CDM+

CHURCH MANAGEMENT SOFTWARE

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.
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\Welcome to Payroll Window

Program > Payroll > Employee Information
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Time Off tab

B Employee Information

'gﬁ Find records where I v W [ Find ]
B Last Name First Name Employee ID Position [ Advanced Find ]
Window Contract Sample 11SAMPLE Minister
Options Martin Bill ADM200 Custodian More Results
Newell Marie ADM300 Nursery Attendanct
Normal Sample Joe 105AMPLE Minister [ Show Al ]
Soit MNursery Contractual ADM-CONT 01 MNursery- Contractual
Patterson Dean PAS100 Senior Minister
Powers Albert ADM 305 PT Custodian
Sermon Stan 99
ADM100 Administrative Assistant
9 results
Employee Info ISelupI Pay Itemsl Deduclionsl Liabilitie: [ Time Uffl 2 Selupl 1039 Setup I Accountsl Commenlsl
~ Personal Information ~ Employment Info
Last Name: |Stokes Suffis: | Employee |D: | 4DM100
First Name: | Ruth Position: | Administrative Assistant
Birthdate: |APH 81948 Start Date: IAF'F! 231993
SS#: |365-89-7511 Finished D ate: |
Entered: NOV 7 2008 5:00 PM Modified: JUL 9 2009 8:58 AM [[]No Longer Employed
- Address Information
Address Line 1: |3985 Normandy Road [J Link To Address Rec.
Address Line 2: I Select Address
City: | Big City State: [KY  Zip: [40123 [MapQuest)
Primary Phone: | 606/555-4433
B B 8 w =
Add Multi-Add Change Delete View Payroll Cancel Save

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

Employee InfoI Setupl Pay Items| Deductions| Liabilities Time Off IW’2 Setup| 1033 Setup ]Accountsl Commentsl

- Current Vacation Totals -

©)

11 Vacation Adjustments -

A d: 30.0000
ct;l;zd: 26,0000 Date Accrued Used| Comments
Balance: 40000 Days 7 |JUL 4 2008 0.0000 I 3.0000 ~
~ Wacation Setu % |MaR 24 2008 0.0000]  3.0000 ( 1) El
Accrue [ 0.0000 Days % |JaN1 2008 100000  0.0000
For Every I 0.0000 O Days Worked % |DEC 21 2007 D.DUDDI 2.0000] Approved Yacation
© Hours Worked % |DEC17 2007 0.0000| 1.0000 v
Start Date:l SE— v L 1e 2007 I nooonl aononl S | >
[[] Allow Carry Over to Next Year Add Adjustment Last Calc'd: JAN 1 2008
Sick WYacation |PT
e
B - 8 ] 3|
Add Multi-Add Change Delete View Payroll Cancel Save

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.
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Add First Adjustment

Employee Infol Selupl Pay Itemsl Deductionsl Liabiliies Time Off IW2 Setupl 1099 ‘Eneh.JpIAccountsl Commentsl

~ Current Yacation Totals —————— Yacation Adjustments
Ay d: 30.0000
cﬂ:: & 26,0000 Date Accrued Used| Comments
Balance: 40000 Days % JouL 4 2008 0.0000] 3.0000 ~
~Wacation Setuyl x MAR 24 2008 0.0000 I 3.0000 =
Accrue | T Days % |J9aN 1 2008 100000 0.0000
For Every I 0.0000 O Days Worked % |DEC 21 2007 0.0000 I 2.0000| Approved Vacation
® Hours Worked % |DEC 17 2007 0.0000| 1.0000 v
Start Date:| Sonnnl_Aooonl S (T >
[ Allow Carry Over to Next Year Add Adjustment Last Calc'd: JAN 1 2008
Sick Vacation IPTDl
Y
B *H, N w | X il
Add Multi-Add Change Delete Yiew Payroll Cancel Save
Click on 'Add Adjustment’ button.
Adjust 2008 Vacation
Employee Infol Setupl Pay ltemsl Deduclionsl Liabiities Time Off IWZ Selupl 1099 'EwEfIJDIACCOUhlSI Commentsl
 Current Vacation Totals ————— Vacation Adjustments
Acﬂ:::; gggggg Date Accrued Used| Comments
Balance: 4.0000 Days % |JUL 11 2006 0.0000 l 1.0000 ~
- Vacation Setu % |JUN 15 2008 0.0000| 2.0000| vacation
Accrue l 0.0000 Days
For Every | 0.0000 O Days Worked X |JAN 12009 | 0.0000 l 4.0000| Adjustment for unused 2008 vacation =
(® Hours Worked o™
Start Date:| $ | 2
[] &llow Carry Over to Next Year Add Adjustment Last Calc'd:  JAN 1 2008
Sick Vacation |PTD |
Y
B ¥ & w ] X teel
Add Multi-dd Change Delete Yiew Payroll Cancel Save

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

Employee Info I Selupl Pay Ilemsl Deductions I Liabilties Time Off IWZ Selupl 1099 Setup I Accounlsl Commenlsl

~ Current Vacation Totals ———— Vacation Adjustments
B d: 45.0000
Cﬂz: " 30,0000 Date Accrued Used| Comments
Balance: 15.0000 Days % |JUN 15 2006 0.0000 | 2.0000| vacation ~
~Vacation Setup % |JAN 12008 10.0000 I 0.0000| 2006 Yacation
Accrue | 0.0000 Days f
For Every I 0.0000 O Days Worked p [JAN 12009 | 15.0000 | 0.0000] 2009 Vacation Days = |
(®) Hours Worked b
Start Date:] $ i 2
[[] Allows Carry Over to Next Year Add Adjustment Last Calc'd: JAN 1 2008
Sick Vacation IPTUl
Y
B ¥ i 0] £J X ]
Add Multi-&dd Change Delete View Payroll Cancel Save

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

Employee Info I Selupl Pay Ilemsl Deductions I Liabilties Time Off IWZ Selupl 1099 Setup I Accounlsl Commentsl

~ Current Yacation Totals ~ Vacation Adjustments
Ay d:  45.0000
e : Date Accrued Used| Comments { 1 \
Used:  30.0000
Balance: 15.0000 Days 7 |JaN 1 2009 15.0000 l 0.0000] 2009 Vacation Days N -~
~%acation Setup 7 |JAN 1 2009 0.0000 l 4.0000| Adjustment fot unused 2008 Yacation J
Accue [ 0.0000 Days % |JUL 4 2008 0.0000] 3.0000
ForEvery | 0.0000 O Days Worked 7 |MaR 24 2008 0.0000]  3.0000
® Hours Worked 7 [JaN 1 2008 10,0000  0.0000 ™
Stalt Date:l A AnCC 24 2007 00000 l 20000 < dl >
[[] Allows Carry Over to Next Year Add Adjustment Last Calc'd: JAN 1 2008
Sick Vacation |pm |
Y
B e & 0] : e
Add Multi-Add Change Delete View Payroll Cancel Save

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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