//I) Cardinal Time & Attendance Job Aid

TA374 Results by Calendar Group and Calendar 1
Troubleshooting Guide

Results by Calendar Group/Calendar 1 Troubleshooting Guide Overview

The Results by Calendar Group and Results by Calendar pages can help Absence Administrators
review detailed absence information processed by the Absence Calculation process for individual
employees. This document serves as a guide to assist Administrators with using these pages for
researching and troubleshooting issues.
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Results by Calendar Group and Calendar Data

The following data can be found on the results pages:

1 Calendar Group and Calendar Results: Displays the Calendar Group ID, Calendar ID, period
begin and end dates, and version number
- Calendar Group ID: Refers to the period the data was processed in
- Calendar ID: Refers to the period the data was effective in

1 Absence Data: Lists processed absences by date, the calculated duration, hours paid, hours
unpaid, remaining entitlement balance, and scheduled hours for each date

1 Accumulators: Displays total leave year-to-date hours for absence takes, entitlements,
adjustments, and balances. Also displays total hours taken and earned in the period for some
leave types. See the complete list of accumulators at the end of this job aid.

Use the information on the Results by Calendar Group and Calendar pages to review adjustments
and troubleshoot issues. For example, access previous calendars and recalculated versions of
calendars to ensure if balance adjustments or retro transactions were processed for an employee.
Accessing calendars may help identify the cause if an employee indicates their balances or accruals
are not correct. The Results by Calendar Group and Calendar pages are often referenced when
there is the need to investigate an issue, such as:

Was the employee processed in the period and were absences calculated?

Why didndét the employee accrue vacation or
Why did the system generate Pay Docking (LNP) for an absence?

Why is the employeeds balance different tha
How many hours were processed for a particular absence?

When was a prior period reprocessed?

What changed between the original and most recent reprocessed version of a calendar?

=4 =4 -4 _-a_-8_9_-9

These pages give you clues and answers to those and many other questions about an employee and
their absences. Specific examples for each of the above questions follow at the end of this reference
guide in the Additional Examples section.

The Absence Accumulator Results query is a public query that can be used to pull the absence
accumulator data from the Results by Calendar Group and Calendar pages. Details about this
query are reviewed later in the Absence Accumulator Results Query section of this Job Aid. You
can also review the Job Aid entitled Cardinal HCM Reports Catalog for more details about the
query. This Job Aid can be found on the Cardinal website in Job Aids under Learning.
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We start at the beginning of a pay period and set the stage for possible scenarios. When a new
period is opened, the Absence Calculation process is run. In this first run of the pay period, the
Absence Calculation process identifies all employees who are eligible for Absence Management and
calculates absence takes, accruals, and adjustments as applicable in that period. From that point on,
the Absence Calculation process only calculates/recalculates an employee if an iterative trigger (a
current pay period action) or a retro trigger (a prior period action) is set that causes the employee to
be picked back up for subsequent reprocessing. The final run of the pay period permanently stores
all the data for the period, or any prior periods recalculated for each employee.
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Triggers
There are two types of triggers:

1 Iterative Trigger i An iterative trigger tells the system to process (or reprocess) an employee in
the current open calendar when the employee data has changed

| Retro Trigger i A retroactive (or retro) trigger tells the system to reprocess previously calculated
(closed) calendars when the employee data effective in a prior period has changed

There are multiple events configured in Cardinal Absence Management that set triggers. Many of
these events fall into the following categories:

1 The entry and/or modification to job data (except Company Seniority Date) i as long as the field
is on an effective dated page. A change to the Company Seniority Date will NOT set a trigger
and therefore, will not cause the Absence Calculation process to reprocess and recalculate the
employee 6 s a cbasedioa years or months of service; manual balance adjustments must
be entered to correct balances in this case

The entry and/or modification to an absence event

The entry and/or modification to an absence balance adjustment

The entry and/or modification to a work schedule

E N

When any of the above occurs, a trigger will be set either in the current pay period calendar or in a
prior period calendar. The calendars affected are based on the date when the event is effective.
When a prior period is reprocessed, all calendar periods after that period up to and including the
current period are automatically reprocessed in case the triggered event impacts subsequent
periods.

Examples:

1 The current calendar is SM1 2020SM109 (5/10/2020 i 5/24/2020). The employee submits a
Vacation (VAC) absence request for 5/15/20 and it is subsequently approved. The current
calendar would be reprocessed, and the new VAC absence take would be deducted from the
ending VAC accumulator balance.

1 The current calendar is SM1 2020SM109 (5/10/2020 7 5/24/2020). An update (from four 10/hr
days to five 8/hr days) totheemp | oy e e 6 s is entete@ with dn effective date of 5/7/2020
on 5/11/2020. This action would set a retro trigger and the SM1 2020SM108 (4/25/2020 i
5/9/2020) calendar would be reprocessed in the current open Calendar Group (2020SM109)
along with the current SM1 2020SM109 calendar.
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Note: The limit on how far back retro triggers can be processed is one year. Retro triggers are
processed up to one year in the past based on the current open leave period begin date. For
example, if the current open period is 2020SM123 (period begin date 12/10/20), then retro triggers
back to 2019SM123, or with an effective date of 12/10/19, will be processed, but retro triggers prior to
that leave period or date will not be processed. If a retro trigger needs to be processed prior to one
year back for an employee, you can enter a balance adjustment and indicate the reason in the
Comments field. You could also contact the Cardinal Post Production Support Team (PPS) by
opening a Help Desk ticket to override the limit for the employee so that the trigger can be
processed. Contacting PPS should be used as an exception.
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Reviewing Results Options

You have two options for reviewing the data:
1 Results by Calendar Group
1 Results by Calendar

Both options show the same information; however, the information is displayed in different ways. You
will want to consider what you are looking for and what information you already have to determine which
option may be most useful for the scenario. Note that these pages display by Employee only, so the
period displays will vary based on which Semi-monthly period the employee is processed in (based on
job data absence Paygroup).

Results by Calendar Group: The Results by Calendar Group page displays absence data based on
the semi-monthly leave period in which it was processed. The calendar group selected displays the
corresponding calendar period along with any prior calendar periods that were reprocessed during that
period due to retroactivity. If multiple periods were processed during the period you are viewing, you will
need to scroll through the calendars to view the data for each period.

For example, if you know that a prior period change was entered in the current period and you want to
see the results of that reprocessed calendar and the impacts the change has on subsequent periods,
you would want to use the Results by Calendar Group page. This allows you to select the current
Calendar Group ID (the results of the most recent Absence Calculation process run) to see the absence
data for all the Calendar IDs (leave periods) processed as a result of the prior period change or trigger.
Otherwise, if you use the Results by Calendar page, you would need to view the calendar with the prior
period change and then go in and out of each subsequent Calendar ID to view the impacts on each
period.

Results by Calendar: The Results by Calendar page displays absence data based on the semi-
monthly leave period in which it was effective. The calendar selected displays the most recent version of
the data effective in that calendar period along with any other versions of that same calendar period that
may have been reprocessed during a different calendar period due to retroactivity. If the calendar was
reprocessed during multiple periods, you will need to scroll through the calendar groups to view the
various versions of the data for the period.

For example, if you know the calendar period an entry was effective in, but you do not know when the
entry was processed, you would want to use the Results by Calendar page. This allows you to select
the Calendar ID (the period the entry was effective in) and scroll to the highest Calendar Group ID (most
recent version of the calendar) to see the most recent results or you can scroll through each version to
see exactly when the entry was calculated and how retro triggers impacted that calculation i accruals
may be different in each period depending upon the trigger. Otherwise, if you use the Results by
Calendar Group page, you would need to go in and out of each Calendar Group ID to see if an entry
was reprocessed in any of the subsequent calendar periods.
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Using the examples from the Triggers section:

1 For the current period trigger (Scenario 1), you could go to either the Results by Calendar page
for Calendar SM1 2020SM109 or the Results by Calendar Group page for Calendar Group
20SM109. Si nce itds the current calendar and it has
current Calendar Group on the Results by Calendar Group page.

1 For the retro/prior period trigger (Scenario 2), if you went to the Results by Calendar Group page
for Calendar Group 2020SM108 and looked at the SM1 2020SM108 calendar, you would still see
the results of the four 10-hr day schedule because that was in effect when the 2020SM108
Calendar Group was finalized. Each absence take would have calculated at 10 hours for a full day.
I n order to see the correct andResultsby€aleandarmgeul t s,
and look at the SM1 2020SM108 Calendar. You would see that it was first processed in the
2020SM108 Calendar Group (the absence takes for the period = 10 hour days) and then again in
the SM1 2020SM109 Calendar where the takes with an absence date on or after 5/7/20 (work
schedule effective date) would have been recalculated as 8 hour takes. As a result of these
calculations, you will also notice that the employee has additional hours in the YTD balance
accumulator since only 8 hours were subtracted where it was 10 under the prior version.
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Reviewing Results by Calendar Group
1. Navigate to the Results by Calendar Group page using the following path:

Navigator > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Review
Absence/Payroll Info > Results by Calendar Group

The Results by Calendar Group Search page displays.

Results by Calendar Group

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘

¥ Search Criteria

Empl ID ‘ begins with‘ [ l

Empl Record ‘ = ‘ ‘ ‘

Calendar Group ID ‘ begins with:‘ ‘ Q ‘

Name ‘ begins with.‘ ‘ ‘

Limit the number of results to (up to 300): ‘300 ‘

| Search l Clear ‘BasicSearch & Save Search Criteria

2. Search for the applicable employee by entering the Employee ID or known portion of the Employee
ID in the Empl ID field.

Note: You can also search by Employee Record or name using the corresponding field. However,
it is recommended to use the Employee ID as it is a unique identifier for each employee.

3. Click the Search button.
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The Search Results display in the bottom portion of the page.

Results by Calendar Group

Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

¥ Search Criteria

Empl ID ‘begins with‘ .

Empl Record ‘ =

& |

Calendar Group ID ‘ begins with‘ ‘

Name ‘ begins with‘ ‘

Limit the number of results o (up to 300): ‘300 ‘

[ Search ” Clear ‘ Basic Search E Save Search Criteria

Search Results
View All

15 of 5[v]

Empl ID Empl Record | Calendar Group ID Name

0 20195M121

0 20195M122
0 20195M123

0 20195M124

0 CRDLCNVR1

4.

Rev 9/27/2022
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The Results by Calendar Group page displays with the Calendar Group Results tab displayed by
default.

{ Calendar Group Results \ [ Eamings and Deductions ﬂ Accumulators IJ Supporting Elements ‘
Employee Empl ID Empl Record 0
Calendar Group ID  20193M124 SM1CalGroup242018

Segment Information by Calendar

B Q | 13 0f3[v] I View Al
Segment Segment End o Segment Version Revision -
Galendar ID Begin Date Date Calculate Action Number Number Number Segment Detail
SM120195M122 11/25/2019 12/09/2019 Calculate 1 3 1 | Segment Detail
SM120185M123 12110/2019 12/24/2019 Calculate 1 2 1| Segment Detail
S5M120185M124 1212512019 01/08/2020 Calculate 1 1 1| Segment Detail
Additional Result Pages
Positive Input - Absencel Positive Input - Payroll Generated Positive Input
Absence Data Retro Calculation Deltas
l Return to Search I l Pravious in List } I Mext in List I l Notify l

Calendar Group Results | Eamnings and Deductions | Accumulators | Supporting Elements

5. Review the Calendar Group Results information as needed. This tab displays the corresponding
Calendar ID for the Calendar Group ID previously selected as well as any Calendar IDs with
retroactive changes that were reprocessed in the Calendar Group ID selected. Within the
Segment Information by Calendar section, the first Calendar ID listed is the ID with the oldest
retroactive changes. The Version Number of a Calendar ID increments by 1 each time the
calendar is reprocessed.

In this example, the Calendar Group ID selected was 2019SM124. The Calendar Group Results
tab includes all of the Calendars that were reprocessed for this employee when this period was
processed by the Absence Calculation process (the current period (SM12019SM124) and two prior
periods (SM12019SM123 and SM12019SM122) in this example).

The full periods get reprocessed and will display whether or not anything has actually changed.
Forexampl e, there could be a job data change to up:
impact on absences at all, but, the Absence Calculation process will still reprocess all periods back

to the effective date. Likewise, if an absence is updated to change the absence reason value, it will

reprocess even though the reason does not change the calculated results.

6. The Earnings and Deductions tab is not used in Cardinal. Click the Accumulators tab.
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The Accumulators tab displays.

[ Calendar Group Results ‘ [ Earnings and Deductions ‘ [ Accumulators ‘ [ Supperting Elements
Employee Empl ID Empl Record 0
Calendar Group ID  20195M124 SM1CalGroup242019
‘ Calendar Information (S S |1 of3| | . ‘
CalendarID SM120195M122 Pay Group SM1
Segment Number 1 Version 3 Revision 1
Gross Result Value E!.{Ji.‘JEPUUDE usD Net Result Value D.{JDGU('JIJE uspD
Accumulators
5 Q | 1-5 of 107 » || View 100
Accumulator Results \ [ User Keys \ "
Period Element Name Amount | Description From Through
Calendar Period | 4Ll PRD 0.0000005] | ALI Period Accrual 1112512019 12109/2019
ACUM_ACRL - L
- CSL PRD
Calendar Period ACUM_TAKE 8.0000005 | CSL Period Take 11/25/2019 12/09/2019
- DLR PRD = i
Calendar Period ACUM_ACRL 0.0000005] | DLR Pericd Accrual 11/25/2019 12/09/2019
- DSK PRD -
Calendar Period ACUM_ACRL 0.00000057 | DSK Period Accrual 11/25/2019 12/09/2019
Calendar Period | MBL PRD 0.0C0000 | MBL Period Accrual 1172572019 12109/2019
ACUM_ACRL ) =
I Return to Search l l Pravious in List I l Next in List l [ Notify l

Calendar Group Resulis I Eamnings and Deductions | Accumulators | Supporiing Elements

7. Review the Accumulators information as needed. This tab displays total leave year-to-date hours
for absence takes, entitlements, adjustments, and balances. There are also accumulators for total
hours taken and earned in the period for some leave types. If more than one Calendar ID has been
calculated in the Calendar Group ID you are viewing, you will need to scroll through each Calendar
ID to see the corresponding accumulator results. Click the View All link as needed to review the
complete list of accumulators for each Calendar ID.

Note: If more than 100 rows of data are available, Cardinal displays a maximum of 100 rows at a
time and the link shows fiView 1000 .

8.  Once the review is complete, click the Calendar Group Results link.
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’ Calendar Group Results } [ Earnings and Deductions ‘ [ Accumulators ‘ [ Supporting Elements
Employee Empl ID Empl Record 0]
Calendar Group ID  2019SM124 SM1CalGroup242019
Segment Information by Calendar
= % 1-3 of 3[v] | ] View Al
Segment Segment End r, Segment Versicn Revision -
Calendar ID Begin Date Date Calculate Action Number Number Numbar | Ségment Detail
SM120195M122 11/25/2019 12/09/2019 Calculate 1 3 1| Segment Detail
SM120195M123 1210/2019 1242412019 Calculate 1 2 1| Segment Detail
SM120195M124 12/25/2019 01/09/2020 Calculate 1 1 1| Segment Detail
Additional Result Pages
Positi Absence Positive Input - Payroll Generated Positive Input
Retro Calculation Deltas
[ Return to Search l [ Previous in List I [ Nextin List ] I Notify l
Calendar Group Resulis | Eamings and Deductions | Accumulators | Supporting Elements

9. Click the Absence Data link within the Additional Result Pages section.

The Absence Data tab displays.

{ Calendar Group Results } { Absence Data I { Retro Calculation Deltas
Employee Empl ID Empl Record o
Calendar Group ID  2019SM124 SM1CalGroup242019
Calendar Information o [
CalendarID SM120195M122 Pay Group SM1
Segment Number 1 Version 3 Revision 1
Gross Result Value D,DUQODUE usD Net Result Value O,UUQDUUE usp
Absence Daily Data @
5 Q I [1-3at5
Absence Detail1 | | Absence Detail2 } { Begin/ End Data } | Schedule Data and Config Fields | { Related Elements | {13
Element Name Description ADSSRCS Day Day Count | Paid Unpaid Soement Balance Detail
STD TAKE ELEM VSDP Short Term Disability | 11/29/2018 Friday 2.000000 2.000000 Balance Detail
FML TAKE ELEM Family and Medical Leave | 11/29/2018 Friday 4.000000 4000000 32000000 | Balance Detail
SDP TAKE ELEM VSDP Sick Leave 11/28/2019 Thursday 8.000000 8.000000 19.000000 Balance Detail

Return To Main Result Pages

I Return to Search ll[ Previous in List l[ Next in List ][ Notify I

Calendar Group Results | Absence Data |

Retro Calculation Deltas

Rev 9/27/2022
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10. Review the Absence Data information as needed. This tab displays the processed absences by
date, the calculated duration, hours paid, hours unpaid, remaining entitlement balance, and
scheduled hours for each date. The absences are displayed in daily data format with the number
of processed hours for each day, even if the absence was entered as a range of dates. If more
than one Calendar ID has been calculated in the Calendar Group ID you are viewing, you will need
to scroll through each Calendar ID to see the corresponding absences processed for each period.
Click the View All link as needed to review the complete list of absences for each Calendar ID.

11. Click the Return to Search button after the review is complete.
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Reviewing Results by Calendar

1. Navigate to the Results by Calendar page using the following path:

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

The Results by Calendar Search page displays.

Results by Calendar

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

¥ Search Criteria

EmplID | begins with

Empl Record | = ~
Fay Group | begins with v Q
Calendar ID | begins with Q

Name | begins with +

[Jcase Sensitive

Limit the number of results to (up to 300): 300

| Search ‘ Clear ‘BasicSeamh &P Save Search Criteria

2. Search for the applicable employee by entering the Employee ID or known portion of the Employee
ID in the Empl ID field.

Note: You can also search by Employee Record or name using the corresponding field. However,
it is recommended to use the Employee ID as it is a unique identifier for each employee.

3. Click the Search button.
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The search results display in the bottom portion of the page.

Results by Calendar

Empl ID

Empl Record

Pay Group

Calendar ID

Name

Find an Existing Value

 Search Criteria

begins with[V]
§

begins with[v]
begins with[V]
begins with[v|

[OCase Sensitive

Search Results

View All

Empl ID

Empl Record
0
0
0
0

0

Limit the number of results to (up to 300):

Search H Clear IBasicSearch " Save Search Criteria

Name

300

Enter any information you have and click Search. Leave fields blank for a list of all values.

1-5 of 5[]

Pay Group Payment Date! Calendar ID

SM1

SM1

SM1

SM1

SM1

01/09/2020 SM120195M124

1212472019 SM120195M123

12/09/2019 SM120195M122

1142412019 SM120195M121

11/09/2019 SM1CRDLCNVR1

4.  Click the corresponding link for the Calendar ID you want to review.

Rev 9/27/2022
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The Results by Calendar page displays with the Calendar Results tab displayed by default.

[ Calendar Results ‘ ‘ Earnings and Deductions | Accumulators ‘ Supporting Elements
Employee Empl ID Empl Record 0
Calendar ID SM120195M123 Pay Group SM1 Semi-monthly Classified

Segment Information by Calendar Group

B Q 1-2 of 2 V| | View Al
- . — | " . -

Calendar Group ID [0 1t Begin R End  Calculate Action ﬁﬁ?ﬂ"&:‘:t :ﬁ:ﬁlt?:r :3::%';“ Segment Detail
20195M123 1211072019 121242019 Calculate 1 1 1 Segment Detail
20195M124 121102019 12/24/2019 Calculate 1 2 1 Segment Detail
Additional Result Pages

Positive Input - Absence Positive Input - Payroll Generated Positive Input

Absence Data Retro Calculation Deltas
| Return to Search | | Previous in List | | Mext in List | | Notify |

Calendar Results | Eamings and Deductions | Accumulators | Supporting Elements

5. Review the Calendar Results information as needed. This tab displays the corresponding Calendar
ID for the Calendar previously selected as well as any Calendar IDs with retroactive changes that
were reprocessed in this Calendar Group ID. Within the Segment Information by Calendar
section, the first Calendar ID listed is the ID with the oldest retroactive changes. The Version
Number of a Calendar ID increments by 1 each time the calendar is reprocessed.

In this example, the Calendar ID selected was 2019SM123. The Calendar Results tab includes all
of the Calendars that were reprocessed for this employee when this period was processed by the
Absence Calculation process (the current period (2019SM124) and one prior period (2019SM123)
in this example).

The full periods get reprocessed and display whether or not anything has actually changed. This
does not necessarily mean that the data in the calendar period has changed, but it does indicate
that a prior period change or trigger was made for the 2019SM123 period that may or may not have
affected the original version of that Calendar.

6. The Earnings and Deductions tab is not used in Cardinal. Click the Accumulators tab.
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The Accumulators tab displays.

‘ Calendar Results ‘ ‘ Eamings and Deductions ‘ [ Accumulators \ ‘ Supporting Elements
Employee Empl ID Empl Record 0
Calendar ID SM120195M123 Pay Group SM1 Semi-monthly Classified

Calendar Information Q 1of2[v|| » P | ViewAl

Calendar Group ID  2019SM123 Description  SM1CalGroup232019

Segment Number 1 Version 1 Revision 1

Gross Result Value 0.000000%3 uso Net Result Value 0.00000052 UsD

Accumulators

0 Q 1-5 of 103 > M) View 100

Accumulator Results ‘ UserKeys | IIv
Period= Element Name= Amount= Description From Through
Calendar Periad ALI PRD ACUM_ACRL 0.00000053 | ALI Period Accrual 1211012019 1212412019
Calendar Periad E(L:E,EECRL 0.00000053 | DLR Period Accrual 1211012019 122412019
Calendar Periad E(s:ﬁnﬁfgcm 0.00000053 | DSK Period Accrual 1211012019 1212412019
Calendar Periad ﬁgb;ffcm 0.000000%3 | MBL Period Accrual 1211012019 1212472019
Calendar Period EESNFEECRL 0.00000057 | OTR Period Accrual 12H0/2019 1202412019
| Return to Search | ‘ Previous in List | | MNext in List | | Notify |

Calendar Results | Eamings and Deductions | Accumulators | Supporting Elements

7. Review the Accumulators information as needed. This tab displays total leave year-to-date hours
for absence takes, entitlements, adjustments, and balances. There are also accumulators for total
hours taken and earned in the period for some leave types. If more than one Calendar ID has been
calculated in the Calendar Group ID you are viewing, you will need to scroll through each Calendar
ID to see the corresponding accumulator results. Click the View All link as needed to review the
complete list of accumulators for each Calendar ID.

Note: If more than 100 rows of data are available, Cardinal displays a maximum of 100 rows at a
time and the link shows fiView 1000 .

8. Once the review is complete, click the Calendar Results link.
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[ Calendar Results ‘ ‘ Earnings and Deductions ‘ Accumulators ‘ ‘ Supporting Elements
Employee Empl ID Empl Record 0
CalendarID SM120195M123 Pay Group SM1 Semi-menthly Classified
Segment Information by Calendar Group
5 Q 1-2 of 2[v] | View Al
S it Begin | Seg End - Segment Version Revision -
Calendar Group ID Date Date Calculate Action Number Number Number Segment Detail
20195M123 121102019 1212472019 Calculate 1 1 Segment Detail
20195M124 12/10/2019 12/24/2019 Calculate 2 1 Segment Detail
Additional Result Pages
Positive Input - Absence Positive Input - Payroll Generated Positive Input
Retro Calculation Deltas
| Return to Search | | Previous in List l | MNext in List I | Notify l
Calendar Results | Eamings and Deductions | Accumulators | Supporting Elements
9. Click the Absence Data link within the Additional Result Pages section.
The Absence Data tab displays.
I Calendar Results I I Absence Data [ Retro Calculation Deltas
Employee Empl ID Empl Record 0
Calendar ID  SM120195M123 Pay Group SM1
Calendar Information Q | 1of2lv|| P M1 ViewAl
Calendar Group ID  20195M123 Description SM1CalGroup232019
Segment Number 1 Version Revision 1
Gross Result Value 0.00000053 uso Net Result Value  0.00000053 uso
Absence Daily Data ®
BoQ 11 of 1[v] |
Absence Detaill ‘ [ Absence Detail2 | [ Begin / End Data | Schedule Data and Config Fields | Related Elements | |I»
Element Name Description Absence Date = Day Day Count | Paid Unpaid E::iatll.'ecr:ent Balance Detail

Return To Main Result Pages

Calendar Results | Absence Data |

| Return to Search || Previous in List H Next in List H Notify l

Retro Calculation Deltas

Balance Detail

Rev 9/27/2022
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10. Review the Absence Data information as needed. This tab displays the processed absences by
date, the calculated duration, hours paid, hours unpaid, remaining entitlement balance, and
scheduled hours for each date. The absences are displayed in daily data format with the number
of processed hours for each day, even if the absence was entered as a range of dates. If the
Calendar ID has been calculated in more than one Calendar Group ID, you will need to scroll
through each Calendar Group ID to see the absences processed in each version of the Calendar.
Click the View All link as needed to review the complete list of absences for each Calendar Group
ID.

11. Once review is complete, click the Return to Search button.
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Example of LNP (Pay Dock) Absence Data

Absence Daily Data (2 Personalize | Find | View All | 2| = First 4/ 1-3of5 '}/ Last
Absence Detail1 Absence Detail2 Begin / End Data Schedule Data and Config Fields Belated Elements

Element Name Description ibsence Datc Day Day Count Paid Unpaid E::‘;‘:_le;;ﬂm Balance Detail

LNP TAKE ELENM Pay Docking 121112017 Monday 8.000000  2.000000 Balance Detail

LNP TAKE ELENM Pay Docking 121122017 Tuesday 5.000000  2.000000 Balance Detail

LMF TAKE ELEM Fay Docking 12132017 Wednesday &.000000  2.000000 Balance Detail

Pay Dock (LNP) absences show the hours as Paid hours on the Absence Data page. If LNP is entered
directly on the Timesheet or Absence Event page, you will see one line for each day LNP that was
entered.

Absence Daily Data (7 Personalize | Find | View All | 2 = First ‘&' 1-30f3 '} Last
Absence Detaill Absence Detail2 Begin / End Data Schedule Data and Config Fields Related Elements
Element Name Description ibsem:e atc Day Day Count Paid Unpaid E:I‘g‘fﬂ?ﬂnt Balance Detail
E'EEJAKE Vacation 120272017 Wednesday 4.000000  4.000000 40.000000 Balance Detail
LNP TAKE ELEM Pay Docking 120282017 Thursday 3.000000  3.000000 Balance Detail
ERL TAKE ELEM E,:';E"‘:’:Ee Recognifion o ei2017  Thursday 2000000 5000000  2.000000 Balance Detail

If an absence event is processed when there are insufficient hours available to cover the full duration of
the absence, the absence processes the unpaid hours as LNP. The Absence Data page will show two
lines for each day where LNP was processed. One line shows the original leave type entered, the Day
Count hours or duration, and the number of hours Paid and Unpaid. The second line shows the unpaid
hours from the original entry as Paid LNP hours. In the example above, the employee entered 8 ERL
hours on 12/28/2017, but only had 5 hours of ERL balance available. The employee will be paid for 5
ERL hours and will be docked 3 hours as LNP.
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Notes:

T

Once a Calendar Group ID is finalized via the Absence Calculation process at the close of the
period (after the period end date and before payroll is allocated for the period), the Calendar Group
ID is never recalculated. The Calendar ID is recalculated if there are prior period adjustments in
the Calendar Group ID that is open at the time the change is entered or triggered.

Absence data that has been processed by the Absence Calculation process in the current period is
overwritten on the Results pages if a change is made since the last run of the Absence Calculation
process. The data is not stored permanently until the current Calendar Group ID is finalized.

The calendars that end in 00(i.e. SM1 2018SM100) are annual Calendars that do not
correspond to a leave period. These annual calendars are processed to carryover applicable
balances from the old leave year into the new leave year and also grant the initial annual Volunteer
Service Leave (CSL), VSDP Personal Leave (PER), and VSDP Sick Leave (SDP) balances for
eligible employees.

The Employee Leave Report pulls the most recent calculated version of the leave data as of the
pay period end date entered. If you make a prior period adjustment for the period you are running
the report for, you will see the changes reflected in the report after the next run of the Absence
Calculation process.
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Additional Examples

Was the employee processed in the period and were absences calculated?

The Absence Management Administrator is checking leave balances and finds an employee
who did not appear to accrue VAC or Sick Leave (SCK) or an absence taken in the period does
not seem to be deducted from the balance.

Review Job Data:

1
1

If the employee is inactive for the whole period (on Unpaid Leave of Absence or
Terminated), then they will not be calculated by the Absence Calculation process.

If the employee is inactive for part of the period, then they will be calculated by the
Absence Calculation process, but, will not accrue leave and will not process any absences
during the part of the period they are inactive.

If the employee has a Return from Leave row, the employee will not accrue in that period
unless the employee returned to work on the first scheduled work day of the period.

If the employee changed from hourly to salaried or salaried to hourly during the period,
then they will be calculated by the Absence Calculation process, but will not accrue leave
and will not process any absences during the part of the period they are hourly.

If the employee is salaried and the agency is using Cardinal as the leave system of record,
the employee should be enrolled in the Absence Management system (on the Payroll tab)
in order to be calculated by the Absence Calculation process. All salaried job rows should
show enrollment in Absence Management.

If any changes to Job Data are made and the absences did not process as expected, wait
until the next Absence Calculation process runs and processes the trigger to review the
results.

Review Results by Calendar:

1

If the employee was active for all or part of the period, the calendar ID associated with the
period should exist. Go to the most recent version of the Calendar (highest Calendar
Group ID) if the period was calculated more than once for the employee.

On the Accumulators tab, check the VAC PRD ACUM_ACRL or SCK PRD ACUM_ACRL
accumulators to see if the employee accrued VAC or SCK in the period and the number of
hours accrued. Check the XXX PRD ACUM_TAKE accumulator to see if the hours taken
in the period were processed and the number of hours calculated.

On the Absence Data tab, the take should display if calculated. Only approved absences
will be calculated by the Absence Calculation process.

If any changes to absences (on the Timesheet page or on the Absence Event page) are
made at this time, wait until the next Absence Calculation process run processes the
trigger to review the updated results.
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