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Introduction 
With the goal of improving workflow and reducing workload a new Leave Liability Report has been added to My 
Reports.  Users can use this report to mandate required reporting or to see how much is owed to an employee for 
the leave they are owed when they terminate their employment. This is a three-tab report with Details, Employee 
Summary as well as an Account Code summary to assist in any year end journal entries. This report will report on 
employees’ Primary Job only. If they have multiple allocations, it will be split into those allocations, but grouped in 
the summary tab. This report will also report and extend the employer side percentage deductions such as 
retirement, when selected which users may want to add into their leave liability calculations. 
 
The Set-Up 
The set-up for this report is very minimal. First you must identify if the reporting should be by hours or days. This 
should be in line with how your employees accrue their leave. If they are hourly, then in the new field on the 
employee record “Leave Liability Rate” should be the hourly rate you want to report and that rate will be used to 
multiply by their unused leave. If they are daily the daily rate should be put in this field. 
 
We have added the ability to mass update this field for an efficient workflow when multiple employees have the 
same rate. 
 

 
Manage Employees – Leave Liability Rate Field 
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The Report Parameters 
The report parameters offer flexibility in reporting. Users can use this report to mandate required reporting or to 
see how much is owed to an employee for the leave they are owed when they terminate their employment. Users 
will choose the cycle, All or select employees, eligible leave types for reporting, verify the FICA and Medicare rates 
which will default but can be overridden. Users are also able to select additional Employer Deductions that may be 
eligible for reporting and users will choose a date that they want to report the leave balances through. 
 

 
  

Leave Liability Report Parameters 

The Report 
Users can take the report to Excel to be able to use all the excel functionality that may be needed. There are three 
tabs to this report.  
The first tab is the Details tab. In this tab, each employee has each of their leave types and balances line-itemed 
and extended against the employer side percentage deductions selected. The Gross Amount is the Leave Liability 
Rate X Leave Balance. All percentage deductions are calculated against this gross amount and summed for the Total 
Liability. 
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The second tab is the Employee Summary tab. In this tab the line-itemed amounts are summarized per employee 
as well as grouped. If employees had multiple allocations, these are summed for total amounts per employee, per 
leave type. Users will also have a grand total at the bottom which gives the total liability amount for all employees 
selected to be reported. 
 

 
 
The third tab is the Account Summary tab. This tab summarizes the total liability by account code to assist should 
any journal entries be needed by the user.  
 

 


