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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP1

Login to Oracle Fusion Cloud. Click on the “Absences” tile, under the “My
Client Groups” tab.

- Yamhill County DEV2 environment

= -4 Yamhill County, Oregon

YTMHILL
COUNTY.

Good evening, ...

My Client Groups

& 7

Journeys: Person
Management

4™ Add a Pending Worker

9" Adda Nomwarker @ ﬁﬂ

Time Goals Performance
Management

STEP 2

Click on the “Absence Plans” option under “Absence Definition” section.

. Work Schedule Assignment

Absence Processes

Schedule and Monitor Absence Processes

© O

Configure Absence Batch Parameters

Absence Definitions

Absence Reasons

Absence Certifications

—J

[A!:scﬂcc Plans

Absence Types

Leave Agreements
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 3

Click on the “+ Create” button.

Yambhill County, Oregon

{ Absence Plans ®

Eﬂdvanced Saved Search | Application Default v

4 Search
* Required
** At least one is required

** plan ** Legislative Data Group

*% Plan Type ** Management

& |«

** Status | Active *Effective As-of Date | 03/25/2023

** | egislation

| Search | Reset || Save..

4 Search Results

View v i End Date Delete Expart
Effective Start

Plan Plan Type Status Legislation Legislative Data Group Management Date Effective End Date

No data to display.

6

STEP 4

In the “Create Absence Plan” popup, enter the “Effective As-of Date” by
clicking the calendar icon. Click the dropdown next to “Legislation” and select
“United States” from the list of options. Similarly, select “Accrual” for the
“Plan Type”. Then, click on the “Continue” button.

Create Absence Plan

* Effective As-of Date | 01101/1951

* Legislation | United States

* Plan Type | Accrual
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP5

In the “Plan Attributes” Section, enter the desired plan name. Click the
dropdown next to “Plan UOM” and select “Hours” from the list of options.
Similarly, select the appropriate values for “Legislative Data Group” and

“Status”.

Management User-defined

Plan Attributes  Participation  Accruals  Enlries and Balances  Additional Details

U,

*Plan UOM ’[chlu:
Alternative
Schedule Category

Legislative
Grouping Code

‘ lance '.'.‘1' 1y
Worker Balance Display | Always display
4 W

Cantext
Segment

& ‘ontext
egment

STEP 6

ative Data Group

*Legislative Data Group {US Legis!

Processing Level Ass
Cenversion Formula

Plan Category

Start Month
Start Day

Manager Balance Display  Always display

Click the dropdown next to “Type” and select “Calendar Year” from the list of
options. Then, click the icon next to “Calendar” and select the appropriate

date.

4 (seneral Attributes

*Plan | Vacation
Description

*Plan UOM | Hours
Alternative
Schedule Category

Legislative
Grouping Code

4 Plan Term @

*Legislative Data Group | US Legislative Data Group

*Status | Active

Enable concurrent entitlement

y; Processing Level Assignment
Conversion Formula

Plan Category

*Type |]'\_Ca|endar year

Start month and start day of plan term will automatically
,;] be calculated based on the selected date

*Calendar IO"/UV‘IQEW

Svareway

™
{ te)
e — 4

4 Balance Display
Worker Balance Display = Always display
4 | egislative Information

Context
Segment

4 Descriptive Information

‘ 19 ‘ontext

YAMHILL
COUNTY

Manager Balance Display | Always display
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 7

Click the dropdown next to “Worker Balance Display” and select “Always
Display” from the list of options. Similarly, select the appropriate value for
“Manager Balance Display”.

Management User-defined =
Plan Attributes  Participation  Accruals  Entries and Balances  Additional Details
4 General Attributes
*Plan | Vacation *Legislative Data Group | US Legislative Data Group
*Status | Active
Dresctig tion Enable cancurrent entitlement
4 Processing Level Assignment
P UOM | Hours Conversion Formula
Alternative Plan C
Schedule Category . Cabmgory
Legislative
Grouping Code
4 Plan Term ®
*Type | Calendar year Start Month
Start Day
*Calendar | 01/01/1951 fie
4

Manager Balance Display | Always display @

Cantext
Segment Do not display

4 Descriptive Information

9 ‘ontext
egment

STEP 8

Click on the “Participation” tab.

Management User-defined i
\
Plan Attributes fr’a cipation) Accruals  Enfries and Balances  Additional Details
4 General Attributes
*Plan | Vacation *Legislative Data Group | US Legislative Data Group
*Status | Active
Description Enable cancurrent entitlement
4 Processing Level Assignment
*Plan UOM | Hours Conversion Formula
Alternative Plan €
Schedule Category e Caiagory
Legislative
Grouping Code
4 Plan Term @

ol
*Type | Calendar year Start Month

Start Day 1
*Calendar | 01/01/1951 e

4 Display

Worker Balance Display | Always display Manager Balance Display | Always display
4 ' 7

Cantext

Segment
i Dascrintiie Information

o ‘antext
egment
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP9

Click the dropdown next to “Enrollment Start Rule” and select “As of event”
from the list of options. Similarly, select the appropriate value for

“Enrollment End Rule”.

Management User-defined

Plan Attributes  Participation Accruals Entries and Balances  Additional Details

4 gnrollment Rules @

Enroliment
Start Rule

Start Date
Fermula

Waiting
Period
4 Balance Disposition Rules @

Transfer positive balance On Employment Termination

balance

On Loss of Plan Eligibility Only | Disburse p
Recover negative balance

4 Transfe
Limit Rule  Unlir

Limit Hours
Plan Category

Limit Formula
Target Plan Formula

Limit Praration Rule
Limit Proration Formula
4 Enrollme

Allow Prior Balance Reinstatement
4 Fligibility

w [ Selectand Add

Effective Start

STEP 10

£~
Enrollment End Rule | As of event |
\

End Date Formul

Disburse positive balance

Recover negative balance

C

Check the box for “Disburse Positive Balance” in both the “On Loss of Plan
Eligibility Only” and “On Employment Termination” groups.

. S e 5y
4 Enroliment Rules &

Enrollment
As of event
Start Rule

Start Date
Formula

Waiting
Period

4 Balance Disposition Rules @

Transfer positive balance

N\
On Loss of Plan Eligibility Only(v‘)p.s.m\;c positive balance

Recover negative balance

Limit Rule

Limit Hours
Plan Category

Limit Farmula
Target Plan Formula

Limit Proration Rule
Limit Proration Formula
4 Enrollment Reinstateme
Allow Prier Balance Reinstatement
4 Eligibility
view v E Select and Add

Effective Start

*Sequence *Eligibility Profile Required Date

No data to display

YAMHILL
COUNTY

<)

= On Employment Termination Se’

Enrallment End Rule | As of event

End Date Formula

isburse positive balance

" Recover negative balance

Effective End Date
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 11

In the “Transfer Rules” section, leave the defaulted values as they are. In the
“Eligibility” section, leave the contents blank unless you have created an
eligibility profile that limits eligibility into this plan.

4 tnrollment Rules @ .

Enrollment
T Enrallment End Rule | As of event
Start Rule | A% o event
Start Date End Date Formula
Formula
Waiting
Period

4 Balance Disposition Rules @

i ' Disburse positive balance
Transfer positive balance o, Employment Termination posi
On Loss of Plan Eligibility Only ' Disburse positive balance Recover negative balance

Recover negative balance

Limit Rule nlimited

Limit 0 Hours
Plan Category

Limit Formula
Target Plan Formula
Limit Proration Rule None
Limit Proration Formula
4 Enrollment Reinstatement Rules

Allow Prior Balance Reinstatement

View v [ Select and Add Edit * 0% End Date Delete
*Sequence *Eligibility Profile Required EE‘E:WQ S Effective End Date

No data to display
32

STEP 12

Click on the “Accruals” tab.

= YamhiIICounty‘ Orego? O [ &

“Jr the feart of the Wi

Create Absence Plan @ Save \ [ save and Close | [ Gancel ‘

Session Effective Date 01/01/1951

Effective Start Date 01/01/1951 Effective End Date
Plan Type Accrual Legislation United States
Management User-defined

Plan Attributes  Participation | Accruals| Enfries and Balances  Additional Detalls
el il T~

4 Enrollment Rule

Enrollment [t cvent Envollment End Rule | As of event
Start Rule
Start Date End Date Formula
Formula
Waiting
Period

4 Balance Disposition Rules @

Transfer pasitive balance . ¥ Disburse positive balance
Cn Employment Termination

Er,:ass of Plan Eligibility Only % Disburse positive balance Recover negative balance
T

Recover negative balance
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 13

In the “Accruals Attributes” section, select “Matrix”. In the “Payment
Percentage field” enter 100%. Click the dropdown next to “Accrual Method”
and select “Incremental” from the list of options. Similarly, select the
appropriate values for “Accrual Proration Rule”, “Vesting Rule”, and “Balance
Frequency Source”.

4 Basjc Deta
Effective Start Date 01/01/1951 Effective End Date

Plan Type Accrual Legislation United States
Management User-defined

Plan Attributes  Participation  Accruals  Entries and Balances  Additional Details

4 Accrual Attr

p— ( o
Accrual Definitiorl, & Matrix )} Payment Percentage 100 %
7 Formula e )
*Accrual Method ( Incremental )
Partial Accrual Period

Formula Accrual Proration Rule | § )
. T —— (] 3
Vesting Rule [ None ) Balance Frequency Source| | Person primary frequency

4 Plan Limits

Ceiling Rule | None
Annual Accrual Limit Rule | None
Allow negative balance

Carryover Limit Rule = No Limit

Rollover Rule | Not applicable Carryover Prora;m‘n None
ule

pret Rollover and Carryover

Disburse remaining balance

Fe
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 14

In the “Plan Limits” section, click the dropdown next to “Ceiling Rule” and
select “None” from the list of options. Similarly, select the appropriate value
for “Annual Accrual Limit Rule”.

Plan Attributes  Participation  Accruals  Entries and Balances  Additional Details
4 Accr

Accrual Definition (@ Matrix Payment Percentage 100 %
Formula
*Accrual Method | Incremental
Partial Accrual Period
Formula Accrual Proration Rule | FTE

- None E
Vesting Rule ' None Balance Frequency Source | Person primary frequency

Annual Accrual Limit Rule | None kLﬁ:

Carryover Limit Rule  No Limit

Rollover Rule | Not applicable Camyover Promtion

Rule
ecific t
Post Rollover and Carryover
Disburse remaining balance
4 Accrual Matrix @
View v B Create
Expression Accrual Effective Start

B

Sequence Expression Bulider Accrual Rate ottt Date Effective End Date

6 mns Hidden &

STEP 15

Click the dropdown next to “Carryover Limit Rule” and select “Flat Amount”
from the list of options. Similarly, select the appropriate values for “Rollover
Rule” and “Carryover Proration Rule”. Enter the appropriate hours in
“Carryover Limit”

Plan Attributes  Participation  Accruals  Entries and Balances  Additional Details
A Acer

Accrual Definition ® Matrix Payment Percentage 100
Formula
*Accrual Methed | Incremental
Partial Accrual Period
Formula Accrual Proration Rule | FTE

# None il
Vesting Rule | None Balance Frequency Source | Person primary frequency

Ceiling Rule | None
Annual Accrual Limit Rule | None
Allow negative balance

Carryover Limit Rule | Flat amount
po— Carryover Limit

Rollover Rule = Not applicable [ | ]
S’ Carryover Proration

Rule

Post Rollover and Carryover

Disburse remaining balance

Al i Matrix 3
View v B Create

s yence  Expression Expression el Rate  ASTU! Effective Start e ctive End Date
Builder Formula Date
f

10
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 16

In the “Accrual Matrix” section, click on the “Create” button.

Accrual Definition '® Matrix
Formula

Partial Accrual Period
Formula

“Vesting Rule | None

Ceiling Rule | None

Allow negative balance

Rollover Rule = Not applicable

Post Rollover and Carryover

Disburse remaining balance

View v

*Sequence

°‘ mns Hidden 3

Expression

STEP 17

Expression
Builder

Payment Percentage
*Acerual Method
Accrual Proration Rule

Balance Frequency Source

Annual Accrual Limit Rule | None

Carryover Limit Rule | Flat amount

Carryover Limit

Carryover Proration

None
Rule

100 %
Incremental
FTE

Person primary frequency

40 Hours

Carryovers expire after specific time

Accrual Rate  Ac¢crual

Effective Start
Formula Date

Effective End Date

Enter “1” in the “Sequence” and then click on the icon corresponding to the
“Expression Builder” column.

Accrual Definition '@ Matrix
Formula

Partial Accrual Period
Formula

*Vesting Rule | None

an Limits
Ceiling Rule ' None

Allow negative balance

Rollover Rule | Not applicable

Past Rallover and Carryover

Disburse remaining balance

A/ trix @

view v B Create Edit * % End Date

. Expression
Sequence Expression Bunder

1843

YAMHILL
COUNTY

Payment Percentage
* Accrual Method
Accrual Proration Rule

Balance Frequency Source

Annual Accrual Limit Rule | MNone

Carryover Limit Rule | Flat amount

Carryover Limit

Carryover Proration
v None
Rule

100 %
Incremental
FTE

Person primary frequency

40 Hours

Carryovers expire after specific time

X Delete

Accrual

Accrual Rate Formula

Effective Start
Date

Effective End Date

01/01/1951

11
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 18

Click the “Operators” tab, and then click on the “Operators” folder to expand
it. Select the “<” sign and click the “Insert into Expression” link to make it
part of the expression.

Expression Builder

Expression

Operators  Derived  Enities.

Content Preview:

STEP 19

Click on the expand icon to the left of “Length Of Service”.

Expression Builder

Expression

O=
» (3 Age Factor
» 3 Compensation Level Factor

12
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 20

Click on “YC_Years_of_service” and select “Insert into Expression”.

Expression Builder

Expression

G

4 [ Length Of Service
B YC_90_Day Wait

» BT

» [23 Compensation Level Factor

Operators  Derived  Entities

Content Preview.

STEP 21

Click on the “Operators” option.

Expression Builder

Expression

| ILengthOfSenvice YC_Years_of_service]

4 [ Length Of Service
@B YC_90_Day Wait
W YC_FMLA_Length_of senice
8 YC_Years_of_service

» (2 AgeFactor

» 3 Compensation Level Factor

tDpemmls' Derived  Eniities

Content Preview.
ILengthOfService YC_Year
s_of_service]

%

13
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

Expand the “Operators” folder.

Expression Builder

Expression

| ILengthOfSenvice YC_Years_of_service]

Operators  Derived  Entities.

Content Preview.

STEP 23

Make sure that the keyboard cursor is after the end of the expression.

Expression Builder

Expression

mmww@

4 [ Cperators
@ Greater Than
@ Equal To
@@ Not Equal To
& Is Blank
@ Greater Than Or Equal
@B Less Than
@@ Less Than Or Equal
@ And

Operators  Derived  Eniies

{Content Preview.

14
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 24

Now, click on “Less Than” and select the “Insert into Expression” tab.

Expression Builder

Expression

[LenginGfSerice YC Years of service]

)

4 [ Cperators
@@ Greater Than
@ Equal To
@@ Not Equal To
@ Is Blank
@ Greater Than Or Equal
@@ Less Than Or Equal
@ And

Operators  Derved  Enfities

(Content Preview.

STEP 25

Now, enter “6” after the “<” symbol.

Expression Builder

Expresson
[LenglhOfService YC_Years of service] <

4 [ Cperators
@ Greater Than
@ Equal To
@ Not Equal To
@ Is Blank
@8 Greater Than Or Equal
@@ Less Than
@@ Less Than Or Equal
 And

Operators  Derived  Eniies

(Content Preview.
<

15
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 26

The final expression should look like this. Then, click on “OK” button to
continue. In the “Accrual Rate” field, enter “4” and in the “Accrual Formula”
field select “YC_Vacation_Accrual” formula from the drop-down list.

Expression Builder

Expression

(mmmﬁmmnwm« &

2 Insert Into Expression

4 (3 Operators
@@ Greater Than
@ Equal To
@B Nol Equal To
@ s Blank
&8 Greater Than Or Equal
@@ Less Than
@ Less Than Or Equal
@ And

Operators  Derved  Eniies

[Content Preview:
<

STEP 27

Next, check the “Enable adjustments” box.

Session Effective Date 01/01/1951

4 Basic Details
Effective Start Date 01/01/1951 Effective End Date

Plan Type Accrual Legislation United States
Management User-defined

Plan Attributes  Participation  Accruals | Entries and Balances JAdditional Details

4 pdjustments and Transfers @

| Enable transfers Enable adjustments

4 Elective Disbursements

| Enable benefits integration Default Payment Percentage %

Mark as pending Evaluation Formula R

Election Date Rule v

4 Year End Disbursements

Default Payment Percentage %

a0
&iscr'&tionary Disbursements

2 A
YAMHILL
COUNTY
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 28

In the “Adjustments and Transfers” section, check the box against “Enable
Adjustments”. Click the dropdown next to “Adjustment Reasons” and select
“All” from the list of options.

u

Session Effective Date 01/01/1951

4 Basic Details
Effective Start Date 01/01/1951 Effective End Date

Plan Type Accrual Legislation United States

Management User-defined

Plan Altributes  Participation  Accruals  Entries and Balances  Additional Details

4 Adiustmer fors @
@”"b eagjustments Other Adjustment Reasons
Enable transfers
*Adjustment Reasons | All
Al
41 v Gl
V| Co
Default Payment Percentage
Evaluation Formula
Election Date Rule
4 Yoar End Disbursements

° Default Payment Percentage
STEP 29

Check the boxes against “Enable benefits integration” and “Mark as
pending”. Click the dropdown next to “Election Date Rule” and select
“Determined by election” from the list of options. Enter “100%” in the
“Default Payment Percentage” field.

4 Basic Details
Effective Start Date 01/01/1951 Effective End Date

Plan Type Accrual Legislation United States
Management User-defined

Plan Attributes ~ Participation  Accruals  Entries and Balances  Additional Details
4 Adjustments and Transfers @
¥ Enable adjustments
Enable t
*Adjustment Reasons | All
AT

Default Payment Percentage‘ f

i hd Evaluation Formula
*Election Date Rule | Determined by election @
4 Yoar |
Default Payment Percentage
4 l

° Enable for administrator Disbursement Rule
Enable for manager

Covmaila

17
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 30

In the “Discretionary Disbursements” section - check all three “Enable ...”
boxes. Click the dropdown next to “Disbursement Rule” and select “Flat
Amount” from the list of options. Enter the applicable maximum hours, if

any, in the “Maximum” field.

¥ Mark as pending

*Election Date Rule | Determined by election

4
Default Payment Percentage
4
3
| Inable for administrator
v [Inable for manager
Formula
| & Jnable for worker
| - Minimum,
L
Maximum
Increment
A [

Enable for Donation Rule
Ei e for
Formul,
Enable for ke .
Minimum
Maximum
Increment

STEP 31

Evaluation Formula

Disbursement Rule ()
a

Hours

Hours

Hours

Hours

Hours

1 Hours

In the “Payroll Integration” section, check the box for “Transfer absence

payment information for payroll processing”.

Formula

Minimum
Maximum

Increment

ministrator Denation Rule

Increment

Absence Payment Rate Rule Discretionary Disbursement Rate Rule

Final Disbursement Rate Rule Liability Rate Rule

e payment information for payroll processing

18

YAMHILL
COUNTY

Disbursement Rule  Flat amount

Hours

Hours

Hours
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 32

Click the dropdown next to “Element” and select the appropriate vacation

element from the list of options.

| Enable for administrator
+! Enable for manager

| Enable for worker

4 Donation @
Enable for administrator
Enable for manager
Enable for worker

4 Rates

Absence Payment Rate Rule

Final Disbursement Rate Rule

4 Payroll Integration @

°_, +| Transfer absence payment information for payroll processing

STEP 33

Disbursement Rule  Flat amount

Formula
Minimum Hours
Maximum Hours
Increment 1| Hours

Donation Rule

Formula
Minimum Hours
Maximum Hours
Increment 1 Hours

Discretionary Disbursement Rate Rule

Liability Rate Rule

*Element | YC VACATION .

Click on the “Save and Close” button towards the top-right of the page.

. Yamhill Gounty DEVZ environment

. Yambhill County, Oregon

Create Absence Plan @

Session Effective Date 01/01/1951

4 Basic Details
Effective Start Date 01/01/1951 Effective End Date
Plan Type Accrual

Management User-defined

Plan Attributes  Participation  Accruals Entries and Balances Additional Details

Enable transfers

| Enable benefits integration

° ' Mark as pending

19

YAMHILL
COUNTY

Legislation United States

¥ Enable adjustments

*Adjustment Reasons | All

Default Payment Percentage 100 %

Evaluation Formula

@
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Job Aid: TA27 Create Vacation, (Absence), Accrual Plan

STEP 34

Click on the “Home” icon to return to the main screen.

. Yamhill County DEVZ environment

Yambhill County, Oregon

‘I the ¢/

{ Absence Plans @

** Plan
*% Plan Type
** status | Active

** | egislation

A Casir
View v o Create [ End Date 3 Delete
Plan Plan Type
Administrative Leave Qualification
Bereavement Leave Qualification
Commissioners Day Accrual
°\ ime Earn Compensatory

STEP 35

57 Export
Status
Active
Active
Active

Active

End of the procedure.

~ Yamhill County DEV2 environment

= (.49 Yamhill County, Oregon

bt the
ol the b

‘QUICK ACTIONS

YAMHILL
COUNTY

Legislation

United States
United States
United States

United States

** | egislative Data Group

** Management

¥Etfective As-of Date | 03/29/2023

Legislative Data Group

US Legislative Data Group
US Legislative Data Group
US Legislative Data Group

US Legislative Data Group

&

Directory

i,

Career and
Performance

20

Management
User-defined
User-defined
User-defined

User-defined

9

Personal
Information

oF

Effective Start
Date

0110111851
01/01/1851
01/01/1851
0110111851

AenaAaRs

Advanced Saved Search | Application Default

Effective End Date

Learning

Search | Reset  Save..

- o
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	Pre-Requisites/ Job Descriptions
	STEP 1
	Login to Oracle Fusion Cloud. Click on the “Absences” tile, under the “My Client Groups” tab.

	STEP 2
	Click on the “Absence Plans” option under “Absence Definition” section.

	STEP 3
	Click on the “+ Create” button.

	STEP 4
	In the “Create Absence Plan” popup, enter the “Effective As-of Date” by clicking the calendar icon. Click the dropdown next to “Legislation” and select “United States” from the list of options. Similarly, select “Accrual” for the “Plan Type”. Then, cl...

	STEP 5
	In the “Plan Attributes” Section, enter the desired plan name. Click the dropdown next to “Plan UOM” and select “Hours” from the list of options. Similarly, select the appropriate values for “Legislative Data Group” and “Status”.

	STEP 6
	Click the dropdown next to “Type” and select “Calendar Year” from the list of options. Then, click the icon next to “Calendar” and select the appropriate date.

	STEP 7
	Click the dropdown next to “Worker Balance Display” and select “Always Display” from the list of options. Similarly, select the appropriate value for “Manager Balance Display”.

	STEP 8
	Click on the “Participation” tab.

	STEP 9
	STEP 10
	Check the box for “Disburse Positive Balance” in both the “On Loss of Plan Eligibility Only” and “On Employment Termination” groups.

	STEP 11
	In the “Transfer Rules” section, leave the defaulted values as they are. In the “Eligibility” section, leave the contents blank unless you have created an eligibility profile that limits eligibility into this plan.

	STEP 12
	Click on the “Accruals” tab.

	STEP 13
	In the “Accruals Attributes” section, select “Matrix”. In the “Payment Percentage field” enter 100%. Click the dropdown next to “Accrual Method” and select “Incremental” from the list of options. Similarly, select the appropriate values for “Accrual P...

	STEP 14
	In the “Plan Limits” section, click the dropdown next to “Ceiling Rule” and select “None” from the list of options. Similarly, select the appropriate value for “Annual Accrual Limit Rule”.

	STEP 15
	Click the dropdown next to “Carryover Limit Rule” and select “Flat Amount” from the list of options. Similarly, select the appropriate values for “Rollover Rule” and “Carryover Proration Rule”. Enter the appropriate hours in “Carryover Limit”

	STEP 16
	In the “Accrual Matrix” section, click on the “Create” button.

	STEP 17
	Enter “1” in the “Sequence” and then click on the icon corresponding to the “Expression Builder” column.

	STEP 18
	Click the “Operators” tab, and then click on the “Operators” folder to expand it. Select the “<” sign and click the “Insert into Expression” link to make it part of the expression.

	STEP 19
	Click on the expand icon to the left of “Length Of Service”.

	STEP 20
	Click on “YC_Years_of_service” and select “Insert into Expression”.

	STEP 21
	Click on the “Operators” option.

	STEP 22
	Expand the “Operators” folder.

	STEP 23
	Make sure that the keyboard cursor is after the end of the expression.

	STEP 24
	Now, click on “Less Than” and select the “Insert into Expression” tab.

	STEP 25
	Now, enter “6” after the “<” symbol.

	STEP 26
	The final expression should look like this. Then, click on “OK” button to continue. In the “Accrual Rate” field, enter “4” and in the “Accrual Formula” field select “YC_Vacation_Accrual” formula from the drop-down list.

	STEP 27
	Next, check the “Enable adjustments” box.
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