Adjust Days Worked for an Accrued Employee Starting Late in the School Year
Actual number of days employee will work = ___________  A
Using the accrual calendar, determine how many days are shown from the first month this employee will receive a pay check through the last month on the accrual calendar 








= ___________  B




A – B = ____________  C     [C can be a negative number]
Total days from accrual calendar for the month the employee will receive first pay check 








= ___________ D
Add or subtract C from D

          +  or  -
   ___________ C
Total days earned for the month     

= ___________  **

** Enter this amount in the Days Earned field on the Payroll > Maintenance > Hours/Pay Transmittals > Abs Ded Tab.
Example:

A teacher, John Smith, begins work on February 12, 20XX.  He works 73 days of a 187-day contract for this school year.  [A = 73]  He receives his first pay check in February (see note below).  Beginning with the number of days shown for February in the accrual calendar, add all days in the calendar through the end of the year.  [B = 80]  A (73) minus B (80) equals C (-7 days).  D is the number of days worked in the accrual calendar for February.  In this scenario, it would be 20 days.  D plus or minus C = the number of days earned for this employee.  In this scenario, it would be 20 minus 7 equals 13 days earned for February.  

When processing the February payroll, enter 13.00 in the Days Earned field on the Payroll > Maintenance > Hours/Pay Transmittals > Abs Ded Tab.
Considering 13 work days for February and the 60 work days in the accrual calendar for March through August, this employee’s number of days worked for the school year will be correct.
Accrual Calendar A – 187 days 
Pay Date      Days Worked
08/31/20XX
16     (End of Year Accrual Process)
09/25/20XX
20

10/25/20XX
22

11/19/20XX
17

12/20/20XX
16

01/25/20XX
16    
02/25/20XX
20    Feb to August days total 80 days (20+17+20+21+2) 
03/25/20XX
17    March to August days total 60 days (17+20+21+2)
04/25/20XX
20

05/25/20XX
21

06/25/20XX
  2

07/25/20XX
00

08/25/20XX
00
Note:  If an employee begins employment in February but does not receive his first pay check until March, the days in the accrual calendar is calculated by adding the days from March through the end of the year.  The days in March would also be used in “D”.
Adjust Days Worked for an Accrued Employee Starting Late in the School Year

Actual number of days employee will work =           73           A

Using the accrual calendar, determine how many days are shown from the first month this employee will receive a paycheck through the last month on the accrual calendar 








=         80           B




A – B =          -7          C

Total days from accrual calendar for the month the employee will start in 








=         20           D

Add or subtract C from D



   ____-7_____
Total days earned for the month     

=         13            **

** Enter this amount in the Days Earned field on the Payroll > Maintenance > Hours/Pay Transmittals > Abs Ded tab.  This amount overrides the days earned from the accrual calendar for the employee for the selected pay date.
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