvice => 179.99 25,0000 O Days O Hows @ FTEY
= :"m:m;e :‘-B'e' 180 | <= Sewvice =» [287.99 30,0000 O Days O Hows @ FTES
y enehts Master
= Coes 288 <= Service = [393.99 35.0000 ODayr O Hous @ FIER
: Continuing E ducation | <= Service => CDays O Hows @ FTEH
& g;":’:“"*:m [ | <= Semice =» | O Days O Houws @ FTEH
R FIU— 1 ¢ —_—
& Emergency Leave (= Sav-ne =» CDays O Hous @ FIER
&) Emplopee Number <= Service = L C Days O Hous @ FTER
B Emcm ] | «= Service = ] [ ] [Oban Otos @ries
s = e -
55 Dasly Vacation Accrual Master [ Jesevien[ ][ ] [Coas OHoas @FiEn
=) Holiday Master | <= Service => | ODays C Hous @ FTER
o) Hourly Entitlement Master S | = = 5
5 Hours Based Vacation E ntitement Master = —_— SR ¥ CiHAN ETED
=) Perision Entitlernent Master | |<=Sewcs=] | :l ODays O Hous @ FTEHM
=& Rollover Entitiements <= Savice = ODays O Hous @ FIER
D o s _Jesen] ] om Obon @ries
Sick Eniifement Master [ JeSevioes[ ][ ] [ODays OHous @rice
Vacabon Pay Percentage Master I | «= Service = CDays O Hous @ FTER
B Zeto Out Entitlements I Je T r o
gv.,cm Sick and Overtime | <= Service => 1 [ fae € Hunz @ ETFR
o Houtl Entiements PrintAl | Create Accrual | Recalculate Create All Clear Accrual | Stant Processing...
Alerts v

® Change Dates Ranges on all rules and save each rule.

e (Click on either the Create Accrual button to create the daily accrual file entries for the selected
rule or the Create All button to create the daily accrual file entries for all rules.

e |f a mistake is made, click on the Clear Accrual button, correct the error and click on the Create
Accrual button.

e Once the Accrual file is created, click on the Start Processing... button. This may take a while, so
be patient until you see the completion message.
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