
Resetting Vacation Time Off

This lesson will explain how to adjust vacation time back to zero. It will be based on a church having a
set number of days for vacation, but this method is applicable to churches using the accrual method too.

 Open Employee Information Window

Program > Payroll > Employee Information
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 Time Off tab

Click on the 'Time Off' tab
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 Vacation Time Off Explanation

1. In this part of the window, we see the vacation days that have been accrued (or designated by the
church) and the specific dates that vacation time used was put into the CDM+ payroll system.
2. In this part of the window, we see the cumulative accrued days (or designated days) and the number
of days used. This example shows the time since January 2006.
3. We now want to make an adjustment because at the end of the year they had 4 days they did not
use. Since we are working under a "user or lose" policy, we will need to adjust the payroll system to get
it to zero and then add the amount of time the church is designating for vacation time this year (2009).
Click on the 'Change' button to make the modifications.

Resetting Vacation Time Off - 3



 Add First Adjustment

Click on 'Add Adjustment' button.

 Adjust 2008 Vacation

We add an adjustment that reduces the balance to zero. In this case, we enter a date of January 1
2009 and enter 4.000 days under the 'Used' column. We also enter in a comment explaining the reason
for this entry. Now we are ready to enter the number of days of vacation for 2009. Click on the 'Add
Adjustment' button again.
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 Entry of 2009 Vacation Days

We enter the number of days the church is designating vacation for this employee under the 'Accrued'
column and enter a comment indicating that these are the number of 2009 vacation days the employee
can use. Click on 'Save' button when done.

 Vacation Days Reset

1. We see the adjusted entries we have made.
2. We see that the current totals have changed. The accrued amount has increased to 45, the used
increased to 30 and the employee shows that they have 15 vacation days to be used in 2009! 
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