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Absence Plan Hours Balances LP63.1

UseAbsence Plan Hours Balances (LP6B&Miew a summary of the balances from which hours can be
used during a payroll cycle for all employees in a given plan structure. Hours balance amounts display for
available and reserve balances, as thesethe balances from which hours can be decremented based on

an event entered in Absence Management.

LP63.1 - Absence Plan Hours Balances - PROD

Data View ¥ Special Actions ¥

Employee
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6. Clickinquire

Tip:To vew an employee on another form

IRIS

Company
Absence Plan

Structure Group

105

ANNUAL

LPANSPUNC1

TypeLP63.1in search field, clicigo
Company Type or select

Absence PlanSelect amAbsence Plan

A TypeanXin the SCfield

4 Previous @ Inquire P Next Inquire | ¥ | Related Forms ¥

STATE OF ARIZONA
ANNUAL LEAVE PLAN

LP ANN STATE PERS UNC FT

Position To 219300

Position Available

134.690000

12.000000

4.000000

Structure GroupSelect &Structure Group

Position To Leave blank or type @mployee Identification Number (EING jump to results
beginning with the EIN

In the search fieldype a new form number, clicisoor select the form fromRelated Forms

A
A The requested form appea with theEINfield populated
A

Clickinquire to display theinformation
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Employee Plan Balance Inquiry LP65 .1
UseEmployee Balance Inquiry (LP65th)view a summary of the available balasdeom all plans in which
anemployee is enrolled.

LP65.1 - Employee Plan Balance Inquiry - PROD

Data View ¥ Special Actions ¥ 4 Previous P Next Inquire ¥ Related Forms ¥

Company |D.‘=‘ STATE OF ARIZONA

Employee 182023CF, HALPERT, JIM

Position To
Structure Available Available
sC Plan Group Position Hours Eamings
’—'_ ANNUAL LPANCVD1
|T‘ ANNUAL LPANUNC1 216.680000
[ +] come LPCMHOLD
[+] come LPCMREG15
| | DONATED LPDONATED
I_v FAMILYSICK LPSKFAM 24.000000
[ +] Fma LPFMLA
liv HOLIDAY LPHOLIDAY
[~] mwmary LPMILITARY
| - RECOGNITN LPMERIT
Reserve Carryover
Reserve Hours Earnings

1. TypelLP651in search field, clic6o

2. Company Type or select

3. Employee Type or select thEmployee Identification Number
4. Clickinquire

A summary of the available balances for all pldisplays. If the employee has any plans wittR&serveor
Carryoverbalance, the hours will display in these tabs
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Transaction History Report LP264

RunEmployee Transaction History Report (LP262tprint a list of the historical transactions for selected
employees in aeected plan or plans.riit a defiled or summarized reporemployees with ended master
records can be excluded from the report if desired.

Create Report Parameters

= Menu LP264 X m

LP264 - Employee Transaction History Report - PROD

»

Special Actions ¥ =+ Add z Change 'ﬁ Delete 4 Previous @ Inquire P Next Quick Submit a Work File Distribution

Job Name I LP264 ]

Job Description | Employes Transaction History

User Name | adirain @,

Data Area/iD  PROD
Parametars

1. TypeLP3®4in search field, cliciso
2. Job NameType a unique name for the report

3. Job DescriptionType a detailed description of the report

LP264 - Employee Transaction History Report - PROD

Special Actions ¥ + Add z Change E Delete 4 Previous @ Inquire P Next Quick Submit ‘ B Work File Distribution

T aaaaa e

Company 1 C\l STATE OF ARIZONA

Absence Plan ANNUAL e

S——
Structure Group LPANSPUNC1 & | o qu | &

Excluded End Dates [=] I
ClickSelectiontab

Company Type or select
Absence PlanSelect arAbsence Plan

Structure Groupleave blank or select up to eigbtructure Groupgo limit results

© N o 0 &

Excluded End Daté.eave blank or selectdate
A Date is used texcluderecords that have a Master End Date on or before date specified

A Leave blank to include all Absence Plan or StragBroups with Master Endddes
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LP264 - Employee Transaction History Report - PROD

Special Actions ¥ + Add Z Change 'ﬁ Delete 4 Previous @ Inquire P Next Quick Submit ‘ a Work File Distribution
Process Level Q¢
Employee Group P
Employee 192923 @ o ‘ IS o«
| [ s @ &

9. Process Leveleave blank or selectRrocess Leveb limit results
10. Employee GroupLeave blank or select &mployee Grougo limit results

11. Employee Leave blank or select up to tweliznployee Identification Numberg limit results

LP264 - Employee Transaction History Report - PROD

Special Actions ¥ + Add Z Change -ﬁ Delete 4 Previous @ Inquire P Next Quick Submit ‘ a Work File Distribution

-
Transaction Dates. 010112020 (4 - |06R02020 4

Transaction Type

Gl

Balance Option Hours

Balance Type 3v Available

Year

12. ClickTransactions

In order to have the report display the current Available Balance do not entéransactiondDate
Range or Year

13. Transaction Dated_eave blank oredect adate rangeto limit results

14. Transaction TypelLeave blank or setta TransactionType to limit results
A If Transaction Typis selected must use Report Optionifh step 18

15. Balance OptionSelectl Hours

16. Balance Typeleave blank or set¢a Balance Typ¢o limit results

17. Year:Leave blank otype four-digit calendar yeato limit results

A Musttype yearif Report Option 2 is selectéd step 18

LP264 - Employee Transaction History Report - PROD

Special Actions ¥ + Add @ Change ﬁ Delete 4 Previous @ Inquire P Next Quick Submit | Q Work File Distribution
Report Option 1v ] Detail
Report Sequence 1w Plan;Structure
Employee Sequence 1w Alpha

18. Report Option:Selectype of transaction information to displag,Detail or 2 Summary
19. Report SequenceSelectorder in which the information will be sorted
20. Employee Sequenc&elect a valué or 2

A Selectl to sort report results by Employee Name

A Select2to sort report results by Employee Identification Number
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21. ClickAddto save reporparameters Status bar displays messaigh Added
Submit Report
Special Actions ¥ + Add é Change -ﬁ' Delete 4 Previous @ Inquire P> Next ‘ a Work File Distribution
[ suomic | [ oosced | T
Job Name LP264 aF
\

Job Description | Employee Transaction History

User Name | adrain qE)

Data Area/lD  PROD

1. ClickQuickSubmit, status bar displays messadeb has been submitted
2. ClickPrint Mgrto view the report results in your Print Manager

For additional instructions on how to view reports, see tlgeAcy HRIS Intro Training for On Demand
Reports.

Example of Report Results
Parameters Used:

Employee Transaction History Report

LP264 Date: 02/27/20 JOB SUBMISSION PARAMETERS
Time: 14:20

User Name: ~
Job Name: LP264
Step Nbr: 1

Selection

Company : 1 STATE OF ARIZONA
Absence Plan: ANNUAL
Structure Group:

Excluded End Dates:

Processing Group:

Process Level:

Employee Group:
Employee: . 791

Transactions
Transaction Dates: 01012019 -- 06142019
Transaction Type:
Balance Option: 1 Hours
Balance Type:
Year:
Report Option: 1 Detail
Report Sequence: 1 Plan;Structure
Employee Sequence: 1 Alpha
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ReportResults

Employee Transaction History Report

LP264 Date 02/27/20 Company 1 STATE OF ARIZONA
Time 14:20 Employee Transaction History Report - Detail
Plan: ANNUAL ANNUAL LEAVE PLAN
Structure Group: LPANUNC1 LP ANN UNCOVERED FT_ 6.47
Structure
Emplovee Plan Group Position
791 Loouw ey ANNUAL LPANUNC1
Tran Date Description Type Balance Type  Hours Balance
01/11/19 Accrual 21 Accrual 6.470000
01/25/19 Accrual 21 Accrual 6.470000
02/08/19 Accrual 21 Accrual 6.470000
02/22/19 Accrual 21 Accrual 6.470000
03/08/19 Accrual 21  Accrual 6.,470000
03/22/19 Accrual 21 Accrual 6.470000
04/05/19 Accrual 21  Accrual 6.,470000
04/19/19 Accrual 21 Accrual 6.470000
05/03/19 Accrual 21 Accrual 6.470000
05/17/19 Accrual 21 Accrual 6.,470000
05/31/19 Accruall 21 Accrual 6.470000
01/11/19 Transfer to Available 31 Accrual 6.,470000
01/25/19 Transfer to Available 31 Accrual 6.470000
02/08/19 Transfer to Available 31 Accrual 6.470000
02/22/19 Transfer to Available 31 Accrual 6.,470000
03/08/19 Transfer to Available 31 Accrual 6.470000
03/22/19 Transfer to Available 31 Accrual 6.,470000
04/05/1% Transfer to Available 31 Accrual 6.470000
04/19/19 Transfer to Available 31 Accrual 6.470000
05/03/19 Transfer to Available 31 Accrual 6.,470000
05/17/19 Transfer to Available 31 Accrual 6.470000
05/31/19 Transfer to Available 31 Accrual 6.,470000
01/11/19 Transfer from Accrual 33 Available 6.470000
01/25/19 Transfer from Accrual 33 Available 6.,470000
02/08/19 Transfer from Accrual 33 hAvailable 6.470000
02/22/19 Transfer from Accrual 33 Available 6.470000
03/08/19 Transfer from Accrual 33 Available 6.,470000
03/22/19 Transfer from Accrual 33 hAvailable 6.470000
04/05/19 Transfer from Accrual 33 Available 6.,470000
04/19/19 Transfer from Accrual 33 hAvailable 6.470000
05/03/19 Transfer from Accrual 33 Available 6.470000
05/17/19 Transfer from Accrual 33 hAvailable 6.470000
05/31/19 Transfer from Accrual 33 Available 6.470000
01/15/19 Creation of carryover balance 35 Carryover 196.880000
01/04/19 ANNUAL LEAV! 'AKEN 61 Available §.000000
01/11/19 ANNUAL LEAVE TAKEN 61 Available g.000000
03/01/19 ANNUAL LEAVE TAKEN 61 Available §.000000
03/04/19 ANNUAL LEAVE TAKEN 61 Available §.000000
03/05/19 ANNUAL LEAVE TAKEN 61 Available §.000000
03/06/19 ANNUAL LEAVE TAKEN 61 Available §.000000
04/19/19 ANNUAL LEAVE TAKEN 61 Available g.000000
04/29/19 ANNUAL LEAVE TAKEN 61 Available §.000000
Employee Totals Aecerual Balance
Allotment Balance
Available Balance
Carryover Balance 19
Reserve Balance
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Reset

01/15

Reset Original

Earnings Balance  Date Reset-Dt

0.000000 01/15/18 01/15/18

0.000000 01/15/19% 01/15/19

0.000000 01/15/19% 01/15/19

0.000000 01/15/1% 01/15/19

0.000000 01/15/19 01/15/19

0.000000 01/15/19% 01/15/1%9

0.000000 01/15/19 01/15/19

0.000000 01/15/19% 01/15/19

0.000000 01/15/1% 01/15/19

0.000000 01/15/19% 01/15/19

0.000000 01/15/1% 01/15/19

- 0.000000 01/15/18 01/15/18

- 0.000000 01/15/19% 01/15/19

- 0.000000 01/15/19 01/15/19

- 0.000000 01/15/19% 01/15/19

- 0.000000 01/15/19% 01/15/19

- 0.000000 01/15/19 01/15/19

- 0.000000 01/15/1% 01/15/19

- 0.000000 01/15/19% 01/15/19

- 0.000000 01/15/19% 01/15/19

- 0.000000 01/15/19 01/15/19

- 0.000000 01/15/19% 01/15/19

0.000000 01/15/18 01/15/18

0.000000 01/15/19% 01/15/19

0.000000 01/15/19% 01/15/1%9

0.000000 01/15/19% 01/15/19

0.000000 01/15/19% 01/15/19

0.000000 01/15/1% 01/15/19

0.000000 01/15/19 01/15/19

0.000000 01/15/19% 01/15/1%9

0.000000 01/15/19% 01/15/19

0.000000 01/15/19% 01/15/19

0.000000 01/15/1% 01/15/19

0.000000 01/15/19 01/15/19

- 0.000000 01/15/18 01/15/18

- 0.000000 01/15/18 01/15/18

- 0.000000 01/15/19% 01/15/19

- 0.000000 01/15/19 01/15/19

- 0.000000 01/15/19% 01/15/19

- 0.000000 01/15/19% 01/15/19

- 0.000000 01/15/19 01/15/19

- 0.000000 01/15/1% 01/15/19
0.do00o0 0.000000
0.000000 0.000000
7.170000 0.000000
6.880000 0.000000
0.000000 0.000000
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Employee Absence Plan or Leave History Report LP220

RunEmployee Plan History Report (LP220)orint a list of employees or a listing by Plan/Structure.

The listing shows changes made to fields. In addition, the logged date or the effective date, the field, the
previous field value and the new field value, along with the date stamp and udaiti&l.adds are logged

with the create date, time, and user ID. Changes are logged with the change date, time and user ID. System
generated changes will have a user IDiggmstr.

Create Report Parameters

= Menu L 4 LP220 % E a

LP220 - Employee Absence Plan or Leave History Report - PROD

Special Actions ¥ + Add £ Change W Delete 4 Previous @ Inquire P Next Quick Submit ) Work File Distribution
| swew | [ sobsches | [ prnenor |

Company STATE OF ARIZONA
1. TypeLP220n search field, clici&o
2. JobName Type a unique name for the report
3. Job DescriptionType a detailed description of the report
4. Company Type or select
Special Actions ¥ + Add /_ Change E Delete 4 Previous @ Inquire P Next Quick Submit ‘
Absence Plan ANNUAL oF
Structure Group oF ‘ ‘ o ‘ ‘ o & ‘
| [ | \ * &
Excluded End Dates (=]
Employee | | 192923:15‘ [ Q;‘ ‘ Q;‘ ‘ <
| I E =
Date [{ | 01/01/2020 (= - ‘12/31/2020 =

5. AbsencePlan Select a\bsence Plan

6. Structure Group Leave blank or select up to eigbtructure Groupgo limit results

7. Excuded End Date Leave blank or selectate
A Date is used to exclude records that have a Master End Date on or before date specified
A Leave blank to include all Absence Plan or Structure Groups with Master End Dates

8. Employee Leave blank or select up teelve Enployee Identification Numbergo limit results

9. Date RangelLeave blank or selectdate rangeto limit results

A Both a beginning and end date must &etered to specify a date range
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LP220 - Employee Absence Plan or Leave History Report - PROD

Special Actions ¥ + Add é Change ﬁ- Delete 4 Previous @ Inquire P Next Quick Submit ‘

] . I <)
pate |01/01/2020 3 - [1231200 ¢4
Date Type n Effective Date
History Type ﬂ Employee Master Data
—
Page Break by Employee ﬂ No
Report Sequence [{1 v | Plan; Structure

10. Date TypeLeave blank or seleé&tEffective Dateor 2 LoggedDate
A Must select an option if a Date range is entered
A Selectl Effective Dateto displayLP31.1 Master Entry Date
A Selec® Logged Dat#o displayEmployee Leave of Absen¥@51.1 Request Date
11. History Type Selectl or 2
A Selectl to displayEmployee Master Date LP31
A Select2to displayEmployee Leave of Absendata XT51.1
12. Page Break b#mployee Selectl Noor 2 Yes
A SelectYto insert a page break between each employee
13. Report SequenceSelect order in which the information will be sorted

14. dick Addto save report parameters. Status bar displays messabpeAdded

Submit Report

LP220 - Employee Absence Plan or Leave History Report - PROD
Special Actions ¥ + Add é Change ﬁ Delete 4 Previous @ Inquire P Next Quick Submit ‘

| suomt | [ oo |
Job Name u
Job Description P31 Master Data ‘
User Name | adirain q;)

Data Area/lD PROD

1. ClickQuickSubmit, status bar displays messadeb has been submitted

2. ClickPrint Mgrto view the report results in your Print Manager
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Example of RepoResults
Report Parameters

LP220 - Employee Absence Plan or Leave History Report - PROD

Special Actions ¥ + Add £ Change o Delete 4 Previous @ Inquire P Next Quick Submit 9
Farzmeters
Company 1o STATE OF ARIZONA
Absance Plan | HOLIDAY oF
structurs Group o @& & L5
oF L5 =5} oF
Excluded End Dates =]
Employes 192azacF oF o oF
L s e
Data =} = a
Date Typs  1°¥ Effective Date
History Type 17 Employee Master Data
Page Break by Employes 2w Yes
Report 3aquenca 2 Y Employes

Report Results

Employee Absence Plan or Leave History Report

LP220 Date 02/27/20 Company 1 STATE OF ARIZONA
Time Employse Absence Plan History Report

Employee 192923 HALPERT, JIM

Absence Plan Structure Group  Position Master Entry Master End

HOLIDAY LEHOLIDAY 01/01/2020

Field Name Previous Value New Value Date Change User Id

Acecrual From Date 12/27/2018 02/27/20 696

Reerual Last Date 01/10/2020 02/27/20 636

Reecrual Start Date 12/27/2019 02/27/20 696

Master Entry Date 01/01/2020 01/19/20 "048
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Employee Transaction Detail Inquiry LP64.1

UseEmployee Transaction Detail Inquiry (LP64vigw detailed transactions that have been generated for

an employee in a given absence plan structure. All of the transactions that impact a balance, including any
that are created but not yet closed, will be displayed, along with selected amounts aesl fdatn the

employee master record.

LP64.1 - Employee Transaction Detail Inquiry - PROD

Data View ¥ Special Actions ¥ 4 Previous @ Inquire | Inquire | ¥ | Related Forms ¥

Company STATE OF ARIZONA
Employee | 19292503 HALPERT, JIM
Absence Plan ANNUAL LEAVE PLAN

Structure Group | LPANUNC1 G, LP ANN UNCOVERED FT_6.47
- 4 -

1. TypelLP64.1in search field, clict6o
2. Company Type or select
3. Employee Type or select thEmployee Identification Number
4. Absence PlanSelect arAbsence Plan
5. Structure GroupSelect étructure Groupor clickNextto scroll through Structure Groups for
employee
Data View ¥ ‘ Special Actions ¥ 4 Previous I @ Inquire I P Next | Inquire | ¥ | Related Forms ¥
Balance Type D All Position To [ E]
Transactions
Master Entry Date  01/01/2010 Accrual End Date
Last Accrual Date  05/31/2019 Master End Date
Last Period End Hours  05/31/2019 Last Period End Earnings
Accrued Hours Bal Accrued Earnings Bal
Avail Hours Bal 216.680000 Avail Earnings Bal

Balance Typeleave blank or selectBalance Typ¢o limit results
Clickinquire

8. ClickDatestabto view currentAvailable Balance&nd master plan dates
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LP64.1 - Employee Transaction Detail Inquiry - PROD

Data View ¥ ‘ Special Actions ¥ 4 Previous P Next Inquire | ¥ | Related Forms ¥
Balance Type | v Al Position To
Date Status Transaction Type Amount Type Cycle or Hrs
04/29/2019 ) 3 RETURNED FROM 000132512 4740000 1
0412212019 ) 61 ANNUAL LEAVE TAKEN 8.000000- 1
04/19/2019 9 33 Transfer from Accrual 6.470000 1
04119/2019 9 31 Transfer to Available 6.470000- 1
0411912019 ] 21 Accrual 6470000 1 341.00
0411912019 ] 61 ANNUAL LEAVE TAKEN 8.000000- 1
04/05/2019 9 33 Transfer from Accrual 6.470000 1
04/05/2019 ) 31 Transfer to Available 6.470000- 1
04/05/2019 ) 21 Accrual 6470000 1 340.00

9. ClickTransactions
10. Position To Leaveblank or selet adate to jump to transaction dates >= date

A The formmay need to be clearetb get the desired results. With the cursor in the Position
To field,hit Ctrl-Shift-K on keyboardto hide (not delete) everythingdm within and below
that field

11. Clickinquire

The detailed transactional data will appear for the employee

A Date Date the transaction occurred

>

Status Blank denotes unprocessed and 9 denotes processed

>

Transaction ype: Accrual / Allotment / Manual or if the transaction is Usage

Amount; Hours amount accrued / allotted or taken

> >

Type Alwaysequal to 1 which means hours

>

Cycle or HoursDisplays the number of cycles (pay periods) employee has earned
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Employee Transaction Summary Inquiry LP64.2

UseEmployee TransactioSummary Inquiry (LP64.2p view a summary of the transactions that have been
generated for an employee in a given absence plan structure. All transactions, including any that are created
but not closed, are sutptaled and displayed by type of transaction

Qfv LP64.2 X ﬂ

LP64.2 - Employee Transaction Summary Inquiry - PROD

Data View ¥ Special Actions ¥ 4 Previous @ Inquire m | Inquire | ¥ | Related Forms ¥

Company urj STATE OF ARIZONA
Empioyee | 1s2seaqy) HALPERT, JIM
Absence Plan [ ANNUAL 5 ANNUAL LEAVE PLAN
Structure Group | LPANUNC1 QF, LP ANN UNCOVERED FT_6.47

TypeLP64.2n search field, clicigo
Company Type or select
Employee Type or select theEmployee Identification Number

Absence PlanSelect arAbsence Plan

a s wnh ke

Structure Group:Select &tructure Groupor clickNextto scroll through Structure Groups for
employee

L]

Balance Typeleave blank or selectBalance Typ¢o limit results

7. Position To Leave blank to display all years beginning wWithmost recent or type a fouigit
calendar yeato begin with specified year

8. Clickinquire to displaysummarydata for the employee
A Year BeginningCalendar year and beginning balance

Adjustments Accruals and manual entries

A

A UsageHours used in the calendar year

A Lost Hours lost in the calendar year end excess leave roll
A

Ending Ending balance for the calendar year
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