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ATTACHE PAYROLL 

Cashing Out Annual Leave for hourly accrual employees 

Where an employee is linked to a leave table that is set to accrue on an hourly basis, a 

problem arises when they cash out annual leave. Attaché would normally accrue additional 

leave on these hours which is usually incorrect. The steps below save having to do a manual 

adjustment to correct this.  Two new Income Types are required. 

Screen 1 – Income ALCO (Annual Leave Cashed Out) 

This is in the category Annual Leave so it will accrue annual leave and any hours 

against it will deduct from accrued AL (basically this is the same as normal annual 

leave but allows for identifying cashed out leave from ordinary leave in reporting). 

 

Screen 2 – Income ALCOADJ (AL Cash Out Hours Adj) 

This is in the category Normal Hours so it will accrue annual leave but hours put 

against this income type will not add or deduct from accrued AL. 

Note that the rate multiplier is 0 
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Screen 3 – When you do the timesheet entry for cashing out leave you will need to enter 2 

lines. 

First line will be for the number of hours being cashed out using ALCO 

Second line will be a negative quantity of the number of hours being cashed out.  

Note that this is an adjustment to hours only and dollar amount is 0 

Note that the total hours worked will display their actual hours worked and will not 

include the hours being cashed out. 

 

Screen 4 – Leave history report showing that the cashed out hours have been deducted 

from total accrual and that the current accrual was only calculated on the ACTUAL 

hours worked. 
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