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PURPOSE

Purpose

This document explains the key activities that will enable Central HR users / DPRs to track changes to
leave balances and accruals. Results by Calendar is a “one-stop-shop” for viewing employee balances,
updates, conversions, reversals, etc. that have occurred each pay period. This job aid will not cover all
possible scenarios but provides an overview of the Results by Calendar page and its functionality. This
page is to INFORMS what the HPAR screen is to Time and Leave and will help HR respond to employee
inquiries /concerns and tickets opened related to leave balances.

Scenario 1

Validate a Sick Leave Conversion and a Sick Leave Conversion Reversal: In this example, the employee
did not want to convert her Sick Leave to Annual Leave upon reaching her leave conversion date. This
example will demonstrate the conversion of hours from Sick to Annual and then the reversal of that
conversion.

Scenario 2

Sick Leave Restoration based on Covid-19 Paid Sick Leave eligibility: In this example, the employee was
under the impression that she was using Covid-19 Paid Sick leave, but since her eligibility to use the
Covid-19 Sick Leave was not granted at the time, INFORMS used available Sick and Annual leave to avoid
the employee going without pay. This example will demonstrate that once her eligibility to use Covid-19
Leave was granted, that leave was used and her Annual Leave and Sick Leave were restored.

Please note, the INFORMS team is in the process of removing the Leave and Compensatory Time Page from INFORMS as it is not a
feature that is used by Time and Labor or Absence and is currently displaying incorrect data / balances. Please do not use that page to
validate leave balances, instead use the Results by Calendar page for accurate leave data and balances.
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RESULTS BY CALENDAR: SICK LEAVE CONVERSION AND SICK LEAVE CONVERSION
REVERSAL

Step Action
CONFIRM / VALIDATE SICK LEAVE CONVERSION
1. Navigate to NavBar > Navigator > Human Resources (HCM) > Global Payroll and

Absence Mgmt > Absence and Payroll Processing > Review Absence / Payroll Info >
Results by Calendar

2. Input the Employee ID and select Search. Select the Calendar ID.

Note: When validating a Sick leave Conversion, begin with the employee’s 25™ Pay
Period, which is the Pay Period prior to the Sick Leave Conversion.




INFORMS Job Aid: Results by Calendar inferms

Step Action

3. Select the Supporting Elements tab. Note the relevant details that this tab provides:

e CalendarID
e Calendar Group ID
O Note: 2023PP11 is the Pay Period in which version 3 of Pay Period 2023B08, was created.
e Version
e EmplID
e Payable Pay Period Begin/End. Creditable Pay Period is 24 to 25.

Note: There may be multiple versions, utilize the arrows to navigate between versions
and to ensure you are validating the latest version. In this example, it’s version 3 (row
3 of 3).
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4. Select the Accumulators tab to review the balances prior to sick leave conversion.
Select the arrows to navigate through the Accumulator Results. Select View All for a
list view of Accumulator Results. Indicated below is the ending Annual Leave balance
and Sick Leave balance.

Hmmnnns'
Jeounty]

Wapetta Pires

Calendar Results ‘ Eamings and Deducticns

CalendarID MDC 2023B08

Calendar Information

Calendar Group ID  2023PP11

Segment Number 1

Gross Result Value  0.00%

Accumulators

B Q

Accumulator Results User Keys
Period Element Name
Custom MD_GOV19_ENT
Period - =
G MD_ERSCK_BAL
Period - -
Custom MD_HOL_BAL
Pericd - -
Csion MD_LVEPL_BAL
Pericd - -
Custom MD_SICK_BAL
Period = =

Employee

usD

Ii»

Accumulators Supporting Elements

Empl ID 00033969
Pay Group MDC

Results by Calendar

Empl Record

General Employees

Q 4 4

Description  2023PP11 Biweekly

Version 3

Net Result Value  0.00% usD

0

3of3 v

Revision 1

14 4 16-200f24 ~ | b

Amount Description From
90.0000005 EHOVID—WQ Paid Sick Leave 10/20/2021
40.0000005 Sg:;g;"cy Sickileaic 01/01/1901

0.5000005 Holiday Earned Leave 01/01/1801

Balance
0.000000%] | Leave Pool Balance 01/01/1901
287.0000005] Sick Leave Balance 01/01/1901

Through

View All

Mo viewAl
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Step Action

5. Repeat the navigation in Step 1 above.

Note: When completing a validation, select the pay period of the sick leave conversion.
In this example we move forward from 2023B08 to 2023B09.

L1

6. Note, the Creditable Pay Period is now 25 to 26.

1
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Step Action

7. Please examine the following Annual Leave calculation below after the Sick Leave
Conversion had occurred.

Note: Accumulators are unique to this example.

549 (Balance prior to conversion, refer to step 4 above)
+4 (Pay Period Accrual)

+ 39 (Sick to Annual Conversion)*
*This employee was not eligible to convert 48 due to 9 hours of Sick Leave used during the leave year. Sick Leave
taken accumulator is shown in Step 8.

+ 80 (Longevity Accrual)
= 672 (Annual Leave Balance)

I
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Step Action

8. Please examine the following Sick Leave calculation below after the Sick Leave
Conversion had occurred.

Note: Accumulators are unique to this example.

287 (Balance prior to conversion, refer to step 4 above)
+4 (Pay Period Accrual)

- 39 (Sick to Annual Conversion)

=252 (Sick Leave Balance)

1

Custom

Period MD_SICK_BAL 252 0000005  Sick Leave Balance 01/01/1901

Segment MD_SICK_ENT_PER 4.00000057 = Sick Leave Accrued Period 04/17/2023 04/30/2023
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Step

Use the arrow key to navigate to the latest version to confirm the new balances. In this

example, version 3 is the latest version.

Action

CONFIRM / VALIDATE SICK LEAVE CONVERSION REVERSAL
9.

M..ma
oo

< HOME

Calendar Results Eamings and Deductions ‘ Accumulators |

Employee
CalendarID MDC 2023B0S

Calendar Information

Q 4 4 30f3 v I View Al
Calendar Group ID § 2023PP11 Description  2023PP11 Biweekly
Segment Number Version 3 Revision 1
Gross Result Value 0,005 usD Net Result Value  0.005 usD

Supporting Elements

EmplID 00033969
Pay Group MDC

General Employees

Empl Record 0

Results by Calendar
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10. The most updated version shows the reversal of the Sick Leave Conversion. The ending
Annual Leave Balance is now 633, as it was decreased by the Sick Leave Conversion
amount (672 —39 = 633)

The most updated version also reflects that the previous Sick Leave balance was of 252
was increased by the Sick Leave Conversion amount (252 + 39 =291). Note, the
Accumulator ‘Prior Yr Sick Lv Conv to Annl’ is now 0.00.

THIS SCENARIO HAS CONCLUDED

10
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RESULTS BY CALENDAR: SICK LEAVE RESTORATION BASED ON COVID-19 PAID SICK
LEAVE ELIGIBILITY

Step Action
CONFIRM ANNUAL AND SICK LEAVE BALANCES PRIOR TO USAGE
1. Navigate to NavBar > Navigator > Human Resources (HCM) > Global Payroll and

Absence Mgmt > Absence and Payroll Processing > Review Absence / Payroll Info >
Results by Calendar

2. Input the Employee ID and select Search. Select the Calendar ID.

Ensure that you have selected the correct Pay Period.

00310253 | 0 Lashunda Park | MDC 1210272022 |I"\-‘|DC 2022824 |

11
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Select the Accumulators tab and select the arrows to Navigate through the
Accumulator Results

In this example, the employee’s ending Sick Leave balance is 17.5 hours, and her
Annual Leave balance is 21. The Accumulator for Covid-19 Paid Sick Leave balance is
80.

12
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Step

Action

|

CONFIRM ANNUAL AND SICK LEAVE BALANCES AFTER USAGE

4.

Repeat the navigation in Step 1 above.

Select the Accumulators tab and select the arrows to:
e Cycle through the versions to see the changes in the balances
e Navigate through the Accumulator Results

Note: Annual and Sick Leave taken accumulators in version 2 (used instead of Covid-19
Paid Sick Leave).

inferms

.m@
o

¢ HOME Results by Calendar
Calendar Results Earnings and Deductions ‘ Accumulators ‘ Supporting Elements
Wilmide Beamon mployee EmplID 00310253 Empl Record 0
Calendar ID§ MDC 2022B25 Pay Group MDC General Employees
Calendar Information Q 1 M4 [2at6 v ]I b M T Viewal
Calendar Group ID  2023PP02 Des ion 023PP02 Biweekly
Segment Number 1 Revision 1
Gross Result Value 00053 usD Net Result Value 0,005 uso

Accumulators

5 Q 150f32 ~| b M | ViewAl
Accumulator Results User Keys 113

Period Element Name Amount Description From Through

Segment MD_ANNUAL_ENT_PER 3.00000057 Annual Leave Accrued Period 11/28/2022 121172022

Segment MD_ANNUAL_TAKE_PER 21.00000057] Annual Leave Taken Period 111282022 12/11/2022

Segment MD_SICK_ENT_PER 4.00000057 Sick Leave Accrued Period 1112812022 121112022

Segment MD_SICK_TAKE_PER 19.00000057 Sick Leave Taken Period 1112812022 1211112022
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This example shows that, since the employee didn’t have enough Sick Leave to cover
her leave, her Annual Leave was applied. She was left with a balance of 2.5 hours of

Sick Leave and 3 hours of Annual Leave, after accruals.

Calendar Results Earnings and Deductions

Employes
Calendar ID  MDC 2022825

Calendar Information

Calendar Group ID  2023PP02
Segment Number 1

Gross Result Value 0,005

Accumulators

B Q
Accumulator Results User Keys I»

Period Element Name
Custom MD_PARNT_ENT

Period - -
S MD_PARNT_TAKE

Period - -
Custom MD_SICK_BAL

Period = -

Accumulators

usb

Supporting Elements.

Empl 1D 00310253
Pay Group MDC

Q 4 4 |26~ B P | ViewAl

Description  2023PP02 Biweekly
Version 2

Net Result Value  0.0050

Empl Record 0

General Employees

Results by Calendar

Revision 1

uso

4 4 2630032 v/ M | viewan

Amount Description

180.00000057 Parental Leave Accrued

140.00000057 Parental Leave Taken

250000057 Sick Leave Balance

From Through
04126/2022 04/25/2023
04/26/2022 04425/2023
01/01/1901

Calendar Resulis Earnings and Deductions

Wilmide Beamon

Calendar ID  MDC 2022B25

Employee

Calendar Information

Calendar Group ID  2023PP02
Segment Number 1

Gross Result Value 0,005

Accumulators

5 Q
Accumulator Results User Keys li»
Period Element Name
Custom MD_ANL_LONG_ENT
Period = - =
Custom MD_ANNUAL BAL
Period = -

Accumulators

Supporting Elements.

EmplID 00310253 Emp

Pay Group MDC General Empl

Q

Description  2023PP02 Biweekly
Version 2

Net Result Value 00050

Amount Description

32.00000057 Lengevity Annual Accrual Acc

Results by Calendar

I Record 0

oyees

< 4 |20f6 v P M | ViewAl
Revision 1
M 4 1115032 v B¢ M View All

From Through

01/01/1901

3.00000057 Annual Leave Balance

01/0111901
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Step

Action

CONFIRM COVID-19 LEAVE APPLIED AND ANNUA

You will note in the screenshot below that Covid-19 Leave was untouched and

remained at 80.

Employee
Calendar D MDC 2022825

Calendar Information

Calendar Group ID  2023PP02
Segment Number 1

Gross Result Value  0.005 usb

Accumulators

Calendar Results Earnings and Deductions Accumulators

Pay Group MDC

Amount

1.00000057

0.0000005F

80.00000057

Supporting Elements

EmplID 00310253

Empl Record

General Employees

Resul

0

Q 4 4 | 20f6 v

Description  2023PP02 Biweekly

Version 2

Net Result Value 0,005

Description

Birthday Holiday Taken

Compensatory Leave Balance

COVID-19 Paid Sick Leave Adj

usD

4 4 |16

From

01/01/1901

01/01/1901

101292021

B Q
Accumulator Results User Keys I

Period Element Name
Custom MD_BDAY_TAKE
Period - -
SN MD_COMP_BAL
Period - -
Custorn MD_COV1S_ADJ
Period - =
Custia MD_COV13_BAL
Period - -

80.00000057

COVID-19 Paid Sick Leave Bal

101292021

Revision 1

200f32 v | B

Through

ts by Calendar

» M| ViewAl

M| ViewAl

SICK LEAVE BALANCES RE

15
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Step

Action

Note: After her Covid-19 Paid Sick Leave eligibility was granted, INFORMS re-calculated
her balances, restoring Sick Leave and Annual Leave that was previously used. Also
note, the balances for the Covid-19 leave accumulators have been reduced.

Calendar Results

Wilmide Beamon E| e
I Calendar ID  MDC 2022B25 i

Calendar Information

Earnings and Deductions ‘ Accumulators

Supporting Elements

EmplID 00310253
Pay Group MDC

General Employees

Results by Calendar

Empl Record 0

QI M4 4 |50f6~| » »II View All

Calendar Group ID  2023PP06 Description  2023PP06 Biweekly
Segment Number 1 Revision 1
Gross Result Value 0,005 usD Net Result Value  0,00% usD
Accumulators
5 Q 4 4 |26300f31 v | » | M | ViewAl
Accumulator Results User Keys 113
Period Element Name Amount Description From Through
Custom —
Period MD_PARNT_TAKE 140.00000057] Parental Leave Taken 04/26/2022 04/25/2023
g:;tn"dm MD_SICK_BAL 2150000057 Sick Leave Balance 01/01/1901

Calendar Results Earnings and Deductions Accumulators

Wilmide Beamon Employee

Calendar ID  MDC 2022B25

Calendar Information

Calendar Group ID  2023PP06

Segment Number 1

Gross Result Value  0.0051 usD
Accumulators
5 Q
Accumulator Results User Keys 113

Period Element Name

Year to Date MD_FMLA_BAL

Year to Date MD_FMLA_ENT 4
Year to Date MD_FMLA_TAKE 2

Supperting Elements

EmplID 00310253
Pay Group MDC

Description
Version 5

Net Result Value  0.0053

Amount Description

0.00000057 Family Medical Leave Act Bal

Family Medical Leave Act

80.0000005F Accru

Family Medical Leave Act

24.0000005F Taken

32.00000057 Longevity Annual Accrual Acc

General Employees

2023PP06 Biweekly

Results by Calendar

Empl Record 0

Q 4« 4

5of6 v b M1 ViewAl

Revision 1

ErEim MD_ANL_LONG_ENT
Period = - -
Custom MD_ANNUAL_BAL
Period = —

24.00000057 Annual Leave Balance

usD
4 4 610031 ~ | b | M View All
From Through
01/01/2022 121312022
01/01/2022 12/31/2022
01/01/2022 12/31/2022
01/01/1901
01/01/1901
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Step Action

Finally, note that her Covid-19 Leave was adjusted as well to reflect the deduction.

Results by Calendar

Calendar Results Earnings and Deductions ‘ Accumulators Supporting Elements
Imide Bea ee EmplID 00310253 Empl Record 0
Calendar ID MDC 2022B25 Pay Group MDC General Employees
Calendar Information Q 4 4 [50f6~ » MY | ViewAl
Calendar Group ID  2023PP06
Segment Number 1 Revision 1
Gross Result Value  0.0053 usb
Accumulators
5 Q 14 4 16-20 0f 31 ~ b Mo ViewAl
Accumulator Results User Keys I
Period Element Name Amount Description From Through
Custom COVID-19 Paid Sick Leave
Period MD_COV19_ADJ 80.00000057 Adi 10/29/2021
Ciesion MD_COV19_BAL 40.0000005g COVID-19 Paid Sick Leave 107202021
Period - - *~ Bal
Custom MD_COV1S_ENT 30.0000005 COVID-19 Paid Sick Leave 107292021
Period - - = Ent
Ciesion MD_COV1S_TAKE 40.0000005g COVID-19 Paid Sick Leave 107202021
Period - - *= Taken
Custom MD_ERSCK_BAL 240000005 EMergency Sick Leave 010111901
Period Balance

THIS SCENARIO HAS CONCLUDED
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