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What is Paid Leave (PL)?

The State of Illinois approved the Paid
Leave Program for employees beginning
January 1, 2024.
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What |S Pa|d Leave (PL)? (continued)

* All lllinois PSWs are eligible to be paid for 40 hours of personal time per fiscal
year (after 90 days of employment).

* Employees who started on or before January 1, 2024, may begin using PL as
soon as March 31, 2024.

* All PL requires Employer approval before it can be processed by ACESS.
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PL: Accruals and Maximums

* Employees accrue one (1) hour of Paid Leave for every 40 hours worked.
* Hours worked can be regular hours or Crisis services.
* Hours can be spread across multiple pay periods.

* A maximum of 40 hours can be accrued in a fiscal year.
* The fiscal year is always July 15t — June 30,

*An employee begins accruing on their first day of employment, and they are eligible to
use Paid Leave starting at the 90 day mark.

*A maximum of 40 hours can be used in a fiscal year.

*Paid Leave rolls over, but the 40 hours in a fiscal year limit applies regardless of when
time is accrued.

Contact Consumer Care at 877-223-7781 or SupportiL@mycil.org www.mycil.org ACESS Financial Management Services



90-Day Timeframe

All PSWs are eligible to use PL
after 90 days of Employment.

(All Employers must comply with Paid Leave)

When can PSWs use PL?

PSWs can use their PL any time after
the initial 90 days of employment.
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PL should be used...

* PSWs can use PL for any reason. (sick, appointment, vacation, etc.)
The PSW is not required to provide the employer with a reason for
the leave.

PL should NOT be used...

* When the PSW did work.

* To pay out ahead of time. The employer cannot approve time
before it is accrued.
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Submitting PL Requests: Timeframes

PSWs must submit their PL time for the time period it is being used according
to the payroll calendar due dates.

Example: A PSW submits time for the pay period from 4/1 to 4/15. They also
used PL during that pay period. If the PSW waits until after the paid time
processes to submit their PL request, the PL request won’t go through.

Instead, the PSW should also submit their PL request together with any hours
worked according to the due dates listed on the ACESS payroll calendar.
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Anna’s Eligibility Example:
Anna has a start date of February 15, 2024, for Consumer Mavis.

Beginning May 1%t, 2024, 90 days after employment begins, Anna can start using PL.

Anna has accrued (12) twelve hours of PL since she began working on February 15t and can use
it as soon as May 1%t 2024.

Anna can use these PL hours any time during the fiscal year on or after May 1. If Anna uses

two hours of PL, the remaining accrued PL, as well as other hours she accrues, will carry over
into the next fiscal year.
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Anna’s Paid Leave Submission Example:

Anna worked 70 hours and took 10 hours of Paid Leave between May 1 and May 15.

Example 1: Anna submits her PL request with her time worked (regular or crisis hours),

according to the payroll calendar. Anna’s time worked and Paid Leave are successfully submitted
and paid. Anna still has two hours of Paid Leave accrued.

Example 2: Anna forgets to submit her Paid Leave hours at the same time that she submitted

her hours worked. Because the hours worked had already paid out, Anna is unable to have her
Paid Leave hours pay out.

Example 3: Anna forgets to submit her hours worked at the same time that she submitted her

Paid Leave. Because the Paid Leave had already paid out, she will not be paid for the hours
worked once she remembers to submit that time.
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How to View PL Balances
in ACESS Online

EMPLOYERS AND PSWS




PLBalanceon ° S
ACESS Online
Dashboard

When an employee is eligible for
PL, a blue box will appear on the
ACESS Online Dashboard for the [ R e s 5

Employer and Employee.

Paid Leave Information

T G iemtssii=sd
PL balances will show here for o — ;
each Employer. connalbal

Contact Consumer Care at 877-223-7781 or SupportiL@mycil.org www.mycil.org ACESS Financial Management Services



View Paid Leave Balances
on Pay Stubs

EMPLOYEES




ACESS Online Pay Stub: PSWs Only

1. Log in to login.mycil.org (PSWs)
2. Click on “Pay Stubs”
3. Search for the specific pay stub and click “Search”

Attendant Pay Stub Report P

— Check No. .
PSW Name: [ ] Period End: 41772021

Employee ID:

Earnings Rate Hours Curr. Amount Code YTD Amount Current Totals
Paid Leave $12.78 2 $25.56 Paid Leave 2 Earnings $1,047.96
Wages $12.78 80 $1.022.40 Wages $4.907.52 Deductions $0.00
Taxes 522853
Taxes Current Amount Deduction Code Current Amount
Net Pay $1.023.91
FIT 58472
SS 377.65
MC 31816
SWT-VA $48.00



login.mycil.org

PL Balances on Physical Pay Stubs

PL usage will appear on its own line separate from
“Wages” whenever claimed. EMPLOVEE NO. _ ENPLOYEE NAME P EROOBD . CHEKNO,

ngs | Eaming Rate|  Hours Current | Code YTD Amount Current Totals
20.00

Eami
) [T O O0] L0000 'S PWagee s 20.00
4,917,95 | Eamings 60.00

Wages 4 20.00 2.000000 40.00 Wages 4

0.00

PL balance appears towards the bottom of the table. s 56 kil o
) | | cooce_ 250
"m ;.awng-gs$ PNC Bank, NA. 030

Note: At launch, PL balance will show the accrued hours el AT P

only if PL has been used. If the PSW does not use PL, the Serarion PA 18503 Mot 1 202 o684
balance section on the pay stub will appear as 0 even if B i S
they have PL available. This will be rectified within two o T T
montgs of the PL launch. PSWs can view their PL totals in e

ACESS Online.
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How Paid Leave Requests Are Submitted

* A PSW must submit their PL time along with any time worked for
the pay period it is being used according to the payroll calendar
schedule.

* Paid Leave Requests can be submitted through ACESS Online.

* If necessary, a paper PL Request sheet is available. The paper PL
Request sheet is printed vertically to help avoid any confusion. It is
filled out the same way traditional paper timesheets are.
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How PSWs Enter PL Requests
in ACESS Online




Log into ACESS Online

4 )
[ Email Address ]

[ Password j

J

1. Go to ACESS Online: login.mycil.org N

Forgot Password?

+ Register for an Account

2. Enter your email address and password.

& Document Center

3. Click Login. 0 contsctus

Find a Caregiver
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Enter PL Time (PSWs)

M Dashboard

o

Click Paid Leave in the left navigation menu.

© Contact Us

Then click Enter PL Time.

.

& Document Center

@ Timesheets

o

Type the Consumer Name, Month, and Year, or select it from the
© Boctomicvists < drop down by clicking the downward arrow.

B Paid Leave ¥ Edit PL Entries -

Enter PL Time
© Pending PL Time AL MAVIS MEMBER - V123 i Attendant: ANNA ATTENDANT v |
Rejected PL Time Year: 2024 v Pay Period: 4/1/2024 — 4/15/2024

Saved PL Time

View Processed PL
Time
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Enter PL Time (PSWS) continued

7. Click the Green . box for each PL entry needed.
8. Enter Date of Service, Clock in, Clock Out Date, and Clock Out Time.

9. Click Save. 558

Clock Out Date Optional Note Status  Duration
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I
Enter PL Time (PSWS) continued

10. Once all PL entries have been entered, check the Attestation of Truth box.

11. Click the Submit button to send the PL shifts to your Employer for review.

I. ANNA ATTENDANT, certify that | provided a service or item on the date(s) listed above. | have confirmed
with my Employer, and we are both in agreement for the stated hours above. | understand that payment for
this service or item will be from Federal and State funds, and that any false claims, statements, documents, or
concealment of matenal facts may be prosecuted under applicable Federal and State Laws.

Contact Consumer Care at 877-223-7781 or SupportiL@mycil.org WWW.mYCiI.Org ACEss Financial Management Services



How Employers Approve Pending
PL Requests
in ACESS Online




Log into ACESS Online

4 )
[ Email Address ]

[ Password j

J

1. Go to ACESS Online: login.mycil.org N

Forgot Password?

+ Register for an Account

2. Enter your email address and password.

& Document Center

3. Click Login. 0 contsctus

Find a Caregiver
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Review Pending PL Time (Employers)

M Dashboard

© Contact Us
& Document Center
@ Timesheets

@ Electronic Visiis

B Paid Leave =

Q) Pending PL Time

4. Click Paid Leave in the left navigation menu.
5. Then click Pending PL Time.
6. Click View for the Pay Period and Employee.

View Processed PL
Time

Contact Consumer Care at 877-223-7781 or SupportiL@mycil.org www.mycil.org

Filters & Search ~
PL Entries A

show[ 10 v |entries Search: ( |

| Select PL

Showing 1to 1 of 1 entries [ Previous [ 1 [ Next ]

Consumer ID Consumer Name Pay Period PSW Name Status

MAVIS MEMBER

4/1/2024 — 4/15/2024 ANNA ATTENDANT

ACESS Financial Management Services




7. Review the PL details and then check the Attestation of Truth box.

8. Select Approve to send to ACESS for final processing. This cannot be undone.

Select Reject to allow the PSW to make changes. Employers must enter a reason
such as “you worked these hours.”

PL Details A

Member: MAVIS MEMBER Pay Period: 4/1/24 — 4/15/24
Attendant: ANNA ATTENDANT

Date Of Service Clock Out Date Optional Note Service Type Duration

2024-04-01 (Mon) 07:00 AM 2024-04-01 (Mon) 10:00 AM [FaipiEave PENDING 3 hr 00 min

|, MAVIS EMPLOYER hereby certify that | received a service or item on the date(s) listed above. | have
confirmed with my Attendant. ANNA ATTENDANT |, and we are both in agreement for the stated hours above. |
understand that payment for this service or item will be from Federal and State funds, and that any false claims,
statements, documents or concealment of material facls may be prosecuted under applicable Federal and State
Laws.
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How to Submit Paper
Paid Leave Requests (PLR)




FINANCIAL s

ACESS lllinois Paid Leave Request
. mib. aCES$ Email Paid Leave Requestto:  timeshentslL@myciiong .

Semviees " Fax Paid Leave Request to:

Consumer Name: MAVIS MEMBER PSW Name: ANNA ATTENDANT
Consumer Number:|2 |1 |0 [0O PSW 5 Last Digits of SSN:| = |4 |2 |2 |1
Pay Period: @1 (1-15t) (O2m (16-31%) Month: | 2 [4 | Year: 0 2 |4

When Faxing Paid Leave Request, Please Do Not Include o Coversheet.
Day of Time-In Time-Out Total Hours
Month HH:NM HH MM HHHH

L M )
[ BY ll:-'lsgmlz'lsm 2 || o]o
i | 2 :

oz L [ lo o [Oem 20 L]E eem s | lz]s

(oAm (OAM

[OPM OPM

(OAM (Oam

OPM OPM —

(OAM (Oam

(OPm Opm

[OAM (OAM

OPM [OPM

(Oam OAm

OPM OPM

[OAM OAM
— OPm —-—OPM
LI d L] Oem (OPm

OAM OAM

OPM (OPM

[CAM (OAM

OPM (OPM

ICAM OAM

(OPM (OPM

[OAm (OAM

1OPM OPM

OAM . OAM

(OPM £ (OPM

[CAM ; (Oam

KOPM s (OPM

(OAM (Oam

1oPm OPM

71lz]s
Total Hours

YA, W 416124
Eployer/Cdfisumer Sigdture Date Perso orker Signature Date




Frequently Asked Questions
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Does Paid Leave Expire?

* No. PL rolls over each fiscal year but it's important to remember
that a PSW can only accrue 40 hours max at any time.

* 40 hours is the max that can be used, and the max that can be
accrued per fiscal year (July — June).
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If my employment ends, is PL paid out?

°PL is not paid out in a lump sum when employment ends.

o All PL must be submitted for the pay period it is being
used according to the payroll calendar due dates.




Does PL Time Count Towards Overtime?

No. PL is not time worked. It is not included in or towards
overtime payments.

For example:

* An employee submitted 48 hours, but 10 of those used were for Paid
Leave.

* This means the employee only worked 38 hours and does not earn
overtime.
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Is a Separate Service Authorization Needed
for Paid Leave?
No.

PL does not come out of the ! '
Consumer’s budget.

It comes out of the state’s
budget.
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Is Paid Leave Taxable Income?

Yes. Paid Leave is taxable income.

The difficulty of care exemption does not apply to Paid Leave. Paid
Leave is taxable for federal and state income taxes.

For FICA, FUTA, and SUTA taxes, the exemptions the PSW has in

place through the W-4 and the IL-4 will apply the same way that they
do with wages for regular hours.

Contact Consumer Care at 877-223-7781 or SupportiL@mycil.org
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Will | keep my PL hours if my Consumer

switches Employers?
No. PL hours are tied to the Employee and the Employer.

If the Employer changes, the previously accrued PL under the
previous Employer is no longer valid.
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Does the Employee have to use all the PL
at once?

No.
PL can be used in a minimum of one (1) hour increments.

As a reminder, the maximum PL that can be taken over the course of
a fiscal year is 40 hours.

www.mycil.org



PL Key Points

* PSWs are able to start using their accrued Paid Leave after 90 days of employment.

* PSWs accrue one (1) hour of Paid Leave for every 40 hours worked for the remainder of
the fiscal year. They begin accruing leave on their first day of work.

* A maximum of 40 hours can be accrued, and a maximum of 40 hours can be used
in a fiscal year.

v'The fiscal year is always July 1t — June 30t .

o All PL must be submitted for the pay period it is being used according to the payroll
calendar due dates.

° PL is paid out at the PSW’s current pay rate.
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Questions?
i 9Ces$

FINANCIAL
MANAGEMENT
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We can be independent when we do it together.
www.MyCIL.org
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Thank You!

Providing Member-directed FMS Since 1995
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