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Whatis AB15227?

AB 1522 Requires California Employers to Update Paid Sick Leave Policies

On September 10, 2014, Governor Brown signed AB 1522 into law (the “Healthy
Workplaces, Healthy Families Act of 2014”). The law requires many California employers
to provide paid sick leave benefits to their employees.

An employee who, on or after July 1, 2015, works in California for 30 or more days within a
year from the beginning of employment, is entitled to paid sick leave. Employees, including
part-time and temporary employees, will earn at least one hour of paid leave for every 30
hours worked. Accrual begins on the first day of employment or July 1, 2015, whichever is
later.

Exceptions: Employees covered by qualifying collective bargaining agreements, In-Home
Supportive Services providers, and certain employees of air carriers are not covered by this
law.

An employer may limit the amount of paid sick leave an employee can use in one year to 24

hours or three days. Accrued paid sick leave may be carried over to the next year, but it may
be capped at 48 hours or six days.

https://www.dir.ca.gov/dlse/ab1522.html

Increased Paid Sick Leave Entitlement with Senate Bill No. 616

Under the HWHFA, there are several alternative ways in which employers can provide
employees with paid sick leave. SB 616 increases the amount of paid sick time employees can
receive and use each year, from three days or 24 hours to five days or 40 hours.

The Accrual Methods

o Modified Accrual Requirements: Under existing law and SB 616, employers that opt for
an “accrual” paid sick leave policy may choose to either: (A) provide employees with
one hour of paid sick leave for every 30 hours worked, or (B) adopt an “alternative
accrual” method that meets certain minimum standards. For the “alternate accrual”
method, current law mandates that employees accrue at least 24 hours or three days of
paid sick leave or paid time off by the 120th calendar day of employment, each calendar
year, or in each 12-month period. SB 116 modifies the minimum accrual for the
“alternate accrual” method, by requiring employees to accrue at least 24 hours or three
days of paid sick leave or paid time off by the 120th calendar day of employment, each
calendar year or in each 12-month period, and at least 40 hours or five days of paid sick
leave or paid time off by the 200th calendar day of employment, each calendar year, or
in each 12-month period.

________________________________________________________________________________________________________|
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https://leginfo.legislature.ca.gov/faces/billNavClient.xhtml?bill_id=201320140AB1522
https://www.dir.ca.gov/dlse/ab1522.html

e Increased Cap on Accrual: Under existing law, employers may cap an employee’s total
sick leave accrual at 48 hours or six days at any one time. SB 616 increases the accrual
cap to the greater of 80 hours or ten days at any one time.

e Increased Annual Usage Cap: Current law permits an employer to limit an employee’s
use of paid sick leave to 24 hours or three days per year. SB 616 mandates that
employees be permitted to use at least 40 hours or five days of paid sick time per year.

The “Up Front” Method

The second option for providing paid sick leave is the “front loading” method, in which the
employer provides employees with a minimum number of paid sick leave or paid time off hours
at the beginning of each year of employment, calendar year, or 12-month period. SB 616
increases the front-loading requirement from at least three days or 24 hours of paid sick leave
or paid time off to at least five days or 40 hours of paid sick leave or paid time off per year.
Under the “up front” method, no accrual or carry over of the sick leave is required because the
full amount of leave is received at the beginning of each year. For initial hires, the employer is
still permitted to require the employee to wait until the 90th day of employment to begin being
entitled to use the sick leave or time off.

https://leqginfo.leqislature.ca.gov/faces/billNavClient.xhtm|?bill id=2023202
40SB616
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Employer Responsibilities

There are several things employers must do to comply with the Healthy Workplace Healthy
Family Act of 2014 (AB 1522).

o Display poster on paid sick leave where employees can read it easily.

o Provide written notice to employees with sick leave rights at the time of hire.

e Provide for accrual of one hour for every 30 hours worked and allow use of at least 40
hours or 5 days or provide at least 40 hours or 5 days at the beginning of a 12-month
period of paid sick leave for each eligible employee to use per year.

o Allow eligible employees to use accrued paid sick leave upon reasonable request.

« Show how many days of sick leave an employee has available. This must be on a pay
stub or a document issued the same day as a paycheck.

e Keep records showing how many hours have been earned and used for three years.

Employee Usage

e An employee may use accrued paid sick days beginning on the 90th day of
employment.

« An employee may request paid sick days in writing or verbally. An employee cannot be
required to find a replacement as a condition for using paid sick days.

e An employee can take paid leave for employee’s own or a family member for the
diagnosis, care or treatment of an existing health condition or preventive care or for
specified purposes for an employee who is a victim of domestic violence, sexual assault
or stalking.

DON'T WORRY
YOU'RE COVERED!
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https://www.dir.ca.gov/dlse/Publications/Paid_Sick_Days_Poster_Template_(11_2014).pdf
https://www.dir.ca.gov/dlse/LC_2810.5_Notice.pdf

Sample Poster

Division of Labor 5tandards Enforcement Labor Commissioner's Office

THIS POSTER MUST BE DISPLAYED WHERE EMPLOYEES CAN EASILY READ IT
(Poster may be printed on 8 K™ x 11" letter size poper)

HEALTHY WORKPLACES/HEALTHY FANMILIES ACT: CALIFORNIA
PAID SICK LEAVE (as amended effective 1/1/2026)
Entitlement:

« Anemployee who, on or after July 1, 2015, works in California for 30 or more days within
a year from the beginning of employment is entitled to paid sick leave.

+ Paid sick leave accrues at the rate of one hour per every 30 hours worked, paid at the
employee's regular wage rate. Accrual shall begin on the first day of employment or July
1, 2015, whichewver is later. Accrued paid sick leave shall carry over to the following year
of employment and may be capped at 80 hours or 10 days.

« Anemployer can also provide 5 days or 40 hours, whichever is greater, of paid sick leave
"up-front” at the beginning of a 12-month penod. No accrual or carry over is required.

« (Other accrual plans that meet specified conditions, including FTO plans, may also satisfy
the requirements.

Usage:
* An employee may use paid sick days beginning on the 90 day of employment.

« An employer may limit the use of paid sick days to 40 hours or five days, whichever is
greater, in each year of employment.

« An employer shall provide paid sick days upon the oral or written request of an employee
for any of the following:

For the Employee: For the Employee andfor Their Family Members:
To serve on a jury Diagnosis, care or treatment of an existing health
condition or preventive care
To appear in court to comply with a Attend judicial proceeding related to being a victim of a
subpoena or other court order as a violent or serious felony or ofher specified serious
witness in a judicial proceeding offenses
For an employee who is a victim of a Faor specified victim-related relief and services, for an
qualifying act of violence to obtain employee who is a victim or whose family member is a
relief, including a resiraining order, to victim of a qualifying act of viclence if the employee
help ensure the health, safety, or works for an employer with 25 or more employees
welfare of the victim or their child

Retaliation or discrimination against an employee who requests paid sick days or uses paid
sick days or both is prohibited. An employee can file a complaint with the Labor
Commissioner against an employer who retaliates or discriminates against the employee.

For additional information you may contact your empleyer or the local office of the Labor Commissioner. Locate the
office by looking at the list of offices on our website http:ihwww direa gowidise/DistrictOffiees him using the
alphabetical listing of cities, locations, and communities. Staff is available in person and by teleghone.

DLSE Paid Sick Leave Pasting 1/2026
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Who is Affected

Provides paid sick leave for all employees who work 30 or more days for an employer in a

year.

Classified and Certificated Substitutes employed on an on-call or day-to-day
basis, as well as long term subs

Seasonal workers (such as walk-on coaches)

Temporary Employees (special projects, long term temps, or per diem or
stipend).

Employees who receive a W-2, even if they are paid by a stipend

Who is NOT Affected

Employees already receiving sick leave

Employees covered by a qualifying collective bargaining unit agreement are not covered
by this law

CalPERS Retirees are excluded (GC 21229)

Sick Leave Earning Methods

There are two methods for earning sick leave for HFA:

Option 1 — Accrual

Employee must work for the same employer for at least 30 days within one year

First day of employment, accrue 1 hour of sick leave for every 30 hours worked
Carryover: Employer may cap accrued sick leave at 80 hours or 10 days, whichever is
more

Waiting period to use: Employer may require 90 calendar days of employment

Annual use: Employer may limit use to 40 hours or 5 days, whichever is more
Leavel5 — Healthy Families Leave Earned — Accrual

Option 2 — Up Front

HFA SICK LEAVE AUGUST 2026

Employee must work for the same employer for at least 30 days within one year
Provide 40 hours or 5 days of sick leave, whichever is more, up front

Carryover: No carryover required when the full amount is provided up front each year
Waiting period to use: Employer may require 90 calendar days of employment
Annual use: Employer may limit use to 40 hours or 5 days, whichever is more
Leavel6 — Healthy Families Leave Earned — Up Front



Transfer Sick Leave

AB1522 does not require a transfer of sick leave balance to another District. However, if the
employee is rehired by current District within 12 months following resignation/separation, the
employee can reclaim the sick leave balance upon rehire.

Leave Group Setup

The leave group is an indicator for leave granting for employees covered under the Healthy
Families Act (AB1522). You will need to set up an HFA leave group and assign that leave
group to all applicable employees.

Go to HR/Payroll — Setup — Leave Groups
e Select New
e Leave Group must start with HFA
o Recommended Leave Groups:
= HFADAYS (Certificated)
» HFAHRS (Classified)
e Save/Close

29 ~ RlaEy=iee HR /Payroll - Setup - Leave - Groups

-
B9 Open @iNew EREwpot W Delste [ Prev [ Net £ Save/Close K Cancel
Code HFADAYS
Description HFA Days
Short Description HFA Days
Motes Healthy Families Act 2014 eff 7/1/2015
Active Yes

29 -~ laEyizied HR /Payroll - Setup - Leave - Groups

rﬁ Open i e % Export  JJ Delete B Prev @. Next ¥ Save/Close Q Cancel
Code HFAHRS
Description HFA Hours
Short Description HFA Hours
Motes Health Families Act 2014 7/1/2015
Active fes
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Leave Balance Profile Setup — Accrual Option

Employees earn at least 1 hour of sick leave for every 30 hours worked. Accrued Sick Leave
may be carried over from year to year, but the employer may cap it at 80 hours/10 days. An
employee may use accrued sick leave on the 90th day of employment. Employers must show
how many days of sick leave an employee has available. This must be on a pay stub or an

official document issued on the same day as payroll.

Go to HR/Payroll — Setup — Leave — Balance Profiles

Accrual Option:

Profile Information:

e Select New

e Enter HFA Leave Groups

e Leave Balance: Sick Leave

e Notes: Use Notes for Description

Example Accrual Option:

Grant Information:

Basis: None
Occurs: No Grant
Timing: No Grant

Mid-Year Services Change: 1
{Month Change Occurs}

Dock: Select Option (District Choice)

Sequence: 1-5 Allowed up to 5
Leaves Balances to print on pay
stub

Units: Days or Hours

Limit Carryover: Yes
Carryover: 10 Days or 80 hours
Save/Close

List

R / Payroll - Setup - Leave - Balance Profiles

Form

B- Prev @ MNext Q Cancel
Leave Group HFADAYS {HFA Days} Basis None
Leave Balance SICK {Sick} Oceurs No Grant
Cap By Balance Timing No Grants
Cap Includes Balance F Prorate on FTE
Allow Projections Mid Year Service Change 1 {Month Change Occurs}
MNotes AB1522 Carmryover Option Transfer Balance
Portal Description Dock Dock if balance would be negative
Portal Timesheet Leave Dock Addon Id
Active Yes Payoff
Created By ] Units Days
Create Date =] Sequence 1
Edit User =] Limit Camyover Yes
Edit Date & Camyover Max 10.00

Limit Leave Grant No

HFA SICK LEAVE AUGUST 2026



Leave Balance Profile Setup — Up Front Option

Districts can grant 5 days of sick leave regardless of the number of days/hours worked
OR Districts can grant 5 days of sick leave AFTER working for 30 days. There is NO carry over
from year to year. The employee must “Use it or Lose It”.

Go to HR/Payroll — Setup — Leave — Balance Profiles

Up Front Option:
Profile Information:
e Select New
o Enter HFA Leave Groups
e Leave Balance: Sick Leave
e Notes: Use Notes for Description

F SVANC,, Ny

P& N
’ " w * .
| ADVANCED )
A * ,

& * 4

Grant Information:

e Basis: None

e Occurs: No Grant
Timing: No Grant

Mid-Year Services Change: 1
{Month Change Occurs}

Dock: Select Option

Sequence: 1-5 Allowed up to 5
Leaves Balances to print on pay
stub

Units: Days or Hours
Limit Carryover: Yes

Carryover: 0.00 {No Carryover
for Up Front Option}

Save/Close

@ Prev @ Next £y Save/Close E:j Cancel

Allow Projections
MNotes AB1522 Up Front Option No Camyover
Portal Description

Portal Timesheet Leave Types

Active Yes

Created By
Create Date
Edit User
Edit Date

b b I @0

Leave Group HFAHRS {HFA Hours} Basis None
Leave Balance SICK {Sick Leave} Oeours No Grant
Cap By Balance Timing No Grants
Cap Includes Balance Forward? Prorate an FTE

Mid Year Service Change 1 {Month Change Occurs}

Transfer Balance

Dack Dock if balance would be negative
Dock Addon Id

Payaff

Units Hours

Sequence 1

Limit Camyover Yes

Camyowver Max 0.00

Limit Leave Grant

Round At 0.00
Rounding Factor
Grant Hours Per Day

HFA SICK LEAVE AUGUST 2026
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Add Leave Group to Temporary Employees

Go to HR/Payroll — Employment — Employee Management

Create a list using the Search Criteria:
o Section 1
= Employment Status: EM {Employee}
= Employment Type: Select Temporary Types
e Hold Ctrl Key to select multiple types

5 5 v LELEYN=1e4 HR / Payroll - Employment - Employee Management

Search

5 Go Q Clear j New '1:'( Favorites »

Search Criteria - Employees .

= 1 - Demographics ~
Employee Id
SSN
Last Name
Include Previous Last Name Yes-include in last name search
First Name
Include Preferred First Name Yes -include in firstname search
SEID State Id
Person Id
PERS Member Id
STRS Member Id
Employee Ref Number
Employment Status EM {EMPLOYEE}
Active Employees
Employees Only

Person Type
Employment Type
Birth Date
Birth Month
Gender Description
Ethnicity No value
Race Applicant
Personal Email ] Reg/Sub
Work Email LJT Substitute
Created By Supplemental
Create Date

2 - Employment Regual

3 - Employment Requirements SESrmE

4 - Assignments Temporary

e Click Go to create list
e Goto Tasks
o Select Show Tabs
o Use the drop down and Select Employee Management and Leave Tabs

& © v LRyl HR / Payroll - Employment - Employee Management

Search List
1 Open || New % Export « a - Tasks ¥ (71 Grid . Tab Favorites
Mass Change L4 Cription Barg
CTC Status
IMDuse Minnie
| u Show Tabs

HFA SICK LEAVE AUGUST 2026



¢ Inthe Filter Tab select Employee and Leave to limit Tabs
e Once selected, press Enter to populate

e Click Ok
Filter Form Tabs . Filter Tab
5
| Code = Description Active
([ Fiter Tab = ACCTRETR  Account Retro list True
| ACH Payroll ACH list True
ADDON Pay addons list True
oK Cancel APPMT Employee AP Payment list True
ASSET Employee assets list True
ASSIGN Postion assignments list True
ATTACH Employee attachments list True
BEMEMP Employment benefits list True
BEMPROV Benefit providers list True
CONTRIB Contributions list True
CRED Credentials list True
CYCLE Pay cycles list True
DEDUCT Deductions list True
DEPEND Benefit dependents list True
EDLC Continuing Education list True
EMPLOYEE Employee information form True
EVAL Evaluations list True
FLEX Flex forms list True
HISTORY History list True
HRA Authorizations list True
INDICATR Indicator list True
LEAVE Leave transactions list True
NOTE Employee notes list True
RETIRE Retirement setup list True
SCHEDULE Fostion Work Schedules list True
SENIORTY Seniority list True a
SUBJECT Subjects list True
TAX Tax setup list True
121

e From the list, open the employee record to update the Leaves Tab

e Go to Leaves section, select Tasks in the lower tool bar
e Select Change Leave Overrides

Iy Y=l 10l HR / Payroll - Employment - Employee Management

Search  List Fom
@ + W Delete BF‘rev @-Next f_;-[]use .’ Cancel Tasks = {,L?Tab Favortes =

Mouse, Minnie (230)
Type: 1 {Certificated} - Pay Cycle: CES - H

Employment  Leaves

& Leave Summary

H 2 - Setup
11/14/2017 {Hired}
Leave Group Code
Leave Years Of Service 3

B9 Oper [JMew [ Corv [ Expo Tasks ~

| Created = Begin ®  End  Change Leave Overrides itHours | Hrs/Day |

________________________________________________________________________________________________________|
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e Leave Base Date: Default is hire date, if Different, then enter date
e Leave Group: Select HFA Group Codes
Example:
= Certificated HFADAYS
= Classified HFAHRS

Employment Leave Overrides =
Date = Dock/Payoff | Reason
Leave Base Date  [8/1/2021 [=]
Leave Group HFADAYS {HFA DAYS} =
Leave Group
HFADAYS {HFA DAYS}
OK Cancel Code = Description
CERT Certificated employees
CLAS 5Y Classifed School Year | |
CLAS YR Clazsified year round [
= HFADAYS  HFA Days
HFAHRS HFA Hours
TIME Time card employee
e Click Ok

Employment Leaves

& Leave Summary

B 2 - Setup
Leave Base Date 87172021 {Overide}
Leave Group Code HFADAYS {HFA Days}
Leave Years Of Service 3

e Click Next to continuing working the list or Save/Close

S o -~ RLaEy=ise HR /Payroll - Employment - Employee Management

Search  List Form

@ + W Delete DF"re Close .' Cancel Tasks = .7 Tab Favoites =

employee is hired in a regular assignment the Leave Group

Q Be mindful of the Leave Group Override when a temporary
Code must be overridden to appropriate Code

HFA SICK LEAVE AUGUST 2026 13



Track Days Worked

Additional Pay

Days worked should be entered in an Additional Pay batch or Adjust Payroll if your District is
tracking 30 days worked to become eligible for for HFA Leave Grant.

Go to HR/Payroll — Employment — Additional Pay

e Select New to create a batch that will post to Adjust Payroll

001-ABCSD Dl ey pr

Search
£ Go Q Dea Favortes -

Search Critenia - Pay Adjust Addons

Fiscal Year 2022 {2021/2022}
Status

Pay Date Beain

Pay Date End

Location

e Enter Batch Information
o Pay Date
Description
File Name: Locate Import File
Pay Cycle
Pay Period

O O O O

3 O - LR {1l HR / Payroll - Employment - Additional Pay

Search Lst  Fom
W Delete DPIEV DNext _ﬁ;SavE;‘Gnse QCancel [ Tasks ~

Additional Pay Entry Batch # , Status:

Batch Info  Employees

= 1 - Batch information = 2 - Posting information
Fiscal Year 2022 {2021/2022} Primary Pay Cycle?
Pay Date 9/10/2021 Pay Cycle CES {Certificated Supplemental}
Location Pay Period 2 {Paid 09/10/21 (Future)}
Submitted a Status Message g8
Submitted By a 3 - Add/Update Inf i
Description Cert Subs
File Name
Mote &
Default Effective Date

HFA SICK LEAVE AUGUST 2026 14



e (o to the Employees Tab
e Click New to Add Employees
e Enter Employee, Addon, Unit etc...
e Dys Wrkd: Enter the number of days worked
o Any amount over 15 minutes is considered 1 Day
o This allows the system to track the number of days for qualification

2 9 - LA {0 R HR / Payroll - Employment - Additional Pay

Search List  Fom
W Delets DF‘rav DNext # Save/Tlose QCancel [#] Tasks ~

Additional Pay Entry Baich # , Status:

Batch Info  Employees
D New Qch @Expcrt Iﬂ Delete ﬂ'UndEIele Q Cancel All

|Error Message | Employee |AladdOnCode| Units | EffectiveDat | Position# |Assi % Ratel | Descripti Dys Wikd |FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT |
a 000230 {Mouse, Minnie} SUBD {Subst 1.0000 872372021 a & 150.0000 Substituta 1.004 01-0000-0-1110-1000-1140-600-0100
a 000230 {Mouse, Minnie} SUBD {Subst 5.0000  8/24/2021 a & 150.0000 Substitute 5.00% 01-0000-0-1110-1000-1144-600-0100

e Continue entering in employee information
e Save/Close

e Open batch

e Go to Tasks and Submit

e Open Batch

e (o to Tasks to Post Addon Pay

2 8 - =il HR / Payroll - Employment - Additional Pay

Search Lst  Fom

Il Delete DF’rev @Neﬂ 4 Close .Eancel [#) Tasks =~

| submit |
Post Addon Pay
Rollback Addon Pay

Batch Info Employees: 2

Batch Information Return to Open

e (o to Adjust Payroll to make sure the batch posted as expected
o Search by Batch Id

¢ Remember to check for errors =
% 9 ~ LLkEyA={vl HR / Payroll - Payroll - Adjust Payrolf

Search
£ Go Q Clear 547 Favorites ~

Search Critena - Payroll Adjustments

1 - Employee
E 2 - Addons and Assignments
Assignment Type

Addon

Addons with Units?

Addon Adjustments Only? Mo
Batch Id 587573

HFA SICK LEAVE AUGUST 2026 15



Adjust Payroll

Days Worked must be entered in Adjust Payroll in Addon earnings if your District is tracking 30
days worked to become eligible for HFA Leave Grant. This field is open to edit even in closed

payrolls.
Go to HR/Payroll — Payroll — Adjust Payroll

e Employee Id: Enter partial last name to select from menu

e Click Go
001-ABCSD Dl I Iy ey -
Search

3 Go EJ Clear 3¢ Favorites

Search Cnitena - Payroll Adyusiments
E 1 - Employee
Employee Id 000230 {Mouse. Minnie}
Social Security Mumber
Last Mame

e Open Pay Period
e Open the Addon or enter New Addon
e Enter in the Addon, Units, Effective Date

e Days Worked: Enter number of days worked
o Any amount over 15 minutes is considered 1 Day

Addons:1  Assignments Deductions Cortributions  Details  Payroll Emors Motes
ﬁ Open i M e i Copy E'_E, E=part . Delete i Pras B [ et f_; Save/Close Q Cancel
B 1 - Adjustment
Addon SUBD {Substitute daily}
Linits 1.0000
Rate 1 Overide Mo
Rate 1 Amount & 150.0000
Effective Date 8/317°2021
Description Substitute
Days Worked 1.00
ACA Hours
Account 2 01-0000-0-1110-1000-1144-600-0100

NOTE: The Days Worked field remains open in Adjust Pay for
editing even if the pay period is closed

HFA SICK LEAVE AUGUST 2026 16



Grant Leaves

Granting Leaves for employees that do not have Assignments is done manually or using an
import file in Leave Transactions.

First run the Leavel5 HFA - Accrual or Leavel6é HFA — Up Front depending on the method
the District has elected to give eligible employees.

Go to HR/Payroll — Reports — Leave SAVE TIME, USE

QUICKSTART
e Year Starts on: Fiscal year begin

e Sort Option a) Summary or i) Import Format EXPORT

Activities

Leave 15 — Healthy Families Leave Earned — Accrual

the Benefits
cr Credentials
rem  Employee
& © v LEZRE-19 HR / Payroll - Reports - Leave fv  Leave
— pa  Paymll
List  RequestReport mc  Pasition Control
4 Go m Go/Export + Q Clear B Prev @ MNext w Favorites
Request Report
B 1 - Report a) Summa ~
Report Number & Leavelb © ) ] v
Description & Healthy Families Leave Eamed - Accrual O b) Detail - one year
Report Sample &% Leaveld () i) Import Format EXPORT
Report Favorite D & () x) Excel EXPORT format
B 2 - User Options
Empld(s)

Leave Group(s)
Leave Balance(s)

Year Starts on Fiscal year begin
Effective Date
30
Qualify each year? Mo-qualify once
Qualified? Yes-show only qualified employees
Source No Restriction
Leave15a Healthy Families Leave Earned
Accrual Method Effective 12/14/2023
Work Hours
H Hired Start End Days Worked Earned Code Granted Used Balance Owed
Rev'ew the 09/24/12 07/01/2023 06/30/2024 0.00 17.00 0.5666 Hours SICK 0.0000 0.0000 0.0000 0.5666

Owed Co'umn to 08/15/22 (R) 07/01/2023 06/30/2024 0.00 28.00 0.1166 Days SICK 0.0000 0.0000 0.0000 0.1166

see who should

be granted sick
leave

e Review the Owed Column to see who should be granted sick leave

¢ If only a few employees then manually enter in Leave Transactions

¢ If many employees are owed then select i) Import Format EXPORT to create
an import file.

________________________________________________________________________________________________________|
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Leave 16 — Healthy Families Leave Earned — Up Front

List Request/Report

=y Go @ Go/Expot = Q Clear B Prev @. Mext ‘ Claze ﬂi’ Favortes

038 -OAKGROVE Dl o .

Request Report

E 1 - Report
Report Number & leavelt
Description & Healthy Families Leave Eamed - Up Front
Report Sample &% Leavelb
Report Favorite 1D 2]
E 2 - User Options
Empldis)

Leave Group(s)
Leave Balance(s)

Max Bal Hours

Year Starts on Fiscal year begin

Effective Date

30 Work days to qualify for granting

Qualfy each year? Mo-qualify once

Qualfied? Yes-show only qualfied employees

Source Mo Restriction
B 3 - Choose Hours Worked/Work Days to EXCLUDE

Addon Idis)

Addon(s)

Assignments? Mo - DO NOT EXCLUDE Hours Warked/Wark Days from Assignments
E 4 - Report Options

Show Neg Owed? Yes - Show MNegative and Posttive leave Owed

|Min Eamed Days

e New field to choose Minimum Earned Days (Defaults to 5 days or 40 hours if left blanks)

Leave16a Healthy Families Leave Earned
p O od 0
Work Leave
Empld Hired Start End Days Earned Unit Code Granted Used Balance Owe
124/12 07/01/2023 06/30/2024 0.00 40.00 Hours SICK 0.0000 0.0000 0.0000 40.0000
ReVieW the 8/15/22 (R) 07/01/2023 06/30/2024 0.00 5.00 Days SICK 0.0000 0.0000 0.0000 5.0000
Owed Column to
see who should
be granted sick
leave
HFA SICK LEAVE AUGUST 2026 18




Create Import File

To create an import file use the Sort Option i) Import Format EXPORT and click on Go/Export,
Excel Data

2 S - Ry i108 HR / Payroll - Reports - Leave

List Request/Report

) Go &) Go/Export  ~ Q Clear B- Frev @ Mext [ Close  5ip Favoites =

Regue Excel
PDF
B 1-
5
Rep Word & leaveld O a) Summary
Des RTE & Healthy Families Leave Eamed - Accrual () b) Detail - one year
Rep a% leaveld )
Import Format EXPORT
Rep XML 8 HFA - Exclude Addons st
= 2- HTML () x) Excel EXPORT format
Emp
Lea csv
Lea Text
Year Stantz on Fiscal year begin

Example Export: Leave as is to Import in Leave Transactions
e Recommend to change the Comment field to “HFA Grant”

tmpF32F [Compatibility Mod

Insert Page Layout Formulas Data Review View Help Acrobat Q Tell me what you want to do

sy ¥ Cut = _
ARIAL === - 2 wapText General - =
p D E‘@ S — /a c rap Tex enera ) d- . ’_;J‘
aste . = == |e=3= - . =0 .00 onditional Format as
o ¥ Format Painter | © T U === | EE | EMege 8 Center SR Formatting ~  Table ~
Clipboard ] Font ] Alignment ] MNumber ]
U36 - I
| A | B (€ | D |[E | F | G| H | I | J | K | L | M| N | O | P | Q| R |
SSMN  Empld Leave BUnits DateFro DateThr Comme Locatior Reason 1 % ] ¢l ] % i ] TransTy"0
9623 SICK  0.0000 #HHHEE #8554 Generated for Trimported Grant i

8500 SICK  0.0000 #He## #8854 Generated for Trimported Grant
9706 SICK  0.0000 #=+#+# #A+# Generated for Trimported Grant
8980 SICK  0.0000 #HHHEE ##+ Generated for TrImported Grant
7378 SICK  0.0000 #HHEEER #4557 Generated for TrImported Grant
8892 SICK  0.0000 #HHEHER #4457 Generated for Trimported Grant

=@ e L R
i, . [, |

e Comment: HFA Grant
e Save as .CSV (Comma delimited)
e Close file before importing

A | B | ¢ | D | E | F | & | H{[ I | J | K| L ™M | N | O | P | @ | R | 8§
1 |SSN  Empld Leave BUnits DateFroDateThr Comment Locatior Reason’ 2 ] (! % (3 7 ] TransTy10
2 9623 SICK  0.0000 #HAH# #AH# HFA Grant Imported Grant i
3 | 8500 SICK  0.0000 #H# ### HFA Grant Imported Grant i
4 | 9706 SICK  0.0000 ##Hr# ## HEA Grant Imported Grant R
5| 8980 SICK  0.0000 ##r# #E# HEA Grant Imported Grant i
6 | T378 SICK  0.0000 ##Ha# #HHH# HFA Grant Imported Grant i
7 5892 SICK  0.0000 #HAH #HHH# HEA Grant Imported Grant i

________________________________________________________________________________________________________|
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Leave Transactions
HFA Leaves are Granted in Leave Transactions. This can be manually entered or imported.

Go to HR/Payroll — Employment — Leave Transactions

e Click New to create a batch

& & - hkEnzisinl HR / Payroll - Employment - Leave Transactions
Search
£y Go ‘ Ele Favortes +
Search Critena - Leave Usage .
Batch
Status

Import Option

Batch Setup:

Enter the Year, Month and Comment
File Name: Click in the field to activate
File Type: Standard

Locate the Import File

Save/Close

0O O O O O

& © - LELEWA={e4 HR / Payroll - Employment - Leave Transactions

Search List  Form

. l Delete DPrev nNext f_';Save,fCIose Q Cancel Tasks +

Leave Batch # ,
Leave |eave Detail

= 1 - Batch Setup H2-f
Year 2021 Staty
Maonth September Subr
Comment HFA Training Appr
Location Paost
Division Unpt
Person Type HRA
Default Leave Type HRA
Default Trans Type B 3-4
HFA Training - Accrual Grant C) Crea
File Type Standard Crea
Note a Edit
Sub Pay Date Edit

Sub Fiscal Year 2022 {2021/2022}

HFA SICK LEAVE AUGUST 2026



o Note Errors for Review

Tools = E]

5 £ v LEEEYA=14 HR / Payroll - Employment - Leave Transactions

Search List
¢ Open :jNew aCcpy %Export ‘a (# Grid
Location Year Month Person Type Comment
HFA Training 0 Errors.

Division

Batch Status
6013018/ Open

o Open File
o Correct Errors if applicable

o Review Leave Detail

& D v LEIEEA=I HR / Payroll - Employment - Leave Transactions

Search List  Form

a l Delete DPreu INex‘( f_; Close !Cancel Tasks

Leave LeaveDetail:134
:j New :,j Copy %Export l Delete ﬁ’UndeIete !CancelAlI

SICK {Sick

9/27/2021 {Monda | Grant
9/27/2021 {Monda  9/27/2021 {Monda Grant SICK {Sick 3.5766 H {Hours}

9/27/2021 {Monda

&Fre

Go to Tasks to select Post Leave Usage

[ ]
m Ly =i 10l HR / Payroll - Employment - Leave Transactions

Search  List Form
@ B Delete D Prew i = f__r Close " Cancel Tasks =
Submit |
Approve ch # 58]
Leave Leave Detai LW
D MNew i Copy Erﬂ. Evport [ Delete ﬂ' Indzlete Rollback Leave Usage
: Return to Open
| Employee I Sort I Begin | P Leave Type

e Return to the Leave Report and rerun with same parameters to verify the Owed
column is now blank

________________________________________________________________________________________________________|
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Manual Option

Batch Setup

o Enter the Year, Month and Comment
o Go the Leave Detail Tab to enter employees

Leave Leave Detail

E 1- Batch Setup
Year
Marth
Comment
Location
Division
Person Type
Defaul Leave Type
Default Trans Type
File Name
File Type
Maote
Sub Pay Date
Sub Fiscal Year

E 2 - Batch Information
2021 Status Message
August Submitted
HFA Leaves Approved
Posted
Unposted
HRA#
HRA tem #
B 3 - Add/Update Information
Created By
Create Date
& Edit User

Leave Batch # , Status:

Edit Date

2022 {2021/2022}

Leave Detail Tab
Click New

Begin Date:

Enter Employee Id or type partial last name to select

Trans Type: Grant

o Press Enter; Red X will be removed from Leave Type

Balance: Sick

e Amount: From Owed Column on Leavel5 or 16

Leave Baich # , Status:

Leave Leave Detail

[ New | Copy B Ewport [J] Delete £3 Cancel All
Employee Sort Begin Trans Type Leave Type  Balance Amount
000730 Gt ) | BV oy | o e0m0
Trans Type

Description =
Adjustment
= Grant
Usage
Vacancy

Continue to enter employees

Save/Close Batch

Go to Tasks to select Post Leave Usage

Return to the Leave Report and rerun with same parameters to verify the Owed

column is now blank
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