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[bookmark: _Toc535382234][bookmark: _Toc363824658]Section 1 - Getting Started
Welcome to the Leave Accounting learning guide, part of the SEMA4 curriculum.
Who should complete this guide?
Employees who enter and make inquiries about severance payments, leave payoffs, leave conversions to deferred compensation, leave donations and leave balances.
What skills will I learn?
You will develop skills using SEMA4 to add leave donations and conversions and to view leave activity and leave balances. After you complete this guide, you will be able to perform the following tasks in SEMA4:
· Add, cancel and view leave donations and leave conversions to deferred compensation
· View leave activity and balances
· Enter leave in Mass Time Entry
· Set up or restore leave balances
· Use standard reports on leave accounting
What do I need to know before starting?
You must have completed SEMA4 Overview.
How much time will this take me?
Actual time will vary, but plan on approximately 4 hours and make sure you have enough time to complete this guide in one day.
What do I need to proceed?
1. Access to SEMA4.
2. User ID and Password to sign in to the User Training database.
3. Code (two-digit) to access training records.
How do I obtain User Training database information?
First you must register for the course. After you do so, you will receive an e-mail with instructions, including a special user ID, password, and code. Access the SEMA4 Training Course website for registration instructions: http://mn.gov/mmb/accounting/sema4/training/. 
Directions
Throughout this guide you will be presented with information and opportunities to develop skills and increase your understanding of tax withholding in SEMA4.  Information will be presented to you in a variety of different ways.  Sometimes you will simply be reading; and at other times you may be reviewing “screen prints” of features or situations that you might encounter in SEMA4. Frequently you will be offered the opportunity to follow step-by-step instructions that will take you into SEMA4 User Training where you will view employee information, navigate in online HELP or enter transactions. 

When you see these icons, it is a signal that a new learning opportunity is beginning. 
	Icon
	Description

	[image: Read Through picture ]
	This icon indicates that you are beginning a Read-Through. You’ll be exposed to new concepts and topics by reading text and viewing screen prints, charts or explanatory information on the pages of the learning guide.

	[image: Walk Through picture]
	This icon indicates that you are beginning a Walk-Through. You’ll be following instructions to enter information in the SEMA4 User Training database; or perhaps you’ll try locating information in SEMA4 Help.  The step-by-step directions are generally displayed in a table format indicating what Action to take and what Result to expect.  In some cases you will be given a Field Name & Description and the appropriate Field Data to enter.

	[image: Exercise picture]
	This icon indicates that you are beginning an Exercise. You’ll be given a scenario or instruction for completing a specific task or transaction. You may not be given specific step-by-step directions - so you’ll need to draw on what you’ve learned up to that point. It’s your chance to test the skills you are acquiring.



When you have completed the learning guide, be sure you: 
1. Complete the evaluation form and send it to Statewide Payroll Services.
2. Follow your agency's procedures for tracking completed training.
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[bookmark: _Toc535382235][bookmark: _Toc363824659]Section 2 - Introduction
Use the Leave Accounting function to:
· [bookmark: OLE_LINK4]Add, cancel and view vacation or personal leave donations and leave conversions to deferred compensation
· View leave balances and leave activity
· Enter leave in Mass Time Entry
· Set up or restore leave balances
· Use standard reports in leave accounting
Employees can donate vacation leave or personal days to the following:
· Continued Salary vacation donation program
· Unreimbursed Medical Costs vacation donation program
· Law enforcement bargaining unit representatives' reserve bank
Depending on the specific bargaining agreement or compensation plan, some employees are eligible to convert vacation leave or compensatory time to deferred compensation.
Tip: Employees may enter leave donation or deferred compensation conversion or match transactions in Self Service or may submit requests to agency payroll staff for input in SEMA4. Agency payroll staff can view and cancel employee-entered records in SEMA4.
Certain employees, such as managers, may be advanced sick and vacation hours on initial entry to state service. 
Leave balances may be restored to employees who separate from state service and then are rehired. The sick leave that had not been paid off may be restored to the employee’s balance. Also, if an employee's bargaining agreement or compensation plan allows, a leave balance may be transferred when the employee is hired by the state from certain other government entities. 
Employee leave information can be viewed by pay period or year-to-date. Standard leave reports, such as the Employee Biweekly Leave Reporting and the Leave Payout Summary can be viewed.
An employee's leave accrual is based on the leave authority assigned to the job record.


Find SEMA4 Help for Leave Accounting
In any SEMA4 business process there are many things to consider. SEMA4 Help is the first place to look for answers to questions you may have. Practice looking up Leave Accounting information in the following activity:
	ACTION
	RESULT

	1. 
Open the SEMA4 Database Selection page and select the SEMA4 Help  button.
	SEMA4 Help Contents displays

	2. Select HR/Payroll Functions.
	HR/Payroll Functions displays

	3. Under Payroll, select Leave Accounting.
	Leave Accounting – Contents displays

	4. Select Policy and Procedures.
	Payroll Policies and Procedures - Leave Accounting displays

	5. Select Leave Donation.
	Leave Donation Operating Policy and Procedure displays

	6. Under Procedure, select Donating Time.
	Leave Donation Procedure – Donating Time displays

	7. Read the procedure.
	empty cell

	8. Click the Back button on your web browser.
	Leave Donation Operating Policy and Procedure displays

	9. Under Procedure, select Using Donated Time.
	Leave Donation Procedure – Using Donated Time displays

	10. Read the procedure.
	empty cell

	11. Click the Back button on your web browser twice.
	Leave Accounting – Contents displays

	12. Select Reference.
	Leave Accounting - Reference displays

	13. Select Payroll Biweekly Processing Schedule.
	Payroll Biweekly Processing Schedule – Reference displays

	14. Review the reference.
	empty cell

	15. Scroll to the bottom of the topic.
	empty cell

	16. Select When to Enter SEMA4 Payroll-Related Transactions.
	When to Enter SEMA4 Payroll-Related Transactions – Reference displays

	17. Review the topic, paying particular attention to the General Rules.
	empty cell

	18. Below the General Rules select Leave Donation.
	Leave Donation information displays

	19. From the Navigation Pane, select the Index tab.
· If the Navigation Pane is not displayed, click the Show [image: Show help button] button.
	Index displays

	20. In the search box enter leave donation.
	List box jumps to leave donation

	21. Click leave donation.
	Pop-up displays

	22. Select Leave Donation – Page Overview.
	Leave Donation - Page Overview displays

	23. Click the Steps [image: Step button] button.
	Processing Donation of Vacation Hours/Personal Days - Tasks displays

	24. Select Adding an Hours Donation.
	Add an Hours Donation – Steps displays

	25. Review the information in the topic.
	empty cell

	26. What is the path to the Leave Donations page?
	 > 	 > 	
	Answer:
Payroll > Leave > Leave Donations

	27. To exit SEMA4 Help, click the exit [image: exit button] button.
	empty cell


Tip:	Whenever you have a question about SEMA4, try SEMA4 Help!
Continue to the next topic, Donating Vacation and Personal Leave.
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[bookmark: _Toc363824660]Section 3 - Donating Vacation and Personal Leave
[image: Read-Through picture]Overview
Leave donations are donations of accrued vacation leave or personal days by an employee to the Continued Salary Program, the Unreimbursed Medical Costs Program or a law enforcement bargaining unit reserve bank.
Tip: Employees may enter leave donation transactions in Self Service or may submit requests to agency payroll staff for input in SEMA4. Agency payroll staff can view and cancel employee-entered records in SEMA4.
Leave is donated as either an hours donation or a value donation:
· Hours can be donated to recipients on the Continued Salary Program or to the Law Enforcement Bargaining unit Reserve Bank.
· Value can be donated to recipients on the Unreimbursed Medical Costs Program.
Hours Donations
Employees of the state of Minnesota can donate vacation hours or personal days. (Some employees, such as MnSCU faculty, accrue only personal days.) Donations are converted to a monetary value by multiplying each donor’s hourly rate of pay by the number of hours donated. Program recipients receive payment for sick leave based upon the monetary value balance available to them. This type of donation is called an hours donation.
Another type of hours donation is to a Reserve Bank which is set up for use by an agency for a designated purpose. The current example of a reserve bank is included in the agreement between the state and the law enforcement bargaining unit. It allows employees in that bargaining unit to donate vacation leave to a reserve bank. The purpose of a reserve bank is to allow bargaining unit representatives who take leave from their regular jobs for bargaining unit business to use leave hours from the reserve bank rather than using their personal leave. Currently, only employees in the law enforcement bargaining unit are eligible for this type of donation.
Value Donations
State employees can also donate the value of their vacation hours or personal leave to an employee who has medical expenses not covered by insurance and whose eligibility Minnesota Management & Budget has approved. This type of donation is called a value donation.
Value donations for the donating employee display in labor distribution for the pay period in which they are processed. 
Donation Maximum
An employee may donate a maximum of 52 hours each state fiscal year, 40 in hours donation(s) and 12 hours in value donation(s). All leave donations reduce the donating employee's leave balance. In addition, law enforcement unit employees may donate up to 8 hours of vacation leave for use by law enforcement bargaining unit representatives each fiscal year.

[image: ]Add an Hours Donation
The first type of leave donation you will add is an hours donation. Thomas Hill wants to donate 10 hours of his vacation leave to Jasmine Yang.
Adding Donation Information
An hours donation of vacation hours or personal days may be made to one or more employees in the Continued Salary Program.  In addition, employees in the law enforcement bargaining unit may donate vacation hours to a law enforcement reserve bank (to be used by representatives of the law enforcement bargaining unit).
Access the Leave Donation page:
	ACTION
	RESULT

	1. Sign into the SEMA4 User Training database using your training user ID and password.
	Home displays

	2. Select Payroll > Leave > Leave Donations.
	Leave Donations search page displays

	3. In the Name field, enter _ _ Hill, substituting your 2-digit code for the blanks.
	empty cell

	4. 
Click the Search  button.
	Leave Donation page displays with Thomas Hill’s name.


Add the leave donation information:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Donation Date
· Enter a date in the current pay period or in a future pay period.
· When you tab out of the date field, the Fiscal Year field displays and the Bank Limit field replaces the Donation Limit field.
	Enter today’s date


	2. Donation Type
· Accept the default Hours or select Value.
	Hours

	3. Reserve Bank
· Enter the reserve bank title or click the Look up [image: ] button and select the appropriate reserve bank.
· If you select an individual, the Bal. Year Limit field replaces the Bank Limit field and displays the number of hours the employee may donate during the fiscal year.
· If you select a law enforcement reserve bank, the Bank Limit field displays the maximum number of hours the employee can donate to the bank during the fiscal year.
	Jasmine Yang

	4. Donated Hours
· Enter the number of hours that the employee wants to donate.
· The maximum donation per fiscal year is 40 hours. Thomas Hill could donate up to the maximum with a subsequent donation.
· An error displays if hours in the Donated Hours field plus hours already donated exceeds the maximum allowed in the fiscal year.
	10

	5. Click the Save [image: ] button.
· The data you entered displays as a new row at the top of the list in the Employee Donations grid.
· The fields in the New Donation box become blank. If you have another donation to add, you may do so.
	empty cell


The page you completed should look similar to this:
[image: ]
In the Employee Donations grid note the following:
· Up to four rows of donation information will display in the Employee Donations grid. Click the View All [image: View All link picture] link to see additional donations.
· The Process Date field is updated with the pay period end date after the weekend leave accrual process has run for the pay period in which the donation is processed.
· The Reversal? check box and the Reversal Date fields are filled in if a donation has been reversed.
· The Cancel Donation? check box is used to cancel donations. They can be canceled until they have been processed. (When the Cancel Donation? check box is no longer available, the record has been processed.) The Cancel Date field is filled in with the date the donation was canceled.
· The Last Action field indicates whether the transaction was entered by an agency user (Online Usr) or in Self Service (Emp Sf Svc).

Cancel an Hours Donation
[image: ]A couple of days later Thomas Hill informs you that he wants to change the number of hours he donated to Jasmine Yang. To do this, you cannot simply modify the original record. Instead, you must cancel the original donation (if it has not been processed) and then add the new donation. (When the Cancel Donation? check box is no longer available, the record has been processed.) Cancellations occur infrequently.
Access the Leave Donation page:
	ACTION
	RESULT

	1. Click Home.
	Home displays

	2. Select Payroll > Leave > Leave Donations.
	Leave Donations search page displays

	3. In the Name field, enter _ _ Hill, substituting your 2-digit code for the blanks.
	empty cell

	4. 
Click the Search  button.
	Leave Donation page for Thomas Hill displays

	5. In the Employee Donations grid, find the record of Jasmine Yang, the donation that needs to be canceled.
	empty cell


Cancel the leave donation:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Cancel Donation? check box
· Check to make sure the check box is available.
Generally, a leave donation must be canceled by Tuesday, the pay period end date of the pay period it is scheduled to be processed.
· Notice that today’s date fills in the Cancel Date field.
	Select check box

	2. Click the Save [image: ] button.
	empty cell


Tip: If you selected the wrong donation record to cancel and have not saved, click the Return to Search [image: ] button. Click Cancel to return to the search page and select the employee’s record again.
You have finished canceling the leave donation for Thomas Hill. To add new information, follow the steps outlined in the previous walk-through.
Note
You cancel the original donation if the employee wants to:
· Reduce the number of hours.
· Eliminate the donation.

Law Enforcement Unit Reserve Bank Donations
The law enforcement bargaining unit consists of licensed peace officers who are members of the Minnesota State Patrol, Special Agents of the Bureau of Criminal Apprehension, Conservation Officers, Gambling Control Officers or Insurance Fraud Specialists with the Department of Commerce. A reserve bank has been set up to allow law enforcement members to donate their vacation hours for use by their bargaining unit representatives when on bargaining unit business. Members can donate up to 8 hours each year to one of three reserve banks.
[image: ]Complete the following walk-through only if you are a Department of Natural Resources, Public Safety, Gambling Control or Commerce employee, or if there is a need for you to know this information.
Donate to a Reserve Bank
Victoria Vance is a Minnesota State Patrol member with the Department of Public Safety. She would like to donate 8 hours of vacation to a law enforcement reserve bank.
Access Victoria’s Leave Donation page:
	ACTION
	RESULT

	1. Click Home
	Home displays

	2. Select Payroll > Leave > Leave Donations.
	Leave Donations search page displays

	3. In the Name field, enter _ _ Vance, substituting your 2-digit code for the blanks.
	empty cell

	4. 
Click the Search  button.
	Leave Donation page for Victoria Vance displays


Add the leave donation information:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Donation Date
· Enter a date in the current pay period or in a future pay period.
· When you tab out of the date field, the fields and values on the right side of the box change slightly. The Fiscal Year field displays and the Bank Limit field replaces the Donation Limit field.
	Enter today’s date


	2. Donation Type
· Accept the default Hours or select Value.
	Hours

	3. Reserve Bank
· Enter the reserve bank title or click the Look up [image: ] button and select the appropriate Law Enforcement Bargaining unit Reserve Bank.
· The Bank Limit field displays the maximum number of hours the employee can donate to the bank during the fiscal year.
	Law Enforcement Bargaining unit - DPS

	4. Donated Hours
· Enter the number of hours the employee wants to donate.
· An employee can donate a maximum of 8 hours in a fiscal year. 
· In the New Donation box, review the Bank Limit field to ensure they do not exceed the maximum allowed.
	8

	5. Click the Save [image: ] button.	
· The data you added displays as a new row in the Employee Donations grid. The most recent donation displays at the top of the list.
· The fields in the New Donation section are blank. If you need to add another donation, you may do so.
	empty cell


The page you completed should look similar to this:
[image: ]


Value Donations
Employees who have had out-of-pocket medical expenses and are approved by Minnesota Management & Budget are eligible for value donations.
When making a value donation, an employee donates vacation hours or personal days. The value of the donated leave is computed by multiplying the donating employee's pay rate by the donated hours, less federal, state, FICA, Medicare taxes and any applicable retirement. 
For example, an employee donates 10 hours of vacation. Her pay rate is $10 per hour. The gross amount of the donation is $100; $25 is deducted for taxes and retirement, leaving a net value of $75. Each pay period, SEMA4 issues a check to Minnesota Management & Budget for all donations made on behalf of each recipient. The money is used to pay unpaid medical bills. Recipients do not receive the money directly nor are their sick leave balances affected.  
[image: ]Add A Value Donation
Victoria Vance would like to make a value donation to Gary Steel.
Add the value donation information:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Donation Date
· Enter a date in the current pay period or in a future pay period.
· When you tab out of the field, the Fiscal Year field displays and the Bank Limit field replaces the Donation Limit field.
	Enter today’s date 

	2. Donation Type
· Accept the default Hours or select Value.
· The field name Reserve Bank changes to Account.
	Value

	3. Account
· Enter the Account title or click Look Up [image: Look up button] button and select an account.
· The Bal. Year Limit field displays the maximum number of hours the employee can donate to the account in the fiscal year.
	Gary Steel

	4. Donated Hours
· Enter the number of hours the employee wants to donate.
· The maximum number of hours Victoria can donate to a value donation each fiscal year is 12.
· Review the Bal. Year Limit field to ensure she does not exceed the maximum allowed.
	6

	5. Click the Save [image: ] button.
	empty cell


The page you completed should look similar to this:
[image: ]
Notice that:
· For fiscal year 2015 Victoria can donate up to 6 more hours in value donations and up to 4 more hours in hour donations before reaching the donation maximum limits.  Note: Effective 7/1/2009 the fiscal year maximum for Hours donations is 40 hours. 
· The third row that displays is from a previous fiscal year.
· You can cancel a value donation the same way you cancel an hours donation.


Cancel and Add Leave Donations
Exercise
Resources
You may use the following resources to complete the exercise:
· Walk-Throughs in this topic
· SEMA4 Help
Directions
You discovered that an error was made on the hours donation added for Joy Jones. You entered 1 hour to be donated to Henry Smith instead of Ralph Olsen. Remember, you must cancel the existing record of Ms. Jones' donation to Henry Smith and then add a new donation to Ralph Olsen. In addition, Ms. Jones has requested an hours donation to Jasmine Yang to be processed using the same effective date. Complete the transactions for this scenario in the SEMA4 User Training database.  
Access the leave donation page for Joy Jones. In the name field on the search page, enter _ _ Jones, substituting your 2-digit code for the blanks.
Cancel the donation to Henry Smith
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Hours Donation row for Henry Smith
	Select Cancel Donation? check box


Add the correct donation
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Donation Date
	Today’s date

	2. Donation Type
	Hours

	3. Reserve Bank
	Ralph Olsen

	4. Donated Hours
	1

	5. Click the Save [image: ] button.
	empty cell


Add the new donation
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Donation Date
	Today’s date

	2. Donation Type
	Hours

	3. Reserve Bank
	Jasmine Yang

	4. Donated Hours
	4

	5. Click the Save [image: ] button.
	empty cell



The page you completed should look similar to this.
[image: ]
Remember:
For these training examples, the dates may not reflect a realistic timeframe. Generally, a leave donation must be canceled by Tuesday of the pay period end date for the pay period it is scheduled to be processed.  If the Cancel Donation? check box is available, the donation can be cancelled. A leave donation cannot be canceled once it has been processed.

[image: Review Questions picture]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.
1. True or False. You can cancel a donation at any time.
2. Name the fields that display values you use to ensure the number of hours donated don’t exceed established limits?
	
	
	
Check your answers below.
[image: Puzzle pieces]Review Answers
Check your answers to the questions in the exercise.
1. True or False. You can cancel a donation at any time.
False. You can cancel a donation if it has not been processed. (When the Cancel Donation? check box is no longer available, the record has been processed.) 
2. Name the fields that display values you use to ensure that the number of hours donated don’t exceed established limits?
To make sure the donation is within limits for the employee and the particular leave donation program, check the Bal. Year Limit/Bank Limit, Donated Hours and Remaining Hours fields.
Continue to the next topic, Entering Leave in Mass Time Entry
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[bookmark: _Toc363824661]Section 4 - Entering Leave in Mass Time Entry
Overview
[image: ]Leave information such as sick or vacation time is routinely entered on the Mass Time Entry page. If you completed the Mass Time Entry and Labor Distribution self-study course or have actually entered mass time entry information in SEMA4, this section will be familiar and will provide an opportunity for review. 
Enter Leave in Mass Time Entry
In this walk-through, you will enter mass time information for three employees in a department. Each employee in this department requires you to enter transactions for types of leave.  
Enter Leave
The first employee, Victor Kilmer, is full-time. During the pay period he had two days of sick leave, worked a full week after that, and then used three days of vacation.
Access a department’s Mass Time Entry page
	ACTION
	RESULT

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Time Entry > Mass Time Entry.
	Mass Time Entry search page displays

	3. In the Department field, enter E7710_ _ (substitute your 2-digit code for the blanks).
	empty cell

	4. In the Pay Period End Date field, accept the default date or enter the appropriate pay period end date.
	Accept default

	5. 
Click the Search  button.
	Mass Time Entry search page displays a list of the department’s employees



Use the steps or the grid following the steps to enter Victor’s leave information:
	FIELD NAME
	FIELD DATA

	1. Select the first name from the list.
· The Mass Time Entry page opens.
· Hours displayed in the row for earn code REG defaulted from the employee’s work schedule.
	Kilmer,Victor

	2. REG Row
· Delete the hours in the REG row on days the employee used leave.
	Delete hours in the first WED and THU and the last FRI, MON and TUE

	3. Click the Add a row[image: Add a row button] button to insert a new row.
	Blank row displays

	4. Earn Code
· Enter the earn code for sick leave.
	SIK

	5. First WED and THU
· Enter the appropriate hours.
	8 in each field

	6. Click the Add a row[image: Add a row button] button to add a new row.
	Blank row displays

	7. Earn Code 
· Enter the earn code for vacation leave.
	VAC

	8. Last FRI, MON, TUE
· Enter the appropriate hours.
	8 hours in each field

	9. Timesheet?
· Select the Timesheet? check box (optional).
	Check

	10. Click the Save [image: ] button.
	empty cell


Victor’s mass time entry data should look like the information in this grid.
	MASS TIME ENTRY FIELD

	blank
	WED
	THU
	FRI
	SAT
	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN
	MON
	TUE

	REG
	blank
	blank
	8
	blank
	blank
	8
	8
	8
	8
	blank
	blank
	blank
	blank
	blank

	SIK
	8
	8
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	VAC
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	8
	blank
	blank
	8
	8


The steps you followed above reflect routine payroll processing. Occasionally, there may be situations when you need to add a transaction to fix a problem with an employee’s leave information. Continue with the walk-through to adjust an employee’s leave. 

Adjust a Leave Balance
You have been directed by Statewide Payroll Services to make an adjustment to the leave balance for David Lynn. One way to adjust his leave balance is by entering the adjustment on the Mass Time Entry page.  In David’s case, the adjustment must increase the employee’s sick leave balance by 33.5 hours.  During leave accrual processing, David’s sick leave balance will be increased by 33.5 hours in addition to his normal accruals.
Use the steps or the grid following the steps to enter David’s leave information:
	FIELD NAME
	FIELD DATA

	1. Access the next employee’s record by doing one of the following.
· Click the Return to Search [image: ] button and select the next employee.
OR
· Click the Next in List [image: ] button.
	David Lynn

	2. Click the Add a row [image: Add a row button] button to insert a new row.
	empty cell

	3. Earn Code 
· Enter the earn code used to adjust the sick leave balance.
	*SL

	4. First WED
· Enter the appropriate hours.
	33.5

	5. Timesheet?
· Select the Timesheet? check box (optional).
	Check

	6. Click the Save [image: ] button.
	empty cell


David’s mass time entry data should look like the information in this grid.
	MASS TIME ENTRY FIELD

	blank
	WED
	THU
	FRI
	SAT
	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN
	MON
	TUE

	REG
	8
	8
	8
	blank
	blank
	blank
	8
	8
	8
	8
	blank
	blank
	8
	8

	*SL
	33.5
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank



Health Care Savings Plans and Leave Payoffs
Most bargaining agreements and compensation plans require that severance and/or vacation payoffs for eligible employees be directed to the Health Care Savings Plan administered by the Minnesota State Retirement System.  Review the relevant bargaining agreement or compensation plan to determine an employee’s eligibility.  For eligible employees, refer to the Health Care Savings Plan - Reference available at https://mn.gov/mmb/assets/hcsp-waiver-pdf_tcm1059-127830.pdf. This reference lists the payoff earn codes to use depending on the bargaining agreement or compensation plan and the type of payment.
Enter a Leave Payoff
Diane Palace has resigned from state service. She is eligible to receive vacation leave and severance payoffs, but is not eligible for the Health Care Savings Plan.  Use the following steps to enter the system-calculated payoffs.
[bookmark: _GoBack]Use the steps or the grid following the steps to enter Diane’s leave payoff information:
	FIELD NAME
	FIELD DATA

	1. Access the next employee’s record by doing one of the following.
· Click the Return to Search [image: ] button and select the next employee.
· Click the Next in List [image: ] button.
	Diane Palace

	2. Earn Code
· Change the earn code to reflect the vacation payoff. 
· No hours default in because the employee is separated.
	VPO

	3. First WED field
· Enter a placeholder to trigger a system-calculated payoff.  After the department is validated the 1 will be replaced by the actual hours to be paid.
	1

	4. Click the Add a row [image: Add a row button] button to add a new row.
	empty cell

	5. Earn Code
· Enter the earn code for severance pay.
	SAV

	6. First WED field
· Enter a placeholder to trigger a system-calculated payoff.  After the department is validated the 1 will be replaced by the actual hours to be paid.
	1

	7. Timesheet?
· Select the Timesheet? check box (optional).
	Check

	8. Click the Save [image: ] button.
	empty cell


Diane’s mass time entry data should look like the information in this grid.
	MASS TIME ENTRY FIELD

	blank
	WED
	THU
	FRI
	SAT
	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN
	MON
	TUE

	VPO
	1.00
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	SAV
	1.00
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank



Validate the Department
You have entered time and leave information for the department. Complete the process by following these steps:
	ACTION
	RESULT

	1. Select the Complete? check box to indicate that data entry is complete.
	empty cell

	2. Click the Validate Dept [image: ] button.
	Validation Processing line displays. The Check Progress [image: ] button displays at the top of the page

	3. Click the Check Progress [image: ] button every few seconds until validation is complete.
· The status ERRORS EXIST or NO ERRORS displays.
	NO ERRORS displays

	4. After validation, notice that the actual number of hours to be paid off has replaced the 1s you entered in the WED fields for Diane Palace.
	empty cell

	5. When validating is complete, click the Return to Search [image: ] button.
	Search page displays


The Mass Time Entry pages should look similar to the ones on the next page.
After mass time entry is completed, labor distribution must be reviewed and validated. You will not complete these steps as part of this learning guide.

Victor Kilmer
[image: ]

David Lynn
[image: ]

Diane Palace
[image: ]
	ACTION
	RESULT

	6. Click the Sign out [image: ] link to sign out of the training database.
	empty cell


Continue to the next topic, Converting Leave to Deferred Compensation
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[bookmark: _Toc363824662]Section 5 - Converting Leave to Deferred Compensation
[image: Read-Through picture]Overview
Some state employees have the option of converting vacation hours to deferred compensation. Eligible employees, such as those in the Commissioner’s or Managerial Plans, may choose to convert hours once per fiscal year or to receive a state-paid deferred compensation match. Some employees are eligible to convert compensatory time to deferred compensation once per fiscal year.
Employees should enroll in the deferred compensation plan before they convert hours to deferred compensation or receive the state-paid deferred compensation match.  This will ensure the funds are distributed among the investments options they select. To enroll, they complete and submit the Minnesota State Deferred Compensation Plan enrollment form.
Once an employee is enrolled in the plan, the employee must complete and submit the Selection of Deferred Compensation Option form each fiscal year in order to receive a conversion or the state-paid match. The payroll office uses information on the form to add the appropriate transaction in SEMA4. 
Tip: Employees may enter deferred compensation conversion or match transactions in Self Service or may submit requests to agency payroll staff for input in SEMA4. Agency payroll staff can view and cancel employee-entered records in SEMA4.
Leave conversions are not subject to federal and state withholding taxes, but are subject to FICA and Medicare taxes.  For some employees, conversions are also subject to retirement deductions. (Retirement deductions are only taken on the first 40 hours of vacation and/or comp time converted in a fiscal year.)
In this topic you will learn to add and cancel deferred compensation conversions and matches.
Note: Employees covered by some bargaining agreements or compensation plans receive an automatic state-paid deferred compensation match. No option is involved. Agency payroll staff takes no action to cause this kind of match to be paid. Employees must enroll in the Minnesota Deferred Compensation Plan to receive a match.

[image: Help graphic picture]Find SEMA4 Help for Leave Conversion
Use SEMA4 Help to find answers to your questions. The more you use it, the easier it becomes to find information quickly. Practice looking up leave conversion information in the following activity.
	ACTION
	RESULT

	1. 
Open the SEMA4 Database Selection page and select the SEMA4 Help  button.
	SEMA4 Help Contents displays

	2. Select HR/Payroll Functions.
	HR/Payroll Functions displays

	3. Under Payroll, select Leave Accounting.
	Leave Accounting – Contents displays

	4. Select Policy and Procedures.
	Payroll Policies and Procedures – Leave Accounting displays

	5. Select Deferred Compensation Conversion/Match Options.
	Deferred Compensation Conversion/Match Options – Operating Policy and Procedure displays

	6. Select Eligibility.
	Deferred Compensation Conversion/Match Options Policy - Eligibility displays

	7. Read the policy and then answer the question.
How do agencies determine if an employee is eligible for leave conversion and the state match options?
	Answer
Agencies use the applicable bargaining agreement or compensation plan to make this determination.

	8. Click the Back button on your web browser twice.
	Leave Accounting - Contents displays

	9. Select Reference.
	Leave Accounting - Reference displays

	10. Select Payroll Biweekly Processing Schedule.
	Payroll Biweekly Processing Schedule – Reference displays

	11. Review the reference.
	empty cell

	12. Scroll to the bottom of the topic.
	empty cell

	13. Select When to Enter SEMA4 Payroll-Related Transactions.
	When to Enter SEMA4 Payroll Related Transactions – Reference displays

	14. Review the reference, paying particular attention to the General Rules.
	empty cell

	15. Below the General Rules, select Leave Conversion to Deferred Compensation.
	Leave Conversion to Deferred Compensation information displays

	16. Review the information, clicking on any link.
	empty cell

	17. 
[bookmark: _MON_1142663323]From the Navigation Pane on the left, select the Index tab. (If the Navigation Pane is not displayed, click the Show  button.)
	Index displays

	18. In the search box enter leave conversion.
	List box jumps to leave conversion

	19. Click leave conversion.
	Pop-up displays

	20. Select Deferred Comp Conv/Mtch Option – Page Overview.
	Deferred Comp Conv/Mtch Option - Page Overview displays

	21. Click the Hide [image: Hide button] button.
	SEMA4 Help navigation pane closes

	22. Click the Steps [image: Steps button] button.
	Processing Deferred Compensation Conversion/Match Options  -Tasks displays

	23. Select Adding a Deferred Compensation Conversion/Match Option.
	Add a Deferred Compensation Conversion/Match Option – Steps displays

	24. What is the path to the Deferred Comp Conv/Mtch Option page?  ________ > ________ > ____________________________
	Answer:
Payroll > Leave > Deferred Comp Conv/Mtch Option

	25. Click the Show  button.
	SEMA4 Help navigation pane opens

	26. Click SEMA4 Help Contents.
	SEMA4 Help Contents page displays



[image: Help graphic picture]Continue navigating in SEMA4 Help to review information about leave conversions. Read the policy regarding the timing of leave conversion transactions.
	ACTION
	RESULT

	1. Select Operating Policies and Procedures.
	Operating Policies and Procedures displays

	2. Under Payroll Policies and Procedures, select Listed Numerically.
	Payroll Policies and Procedures - Numerical List displays

	3. Scroll and select PAY0042 - Deferred Compensation Conversion/Match Options.
	Deferred Compensation Conversion/Match Options Operating Policy and Procedure displays

	4. Under Policy, select Agency Responsibility.
	Deferred Compensation Conversion/Match Options – Policy -Agency Responsibility displays

	5. Read the topic and answer the questions.
a. What date do you enter for the option date?
b. If you want a leave conversion to be effective for the current pay period, what effective date do you use?
	Answers
The date the employee filled in the Effective Pay Period End Date box on the Selection of Deferred Compensation Option form.
The effective date must be less than or equal to the pay period end date.

	6. To exit SEMA4 Help, click the exit [image: exit button] button.
	empty cell


[image: ]REMEMBER:  Whenever you have a question about SEMA4, try SEMA4 Help!
Convert Vacation Hours to Deferred Compensation 
Eligible employees may convert leave as provided for by their bargaining agreement or compensation plan. For John, the maximum is 40 hours. You must confirm the number of vacation hours the employee may convert.
John wants to take advantage of an anticipated step increase, so he wants the conversion to be effective one month from today. Add the vacation conversion for John Doe.

Access the Deferred Comp Conv/Mtch Option page:
	ACTION
	RESULT

	1. Sign into the SEMA4 User Training database using your training user ID and password.
	Home displays

	2. Select Payroll > Leave > Deferred Comp Conv/Mtch Option.
	Deferred Comp Conv/Mtch Option search page displays

	3. In the Name field, enter _ _Doe, substituting your 2-digit code for the blanks.
	empty cell

	4. 
Click the Search  button. 
· The upper portion of the page is where you select an option. 
· The lower portion of the page displays current and prior conversion or match transactions.
	Deferred Comp Conv/Mtch Option page displays, with John Doe’s name


Add the vacation conversion information:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Option Date
· Enter the date the employee entered in the Effective Pay Period End Date box on the Selection of Deferred Compensation Option form.
· When you tab out of the field, other fields are populated based on option date, employee ID and employee record number entered:
· A text field displays eligibility information highlighted in red. The information indicates which conversion types may be selected. The red color does NOT indicate an error.
· The applicable salary authority displays.
· The Maximum hour’s box displays the maximum hours that employees in the salary authority can convert.
· The Wait Days box displays the number of days employees must be in the salary authority before being eligible for an option.
	Enter the date that is 30 days after today’s date

	If a message displays saying that vacation conversion can’t occur during a split pay period (the pay period that includes days from both June and July of any year), enter a date that is in the pay period after the split pay period.
	empty cell

	2. Conversion Type
· Not all types are available to all employees.  You must select one of the options indicated in the eligibility information highlighted in red. Select Vacation.
· When you select the type, the fiscal year displays.
	Vacation

	3. Hours Converted
· Enter the number of hours the employee is converting.
	32

	4. Click the Save [image: ] button. 
· Notice fields in the upper part of the page become blank and your transaction is added on the lower half of the page.
	empty cell



NOTE
You have completed adding a vacation conversion of 32 hours for John Doe. The transaction will be processed in the pay period that includes the option date.
The conversions you will enter in this topic are all vacation conversions. Comp time conversions are similar: you enter the option date, select the conversion type and enter the number of hours the employee is converting. 
The Deferred Comp Conv/Mtch Option page should look similar to this:
[image: ]In the Employee Deferred Compensation Option grid, notice the following:
· Up to four rows of information will display in the Employee Deferred Compensation Option grid. Click the View All [image: View All link picture] link to see additional rows.
· The Process Date field is updated with the pay period end date after the weekend leave accrual process has run for the pay period in which the conversion/match is processed.
· The Reversal? check box and the Reversal Date fields are filled in if a conversion/ match has been reversed.
· The Cancel Conversion? check box is used to cancel a conversion/match. They can be canceled until they have been processed. (When the Cancel Conversion? check box is no longer available, the record has been processed.) The Cancel Date field is filled in with the date the conversion/match was canceled.
· The Last Action field indicates whether the transaction was entered by an agency user (Online Usr) or in Self Service (Emp Sf Svc).
Error messages may display as you enter transactions on the Deferred Comp Conv/Mtch Option page if:
· You enter an option date in the split pay period (begins in June and ends in July) for a vacation conversion. Vacation conversions cannot be processed in the split pay period. (Comp time conversions and matches can be processed in the split pay period.)
· You enter more hours than allowed by salary authority.
· You enter more hours than the employee is eligible to convert.
· You attempt to enter more than one option (conversion or match) or the same option more than once in a fiscal year.
· The salary authority on the employee’s job record does not allow vacation conversion.
---------
[image: Exercise picture]Add a Deferred Compensation Match, 
Cancel a Vacation Conversion, 
View Conversion/Match History
Exercise
Resources
You may use the following resources to complete the exercise:
· Walk-Through in this topic
· SEMA4 Help
Add a Deferred Compensation Match 
Directions
Allen Neuman is an accounting officer in the Commissioner’s Plan for the Department of Natural Resources. He selected the state match option on the Selection of Deferred Compensation Option form. Add this request.
Access the Deferred Comp Conv/Mtch Option page:
	ACTION
	RESULT

	1. Click the Return to Search [image: ] button.
	Deferred Comp Conv/Mtch Option search page displays

	2. Click the Clear [image: ] button.
	empty cell

	3. In the Name field, enter _ _Neuman, substituting your 2-digit code for the blanks.
	empty cell

	4. 
Click the Search  button. If multiple records display, select the appropriate one.
	Deferred Comp Conv/Mtch Option page displays with Allen Neuman’s name.





Add the deferred compensation match information:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Option Date
· Enter the date the employee entered in the Effective Pay Period End Date box on the Selection of Deferred Compensation Option form. Since he needs to enroll in the Minnesota State Deferred Compensation Plan, he selected this date to allow time to enroll.
	Enter the date that is 30 days after today’s date.

	If a message displays saying that vacation conversion can’t occur during a split pay period (the pay period that includes days from both June and July of any year), enter a date that is in the pay period after the split pay period.
	empty cell

	2. Conversion Type
· Select Vacation, Deferred Comp Match or Comp Time.
	Deferred Comp Match

	3. Add’l DC Match
· This field displays the match amount allowed by the employee’s bargaining agreement or compensation plan.
	300.00

	4. Click the Save [image: ] button.
	empty cell


SEMA4 will begin to match the employee’s deferred compensation at the earliest processing opportunity after the vacation conversion record is saved, as long as the employee has had or is having a deferred compensation deduction in this fiscal year.
The page you completed should look similar to this:
[image: ]


Cancel a Vacation Conversion
After a deferred compensation conversion or match has been saved, it cannot be modified. The original transaction must be canceled and a new transaction added, if needed. Three rules apply to canceling a transaction: 
· A conversion or match can be canceled as long as it has not been processed. (When the Cancel Conversion? check box is no longer available, the record has been processed.) 
· A canceled transaction and a new transaction cannot be assigned the same date. In SEMA4, the option date of the new record(s) must be at least one day after the latest option date. In Self Service, employees can enter the new record(s) the day after the original transaction(s) was entered.
· If an employee has vacation and comp time conversions waiting to be processed that together total more than 40 hours, the system will not allow just one transaction to be canceled. Both transactions must be marked “canceled” and a new record must be added for each transaction the employee wants processed. 
Directions
Two weeks have passed since you added John Doe’s vacation conversion. He has sustained a long-term illness and needs the hours you previously entered. Cancel the conversion you added for John Doe; it has not been processed yet.
Access the Deferred Comp Conv/Mtch Option page:
	ACTION
	RESULT

	1. Click the Return to Search [image: ] button.
	Deferred Comp Conv/Mtch Option search page displays

	2. Click the Clear [image: ] button.
	empty cell

	3. In the Name field, enter _ _Doe, substituting your 2-digit code for the blanks.
	empty cell

	4. 
Click the Search  button.
	Deferred Comp Conv/Mtch Option page displays with John Doe’s name



Cancel the vacation conversion:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Cancel Conversion? check box
· Check to make sure the check box is available.
Generally, a conversion/match must be canceled by Tuesday, the pay period end date of the pay period it is scheduled to be processed.
· Notice that today’s date fills in the Cancel Date field.
	Select check box

	2. Click the Save [image: ] button.
	empty cell


The SEMA4 page you completed should look similar to this:
[image: ]


View Deferred Comp Conv/Mtch Option History
Directions
Sometimes you may need to view vacation conversion or state-paid match of deferred compensation records. John Doe may want to know how much vacation he has converted in previous years. All conversion history can be viewed.
Access the Deferred Comp Conv/Mtch Option page:
	ACTION
	RESULT

	1. Click the Return to Search [image: ] button.
	Deferred Comp Conv/Mtch Option search page displays

	2. Click the Clear [image: ] button.
	empty cell

	3. In the Empl ID field, enter 00845500.
	empty cell

	4. 
Click the Search  button.
	Deferred Comp Conv/Mtch Option page displays with John Doe’s name.

	5. In the Employee Deferred Compensation Option grid, four records display. If the grid header indicates that more rows exist, click the View All [image: View All link picture] link to display all the rows.
	empty cell


Use Mr. Doe’s Deferred Comp Conv/Mtch Option record to answer the review questions on the next page.

[image: Review Questions picture]Review Questions
Review what you learned by answering the following questions. If you have difficulty answering the questions, review the topic.
1. How many hours were converted on 03/05/1996?
2. Has Mr. Doe ever taken the state match option?
3. How do you know?
4. Have any of Mr. Doe’s conversions been processed? If so, which one(s)?
5. What happened to the other conversions?
6. What is the benefit of entering a conversion or match option immediately even if the option date is four weeks in the future?
7. How does SEMA4 verify that the employee is eligible for a vacation conversion?
8. What action do you take to cancel a deferred compensation conversion or match?
9. How can you view all the deferred compensation conversion or match records for an employee?
Check your answers on the next page.

[image: Puzzel pieces - Review Answers
]Review Answers
Check your answers to the questions in the exercise.
1. How many hours were converted on 03/05/1996?
20 hours
2. Has Mr. Doe ever taken the state match option?
No
3. How do you know?
· The Type column displays only vacation conversions. A match would display the type Def. Comp. Match.
· Hours are listed in the Hours column.
4. Have any of Mr. Doe’s conversions been processed? If so, which one(s)?
Yes, the one dated 03/05/1996 has been processed.
5. What happened to the other conversions?
They were canceled. 
6. What is the benefit of entering a conversion or match option immediately even if the option date is four weeks in the future?
You don’t have to keep track of when to enter the transaction.
7. How does SEMA4 verify that the employee is eligible for a vacation conversion?
SEMA4 checks the salary authority on the employee’s job record. If the salary authority does not allow vacation conversions, an error message displays if you try to save a vacation conversion for the employee. SEMA4 also checks for a previous option processed in the same fiscal year and displays an error message if one is found.
8. What action do you take to cancel a deferred compensation conversion or match?
Click the Cancel Conversion? check box and save the record.
9. How can you view all the deferred compensation conversion or match records for an employee?
Click the View All [image: View All link picture] link.
In John’s case, all 4 records already display

[image: Placing last puzzle piece in place - Exercise picture ]Add and Cancel a Vacation Conversion
Exercise
Resources
You may use the following resources to complete the exercise:
· Walk-Through in this topic
· SEMA4 Help
Add a Vacation Conversion
Directions
An employee named Hal Berman, who is in the Commissioner’s Plan, has submitted a Selection of Deferred Compensation Option form requesting that 40 hours of his vacation be converted to deferred compensation 2 months after today’s date. Add his conversion transaction in the SEMA4 User Training database.
Access the Deferred Comp Conv/Mtch Option page:
	ACTION
	RESULT

	1. On the Menu, click Leave.
	empty cell

	2. Select Deferred Comp Conv/Mtch Option.
	Deferred Comp Conv/Mtch Option search page displays

	3. In the Name field, enter _ _Berman, substituting your 2-digit code for the blanks.
	empty cell

	4. 
Click the Search  button.
	Deferred Comp Conv/Mtch Option page displays with Hal Bernan’s name


Add the vacation conversion information:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Option Date
A text field displays eligibility information highlighted in red. The information indicates which conversion types may be selected. The red color does NOT indicate an error.
	Enter the date that is 2 months after today’s date.

	If a message displays saying that vacation conversion can’t occur during a split pay period (the pay period that includes days from both June and July of any year), enter a date that is in the pay period after the split pay period.
	empty cell

	2. Conversion Type
	Vacation

	3. Hours Converted
	40.00

	4. Click the Save [image: ] button.
	empty cell



The page you completed should look similar to this:
[image: ]
Cancel a Vacation Conversion
Directions
Three weeks later Mr. Berman sends a request to cancel the vacation conversion. 
Cancel the vacation conversion:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. In the Employee Deferred Compensation Option box, find the record you previously added for Mr. Berman.
	empty cell

	2. Cancel Conversion? check box
· Check to make sure the check box is available.
· Generally, a conversion/match must be canceled by Tuesday, the pay period end date of the pay period it is scheduled to be processed.
· Notice that today’s date fills in the Cancel Date field.
	Select check box

	3. Click the Save [image: ] button.
	empty cell


The page you completed should look similar to this:[image: ]

Continue to the next topic, Viewing Leave Activity Information
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[bookmark: _Toc363824663]Section 6 - Viewing Leave Activity Information
Overview
So far, you have learned to enter a variety of transactions that impact employee leave in numerous ways. Next you will view leave information that is stored in SEMA4 and can be accessed to help answer employee questions. 
Leave activity and leave balances can be viewed by plan type and pay period on the Leave Activity page. There is a plan type for each kind of leave, such as sick and vacation.
In this topic, you will view leave activity and balances for various plan types and pay periods. 
[image: Help image]Find SEMA4 Help for Leave Activity
Practice looking up Leave Activity information in SEMA4 Help in the following activity:
	ACTION
	RESULT

	1. Click the Home [image: ] link.
	Home displays

	2. On the navigation header, click the Help [image: Help link picture] link.
	SEMA4 Help Contents displays

	3. Select the index tab.
	Index displays

	4. In the search box, enter leave activity.
	List box jumps to Leave Activity

	5. Click Leave Activity.
	Pop-up displays

	6. Select Leave Activity – Page Overview.
	Leave Activity – Page Overview displays

	7. Read the Overview.
	empty cell

	8. Click the Steps [image: Steps button] button.
	View Leave Activity Information – Steps displays

	9. Read the steps.
	empty cell

	10. Click the Back button on your web browser.
	Leave Activity – Page Overview displays

	11. 
Click the Fields  button.
	Leave Activity – Field Definitions displays

	12. Click each link and read the definition.
	empty cell

	13. To exit SEMA4 Help, click the exit [image: Exit button] button.
	empty cell


Use what you learned to answer the following review questions. Review the steps and field definitions if necessary or review the Leave Activity page for Mr. Hill.

[image: Review Questions picture]Review Questions
1. If an employee has been paid severance in 2008, what information displays in the Severance box?
2. What is carryover?
3. Following the PPE Date in the YTD Balances or Pay Period Transactions sections, there may be an asterisk or a one-letter code. What are the codes you may see and what do they mean?
Check your answers on the next page.

[image: Puzzel pieces - Review Answers]Review Answers
1. If an employee has been paid severance in 2008, what information displays in the Severance box?
The day field in which severance was entered in mass time entry or adjustments, and the number of sick leave hours that were not paid and are being carried forward.
2. What is carryover?
Carryover is the number of hours or days to be carried forward to the next year.
3. Following the PPE Date in the YTD Balances or Pay Period Transactions sections, there may be an asterisk or a one-letter code. What are the codes you may see and what do they mean?
The codes you may see are *, L, M or P. This is what they mean:
	Code
	What it indicates about the pay period 

	*
	The balance was carried forward to the new year.

	L
	Leave was lost.

	M
	The leave balance was affected when Statewide Payroll Services processed a manual change or the agency entered a transaction on the Leave Setup/Update page.

	P
	A prior period adjustment was processed that resulted in a change to the leave plan type information.


An example of the Leave Activity page, YTD Balance view, which displays the P code, is on the next page.

[image: Read-Through picture]The Leave Activity page
Here are some examples of the Leave Activity page and the information you will find there.
[image: ]
In this example, a “P” following the Adj Date of 4/21/2015 signifies that a prior pay period adjustment was processed in the 04/21/2015 pay period. It adjusted hours originally processed in the 04/07/2015 pay period. The adjustment affected vacation leave.
Note: On the YTD Balances view, a row displays for the original transaction and each adjustment in a pay period.  On the Pay Period Transactions view, the original transaction and each adjustment are summarized on a single row.
An example of the Leave Activity page, Pay Period Transaction view, is on the next page.



[image: ]

The Pay Period Transactions view displays a row for each pay period. 
Minimum Balance
Notice the Contract Maximum and Current Year Minimum Balance fields. Most bargaining units and compensation plans require employees to reduce leave to a certain balance once per fiscal (or calendar) year. If a balance has not been at or below the maximum allowed by contract during the year, it is reduced to that maximum allowed at the end of the fiscal (or calendar) year. 
For purposes of determining if the vacation minimum requirement is met, compare the Contract Maximum number to the Current Year Minimum Balance number. In John Doe’s example above, his contract requires that he reduce his balance to at least 275 hours once each fiscal year. The Current Year Minimum Balance field indicates that at his vacation balance was reduced to 224.50 hours already during the current year – so he has met the requirement prior to the fiscal year end.
Agency staff can also refer to the FIHR6510, Report of Employees Who Have Not Reached the Required Vacation Minimum (DocumentDirect/InfoPac ID HP6510), so they can notify employees that they must use or lose vacation hours. The report shows the required minimum balance, current balance and the lowest balance for each employee listed.

[image: ]Viewing Leave Information
Directions
Look up vacation leave information by pay period for Thomas Hill. You will see his pay period activity for the plan type vacation. 
Access the Leave Activity page:
	ACTION
	RESULT

	1. Select Payroll > Leave > Leave Activity.
	Leave Activity search page displays

	2. In the Empl ID field, enter 00845200.
	empty cell

	3. 
Click the Search  button. 
	Leave Activity page displays with Thomas Hill’s name


[image: Review Questions picture]Review Questions
The following text and questions guide you through the information on the Leave Activity page. The answers follow the last question.
1. What information is displayed when you click the View [image: ] button on the YTD Balances or Pay Period Transactions rows? 
2. Which plan type displays on the page when it comes up? Hint: Look under the header Plan Type Scroll Area.
3. How many plan types are there and what are they?
4. With the Pay Period Transactions view displaying, how many vacation hours does Mr. Hill earn per pay period? Hint: Click the Show Next Row [image: Show next row button] button on the Plan Type Scroll Area header bar.
5. Has Mr. Hill ever had a vacation conversion processed? How can you tell?

So far you have looked at pay period transactions. You know this from the title Pay Period Transactions on the header bar. Click the YTD Balances [image: ] button to display leave balance information. The button changes to Pay Period Transactions. You can click it to return to the pay period page. The title on the header bar changed to YTD Balances. 
Continue to answer questions on this page.
6. What is the current balance of Mr. Hill’s vacation leave?
7. As of pay period end date 08/26/2003, how many hours of vacation leave had Mr. Hill earned in fiscal year 2004?
8. How many vacation hours does Mr. Hill earn per pay period? How can you tell how many hours he earns?
[image: Puzzel pieces - Review Answers]Check your answers below.
Review Answers
Check your answers to the questions in the exercise.
1. What information is displayed when you click the View [image: ] button on the YTD Balances or Pay Period Transactions rows? 
The total number of days and number of hours worked or compensated on each day in the pay period, and manual leave adjustments processed by Statewide Payroll Services. Here are two examples: 




This information is used to determine leave eligibility for intermittent employees. It is calculated from data processed in the mass time entry and adjustment pages.
2. Which plan type displays on the page when it comes up? Hint: Look under the header Plan Type Scroll Area.
The plan type 50 Sick displays when the page first comes up.
3. 
How many plan types are there and what are they?
The 7 plan types are sick, vacation, FMLA, floating holiday, alternate holiday, comp time and military leave.
4. With the Pay Period Transactions view displaying, how many vacation hours does Mr. Hill earn per pay period? Hint: Click the Show Next Row [image: Show next row button] button on the Plan Type Scroll Area header bar.
He earns 7.5 hours per pay period.
5. Has Mr. Hill ever had a vacation conversion processed? How can you tell?
Yes, he has had a vacation conversion processed. Look in the Cnv Dfrd column. 40 hours were processed for pay period end date 07/15/2003.
So far you have looked at pay period transactions. You know this from the title Pay Period Transactions on the header bar. Click the YTD Balances [image: ] button to display leave balance information. The button changes to Pay Period Transactions. You can click it to return to the pay period page. The title on the header bar changed to YTD Balances. Continue to answer questions on this page.
6. What is the current balance of Mr. Hill’s vacation leave?
The current balance of vacation hours is 119.00.
7. As of pay period end date 08/26/2003, how many hours of vacation leave had Mr. Hill earned in fiscal year 2004?
Mr. Hill had earned 37.5 hours.
8. How many vacation hours does Mr. Hill earn per pay period? How can you tell how many hours he earns?
He earns 7.5 hours per pay period. Subtract the Units Earned for one pay period from the Units Earned for the next pay period. The difference is the number of hours earned in one pay period.
Continue to the next topic, Setting Up and Restoring a Leave Balance
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[bookmark: _Toc363824664]Section 7 - Setting Up and Restoring a Leave Balance
Overview
There are three situations that require you to set up or restore (carry over) a leave balance. 
1. When managers are initially hired into state service, they may be advanced (set up with) 80 hours of sick and/or vacation leave.
2. When former employees are rehired, they may be eligible to have their sick leave balance restored (carried over). 
3. When employees are hired from other governmental entities, they may be able to transfer vacation or sick hours accrued during employment at the previous government position to their state job. 
There are timing issues to keep in mind when setting up or restoring a leave balance. 
· For newly hired employees, the Leave Setup/Update page can be accessed the day after the hire is entered in SEMA4.
· [image: ]This page may be used up to one year from the time the employee became eligible.
Set Up a Leave Balance
Donna Varhala has been hired into state service as a manager in your agency. She is entitled to an advance of 80 hours of vacation and sick leave. The advance should be entered after the hire is entered and before payroll is processed for the first pay period. Note: If leave is advanced after the first payroll is processed, the employee will have accrued leave hours. In that case, you would advance 80 hours minus hours accrued.
Each pay period Donna will accrue (earn) sick and vacation hours. Hours earned reduce the credit balance, but do not affect the ending balance. Hours taken reduce the ending balance, but do not affect the credit balance. When the credit balance reaches 0.00, hours earned affect the ending balance.
[bookmark: OLE_LINK3]Access the Leave Setup / Update page:
	ACTION
	RESULT

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Leave > Leave Setup / Update.
	Leave Setup / Update search page displays

	3. In the search field, enter 008464_ _, substituting your 2-digit code for the blanks.
	empty cell

	4. 
Click the Search  button.
	Leave Setup / Update page displays



Add the Leave Setup / Update information:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. In the Leave Balance grid, Plan Type 50 is Sick Leave. Plan Type 51 is Vacation Leave.
	empty cell

	2. Go to the Credit column. (For this type of transaction, the Carryover Amount field is left blank.)
	empty cell

	· For Plan Type 50, enter the number of sick leave hours being advanced to Donna.
	80

	· For Plan Type 51, enter the number of vacation leave hours being advanced to Donna.
	80


Before you save, the page should look similar to this: 
[image: ]
	ACTION
	RESULT

	3. Click the Save [image: ] button.
	empty cell


After you save, the page should look similar to this:
[image: ]
Notice that the credit values have changed to 0.00 and comments have been added. The comments tell you that 80 hours of credit (CR) will be added to the employee’s vacation and sick leave when leave accrual is processed for pay period 06-04-2013.


Set Up a Leave Balance 
Leave processing occurs the weekend following the pay period end date. After leave accrual is processed for the pay period, verify that any hours advanced were added correctly on the Leave Activity page. Look for the advanced hours in the credit balance column of the most recent carryover pay period (the row with an asterisk following the pay period end date) regardless of the pay period in which it is processed.
The circled fields on the sample Leave Activity page below indicate that George Washington was advanced 40 hours of vacation leave. The page also indicates that over the last several pay periods, he has earned 15 hours to reduce the Credit Balance to 25; and he has taken 11.50 hours, putting his ending balance at 28.50. 
[image: ]
Advanced vacation and sick leave hours are associated with two non-paid earn codes that are generated automatically:
· SCD – Sick Leave Credit
· VCD – Vacation Leave Credit
These earn codes are not entered, nor do they display, in mass time entry. They display on the Paycheck Earnings page and in labor distribution. Since they are non-paid, they do not post to the accounting system. 


Restore (Carry Over) a leave balance
To restore (carry over) a leave balance for an employee who is rehired or who is transferring leave balances from another governmental entity, you enter a transaction on the Leave Setup / Update page similar to the one you just entered. Hours are entered in the Carryover Amount column instead of in the Credit column. When you save the transaction, the hours change to 0.00 and comments are added.
After leave accrual is processed for the pay period, verify that the restored (carried over) hours were added correctly on the Leave Activity page. Here is a sample page:
[image: ]
In this example, 54.50 hours of sick leave were restored (carried over). The result of the transaction displays in the circled areas on the page above. 54.50 hours were added to the Ending Balance on the most recent carryover row (the row with an asterisk following the pay period end date) regardless of the pay period in which it is processed. You can select the View [image: ] button on that row to display the information below the grid. 
The hours carried over for vacation and sick leave are associated with two non-paid earn codes that are generated automatically:
· SST – Sick Leave Setup
· VSP – Vacation Leave Setup
These earn codes are not entered, nor do they display, in mass time entry. They display on the Paycheck Earnings page and in labor distribution. Since they are non-paid, they do not post to the accounting system. 

Setup of other leave types
The Leave Setup / Update page allows for the advance or carryover of vacation and sick leave only. If you need to set up another type of leave, follow the steps below. Floating holiday is a leave type you may need to set up. Newly hired eligible employees may use a floating holiday in their first pay period. But floating holidays are not added to leave balances until leave accrual processing for the first pay period. During time entry for this pay period the balance is zero, so SEMA4 won’t allow the use of a floating holiday. Choose one of the following sets of steps:
Pay regular hours in the first pay period and adjust in the second pay period
· In the first pay period, pay the floating holiday hours as regular hours (earn code REG). When leave accrual processes, the employee will receive a floating holiday.
· In the second pay period, enter a prior period adjustment to the first pay period, deleting 8 REG hours and adding 8 floating holiday hours (earn code FLH) for the appropriate day.
OR
Use leave adjustment earn codes:
1. In the first pay period:
· Enter earn code *FH (Adj Floating Holiday Balance) and a 1 in mass time entry to add a floating holiday to the leave balance, and 
· Enter earn code FLH (floating holiday) and the hours in mass time entry or have the employee enter it in Self Service.
2. In the second pay period, enter a prior period adjustment to the first pay period, deleting the *FH row. Leave accrual for the first pay period gave the employee a floating holiday, so this row must be deleted or the employee will have received two floating holidays.

[image: Review Questions picture]Review Questions
1. What are two leave plan types that can be advanced on the Leave Setup / Update page for a newly hired manager?
2. True or False. Donna, a newly hired manager who has been advanced sick leave, will accrue sick leave at her regular rate in addition to the credit of 80 hours of sick leave.
3. [bookmark: OLE_LINK8]True or False. You may enter credit hours for new eligible employees at any time after they have been hired in SEMA4.
Check your answers below.
[image: Puzzle pieces]Review Answers
1. What are two leave plan types that can be advanced on the Leave Setup / Update page for a newly hired manager?
Vacation and sick leave.
2. True or False. Donna, a newly hired manager who has been advanced sick leave, will accrue sick leave at her regular rate in addition to the credit of 80 hours of sick leave.
True. Donna accrues sick leave every pay period. The accrual reduces the credit balance. When the credit balance is at 0.00, the accrual begins to increase the Ending Balance instead.
3. True or False. You may enter credit hours for new eligible employees at any time after they have been hired in SEMA4.
False. You may not enter credit hours until the day after the hire is entered in SEMA4 and you may enter credit hours for new eligible employees for up to a year.

[image: Help image]Find SEMA4 Help for Restoring a Leave Balance
Go to SEMA4 Help to find out how to restore a leave balance. 
	ACTION
	RESULT

	1. [bookmark: OLE_LINK2][bookmark: OLE_LINK5]On the navigation header, click the Help [image: Help link picture] link.
	SEMA4 Help Contents displays

	2. Select HR/Payroll Functions.
	HR/Payroll Functions displays

	3. Under Payroll, select Leave Accounting.
	Leave Accounting – Contents displays

	4. Select Processes, Tasks, & Steps
	Leave Accounting – Processes displays

	5. Select Setting Up or Restoring a Leave Balance.
	Set Up or Restore a Leave Balance – Steps displays


[image: Review Questions picture]Read through the topic. Answer the following questions, check your answers and close help. 
Review Questions
1. When may an employee’s sick leave balances be restored?
2. True or False. If an employee’s bargaining agreement or compensation plan allows, a leave balance may be transferred when the employee is hired by the state from certain governmental entities.
3. True or False. In restoring a leave balance, enter the number of hours to be restored in the Credit field. 
4. Is leave restore or setup on the Leave Setup/Update page limited to sick and vacation leave?
Check your answers on the next page.

[image: Puzzle pieces - Review Answers]Review Answers
1. When may an employee’s sick leave balance be restored?
When the employee returns to state employment.
2. True or False. If an employee’s bargaining agreement or compensation plan allows, a leave balance may be transferred when the employee is hired by the state from certain governmental entities.
True
3. True or False. In restoring a leave balance, enter the number of hours to be restored in the Credit field. 
False. Enter the hours in the Carryover Amount field. (Enter hours in the Credit field when advancing hours.)
4. Is leave restore or setup on the Leave Setup/Update page limited to sick and vacation leave?
Yes
Continue to the next topic, Using Reports for Leave Accounting
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[bookmark: _Toc363824665]Section 8 - Using Reports for Leave Accounting
[image: Read-Through picture]Overview
In this topic you will learn about leave reports that you may use on your job. Reports can be used to answer employee questions, to find out which employees need to use their floating holiday before the end of the year, or to review which employees lost leave.
When you need information, the fastest and easiest way to get it is to look it up on SEMA4 pages, such as the Leave Activity page. Some information, such as a list of employees who need to use their floating holiday before the end of the year, is easier to find on reports that are available to authorized users. All reports are view-only. You cannot change information in the reports.
There are two types of reports available.
· InfoPac reports are run centrally and distributed on a regular schedule in Document Direct/InfoPac.
· On-Demand reports have a standardized format, but users select some criteria from a list of defined options. These reports run at the user’s request.
Examples of DocumentDirect/InfoPac Leave Reports:
	ID
	Report Name
	Content
	Availability

	HP2150
	Employee Biweekly Leave Reporting
	This report provides a review of all leave activity and leave balances each pay period.
	The report is available on Monday of payday week.

	HP2160
	Report of Employees with Negative Leave Balances
	This report lists employees who have any negative leave balances each pay period.
	The report is available on Monday of payday week.

	HP6440
	Listing of Employees Who Have Not Used Floating Holiday
	This report lists all employees who have not used their floating holiday for the state fiscal or calendar year.
	The report is available on Monday of payday week.

	HP6510
	Report of Employees Who Have Not Reached the Required Vacation Minimum
	This report lists all employees within an agency who have not reached the required minimum vacation balance during the year.
	The report is available on Monday of payday week.

	HP6511
	Report of Employees Who Have Lost Vacation Leave
	This report lists all employees within an agency who have lost leave from their vacation balance due to an excessive leave balance for the previous fiscal or calendar year.
	The report is available on Monday of payday week for the pay period that includes calendar or fiscal year end.



Examples of On-Demand Leave Reports:
	ID
	Report Name
	Content
	Availability

	FIHU0604
	Reported Daily Time Tracking
	This report lists historical employee leave usage by earning code and pay period end date for the specified date range.
	The report is available at agency request.

	FIHU4409
	Law Enforcement Leave Donation Activity
	This report is run for a specified reserve bank. For the specified reserve bank, the employees who have either donated their vacation leave or have used the donated hours are listed for the pay period range on the report.
	The report is available at agency request.

	HR6420
	Paycheck History Report
	This report contains paycheck history and leave activity information prior to 2002 that has been archived in SEMA4.
	Available.


[image: Help image]Find a Report Description in SEMA4 Help
Go to SEMA4 Help to find out more about the most frequently used leave report, the FIHR2150, Employee Biweekly Leave Reporting, (Document Direct/InfoPac ID HP2150).
If you are not familiar with this report or any other SEMA4 report, you may not understand the information included or how to use it. In SEMA4 Help, the Reports Inventory section contains report descriptions, uses and field descriptions. Look up this report in SEMA4 Help and after you learn more about it, answer the questions on the next page.
	ACTION
	RESULT

	1. On the navigation header, click the Help [image: Help link picture] link.
	SEMA4 Help Contents displays

	2. Select Reports Inventory.
	Reports Inventory displays

	3. Select Report Descriptions.
	Report Descriptions displays

	4. Under Payroll Reports, select Listed Alphabetically.
	Payroll Reports (alphabetical order) - Contents displays

	5. From the list, select Employee Biweekly Leave Reporting (HP2150) – DocumentDirect/InfoPac.
	Employee Biweekly Leave Reporting - Report Description displays



[image: Review Questions picture]Review Questions
Answer these questions using the information given about the report.
1. Does this report include some or all leave activity and balance information?
2. How often is this report available?
3. What is the definition of the field Paid Off?
Check your answers below.
[image: Puzzle pieces - Review Answers]Review Answers
1. Does this report include some or all leave activity and balance information?
All activity in the pay period being reported.
2. How often is this report available?
This report is available biweekly, on Monday of payday week.
3. What is the definition of the field Paid Off?
Paid Off is the number of hours for which an employee was paid a lump sum during pay period being reported.
Now, take a few minutes and browse through other report descriptions in the Reports Inventory section of SEMA4 Help.
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[bookmark: _Toc363824666]Section 9 - Conclusion
Summary
In this guide, you learned how to add leave transactions and look up leave information in SEMA4. You also learned about leave reports and how to find information about them.
Objectives
This guide included the following topics:
· Donating Vacation and Personal Leave
You learned to add hour and value donations to employees or law enforcement reserve banks. You learned to cancel the transactions.
· Entering Leave in Mass Time Entry
You learned to enter leave earn codes, adjust leave balances and enter leave payoffs in mass time entry.
· Converting Leave to Deferred Compensation
You learned to add deferred compensation conversion and match transactions. You learned to cancel the transactions. You viewed conversion history.
· Viewing Leave Activity Information
You learned to look up the leave activity for an employee, to view the available pay periods, plan types, and balances. 
· Setting Up and Restoring a Leave Balance
You learned to advance sick and vacation hours to a new manager, to restore leave balances for an employee returning to state service, and to transfer leave hours from another governmental entity.
· Using Reports for Leave Accounting
You learned there are two types of reports available to authorized SEMA4 users. You learned which reports are available and how to find information about them.
Evaluation Form
Please complete the Evaluation form on the next page and return it to Statewide Payroll Services. 
Thank you for participating!
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[bookmark: _Ref18117733][bookmark: _Toc65463437][bookmark: _Toc363824667]Evaluation
Leave Accounting
Your Name (Optional) 		Date	
Agency 	
Check the box that best describes what you learned.
	Concepts
	I fully understand
	I am slightly confused
	I do not understand
	Was not addressed

	Leave Donations
	blank
	blank
	blank
	blank

	Leave Conversions
	blank
	blank
	blank
	blank

	Leave in Mass Time Entry
	blank
	blank
	blank
	blank

	Leave Activity
	blank
	blank
	blank
	blank

	Leave Setup or Restore
	blank
	blank
	blank
	blank

	Finding Leave topics in SEMA4 Help
	blank
	blank
	blank
	blank

	Processes
	I fully understand
	I am slightly confused
	I do not understand
	Was not addressed

	Add and cancel hours donations
	blank
	blank
	blank
	blank

	Add and cancel value donations
	blank
	blank
	blank
	blank

	Enter leave in mass time entry
	blank
	blank
	blank
	blank

	Add and cancel deferred compensation conversion and match options
	blank
	blank
	blank
	blank

	View leave activity
	blank
	blank
	blank
	blank

	Set up and restore leave balances
	blank
	blank
	blank
	blank

	View leave reports
	blank
	blank
	blank
	blank


In what three ways will you apply what you have learned in this guide?
1.
2.
3.
Comments? 
Thank you!  Please mail 
this evaluation to the 
address on the front page, 
or fax it to 651/296-8325.
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