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[bookmark: _et0o4dbdidsi]Changing Leave Accumulation from Daily to Hourly

Before changes are made.
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[bookmark: _GoBack]Change Leave Unit to Hourly for all eligible leave types - click Save.  Don’t change any balances or accumulation amounts.
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[bookmark: _5uz0652ifwno]Changing Leave Accumulation from Daily to Hourly

Next you will be prompted to enter Hours in Day, then click save
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All of the Accumulations, Max Leave Amounts, Balances and reset values will be updated automatically to reflect hourly accumulations and balances.
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Note: This works exactly the same if you are changing from Hourly to Daily.  
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Leave

= Leave unit has been changed. Please enter the hours in day to be used to calculate new balance, accur per month, max leave amount, reset value, max advance leave (sick only). =

*** Hours in day must be a numeric value between 1 and 8 with no more than 2 decimals.
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