Parental Leave Guidance for Employees using Leave 1/10-1/24

In this example, the employee has 200 hours of Parental Leave, effective on 1/10/2021 and is using 8
hours per day.

1. Use the Adjust Balances — Absences page to load the number of hours required for the 1/10-
1/24 pay period as Other Leave on the 1/9 EN1 Calendar. Retro will pick up this adjustment
the next time TLAM processes a calendar.

Adjust Absence Balances

Employee ID: Name: Empl Red Nbr:
Pay Group: SCO70 Description: Classified Pay Entity: ANMZTO
Calendar ID:  Z0702101089EN1 Begin Date: 12/25/2020 End Date: 01/09/2021

This Calendar is finalized. Any changes will be considered during refro processing.

A o [
Balance Adjustments Personalize | Find | View A1 | B | 88 First B 4 o1 B ast

*Element Name Description Balance Adjustment | Bein Date End Date
690THERLV C Other Leave | 80.00 [12/25/2020 [#] 01/09/2021 |3 [=]

2. Enter the leave for the employee from 1/10-1/24 as Other Leave on the Absence Events
page.

Absence Events Personalize | Find | View All | & | ] First K 4.2 or 2 B Last

Absence Take

TEITAKE ) Other Leave (01112021 5 [017152021 5 | Normal v [01/11/2021 [ Details  Administrator Needs Approval =]

TEOTAKE ) Other Leave [o1r182021 [5) [0172202021 [5) | Normal W |01/182021 5] Details ~ Administrator Meeds Approval =1

3. Use the Adjust Balances — Absences page to load the remaining number of hours the
employee is eligible for using the 1/24 EN1 Calendar.
Favg'rites MainvMenu > Global Payroll &vasence Momt > F‘ayeg'Data s Adjust Ealances > Absences

Adjust Absence Balances

Employee ID: Name: Empl Rcd Nbr:
Pay Group: SCO070 Description: Classified Pay Entity: AMZ2T0
Calendar ID:  Z0T0210124EN1 Begin Date: 01/10/2021 End Date: 0172472021

Balance Adjustments Personalize | Find | View Al | B | 88 First B 4 or4 B0 Lot

*Element Name [Descripion | Balance Adiustment|BeginDate _ |[EndDate | |

|T3PARENT ), Parental Leave | 120.00 01/10/2021 5 012472021 [5 (=]




	Parental Leave Guidance for Employees using Leave 1/10-1/24

