Business

ASCENDER.

ELEVATING TECHNOLOGY SOLUTIONS

ASCENDER GUIDES

A ASCENDER.

ELEVATING TECHNOLOGY S5OLUTIONS

Address leave

2026/04/04 16:52 i Address leave



Business

2026/04/04 16:52 i Address leave



Business

Table of Contents

X Lo =Y [T 1 i

2026/04/04 16:52 iii Address leave



Business

2026/04/04 16:52 iv Address leave



Business

Payroll > Utilities > Mass Update > Leave
Update the employee master leave record balances.
O In the current year payroll frequency, generate the Payroll > Reports > Leave Information Reports

> HRS7350 - Leave Status Report for active employees and exclude substitutes. Print and/or save this
report and review it for accuracy.

[ Proview ] [ POF l C5v ] [ Clear Options J
Leave Informaticn Reports HRS7350 - Leave Status Report
HES2E00 - Emploves Substitute Report -
HRESTO00 - Leawve Transmittal Report . C _—
HRS7050 - YTD Leave Transmittal Report
HEST100 - Leave Sequence Audit Trail Report E
HRE71E ; » cca Audit Trad R Sort by Alpha [A), Pay Campus (C). Primary Campus (P)
HREST 200 - Emploves Leave Dock Report Page Break b‘.l' wm? rf'm] [:]
HEST 250 - ¥TD Leave Sequence Audit Trail Report
HREST 300 - Leave Activity Report Select Leave Typels]. or blank for ALL |
HRS7350 - Leave Status Report
Pay Status Active 4], Inactive (), or blank for ALL (a ]
Pay Type 1-4, Exclude Subs (E). or blank for ALL E |
Select Pay Campusies), or blank for ALL |
Select Primary Campusies), or blank for ALL l
Select Extract 1D(s), or blank for ALL :
Select Employeels), or blank for ALL I

O Use the Payroll > Utilities > Mass Update > Leave tab to update employee master leave
record balances. This is a three-step process.

Leave type codes are LEA-specific.

la. This step clears the Leave Used and Leave Earned fields and rolls the ending balances to the
following year beginning balances:

2026/04/04 16:52 1 Address leave


https://help.ascendertx.com/business/doku.php/payroll/utilities/massupdate/leave
https://help.ascendertx.com/business/doku.php/payroll/reports/leaveinformationreports/leavestatusreport
https://help.ascendertx.com/business/doku.php/payroll/reports/leaveinformationreports/leavestatusreport
https://help.ascendertx.com/business/lib/exe/detail.php/general/step_19_first_py_of_sy_leave_status_report.png?id=general%3Ahumanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist%3Astep17

Business

Year:
Pararmeters
Pay Status
® Active ::I Inadtive (J Both Primary Campus w | Payoll Date: [ H
Pary Compus: ~)  Frequency G Monthly CYR
}'.;-,- Type: E Exclude Substiuls L I Contract Begn Date ~]  Salary Concept: [AlL
Job Code All W Contract End Date ¥ | Extract IO
Acecrual Code Al w Contract Months | Emploren Mx: [ ]:
Pay Grade:
Frior Yr Emp Datec | 00-00-0000
DEDUCTIONS LEAVE EMPLOYEE EXTRA DUTY JOB CODE SALARY CALOULATION
Mathed Tvoe Descrintion Leave Earned  Leave Used  End Balance
01 INVALID o o
o o o - =
LocAL PR 5] @ D
(O Add Leave Code 1o Employees 03 LOCALPR O ] ¥l ]
. JURY DUTY ] f| )
(O Delete Loave Code L4, ) O
o5 SCH BUSWO D
O increment Leavs 06 HVALID @ = 0
o7 STATEPR S D
STATE PERS @ @ m]
09 LOCALICLUIRR 7 2] [

Under Pay Status, select Active.

In the Pay Type field, select E Exclude Substitute.

Under Method, select Zero Leave Values for Employees.

Under Leave Earned and Leave Used, select all leave types to be set to zero for the new
school year. Be sure to process both options at the same time to prevent inaccurate balances.
Do not select End Balance unless you want to set the balance to zero for that specific leave
type. If this field is not selected, the 2024-2025 ending balances are rolled to the beginning
balance fields for the 2025-2026 school year.

e Click Execute.

e Review and print the report.

1b. You may have leave codes for which you want to zero the end-of-year balance. For example, Jury
Duty, School Business, etc.
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Year: C
Parameters
Pary Status:
® sctve () Inactive (O Both Primary Campus Al v] PayoliDate [ s
Pay Carmpurs. Al w Froquency I 6 Monthly CYR o
Iv..-,- Type E Exelude Substitute [ I Contract Begin Date ]| Satary Concept: [ALL -
Job Code All w Contract End Date: ¥ | Extract ID )
Accrual Code AlL - Contract Months [ ] Empkoves Mor [::
Pay Grade: [ ]
Prior Yr Emp Date: | 00-00-0000
DEDUCTIONS LEAVE EMPLOYEE EXTRA DUTY OB CODE SALARY CALCULATION
Method Tvne Description Leave Eamed  Leave Used  End Balance —
01 INVALID
@ Zoro Leave Values for Employees
02 LOCAL PR S | | ]
O Add Leave Code o Employees o3 LOCALPRS
) 04 JURY DUTY
l::l Dt Leave Code om Emplayees
05 SCH BUS/WO
(O increment Leave Earned to Employees 06 INVALID
o7 STATE PR 9
o8 STATE PERS
09 LOCALICURR 7] (7] [7]

Under Pay Status, select Active.

In the Pay Type field, select E Exclude Substitute.

Under Method, select Zero Leave Values for Employees.

Select Leave Earned, Leave Used, and End Balance for all leave types you want to zero out
completely and not carry forward ending balances.

Click Execute.

Review and print the report.

If the report is accurate, click Process to complete the changes.
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2. This step automatically adds leave types to active employees who do not have the leave type
assigned on their leave balance record. This step must be completed before leave is mass

incremented in step 3.

Parameters

Pay Status:

EXTRADUTY  JOBCODE SALARY CALCULATION

DEDUCTIONS  LEAVE EMPLOYEE

Method Add Leave Code
I‘.'.-.-. oche] OF - STATE PERSOMN w I
(D Zew for Emp Begin Balince 000  Leave Earned: | 000)
@) Add Leave Code 1o Emp useet 000| Ending

Primary Campus w | Payoff Date: :]E
Pay Campurs “)  Frequency & Monthiy CYR
Contract Begin Date ¥ Salary Concept: | AlL

Contract End Date * | Extract ID

Contract Months :] Employes Nbr I:],

Yaar: C

e Under Pay Status, select Active.

 |In the Pay Type field, select E Exclude Substitute.

e Under Method, select Add Leave Code to Employees.
¢ In the New Code field, select the leave code.

e Do not add balances.

e Click Execute.

e Review and print the report. The report only displays the employees who will have the leave

code added.

e Repeat this step for each leave type to be added before it is incremented in step 3.

3. This step increments leave earned to employees:
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() Both Primary Campun

Pary Camnpius

L I Contract Bogin Date

P vty

Pay Status

@ Active (

Ii-‘.;._ Type E Exclude Substitute
Foy e
Accrual Code A
Pary Grade |
Price Yr Ermp Date: | D0-00-0000

DEDUCTIONS  LEAVE  EMPLOYEE

Mapthaod

il Contract End Date

- Coanltr gt Montbg

—

—

Year: C Frequency: £

. )

Frogquancy 6 Manithly CYR w

Payoli Date

Salary Concept: [ All w
Extract D w

Hibe ]

Employee

EXTRADUTY  JOB CODE SALARY CALCULATION

Tros Descriation Loava Earned

ol INVALID )

3]

o3 LOCALPRS ’ZI

. I o SCH BUS/WO 0O

06 NVALID O

07 STATE PR 9]

ATE 7

Irscrerment

& OO0

Note: If you have a maximum balance designated on the leave type table, this step will not allow
the leave balance to exceed the maximum number set on the leave type table.

Click Execute.

maximum of any leave type.

Under Pay Status, select Active.
In the Pay Type field, select E Exclude Substitute.
Under Method, select Increment Leave Earned to Employees.

Select Leave Earned for the applicable leave types (as defined in your local policy).
In the Increment field, enter the number of days to increment.

If the report is accurate, click Continue.

Review and print the report. The report includes a list of those employees who have reached a

e The second report displays the newly incremented leave earned and the new ending balances.

Click Process.
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*[ Process

| [ concel

- a8

&I _aJ d P |Last

Date Run: Increment Leave Earned for Employees

Cnity Dist: ISD Page:1 of 7

Frequency: &
Original New Original MNew

Emp Nbr Employee Name Leave Type Eamed Earned End Bal End Bal
000046  AUSSEM, AMY J 08 - STATE PERS 0.000 5000 68.000 73.000
000036 BENTOM. ANTONIO L 07-STATEPR S 0.000 5.000 5000 10.000
000096 BEMNTOM, ANTOMIO L 08 - STATE PERS 0.000 5.000 83.000 88.000
000125 BLOUNT, BARBARA A 07-STATEPRS 0.000 5000 £.000 11.000
¢ Click OK.

For new employees, leave balances must be individually updated from their service record
information on the Payroll > Maintenance > Staff Job/Pay Data > Leave Balance tab.

O Use the Payroll > Reports > Leave Information Reports > HRS7350 - Leave Status Report to verify

the accuracy of the leave information.
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