Leave Balances and How they Appear in GHRS, NH FIRST, Pay Stub

(1) Provide an explanation of how balances appear in three places and (2) demonstrate how the balances appear differently
and are updated differently.

Please note the State’s system of record (GHRS) computes accrual awards in accordance with the CBA at the end of each
completed month of service.

The balances reported on payroll advices in the ASOPS system and on the Absence/Leave Request forms in NH FIRST Lawson
are simply point in time reports from GHRS.



Please note, neither ASOPS nor NH FIRST compute accrual awards.

System

Accrued Balance Updates

Affected by

Displayed

GHRS is the State’s system of
record for leave balances.

Agency HR/payroll administrators update employee
balances by processing transactions each period in
GHRS.

When an employee’s Leave Progression Start Date
falls within the "Current" bi-weekly processing
period, Accruals are posted.

When an employee uses leave and the CLEV
transactions are input by Agency HR/payroll
administrators, and the transactions (CLEV) pass
edits in GHRS, the CLEV usage reduces balances.

Agency Release of LEVI
transactions and approval of
accrual CLEV batches, and;
processing of timecards containing
leave usage Pay Codes

GHRS displays leave balances in hours and minutes. (e.g.
8.30 equals 8 hours and thirty minutes)

Balances are viewable by Agency HR/payroll
administrators in GHRS 'QLBL' following CLEV batch
processing.

Balances update bi-weekly are viewable by employees in
ASOPS Pay Statements as of the pay period paid.

NH FIRST

Balances are imported from GHRS
nightly.

Leave balances displayed in NH
First are decremented in the
display by the input of NH FIRST
Leave/Absence Request forms by
employees.

Any changes in NH FIRST display of
balances are not in effect against
accrued balances until processed
as part of the GHRS bi-weekly
payroll cycle.

Approved Leave/Absence
Requests create Timecard entries
which, once approved, will affect
balances in GHRS for the pay
period in which they will occur.

NH FIRST displays leave balances in hours and decimal
portions of hours. (e.g. 8.5 equals eight and one-half
hours)

Viewable directly by employee
on NH FIRST Leave/Absence request forms.

ASOPS -

All information in a pay
statement is relative to the
pay period.

Accruals and usages displayed are
those that occurred in the pay period.

Current period processing.

ASOPS displays leave activity within the pay period
including accrued, used, and balance.




For example, here is how leave balances would look on different dates:

Scenario
Employee’s Leave
progression Date is

GHRS
Hours. Minutes

NH FIRST
Hours. Decimal

ASOPS
Hours. Minutes

March 19"
Its Friday, March 9th, a | Annual Balance Annual Balance Annual Balance
pay day, and 46.55 46.92 46.55
employee has no As reported on the March
leave in process 9" Pay Check
On Monday, March 46.55 Annual balance reduced by 7.5 | No Update
12" employee to
requests 7.5 hours of 39.42 on Absence/Leave
Annual Leave for request screen
Friday, March 16"
On Tuesday, March 46.55 Timecard has input 7.5 hours No Update
13", the request is Annual Pay Code for Friday,
approved March 16" - no change to

balances displayed
On Tuesday, March 9.23 Annual accrued No change until next report No Update
20", the Agency from GHRS to NH FIRST
HR/payroll Annual Balance
administrator 56.18
processes Accruals in
GHRS
On the evening of 56.18 48.8 No Update
Tuesday, march 20",
GHRS performs
nightly update to NH
FIRST
On Friday, March 23 | 7.30 Annual used/processed 48.8 48.48

, GHRS Payroll
processed and
displayed via ASOPS

Annual Balance
48.48




