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If a district expects to have employees that will require qualified sick leave or family leave wages under this reimbursable grant and/or the IRS provisions in Notice 2020-54, district is encouraged to contact APSCN FMS for support to implement. Call in a ticket for APSCN FMS Staff or email ade.apscnfmshelp@arkansas.gov for assistance as needed with this setup and/or importing leave to attendance.   

This process will require up to two Leave Codes in the Leave Code Reference Table in eFinance along with coordinating Pay Codes for leave. If user previously set up the Administrative Paid Leave in March 2020, then a Covid leave bank already exists in the database. However, the set up for the bank will need to be altered to align with the approved ten (10) days reimbursable by ADE and the days available as provided in the IRS Notice 2020-54.
· IRS Notice 2020-54 can be found at the following link:


https://www.irs.gov/pub/irs-drop/n-20-54.pdf
Note: Districts are allowed a total of ten (10) leave levels: 0-9. Therefore, if a district has used all 10 levels for tracking other leave types, then an existing code that ALLOWS NEGATIVE BALANCE may be modified. EX: Jury Duty. If this is necessary, then tracking jury duty or other leave that allows negative balance will need to be combined into one bank.
1. Leave Bank Setup
Menu Path: Main Menu>Human Resources>Reference Tables>Payroll>Leave Codes
The Leave Codes listed in this document are for example only. Leave banks are district-defined; therefore, users will need to make a determination of which Leave Codes would work best for the district.

Tracking leave by hours and days will require two leave banks: one for employees paid at a daily rate and one for employees paid at an hourly rate. These leave codes should fall into the same beginning series number (0-9).  
· For example, if the 900 leave code is set up as the Covid Daily leave code then the Hourly leave code should fall within the 901-999 range.  

However, keep in mind that any given employee cannot have two leave bank codes within the same series: 0-9.

The following are the recommendations to use for the Leave Code set ups:
	Daily Leave Code Set Up
	Hourly Leave Code Set Up

	Leave Unit: D - Days
	Leave Unit: H - Hours

	Accrual Type*: F - Fiscal
	Accrual Type*: F - Fiscal

	Accrual Control: N – None
	Accrual Control: N – None

	Maximum Balance*: 70.0000
	Maximum Balance*: 560.0000

	Excess Leave Usage Method*: L – Charge as LWOP
	Excess Leave Usage Method*: L – Charge as LWOP


Note: If a leave code for Covid Administrative Leave has already been set up in the database it will need to be adjusted to match with the above listed requirements. 
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Below are examples of how the Covid Leave Banks would appear.
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2. Add Covid Leave Code to Employee Leave Banks

Once the Leave Codes have been set up they will need to be added to each employee’s leave bank who will require this type of leave. When adding the leave code to the employee’s leave bank the required number of days/hours will need to be added to the balance column. For the ADE reimbursable grant this balance should not exceed 10 days or 80 hours per employee. 
To add the Leave Code to an employee’s leave bank:
Menu Path: Main Menu>Human Resources>Entry & Processing>Employee Information
Search for and open the desired employee information screen.
Select the Leave Bank Tab.
Add the required Covid leave code to the employee leave bank.
Input the total number of days/hours required.
Below are examples only of how this may appear. 
[image: image3.png]SetUpiTimecards

[71(__setupPayRun__)

[ (_preCatoutation__)



[image: image4.png]ARKANSAS PUBLIC SCHOOL COMPUTER NETWORK
DATE:
TIME:

SELECTION CRITERIA: ALL

PAYROLL EDIT - PAY RUN

DEPARTMENT - 0000 GENERTC/DISTRICT WIDE
PAY
EMPLOYEE  ---- NAME-——---=----- CODE HOURS PAY RATE
471301622 TEST, COVID >200/DAY 001 .0000 00000
700 185.52632

TOTAL
SERVICE DAYS 19.00
001 SALARY-CONTRACT TOTAL
700 ADE COVID DAILY TOTAL
DEPARTMENT 0000 TOTAL

5.0000

.0000
5.0000

5.0000

COVID TEST

AMT BUDGET UNIT
2,937.50

3,865.13

2,937.50
927.63

3,865.13

PAGE NUMBER:

1

MODULE NUM: PAYPRO13
SORTED BY DEPARTMENT

TAX PAY

IND CYC
1
1

FLSA




Click OK to save. 
The following notification will display.
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3. Pay Code Setup
Menu Path: Main Menu>Human Resources>Reference Tables>Payroll>Pay Codes
The Pay Codes listed in this document are for example only. Pay Codes are district-defined; therefore, users will need to make a determination of which Pay Codes would work best for the district.

Up to two pay codes will need to be set up for this ADE approved Covid leave: Daily and Hourly.

Note: Only set up both pay codes if Covid leave is required for both Hourly and Daily. If this leave is needed only for salaried employees, a single pay code can be used.
Below is the recommended set up for the Daily rate Pay Code for Covid leave which will be reimbursed by ADE. 

· Note: the Pay Code numbers in this document are for example only.
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Below is the recommended set up for the Hourly rate Pay Code for Covid leave which will be reimbursed by ADE.
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Note: the Pay Code numbers in this document are for example only.
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Important:
The reimbursable grant from ADE permitting repayment of approved Covid leave allows ten (10) days max per employee.  Districts will need to apply for leave reimbursement for each employee. 
When approval and reimbursement are received by the district, this leave must be entered through payroll.  The assigned budget unit from the 6776 Covid Leave Fund must be input on the timecard which will override the budget unit from the employee’s primary pay rate.   When entering leave through payroll, the proper leave pay code is entered on the leave timecard line along with the primary job class in order to reduce the contract balance.  
Because there will be a delay between the time an employee is absent for Covid and approval from ADE for Covid leave reimbursement, this leave will be entered through payroll following the receipt of reimbursement approval for the leave. Otherwise, a payroll redistribution will be required for past leave entered.  
It is important to bear in mind when recording Covid leave that ADE approved Covid leave may be used before the Covid leave as provisioned in the IRS Notice 2020-54.

The Covid leave bank balance on the employee screen will have to be manually maintained/updated to an extent, so manual tracking and a paper trail are essential. 
· When an employee is absent with approved ADE Covid leave they will need to be issued the allotted ten (10) days or eighty (80) hours in their leave bank BALANCE. Once the days are used up the leave will pull as LWOP. 
· If the employee is then eligible for the Covid leave as is outlined in the IRS Notice 2020-54 the leave bank balance will require manual adjustment to account for an additional ten (10) days or eighty (80) hours. --*provided the Covid Leave/IRS was not used first in which case this would be vice versa.
· See Covid-19 Leave Tracking – IRS Notice 2020-54 5.2 document for recording procedure.

· If the employee then extends to EFMLA for qualified Covid related leave as it is outlined in the IRS Notice 2020-54, the employee leave bank balance will once again require manual adjustment to include the allotted fifty (50) days or four hundred (400) hours of EFMLA. 

· See Covid-19 Leave Tracking – IRS Notice 2020-54 5.2 document for recording procedure.
4. Pay Run Processing
Note: This document will only cover the timecard entry for ADE approved Covid Leave and reviewing that leave on the Payroll Edit and Payroll Journal reports. It will not cover the entire payroll process. 

· For the complete payroll process see the 6 – Human Resources – Payroll Processing – 5.2 document. 

· If additional assistance is needed for payroll processing please call in a ticket for APSCN FMS.

Pay Run Processing:

Menu Path: Main Menu>Human Resources>Entry & Processing>Payroll>Pay Run Processing
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After the pay run has been set up and timecards have been loaded, select the Edit Employee Time option under the SetUp/Timecards menu. 
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The following screen will display. Select Edit.
The following will display. Search for the employee. 
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Once the employee is selected, click OK to open the Timecard Data at the bottom of the screen. 

The first line will auto-populate with the employee’s primary Job Class and Pay Code.
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If the employee is paid at a daily contracted rate the Amount will also auto-populate. Leave this information as it originally generated. 
Click on the next available line of the timecard to key the ADE approved Covid leave.

Input the following:
· Class* - Employee’s primary Job Class

· Pay Code* - ADE Covid leave Pay Code (Daily or Hourly) as defined by the district

· Hours/Days – Number of Days or Hours that need to be paid out as ADE approved Covid leave
· Pay Rate – Automatically populates

· Amount – Automatically populates (Hours/Days*Pay Rate)

· Budget Unit – Must be a 16 digit expenditure budget unit. Key in: 

· Fund – 6776
· Function – Employee’s primary Function (four (4) digits)
· Location – Employee’s primary Location (three (3) digits)
· Program – Employee’s primary Program (three (3) digits)
· Subject – Employee’s primary Subject (two (2) digits)
· Account – Employee’s primary salary Account
The following is an example only. Be sure to only use the information that is valid for the district and employee.
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Click OK to save. 
Verify all information in the Totals screen at the bottom of the page is correct. 

Click OK.

The Attendance screen will display. Complete all required information. 
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Below is an example only of how this may appear when completed. 

Click OK. The following notification will be received. 
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Once record has been saved, continue payroll process as normal. 
· If additional ADE approved Covid leave needs to be recorded for other employees, follow the same process for each employee. 
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After all timecards have been edited as needed, run the Employee Time Reports option from the Pay Run Processing SetUp/Timecards menu. 

The following screen will display. Select to run the Payroll Edit Reports option. 
[image: image23.png]| Employment m Personnel || Race/Ethnicity ]‘ Payroll

( cormicce Y withinidinne Y dictan
Ezmlngsm Withholdings m Histol

Leave Anniversary Date  01/01/2020 =

Leave

Balance Taken YTD Earned YTD
100 - SICK LEAVE -9 2 9.0000 0.0000 0.0000
200 - PERSONAL DAYS v 3.0000 0.0000 0.0000
900 - COVID LEAVE v x 0.0000 0.0000





Click Next.
The following will display. Input desired criteria or click OK two times to print the report with default settings. 
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A notification similar to the following will display. Click OK.
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A report similar to the following will display. Review and verify data is correct. 

The following notification will display. Click OK.

A notification similar to the following will display. Click OK.


The report will print similar to the following. Review and verify that the timecard entries are correct. 
· Verify that the budget unit for fund 6776 is keyed on the ADE Covid leave timecard line in payroll. (The leave pay will subtract from the regular pay line on the PRE-CALC, thus reflecting correct total pay.)

After the Payroll Edit reports have been reviewed and verified, process the Pre-Calculation from the Pay Run Processing SetUp/Timecards menu.

The Pre-Calculation process produces 6 reports as follows: 

· precal-a1.rpt; payroll parameters (setup) 

· precal-b1.rpt; pre-calculation journal, selected employees, if that option was chosen 

· precal-c1.rpt; pre-calculation exceptions *** 

· precal-d1.rpt; pre-calculation journal, all employees *** 

· precal-e1.rpt; pre-calculation journal deduction summary *** – provides totals by deduction code 

· precal-f1.rpt; pre-calculation deduction register provides totals by deduction code with individual employee amounts 
· precal-g1.rpt; pre-calculation LWOP summary *** 
*** WARNINGS AND ERRORS MUST BE INVESTIGATED AND CORRECTED BEFORE PROCEEDING WITH THE CALCULATION.***
All reports provided during the Pre-Calculation process should be carefully reviewed and verified. Especially pay close attention to the Pre-Calculation Journal. 
The Pre-Calculation Journal report provides an outline of all payroll items listed within the pay run including manual timecard entries, fringe and deduction totals, as well as the Leave Bank Balances. 
It is important to note that the leave bank totals displayed on this Pre-Calculation report do not reflect the leave entries manually recorded on the timecard of the same payroll. When the payroll is completed the employee Leave Bank in the Employee Information screen will be adjusted for the values entered on the timecard. This change will be reflected on the Payroll Journal printed after Pay Calculation has occurred and checks have been processed.
Below is an example of how this Pre-Calculation report will display. Note the highlighted value for ADE approved Covid leave and how it is not represented in the corresponding highlighted Leave totals.

After all errors have been corrected and the Pre-Calculation reports have been carefully reviewed and verified, begin the Pay Calculation process. 
Once the Pay Calculation process has been completed users will:

· Print payroll checks

· Create Direct Deposit File

· Run Payroll Activities 

· Print final payroll reports

All the payroll reports should be carefully reviewed and verified. Especially pay close attention to the finalized Payroll Journal report. 

Similar to the Pre-Calculation Journal, the Payroll Journal provides an outline of all payroll items listed within the pay run including manual timecard entries, fringe and deduction totals, as well as the Leave Bank Balances. 
Note: The reduction to the leave banks will be reflected on the Payroll Journal printed after Pay Calculation has occurred and checks have been processed.

Below is an example of how this Payroll Journal report will display. Note the highlighted value for ADE approved Covid leave and how it is represented in the corresponding highlighted Leave totals.

After all Final payroll reports have been reviewed and verified users will:
· Print and review Payroll Interface

· Correct any errors present.

· Post Payroll Interface

· Print and review Batch Payable Interface 

· Note: The sum of D and F type items listed on the Payroll Interface should match the total of the Batch Payable Interface

· Post Batch Payable Interface
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