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Features & Security
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Absence Tracking – Features

• Fully integrated with QSS/OASIS Personnel

• Optional printing of leave balances on payroll stubs

• Master Files and Accrual Rules are controlled by District

• Manage/Control up to ten (10) balance totals

• Accrue leave annually or monthly; with FTE and years of 
service as optional factors

• Track leave in hours or days

• Leave transactions can affect 0-10 balance totals with single 
transaction

• On-line viewing of balances/transactions (multiple years)

• Leave detail balances with balance totals

• Comprehensive reporting

• End of year batch processing (reset)

Absence 

Tracking is also 

known as ABT or 

Leave Tracking
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Absence Tracking – Security

• For information regarding Absence Tracking security settings, 
refer to the following sections of the Module, Task and User 
Security for QCC (MTUS) manual:

– Sections 5.2 – 5.11:  Settings for certain ABT Jobs and Reports

– Section 5.33: Settings for the HR Absence Tracking window (EMPABT), 
including access control, function availability, and much, much more
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Master Files
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ABT Master Files

• Absence Reason (AR): Reason for the absence

• Leave Group (LG): Defines the rules for leave tracking. Employees 
can only be assigned to one LG at a time.

• Absence Indices (AI): Rules for how an absence is treated when 
used for a particular leave group

• Absence FTE code (AF): Associate a range of FTE values to a single 
FTE value for accrual computations

• Roll Code (RO): Defines accrual frequency (Monthly or Annual)

• Accrual Rule (AC): Accrual amounts for leave group and years of 
service

• Accrual Schedule (AS): Template for accrual processing

• Absence Interface Rules (IS): Not used in QCC ABT
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ABT Master Files

Your QCC Main 
Menu may be 

different!
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ABT Master Files

Master Files & 

Rules must be set 

up for each District
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Absence Reasons (AR)

Reason Codes can be 

imported for every 

District if they are the 

same.

Reason codes can be set 
up for tracking purposes 

without affecting any 
balances, i.e. Jury Duty.

Two-character

alphanumeric 

Reason codes



10 Leave Groups (LG) (Buckets Tab)

Leave Group Buckets are 
also referred to as 

“balances”



Leave Group Notes

• Ten buckets can be set up to accumulate leave totals

• Other types of leave can be posted that don’t affect any 
balances (i.e. Jury Duty or Bereavement)

• Recommend tracking leave in HOURS, but certificated is 
normally tracked in DAYS

• Transactions can affect one bucket, more than one bucket, or 
no bucket

• Create Reason Codes for Accrual, Balance Forward, and Reset 
transactions before setting up Leave Groups. Also set up 
Absence Indices (shown later).
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Leave Groups (LG) (Service Years Tab)

Service Year “0” is valid. On 

first anniversary, one year has 

accrued  (one year of service 

has been completed).
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Leave Groups (LG) (Paystub Mapping Tab)

Be sure to set up Paystub Mapping even if you don’t 
use QSS/OASIS Payroll. Mapping information is used 

by some ABT reports.
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Absence Indices (AI)
Absence 

Indices connect 

Leave Groups 

to Absence 

Reasons

“Chained” is no longer 

supported.
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FTE Codes (AF)
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Roll Codes (RO)
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Accrual Rules (AC) (Page 1)

Refer to ABT 

Manual for detailed 

information on 

Accrual Rules
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Accrual Rules (AC) (Page 2)

“B” is most common 

Reset Rule – resets 

Employee Balance 

and Month matrix
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Accrual Rules (Page 2)
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Accrual Rules (Page 2)
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Accrual Schedules (AS)

Group Leave Groups together for 
accrual purposes.  If new Leave 

Groups are added later on, 
remember to come here to add 
the new groups to an Accrual 

Schedule.
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Absence Tracking

Main Screen
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Absence Tracking Main Screen
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Main ABT Screen



Employee w/out Leave Group?
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Add Employee to Leave Group
26

This data comes from 
the Leave Group 

definition and 
Position Control, but 

can be overridden



After Adding Employee to Leave Group
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List of Options…
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Access Previously Found Employees & 
Employee Lists
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Selecting a List Returns all in a Grid

The ABT Grid cannot 
be customized
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Select Employee with F4 or Dbl Click
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Quick View (QV)



Configure Quick View…
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Quick View – Right Click Options
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QV - View or Quick Change a Remark

Remarks are limited to:
Version H – 16 characters
Version L – 60 characters
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QV - View/Change Transaction
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More Options &

Features
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Export Absences…
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Quick Name Search for a Smith
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Use VCR Buttons or F5/F6 to Navigate Search 
Results
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Maintain Absence Comments

Security can be set up 
to restrict access for 

certain users
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View Accrual Rules
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Change Employee’s Leave Group
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Adding Absences
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Add Absences for Employee



Quick Add Absences
46



Quick Add – After Save47



Import Absences48



Import Absences (Get an Excel File)49



Import Absences (Get an Excel File)50



Import Absences (Data Returned – Verify Only)51



Import Absences (Verify – Status Error)52
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Advanced Employee

Search
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Advanced Employee Search
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Can Select on Dates…
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…and Payroll Data



57 Advanced Search Criteria Can Be Saved for 
Later Use
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Advanced Search Results
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Export Search Results



Detail Transaction Search
60
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Employee Maintenance

ABT Leave Information



Emp. Maintenance (EM) – Leave Info
62



EM – Balances as of Date
63
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Employee Maintenance

QuikPeeks



EM – ABT QuikPeeks
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QuikPeek – Leave Balances
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QuikPeek – Absences for Current FY
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QuikPeek – Leave Group History
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QuikPeek – Running Balance w/Detail

69
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Absence Tracking

Job Menu &

HR Report/Job Selector
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Absence Tracking Job Menu
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Absence Tracking Job Menu
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Absence Tracking Job Menu

Notice there is no “Add to 
Favorites” option.  ABT 

Favorites cannot be 
created from the Absence 
Tracking Job Menu.  Use 
the full Job Menu or the 

HR Report/Job Selector to 
add ABT Reports or Jobs to 

Favorites.
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HR Report/Job Selector
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HR Report/Job Selector (ABT Reports)
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HR Report/Job Selector (ABT Jobs)
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HR Report/Job Selector

Right click to see a 
description of the 
report, a report 

example, or to add a 
reports to Favorites
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Absence Tracking

Reports & Jobs
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Absence Report by SSN or Name

This report can be 

printed one employee 

per page for distribution 

to employees
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Selected Leave Information Per Employee
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Sick Leave/Vacation by Each Employee

How does this report 

“know” which buckets 

are used for Vacation 

and Sick Leave?



82

Absence Analysis Report by Type

Use this management 

oversight report to 

see activity for one or 

more absence reason 

codes.  Example:
Bereavement, Jury 
Duty, etc.
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Absence Tracking Patterns Report

This management 

oversight report 

will help find 

suspicious 

absence patterns
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Absence Tracking Threshold Report

Another management 
oversight report.

Use this report to find 
multiple occurrences
of 1 or more absence 

reasons in a specified time 
frame.  For example, more 

than 4 bereavement 
absences in the last 2 

years.
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Absence Tracking Reasons by Site
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Absence Tracking District Liability Report

Use this report for 
Public Agency 
Accountability 

inquiries.  It can 
show the District’s 

liability for Sick 
Leave and Vacation 

balances.

The Pay Rates used 
in this report come 
from the Employee 
Leave Pay Rate or 
the Leave Group 

Pay Rate if the ELPR 
is blank.

Use the “Update 
Employee Leave Pay 

Rate” job to keep 
pay rates updated.
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Absence Tracking Report – Select by Bucket Total
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Docking Transaction Listing Report
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Absence Log Summary Report
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Employee Vacation/Sick Leave Log Entries
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Update Employee Leave Pay Rate
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Reset and Balance Forward Process

Run at end of fiscal year to reset 
Leave Buckets and accrual process 

flags.

We suggest NOT removing absence 
detail transactions!

Use Report Only first!
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Accrual Process
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Summary

Feedback & Questions
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QSS/OASIS Absence Tracking –
Give Feedback


