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Features & Security
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Absence Tracking ςFeatures

ÅFully integrated with QSS/OASIS Personnel

ÅOptional printing of leave balances on payroll stubs

ÅMaster Files and Accrual Rules are controlled by District

ÅManage/Control up to ten (10) balance totals

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

ÅTrack leave in hours or days

ÅLeave transactions can affect 0-10 balance totals with single 
transaction

ÅOn-line viewing of balances/transactions (multiple years)

ÅLeave detail balances with balance totals

ÅComprehensive reporting

ÅEnd of year batch processing (reset)

Absence 

Tracking is also 

known as ABT or 

Leave Tracking
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Absence Tracking ςSecurity

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

ïSections 5.2 ς5.11:  Settings for certain ABT Jobs and Reports

ïSection 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

Å Absence Reason (AR): Reason for the absence

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

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

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

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

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

Å Accrual Schedule (AS): Template for accrual processing

Å 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 
άōŀƭŀƴŎŜǎέ



Leave Group Notes

ÅTen buckets can be set up to accumulate leave totals

ÅhǘƘŜǊ ǘȅǇŜǎ ƻŦ ƭŜŀǾŜ Ŏŀƴ ōŜ ǇƻǎǘŜŘ ǘƘŀǘ ŘƻƴΩǘ ŀŦŦŜŎǘ ŀƴȅ 
balances (i.e. Jury Duty or Bereavement)

ÅRecommend tracking leave in HOURS, but certificated is 
normally tracked in DAYS

ÅTransactions can affect one bucket, more than one bucket, or 
no bucket

ÅCreate 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 ñ0ò 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 donôt 
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

ñChainedò is nolonger 

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)

ñBò is most common 

Reset Rule ïresets 

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
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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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[ƛǎǘ ƻŦ hǇǘƛƻƴǎΧ
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Access Previously Found Employees & 
Employee Lists



30

Selecting a List Returns all in a Grid

The ABT Grid cannot 
be customized


