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It is recommended that all steps be fully completed in the order as shown. A number is
associated with each activity to easily locate the process within this document.

It is important to read all instructions before beginning this process to familiarize
yourself will the process and gather needed information and documents before
beginning.

The instructions provided are detailed, and represent the best practice, and may not
represent all scenarios.

Attendance Rollover Activities Contained in this Document:

1. Review the Attendance Groups in the Current Fiscal Year for balance rollover
options
Steps 1 through 5 may be done any time after the next fiscal year has been
initialized.
Default Fiscal Year to Next Year
Run the Attendance Rollover Initiation
Update the Attendance Groups in the New Fiscal Year
Enter Outstanding Attendance Transactions through June 30th in Current Fiscal
Year
Steps 6 through 8 should be completed after all the transactions have been entered
in the current fiscal year and the Accounting cutover has been completed.
6. Run verification reports
a. Negative balance report
b. Accrual report where the earned balance does not equal the available
balance
c. End employee attendance records for staff who are gone or left
7. Run the Maximum Accrual Balance Enforcement if required
8. Finalize Attendance Rollover -Done when no one is in WinCap
9. Check the Carry Over Balances in the New Fiscal Year
10.Close Year/ Prevent Attendance Changes
11.Update Years of Service
12.Run the Annual Years of Service Accrual\Award\Grant Routines for BOY- beginning
of year
13.Maximum Accrual Balance Enforcement

LN

The Employee Attendance Rollover is a once-a-year process that is to be initiated and
finalized each fiscal year end. This process will carry forward any prior year attendance
balances along with the individual employee’s attendance group and codes assigned.

For more information
www. harrisschoolsolutions.com |
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Things to Consider:

Since the development of WinCap Attendance, WinCap Employee Self Service, WinCap Leave
Requests, and WinCap Time and Attendance Modules, the grace period in terms of when the employee
attendance rollover needs to be completed becomes very narrow.

Time and Attendance Clients:

* No Excused Time may be added to the timecard or exchanged with WinCap successfully until the
attendance rollover is FINALIZED (regardless of incremental rolling)

* LAG frequency provides a little leeway in terms of when the excused time MUST be on the
employee timecard

+ Suggest to send out email to supervisors and/or employees to notify them that they will not be
able to input attendance until rollover is completed also notifying them of when the anticipated
completion will be

+ Timecard Prior to Attendance Rollover being completed:

* NO attendance codes when selecting “add excused time”

* Undo Attendance Rollover is no longer available for Timesheets clients due to the errors that it
would cause within the data exchange monitor. This option will be grayed out on the attendance

rollover menu.

Leave Requests via WinCapWEB Employee Self Service

e Employees are able to submit future leave requests for the following fiscal year. They will appear
under the 2019 fiscal year transaction calendar and allow for approval. The transactions may not
be posted until they are rolled into the next fiscal year where they belong. When the attendance
rollover is completed they will roll forward and display in the new fiscal year.

e Leave Requests will always display in the prior year as pending
When the attendance rollover is finalized they are brought forth to the next fiscal year
Prior to rolling over attendance make sure that all outstanding leave requests that belong to the
18/19 year are posted to the employee’s available balance

WinCap Attendance, WinCap employee Self Service
o The attendance rollover MUST be completed in order to add or display
attendance on employee’s paychecks or WinCapWEB attendance balances.

For more information
www. harrisschoolsolutions.com |
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1) Review the Attendance Groups in the Current Fiscal Year for balance rollover options

Review and or confirm the rules that allow the balances to be carried forward from the current fiscal year
to the new fiscal year. These rules must mirror each other by attendance group and by code in both years
for the balances to roll correctly. Once the Attendance values have been finalized, any changes for future
years may be applied to the new Fiscal year.

F3attendance Group [CUSA83] 3 =la|x

[ -] AMendsnce Gioup [CUSA83  Description [CUST >1983 <1-21.98

Attendance Group Definition | Aftendance Codes Summary | Aftendance Codes Detail | | Accruals
[l co Jatengancerabsence 2] Atendance/Absence Cade [ QSick Dayts) B
» ;33 E‘uck D agl,-[ﬂ Deduct From Altendance Code | QfBlank
ersonal . . .
FS |Famiy Sick Fiscal Year Taken Limit | 0 IJOJJIJE [~ Record time taken only
B |Bereavement Masamum Balance | 939 GD[HJE [~ &llow negative balance
EE Vacation E“”e”' i Requests [ Not Used 5| ™ EE Approval Required
Vacation Future Yr
@
JI |On the Job lrpury Appioval Process I J
JA |Adudicated Unit Balance Type I Undefined - I Urats Taken lmit per Day
P |Possible W/C. No Pay Papcheck print option I Never - ] Mini'm.ml 0.5000 3
SP |Suspension with Pay \Web ESS display option [Never -] Maximum|  1.0000—]
NP [NoP. - -
= ';'Ok ZY e Senionty Adjustment |Ho:«d|ustmen| I imm"m
! = an ounter Longevity Adjustment |Mo Adustment - I
CT |Comp Time
€ |Conference Carryover I Leave Valuation | Impont Units | Timesheets | Hours Conv
JD  [Jury Duty -
ML |Military Leave Canyover Balance
MV |Meetings & Visits First apply annual limit of | [1] IZII]IIE' units,
SF |Sposts Function Iﬂ ; F .
QU |Questionable Day Canyover | 266 0000 units [~ apply carryover limit to units from this code only
SN_|="Snow Day™ Canyover To Attendance Code [S— QUfSick Dayl:]
H__|="Holiday™" I Excess To Altendance Code Blank
2D |2 Hour Delay™ I_QI
MP |Mammo-Prostate Exam
I_rl\.r Eubea\am Mo 'I
i »

2) Default Fiscal Year to New Fiscal Year
Changing the default allows accessibility to the new fiscal year while the current fiscal year is still open.
To access the new fiscal year, select the drop-down from the WinCap toolbar menu.

File Form Edit
DtFY 20 |

You can also change the year through the menu options File\Administration\Change Default Fiscal Year.

Caution is advised when working in two years, be sure to verify the fiscal year you are working in before
transacting.

3) Run the Attendance Rollover Initiation [\EVASEEIRCE@{r{)
(Manage\Employee Attendance/Employee Attendance Rollover\Initiate Employee Attendance Rollover)

The Attendance Rollover Initiation will carry forward the attendance tables into the new year. All users
must be out of Employee Maintenance for this function to occur. This includes the attendance codes
and groups as they exist in the current fiscal year. Once rolled over, changes to the tables in the old year
will not affect the new year. Individual employee attendance records will not be rolled at this time.

For more information
www. harrisschoolsolutions.com |
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Fi-Jnitiate Employee Attendance Rollover = E3

9 Bire you suee?

Mo

Select Yes to continue
Once the Attendance Rollover has been initiated, the following confirmation will display.

Initiate Employee Attendance Rollower

Select OK to continue
Groups and attendance code tables are now accessible for editing within the new fiscal year.

4) Update the Attendance Groups in the new fiscal year [[STAREILIRCET@IPIY
Manage\Employee Attendance\Tables \Attendance Groups

Note: All fields in the Attendance Group Table pertain to the entire group. Therefore, changing this
table will modify the rules for all employees assigned to this group.

With the attendance tables now rolled into the new year, it is now possible to make updates to the
Attendance Group tables to accommodate contract changes such as accruals processes or values.

To access the group table select from the menu Review and modify, only if necessary, the appropriate
fields within the Attendance Group Definition, Attendance Codes Detail, and Accruals tabs.

Review and or confirm the rules that allow the balances to be carried forward from the current fiscal year
to the new fiscal year. These rules must mirror each other by attendance group and by code in both years
for the balances to roll correctly. Once the Attendance values have been finalized, any changes for future
years may be applied to the new Fiscal year.

The specifications for the carryover balances must be correct based on the new fiscal year contract. It is
the new fiscal year’s table that sets the definition for the rollover.

5) Enter all outstanding Attendance Transactions through June 30" in the current fiscal year
Current Fiscal Year 2019

All attendance transactions need to be entered before the employees’ balances are rolled to the new

fiscal year. Changes, including modifying existing transactions, should also be entered prior to rollover.
WinCap calculates the applicable balance allowed to roll forward and carries this balance forward during
the “Attendance Finalization”. If adjustments are needed to any balances, they must be manually adjusted
in both fiscal years. Making changes in one year and not the other may create discrepancies in reports
and balances between the two years.

For more information
www. harrisschoolsolutions.com |
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Steps 6 through 8 should be completed after all the transactions have been entered in the current
fiscal year and the accounting cutover has occurred

6) Run verification reports [ CINAIECEIRCET@INE
Using the attendance Summary report the following can information can be reviewed with the data
setting and where clauses

a. Negative balance report -
b. Accrual report where the earned balance does not equal the available balance -
c. End employee attendance records for staff who are gone or left

The Available Balance, at rollover, should always equal the Earned Balance. When the two do not agree
it is usually due to one of the following:

1) A monthly accrual was not processed either for the group or for the individual employee. The
missed accrual should be run prior to continuing so the correct balances will roll forward.

2) A leave of absence occurred after the initial award was posted, creating an overage in
available leave, as the employee did not receive an earned accrual during the absence. A
balance adjustment should be created to reduce the available balance.

3) Employment began after the start of the fiscal year and/or terminated prior to the end
of the year creating the need for a balance adjustment.

Any errors found during the process will create a warning. It is recommended that all corrections be made
prior to the rollover. The carryover will be allowed to proceed but, under certain circumstances, the
balances could be corrupt.

7) Run the Maximum Accrual Balance Enforcement [T IRIET1R CET@{)E
Manage\Employee Attendance\ Maximum Accrual Balance Enforcement

This process can be run at any time during the year and will reduce an employee’s balance in a given
code. For some sites, this option should be run in the current FY prior to executing the rollover using a
date of 06/30/xxxx and then again just after the rollover in the new fiscal year using a date of 07/1/xxxx.
This may be applicable if employees in a particular group are allowed to carry forward different balance
limits.

By choosing Update, any employees who have reached a Balance Maximum within their attendance

group will display in a grid. WinCap will allow for the balance maximum to be exceeded, if the checkmark
is removed from the Sel column.

8) Finalize Attendance Rollover \EVASELCIRGEIR{r{Y
(Manage\EmployeeAttendance\EmployeeAttendanceRollover\FinalizeEmployee Attendance Rollover)

Finalizing the rollover is the process that carries forward the employee balances in accordance with the
Attendance group table definitions. During this process all attendance groups are rolled at the same time.

For more information
www. harrisschoolsolutions.com |
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l-'I-‘?EFinaIize Employee Attendance Rollover =]

9 Ayre you sure’?

[ Rollover &vailable Balance rather than E amed Balance
Mo |

Most often, the Rollover Available Balance is not checked. Select yes to perform the rollover.

4 Youmay want to wait until after June 30 before performing this step in the
Attendance Rollover process to make sure that all attendance transactions for
last vear have been entered. Otherwise you could be rolling over incorrect
balances for employees.

Potential Rollover Problems

:\:} There are & warnings to display)prink,
[

Choose Yes to display)print the warnings.
Choose MNa to Finish the Rallover,
Choose Cancel ko stop the Rollover,

Mo Cancel

If errors are found during the rollover, the Potential Rollover Problems warning will appear. It is
recommended to choose Yes to display/print the warnings. Once printed, this form will reappear.
Choose Cancel to stop the Rollover. Research and correct the errors in the prior fiscal year by
adjusting the balances or by processing any accruals that may have been overlooked.

During this rollover, all of the employee’s associated Attendance groups will be rolled to next year if:

- The Employee Status is Active and the Attendance Group “End Date” is blank.

Or

- The Employee Status is Active or On Leave and the Attendance Groups Position is found in the new
year as LOA.

Or

- The associated Employee Position is activated and it is not a “No Days” worked position.

There are two options to select from during the rollover (see item #6 within these instructions). These
options include rolling the Available Balance or the Earned balance. It is most important to understand the
difference between the two choices before continuing further with the rollover.

Awarded leave includes all time expected to be earned during the upcoming year. The Available balance
includes the awarded leave, which has not necessarily been earned. An employee may have taken a
leave of absence during the year and not earned a portion of that award during specific months of the
year. If an adjusting entry had not been entered to reverse the available time already posted, the
Available Balance could be overstated. Therefore, as a convenience, it is possible but not recommended
to rollover using the Available Balance.

For more information
www. harrisschoolsolutions.com |
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In contrast, it is recommended to roll the Earned Balances. Balances can be verified by comparing the
Available and Earned fields prior to the rollover using the Attendance Summary Report. This report can
be run after all the accruals have been completed for the year. Include all the attendance codes that are
not “Taken only”.

When all reported errors have been corrected, begin at step #5 again.

If the selection was made to choose No (to finish the Rollover) before you have had a chance to
make corrections, then it may be necessary to fix any errors in the new FY by possibly creating a
balance adjustment.

Finalize Employee Attendance Bollover

-
’-\la) The employes attendance rallover haz been finalized,

After this step is complete, all employees linked to an attendance group can be viewed with balances
from the Attendance Summary form in the new fiscal year.

9) Check the Balances in the new fiscal year \[QVARELIRCEI@IrI

Verify all balances are correct in the new FY including those that should have rolled over to other codes.
This can be accomplished by printing the Attendance Summary Report.

If any balances are found to be incorrect, you can “undo” the attendance rollover. Manage\Employee
Attendance/Employee Attendance Rollover\Undo Employee Attendance Rollover. If "NO" is chosen, the
rollover will remain as is and you may continue to #8.

Selecting "YES" to the Undo Attendance Rollover will delete the employee attendance data in the new
fiscal year and return the information to the pre-rollover state in both years. Changes can then be made to
the attendance transactions and balances in the prior fiscal year. After changes are made, begin again at
step #5 to continue.

It is possible to run the "Undo" after creating attendance transactions or accruals in the new FY but it is
not recommended to do so. If an adjustment is required to the prior year after transactions have been
entered in the new FY, a Balance Adjustment should be created in the new FY to properly reflect the
change. Please contact CCA before choosing to Undo the rollover after transactions have been entered
or accruals have been run.

Undo Attendance Rollover is no longer available for Timesheets clients due to the errors that it
would cause within the data exchange monitor. This option will be grayed out on the attendance
rollover menu.

10) Close Year/ Prevent Attendance Changes

For more information
www. harrisschoolsolutions.com |
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11) Update Years of Service \[QVARECIRCEIRr{)
(Manage/Employee Attendance/Update Years of Service)

The Update years of service routine will increase the number of years an employee will receive credit
towards additional leave benefits. Depending on district rules, this date can be either the attendance
benefit start date, or a specific date such as the first date of the fiscal year in which leave benefits began.
Based on these rules, this routine may need to be run monthly and/or annually. In any case, this routine
must be run prior to processing accrual routines that are based on years of service.

R=TEY

Criteria Name

Fiscal Year [&;I [Last Run E“_] Sort By | Name ~|
Record Selection
Attendance Group | Qjal
Work Calendar | Qjai
Where | 74

Update Years of Service
" Employed by the cutoff date in the month of

(+ Employees with an anniversary date in the month of [Juy =] Update I

| Print Preview ~| M| oK I Print Settings | LCancel |

12) Run the Annual Years of Service Accrual\Award\Grant Routines VAR IR CEIR{r{)
Manage/Employee Attendance/ Attendance Accrual Transactions

The routines selected from the menu will depend on the district's particular attendance set up. Run any
12-month annual accruals first (usually set to run only in July). If setup for monthly, process the 12-month
employee monthly accruals, once each month beginning in July, for a total of twelve times during the
fiscal year.

Depending on your group table setup, the annual accruals listed for 11-month employees are may be set
to run in August. If setup for monthly processing, the monthly accruals should be run once each month,
beginning in August, for a total of eleven times during the fiscal year.

For 10-month annual accruals you will usually run these only in September. The 10-month monthly
accruals should be processed in September and then once each month thereafter for a total of 10 times
during the fiscal year.

Initially, the annual routines were created based on each group’s previous year table and the criterion
was saved using the blue options button. If there has been a change made in any of the attendance
group tables in the new fiscal year due to contract changes, the yearly and monthly accrual routines may
have been affected and must be reviewed and adjusted for accuracy.

For more information
www. harrisschoolsolutions.com |
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| Employee Attendance Accrual Transactions : _ ol x|
Fiscal Yeor [BEM) .|  Ciiteria Name [Last Aun EII
S : BOY - Y AN
Recoed Selection Jhﬂ‘“’ Y =
Attendance Group | Qfa Shared: BOY 1 anted
Shared: BOY 12 mo Granted
s S S Shared: BOY-YOS 10 Month
Altendance/Absence Code | Qjan Shared: Cust.Mo.Acrual Sick
Whete | Shared: MONTHLY ACCURALS
Pick From List...
Accrue for What
Trans Code | Accrued Leav 2] Efiecive [ BAD15] S e e cuentaiteria
o i - = g Add/Remove Shared criteria from your kst
Trans Type | Reguls Acciual _»| Comments Manage Criteria...
Fiequency | Calendar Start Date = Criteria Options...
b J | - | Set as your default
% Yearly Accrual & emploped by the cutoff date in the month of
e - by July - Update
[Pk Preview =1 % ok | Pingetings | cance |

13) Maximum Accrual Balance Enforcement — repeat item #7 [NSUARECEIRCER{r{Y

Run the Maximum Accrual Balance Enforcement in the new fiscal year so that maximums will not be
exceeded.

For more information
www. harrisschoolsolutions.com |
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