Adjusting Absence Balance

Accruing P/H & PRL and Adjusting P/H, PRL, Hol & Vac for Part Time Nonpermanent

Nav>Global Payroll & Absence Management>Payee Data>Adjust Balances>Absences

Accruing P/H after four months from start date and PRL hours after the first month
1.	Search for the person, select the correct Entitlement month for the balance adjustment (in this example October ENT2023M10).
2.	P/H: take hours worked in the fourth month divided by working hours in month times 8 (e.g., 76.5/184=.41.6*8=3.33). Use ANP E NPEM (see below for all Leave Codes).
3.	PRL: take hours worked in the first month divided by working hours in month times 24 (WPEA) (e.g., 76.5/184=.41.6*24=9.99). Use ANL E NPEM (see below for all Leave Codes).
4.	Accruing hours on the previous month Entitlement before the A Take (December will not work for P/H and June will not work for PRL because they are in a previous calendar and fiscal year, respectively).
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Adjusting P/H hours not used by December 31

1.	If a P/H leave rule is set up like it is for WVC, the unused P/H hours will automatically be zeroed out on the 01A Take.

Adding P/H for January

1.	Take hours worked in December divided by working hours in month times 8 (e.g., 69/168*8=3.29).
2.	Adjust hours on the January 01A Take (this can be done on the January Entitlement, but the P/H hours won’t be available for use until February).
3. 	Use ANP E NPEM (see below for all Leave Codes).
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Adjusting PRL hours not used by June 30

1.	If a PRL leave rule is set up like it is for WVC, the unused PRL hours will automatically be zeroed out on the 07A Take.

Adding PRL for July

[bookmark: _Hlk156036907]1.	Take hours worked in June divided by working hours in month times 24 (WPEA) (e.g., 69/168*24=9.36).
2.	Use ANL E NPEM (see below for all Leave Codes)
3.	Adjust hours on the July 07A Take before it runs.

Adjusting VAC and or Holiday Credit hours (and other hours if termed)

Vacation and Holiday Credit hours must be paid when a part time nonpermanent employee terminates employment (use last day worked for End Date – in other words, if term effective date is 3/16/24, last day worked is 3/15/24); Holiday Credit hours must be paid if not used by June 30 each year.

1.	Check leave takes and balances in Absence Management.
2.	Adjust (minus) the balance(s).
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Pay employee for VAC and/or Holiday Credit hours

1.	Look up the employee in Job Data for Empl ID, Combo Code and hourly pay for PSHUP file.
2.	Create a PSHUP file (Nav>Payroll for North America>CTC Custom>Paysheet Holding Update).
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That’s it! 

[bookmark: _Hlk160361665]We still use the Entitlement Calendars*. Use the green highlighted codes for balance adjustments (transfer in/out, term, moving from one record to another, etc., orange for accrual adjustments (adding/subtracting P/H, PRL, vac, etc.), blue for adjustments to takes for Absence Balance Report, sick leave balances for sick leave buyout, shared leave donation, etc.

*The January Entitlement Calendar cannot be used for P/H (Use 01A Take); the June Entitlement Calendar cannot be used for PRL (use July 01A Take).
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The following refers to the Absence Administration tile>Results by Calendar Group>Accumulator tab>Accumulator Results.

Using CSL, VAC, etc., will make the adjustment to the year-to-date Balance Accumulator but will not add/subtract the adjustment to the year-to-date Entitlement or Take Accumulator nor will it adjust in the Review Absence Balance page (for administrators).

Using ACS, ACV, etc., will make the adjustment to the year-to-date Balance Accumulator and the Entitlement or Take Accumulator and it will adjust the Review Absence Balance page (for administrators).

image3.png
Employee ID Name Empl Record 0
Pay Group  H150AM Description  Hourly WVC Pay Entity 150 ABS1
Calendar 1D | 150 ENT2024M03 Begin Date  03/01/2024 End Date  03/31/2024
Balance Adjustments
=/ rsors v
I *Element Name Description Balance Adjustment Begin Date End Date Comments
HOL E NPEM Q| Non Perm Holiday Entitiement ‘ -20.620000| |03/01/2024 | 0352024 [i]| ®
NonPerm VAC Leave
|VAC E NPEM Q| portem ‘ -15.800000| [03/01/2024 [i]|  03115/2024 [iH] !
|CSLE NPEM Q| NonPerm Sick Leave ‘ ~13.540000| |03/01/2024 | |oans2024 [i]| !
Entitlement .
|PHE NPEM Q| NonPerm PHL Entitiement ‘ -2450000| 03/01/2024 [iH]| 0311512024 [iH] !
|PRLE NPEM Q| NonPerm PRL Entitlement ‘ -7.350000| |03/01/2024 031512024 [iH] !

[ Return to Search H Previous in List H Next in List H Notify ]

| ViewAll





image4.png
Company 150  Wenatches Valey College.
Creation Date 11/1772024

Personalize | Find | Viewan | | [ Fist & 1

2 [1rsz024 |G [ e damsJa[ 2AJa O

E~ [P o [oerie2024 5 (0602024 i | ] 1L 1 Ja [ 1[ 23005





image5.png
'ADJUSTMENT LEAVE CODES
Leave type Description Balance Adjustments Entitlement Adjustments Take Adjustments
[Leave Code Description lLeave Code _[Description [Leave Code_[Description
00K sick leave Take
st (Compensable Sick Leave lest exxx XXX Sick Leave lacs £x0x XXX Sick Leave Accrual Ad) lacsTxxo|aay
XK Vacation Leave
lvac |Vacation Leave lvac exxx XXX Vacation Leave _|Acv Exxx XK Vacation Ly Accrual Ad) lacvTon [Take Ady
X Personal Leave
PRL Personal Leave PRLE XX XXX Personal Leave _|act £x0x K Personal Leave Accrual Ad) lAcLTXXX __[Take Ad)
o personal Holiday.
(221 personal Holiday o/H E X0 xx personal Holiday _|ACP E XX XXX Personal Holiday Accrual Ad) AP T [Take Ady
00K SHL Take
sHL Student Hourly sick leave IsHLE X0 XXX SHL leave lacH E X0 Joox SHL Accrual Ads IAcHTX00__|Adjustment
[XXx Non Compensable KNS Take.
NSt INon Compensable sick leave _|NSL xxx sick leave AN £ xxx 0 N Accrual Ad) |ANSTXX_|Adjustment
INPEM Npem Sick Leave| [NPEM Sick leave Take|
csLENPEM Compensable sick Leave_NPEM |C5LE NPEM [Take Ad) |ANSENPEM___|NPEM Sick Leave Accrual Ads |ANSTNPEM _|ad
INPEM Npem Vacation [NPEM Vacation Leave|
IVACE NPEM Vacation Leave_NPEM [VAC E NPEM Leave |ANVENPEM |NPEM Vacation Ly Accrual Ads ANV T NPEM _[Take Acy
INPEM Npem PriTake
PRLE NPEM Personal Leave_NPEM PRLE NPEM lads |ANLENPEM __|NPEM PRL Accrual Ady |ANLTNPEM _|NPEM PRL Take Ad)
INPEM Npem Phi Take
P/HENPEM Personal Holiday_NPEM /1 E NPEM lads |ANPENPEM __|NPEM PHL Accrual Ad) |ANPTNPEM _|NPEM PHL Take Ad)
INPEM Npem Hol Lv [NPEM HOL LV Take.
HOLE NPEM Holiday Credit_NPEM oL € NeEM [Take AQ) |anHENPEM  |NPEM HOL LV Accrual Ads |annTneEm agy

XX- Company Code.

Entitlement and Take Codes are effective from 01/01/2024. Prior to 0/01/2024, there is no separate code for entitlement and Take. X)X AdJustment needs to be entered using Balance XXX AdJustment Codes.
X00Krefers to Company Code.





image1.png
Employee ID Name Empl Record 0
Pay Group  H150AM Description  Hourly WVC Pay Entity 150 ABS1

Calendar ID | 150 ENT2024M10 Begin Date  10/01/2024 EndDate 10/31/2024

Ealance Adjustments

‘ ‘ Q| v | ViewAl
- Desmpnon l Balance Adjustment  Begin Date End Date Comments
hNP E NPEM NPEM PHL Accrual Adj [ 3330000 10012024 []| [10/3112024 =]
‘m‘ NPEM PRL Accrual Adj [ 9.990000| [ 100172024 | [10m172024 =]

[ Retum to Search H Previous in List H Nextin List H Noltify l





image2.png
Employee ID Name Empl Record 0
Pay Group  H150AM Description  Hourly WVC Pay Entity 150 ABS1
Calendar D 150 TAK2025501 Begin Date  01/01/2025 EndDate  01/15/2025

Balance Adjustments

5 Will process > | VewAl
[m][a] on the 01A

Take
Description Balance Adjustment  Begin Date End Date Comments

|acpEADs Q| Personal Holiday Accrual Adj [ 3:290000| [oti0112025 | [on1512025

[ Return to Search H Previous in List H Nextin List H Notity l





