
Closing the Month

Processing leave accruals at the end 
of the month



Step 1: After all timesheets have been 
submitted, go to “Process Electronic Requests”



Step 2: Make note of “Special Attention Required” employees 
and approve. Approve “Timesheets” and “Attendance” lists as 

well 



Step 3: Locate employees noted from the 
“Special Attention Required” list



Step 4: Click on “Attendance/Accrual” tabs and 
adjust negative leave balances



Step 5: Create an “Attendance Recap” 
Report



Step 5 continued…



Step 5 continued…



Step 5 continued…



Step 6: Review check all employee leave balances for 
negative balances



Step 7: Click “File/Administration/Perform 
month-end closing”



Final Step

• You will be prompted to review “no accruals” 
and “partial accruals” lists (usually new 
employees hired during the month but before 
the 15th, employees less than 1.0 FTE, and 
employees who were on leave without pay 
appear on this list)

• Make adjustments (if necessary), then click 
save and done.



Questions/Comments?

Brian Solka, MPA, FCCM
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