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Occasionally, adjustments need to be made to leave for leave that was improperly recorded or leave that is awarded to an
employee above the normal leave tables. In these cases, leave adjustments can be made. Leave adjustments are also where
beginning leave balances are entered. You can also adjust the Beginning Balance, Used, or Adjustments boxes on the Setup >
Employees > Leave tab after an employee has a beginning balance record. If you need to make adjustments to more than one
employee, follow the Mass Leave Adjustments procedure.

Making Leave Adjustments to Individual Employees

Mass Leave Adjustments

Making Leave Adjustments to Individual Employees

1. Onthe Processes menu, click Leave Adjustments or on the Processes menu, point to Payroll, and then click Leave

Adjustments.
8 Leave Adjustments =
Employee |52p, Stellas E Employer |Alpine Sports E
Lowe[vcatn Jl eeoeose
Leave Balances (Hours)
Camyover 13.36 Awvailable 13.36 Maximum 88.00
Accrued 0.00 Adjustments 0.00 Lost 0.00
Used 0.00

Enterto Add or Subtract from the Camyover or Adjustments Listed Above

Adjustments 8.00
Notation Leave bonus awarded |
Save Clear Close 0

2. Inthe Employee box, select the employee that the leave will be entered for.

3. Inthe Employer box, select the employer that the leave adjustment is being made for.

4. Inthe Leave box, select which type of leave the adjustment is being made on. The current leave balances for the
employee will display.

5. Inthe Effective Date box, select the date the date from which the generated adjustment(s) will be effective..

6. Inthe Adjustments box, enter the number of hours to adjust by. This can be negative or positive adjustment.

7. Inthe Notation box, enter a description about the adjustment so that when you print Leave History you will know why the
adjustment was made.

8. Click Save.
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Mass Leave Adjustments

Mass Leave adjustments allow you to adjust leave calculations for vacation, sick time, and other paid time off for multiple
employees at one time. If you need to adjust just one employee's leave, we recommend using the Making Leave Adjustments to
Individual Employees instructions above.

1. Onthe Processes menu, click Mass Leave Adjustments or on the Processes menu, point to Payroll, and then click
Mass Leave Adjustments.

Q Mass Leave Adjustments =
Leave Vacation Employer  Alpine Sports Date |06/28f2011
F\rNs‘:"List ’ Laﬁ;fr:t Carryover — Used | Hours Over B Current Ie
Joanne A Sp | Spruce, Joan 0.00 0.00 0.00 8.00 132.00 0.00 8.00 8.00| Vacation Bonus Awarded
Sam J Apple | Apple, Sam J -80.00 0.00 0.00 -72.00 28.00 0.00 8.00 8.00| Vacation Bonus Awarded|
Stella S Sap | Sap, Stella S 48.00 0.00 0.00 43.00 23.00 0.00 0.00 0.00

Apply

Refresh List

(7}

2. Inthe Leave box, select which type of leave the adjustment is being made on. The current leave balances for the
employees will display.

ok ow

In the Employer box, select the employer that the leave adjustment is being made for.
In the Date box, select the date that you want the adjustment to be made as of.
Use the Adjustments column to enter the number of hours for the adjustment (if you are reducing the number of

available hours, enter a negative sign before the hours.).

6. Inthe Comment/Note box, enter a description about the adjustment so that when you print Leave History reports, you
will know why the adjustment was made.

7. Click Apply.
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