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Sick Leave Liability Calculator for 
Kentucky School Districts  
 
As part of the GASB regulations in effect for the end of the school year June 30, 2003, 
most Kentucky school districts are required to calculate the sick leave liability for the first 
time. This software extracts employee information from MUNIS and applies parameters 
supplied by each district to create an Excel® spreadsheet to calculate the accrued sick 
leave liability necessary for the GASB statements. 
 
Each district using the software will be able to quickly and easily calculate the total sick 
leave liability for their district. Because the accuracy of MUNIS information will vary from 
district to district, the calculated spreadsheet must be examined carefully to verify the 
accuracy of all MUNIS data. See the FAQ section below for other questions you may 
have. 
 
Each Board has policies regarding the method of calculating liability for sick leave.  To 
accommodate most Board policies, parameters are provided to meet these policies.  
The parameters provided are as follows: 
 

1. Selection of accrual types  
2. Selection of pay types  
3. The liability percent 
4. The number of years experience  
5. The reference age of the employee (55) 
6. The reference date to calculate each employee’s age (EG 7/1/2003) 

 
The program applies these parameters to active employee’s job pay type and accrual 
tables, searching the employee master file, job pay and pay type to retrieve the 
appropriate information for populating a spreadsheet with each employee’s information.  
If all information is not properly recorded in MUNIS (such as birth date) the spreadsheet 
will show a message to enable corrections to be made on the spreadsheet.  Information 
may also be corrected in MUNIS, allowing the spreadsheet to be regenerated with more 
complete results. 
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FAQ 
Will the calculation work for all of my applicable employees?  

The software will calculate using the employee©s data contained in MUNIS. If the 
MUNIS data is incorrect then the spreadsheet calculation for the employee will also 
be incorrect. For example, in order to calculate the correct age for an employee the 
employee©s birth date must be available in MUNIS. If this is absent then either the 
birth date may be updated in MUNIS and the spreadsheet rerun, or the spreadsheet 
may be changed for the employee.  
 
The same type of corrections would also be true for employees with other incorrect 
MUNIS information. 

 
How will the software know our Board policies?  

The software will know your Board policies by the information you input in the 
software©s parameters. The following parameters are provided to customize the 
calculation to your district: 
 
1. Your accrual types – your accrual master file entries are presented on the screen 
allowing you to check off every sick leave accrual type that you want to include in the 
calculation. Only those checked will be included. 
 
2. Your pay types – your pay types are presented on the screen allowing you to 
check off every base pay that you want to include in the calculation. Only those 
checked will be included. 
 
3. Your liability percentage – enter your Board©s percentage for sick leave liability. 
 
4. Your years of experience – enter your Board©s approved step level for the 
calculation. Employees falling below this level will not be included. The software 
compares this parameter with the employee©s step. 
 
5. The employee's age – enter your Board approved employee©s age for the 
calculation. Employees falling below the age level will not be included (see below for 
exceptions). The software calculates the age based upon the birth date for the 
employee and the reference date to determine liability (see item 6). 
Employees whose step is too small or who are too young will be excluded from the 
calculation, unless they have 27 or more years as shown in the step. Employees with 
27 or more years in the step will be included in the calculation.  
 
6. Reference date to determine liability – this date is used to calculate the age of 
the employee. For example, if an employee were born on June 29, 1948 and the 
reference date is July 1, 2003, then the employees age will calculate to 55 years of 
age. 
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What if I have multiple job pay base pay records for an employee?  
Job pay records have both a beginning and ending date that allows MUNIS to know 
whether or not to calculate pay for an employee. The software will examine the 
beginning date and ending dates for any applicable job pay records and include only 
those records whose beginning and ending dates are within the current fiscal year as 
defined in your GL parameters. 

 
What if I have other parameters that need to be applied to my MUNIS data?  

There is a possibility that your district may have selection criteria other than the 
criteria shown in the software. Be sure when talking with PSST staff to review all 
applicable Board policies to ensure you have a complete understanding of the 
calculations. 
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Informix SDK (ODBC) must be installed on any station using the Sick Leave Liability 
Calculator.  If this software is already installed on your station skip to Step 2.   
 
(You may elect to have your District Technology Coordinator perform this step.) 
To download the Informix SDK software and installation instructions, go to the PSST web 
site at http://www.psst.com/gasb/.  Once in the web site select Downloads from the left 
sidebar.  Click on the installation instructions and print them.  Next click on the Informix 
SDK software and download it.  Follow the installation instructions to complete the 
installation.  When installed successfully you may begin installing the Sick Leave Liability 
Calculator software below. 
 
� � � � �� ���
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Note 
A Key Code is required before using this software.  Please contact PSST at (800) 488-
7395 to obtain your unique Key Code.  You will be prompted to enter the code when you 
first enter the software. 
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Installation is available from our web site http://www.psst.com/gasb 

Once you enter the GASB website, select Downloads and select the install icon for 
the KEEIS Sick Leave Liability Calculator.  You will be given the option to Save or 
Run from the web site.  Select Run or Open and proceed to Step 3. 


 
 � � � ��� � �� 
 �� � � � �	 � �

1. Insert the KEEIS Sick Leave Liability Calculator CD in your cd-rom drive.  The 
installation process will begin automatically. 
 

2. If the installation does not automatically begin, start the process from the RUN 
command line as shown below: 
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Step 3 – Installation Screens 
 
Once the installation begins you will be presented with the following screens. 

 

 

To continue, click on Next on the following screen. 
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Click to accept the license agreement and click on Next. 

 

On the following screen, be sure your name and district are correct, click on 
the option for anyone using this computer and click on Next. 
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On the following screen click Finish. 
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Congratulations…the installation is complete!!! 
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To begin using the KEEIS Sick Leave Liability Calculator, double click the newly 
installed icon on your desk top or use PROGRAMS<>PSST PROGRAMS<>KEEIS 
Sick Leave Liability Calculator. 

You will be asked to sign into the program using the MUNISLIVE datasource along with 
your MUNIS user name and password. 

 

 
 
 Enter the Key Code you obtained from and click on Register. 

 
 

 

 

After entering a valid Key Code you will be presented with the main application screen.  
The following section explains the parameters required to generate your sick leave 
liability spreadsheet. 
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The following screen is the only entry screen required to generate your sick leave liability 
spreadsheet.  Each of the entry fields is explained below. 

 

�  Select the Accrual Types you wish to include in your data. 
�  Select the Pay Types you wish to include in your data.  Extra Day pay 

types should not be selected as they will cause duplicate records to be 
created. 

�  Enter your Liability Percent that your board has selected to use. 
�  Enter the minimum years of experience required. 
�   Enter the minimum age for a person to be included 
� � Enter the reference date used to calculate a person’s age.  The software 

compares less than or equal to this date to determine the age.  For 
example, a June 30, 2003 date in this field will calculate a person born on 
June 30, 1948 to be 55 years old.  A person born on July 1, 1948 will 
calculate to 54 years old. 

 
Once you have selected all your parameters, select Create Spreadsheet and a 
spreadsheet will be generated for you.   
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PLEASE SEE THE FOLLOWING IMPORTANT NOTES BEFORE CREATING YOUR 
SPREADSHEET! 

Notes 
This spreadsheet does not contain any formulas.  Modify the spreadsheet with 
formulas, sorting, etc as needed.   
 
Due to the differences in the way that each district’s job pay, accruals and pay types are 
set up, your spreadsheet may contain more than one line for an employee.  Your 
MUNIS data base may also have setup difference that will create unique calculations for 
your spreadsheet.  The following examples will help to clarify how your figures may 
calculate.  
 
Calculation Example #1: 
Most districts track employee sick leave by job class code.  This works well for the 
application of the leave as days are taken for specific jobs.  However, there are 
instances where the sick leave liability should be applied to pay other than the identified 
job class.  Extra Service is one such example.  The job class code assigned to extra 
service is different from the job class code assigned to the normal pay record.  For this 
reason, the KEEIS Sick Leave Liability program applies the sick leave balance to all pay 
records.  Due to this, some extraneous lines may appear in the resulting spreadsheet 
and should be deleted as applicable.   
 
Calculation Example #2: 
Many of the administrative positions are set up with three job pay records:  1)  Base pay 
for 185 days;  2)  Extended days at the same daily rate as the Base 185 day salary;  3)  
Extra Service for the position held.   In this instance, sick leave liability should be 
calculated on the Base and Extended daily rate plus the incremental daily rate for the 
Extra Service.    If the step (years experience) for all three records meet the experience 
criteria, it will be necessary to exclude the Extended days pay type in order to calculate 
the correct liability results.   If the Extended days are set with a zero step, the program 
will calculate the liability correctly.   
 
Calculation Example #3: 
The program applies the sick leave balances to all pay records meeting the age and 
experience selection criteria.  There may be job pay records such as overtime, extra 
service or other non-base pay, pay type records that should be excluded .  Otherwise, 
the program will include these pay records.  In this case, the extraneous pay records 
should be deleted from the resulting spreadsheet.  
 
Calculation Example #4: 
If certain employees have multiple job pay records dividing the pay across different 
account codes, the program will generate separate spreadsheet lines for each pay 
record meeting the age and experience criteria.   Make certain all job pay records for one 
job have the same step in each job pay record. 


