Title: Return from Leave Action

Return from Leave Action Transaction Code:
PA40
Purpose Use this procedure to process a Return from Leave for an employee.
Trigger Perform this procedure when an employee is returning from an extended leave of
absence.
Prerequisites In HRMS, the employee must have been placed on leave using the Leave of

Absence- Active action or the Leave of Absence- Inactive action.

End User Roles In order to perform this transaction you must be assigned the following role:
Personnel Administrator Processor, Personnel Administrator Inquirer, Personnel
Administrator Supervisor

Menu Path ¢ Human Resources - Personnel Management - Administration - HR Master
Data - Personnel Actions

Transaction Code PA40

Change History Change Description
6/16/2011 User procedure updated to match current system and added:
e Roles
e Steps for Maintaining Monitoring of Tasks (IT0019)
11/21/2012 Update the Personnel Actions selection screenshots. Updated titles of leave within
the Prerequisites

Helpful Hints . If the employee is on an extended leave of absence, you may have to
adjust the Unbroken Service date, Anniversary date, and Seniority date in
the Date Specifications infotype (0041). For information about making
these adjustments, see the user procedure Date Specifications.

. For rules about adjusting the dates on the Date Specifications infotypes,
refer to:
e WAC 357-31-345
e WAC 357-46-055
e Agency bargaining agreements
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http://hr.dop.wa.gov/hrreform/AdoptedRules/357-31.htm
http://hr.dop.wa.gov/hrreform/AdoptedRules/357-46.htm
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The system may display three types of messages at various points in the process. The messages you see may
differ from those shown on screen shots in this procedure. The types of messages and responses are shown

below:

Message Type Description

Error ﬁ

Example:
&

Make an entry in all required fields.

Action: Fix the problem(s) and then click 0 (Enter) to proceed.

Warning

@ Action: If an action is required, perform the action. Otherwise, click

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

& (Enter) to proceed.

Confirmation & _
Example: Save your entries.

o or & Action: Perform the required action to proceed.
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Procedure

Scenario:

An employee is returning from their leave of absence - Active. Follow this procedure to return to the

employee from the leave of absence.

1. Start the transaction using the above menu path or transaction code PA40

=4
| HE Master Data  Edit Goto  Euxtras  LHilities  Settings  System  Help

& HaH e@ae BHE anon AR
Personnel Actions

Personnel no.

Fram

Personnel Actions

Action Type Personn. .. IEE group  |EE subgr...l
 |New Hire 4]
=]

Change of Status
Concurrent Emplayment
Appointment Change
Cluick Hire

Rehire - Quick Hire
Separation

Fehire

Leave of Absence - Active

Leave of Absence - Inactive
Feturn from Leave of Absence

2.
Complete the following fields:
Field Name |R/O/C Description
Personnel no. R |This is a unique identifying number assigned by

HRMS for identification purposes. This number
will follow the employee throughout his/her
employment with the State of Washington. This
will replace the use of identifying employees by
social security number.

Example: 40000461
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From R |The effective date of the action.
Example: 6/16/2011
1. Click (Enter) to validate the information.

Title: Return from Leave Action

2. Click the gray box to the left of "

Feturn from Leawve of Absence

@HRMasterData Edit Goto Extras  Utilities Settings  Systern  Help
& D dH @@ SR 0o HEE @m
Personnel Actions

| o]ole[ofN: [ﬂ]

Personnel no.

Mame BRADSHAW SKYE
PersArea |3000) DSHS Headguarters EEGroup . Permanent

PSubarea |D0JE | EcondSocialsves
| o6/18/2811|

Frarm

Action Type Personn... |EE group  |EE subgr...

Mesww Hire

Change of Status
Concurrent Employment
Appointment Change

Cluick Hire

Fehire - Quick Hire
Separation

Fehire

Leave of Absence - Active
Leave of Absence - Inactive

0 W— | £7 | Y =

E—

3. Click @ (Execute).

EESubgroup |06 M-OT Elig=40hrsiuk  Status  Inactive
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| Infotype

@

Edit Goto Extras  System  Help

Title: Return from Leave Action

A BIeEaQ SHEIODLON  EAER @R

Copy Actions (0000)

DD |@ Execute info group ||é’ Change info graup |

Pers.Mo. 40000451
MName BRADSHAW SKYE
Persfrea 3000 DSHS Headguarters EEGroup |0 Permanent
PSubarea BOJE|Econ/Socialzves  EESubgroup |06 M-OT Elig=40hrshiwk  Status  Inactive
Start DE/M7/2011| to 1243179399
Personnel action
Action Type Ug Leave of Absence - Active g
Reason for Action £
Status
Emplayment 3 Active g
Organizational assignment
Position 70120964 SUPPORT ENFORCEMENT O..
Personnel area 3000| DSHS Headguarters
Employee group n Fermanent
Employee subgroup [ W-OT Elig=40hrsfik
Additional actions
|Start Date |Act. |Actinn Type |ActR |Reasun far action

3. In the| Personnel action

section, complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name | R/O/ | Description
C
It stores the reason that an action has been
Reason for R ; q
Action performe
Example: 16- FMLA
4. Click (Enter) to validate the information.
]
5. Click (Save) to save the entry.
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=4
Infotype  Edit Goto  Extras  System  Help

< | 2 Jujece CHr sooa DR @@

Copy Actions (0000)

I:ID I |@ Execute info group ||i Change infa group |

Pers.MNo. 40000461
MNarme BRADSHAK SKYE

PersArea |3000|DSHS Headoguarters EEGroup . Permanent
PSubarea |D0JE | EconfSocialsves EESubgroup . WM-OT Elig=40hrswlk  Status  Inactive
Start oe/17/2011|[F)to [12/31/9993 ]

Personnel action

Action Type LA Return from Leave of Absence ia|

Reason for Action 16 FrALA I

Status

Emplayment '3 Active a|

Organizational assignment

Position 70120064, SUPPORT ENFORGCEMENT O..
Personnel area 3o0o|  DSHS Headguarters
Employee group El Fermanent

Employee subgroup E‘ W-0OT Elig=40hrsMik

Additional actions

Start Date IAct. IActiDnType IActR |Reasonfﬂractiun

i

Assignment (0001).

o

6. Verify the information, If necessary, make any changes that are needed on the Organizational
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Infotype Edit Goto Estras  Systern Help

& ) dBH e EEEE S0 L0EE | @D

Title: Return from Leave Action

Copy Organizational Assignment (0001)

Personnel Mo. | 40000461
Persfrea 3000 |DSHS Headguarters
PSubarea |O0JE | Econ/SaocialSves
Start Be/16/2011 tD

BRADSHAW SKYE
EEGroup|@ | Permanent
EESubgroup |86 | M-OT Elig=a0hrshrk  Status
12/31/9999

Mame

Artive

Enterprise structure

CoCode WAQY | STATE OF WASHINGTOMN

Pers.area 3000 DSHS Headguarters Subarea QoJE  EcondSocialswes

Cost Ctr 3000000000 DEFAULT AGENC.. Bus. Area 3000 Dept of Social & Health 5.
Fund

Personnel structure

EE group ] Permanent Payr.area 11 Semi-monthly

EE subgroup |06 M-OT Elig=40hrsiwk Contract Permanent g

Organizational plan Administratar
Percentage 100,00 Aggignment | Persadmin
Pasition 70120964  WES Time 0BP | ESA/CHILD SUPPORT
SUPPORT ENFORCE.. | PayrAdmin
Job key 500015568 178G
SUPFORT ENFORCE..
Exernpt i
Org. Unit 300126586 ESA DCS 0000
ESA DCS Report Sec..
Org key CE0
7. Click (Enter) to validate the information.

]
8. Click (Save) to save the entries.

9. Make adjustments to dates as needed.
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=
Infotype  Edit Goto Extras  Systern  Help

& D dB@ @@ LR anan BE @m
Copy Date Specifications (0041)

Personnel Mo. 40000461 Marne BRADSHAW SKYE

PersArea 3000 DSHS Headguarters EEGroup |3 Permanent

PSubarea |O0JE| Econ/SocialSves EESubgroup 08| M-OT Elig=40hrsfwk  Status  Active
Start O6/164 2011 tD 12731799399

Date Specifications

Date type Date Date type Date
@1 | Anniversary Date A9/326/1987 @2 | Appointment Date @9/16/1989
@3 | Original Hire Date A9/16/1989 @4 | Priar PID a1/01/2004
05| Seniority Date 08/21/1987 07 | Unbroken Srvc. Date 0972171987
18 | Pranl HolidayElghity A6 /16 /2006 41| PDP Expectations Set  |[10/14/2003
AZ| POP Eval Completed 10/14/2003 43| POF Completed [3/30/2005
10. Click (Enter) to validate the information.
. .
11. Click (Save) to save entries.

12. You will be taken back to the Personnel Actions Screen.

@If you created a Monitoring of Tasks (IT 0019) for your employee when placing them on leave of
absence, you will need to end the task that was created.

13. Enter /NPA30 in the command field to enter the Maintain HR Master Data screen.
=
| HE Master Data  Edit Goto Extras  Utilities  Settings  Systern Help

| @[ neeai 210 eGe CHE 0o 0E @6
Personnel Actions
Find by

= @B Per| Personnel no. 40000461

Marne BRADSHAW SKYE

PersArea (3000 DSHS Headguarters EEGroup |0 | Permanent
P5ubarea 00JE | EcondSocialswes EESubgroup (06| M-OT Elig=40hrsiwk.  Status
From 06/16/2011

EEE
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14. Click @ (Enter)

=
HE master data  Edit Goto Ewxtras  Utilities  Settings  Systerm  Help

@ D dH @ SHE D008 BE @
Maintain HR Master Data

18] | 2 s | 1Y

Personnel no. 40000451 |

Mame BRADSHAKW SKYE |

PersArea 3000 DSHS Headguarters EEGroup m Permanent

PSubarea |00JE | Econ/SocialSves EESubgroupn . M-OT Elig=40hrsiwk  Status  Inactive

Infotype text IS |—| Period
Actions: « [+ | OPariod
| |organizational Assignment v Fram ©1/01/1800) To  [12/31/9993
| |Personal Data ' O Taday O Currweak
_Addresses "4 @ All O Current month
| |Planned Waorking Time L4 OFramn curr. date O Last week
| |Basic Pay L4 (O Ta Current Date O Last manth
_CDntraEt Elements L QO Current Period O Current Year
_Date Specifications 4 = |E e |
Family/Related Person ~
Direct selection
Infotype | | sTy| |

15. Click the _ tab to select.
16. Click the boxes to the left of ||_|_ to select.
17. Under IM/ Select @Al
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Title: Return from Leave Action

18. Click (Overview) for an overview of all actions associated with the Monitoring of Tasks (0019)

infotype.
=y
HE master data  Edit Goto Extras  Utilities  Settings  Systerm  Help
@ 2 AHICE@ CHE DDLa BE @

Maintain HR Master Data
Ol7l e E]

E Personnelno. 40000461 [=)
Name  |BRADSHAW SKYE |
'~ | PersArea |3000) DSHS Headguarters EEGroup 8| Permanent
PSubarea Econ/SocialSves  EESubgroup [B8| M-OT Elig-40hrsiwk  Status  Inactive
Infotype text |—| Period
[]| | OPeriod
Family Member/Dependents | From 01/81/1800|Ta  [12/31/9999
| |Education U4 O Today O Curr.week
| [Other/Previaus Employers O Current month
| [Ohjects on Loan O From curr.date O Last week
_Additiunal Fersonal Data L4 OTo Current Date (O Last month
| [Military Service O Current Perind O Currant Year
_Residence Status = |E Choose |
Cormmunication v [+]
Direct selection
Infatype Monitaring of Tasks | =Ty |
=
Infotype  Edit Goto  Extras System Help
& 1A He@ae SHE Nnon BE @

List Monitoring of Tasks (0019)
Dl

E Personnel No. | 40000461 MNarne BRADSHAW SKYE
PersArea |3000| DSHS Headguarters EEGroup 8| Permanent

'~ '| PSubarea |OBJE | Econ/SocialSves  EESubgroup . M-OT Elig=40hrsfwk  Status  Active

Choose 0140171800 to 12431/9993 STy,

1 Task On Task Type |Task Type Text Processing indicator Reminder

— || |oem12011 s End of Leave New task = 05/25/2011
||| Jio/i1/2608 |04 Next Appraisal Due New task T1|09/17/2006

19, ciick | IDEII01 08 ERAORLEAVE T 1 elect,
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&
20. Click (Change) to change and continue.

=
Infotype  Edit Goto Extras  Systern Help

(] DA @@ EHE ahan BE @
Change Monitoring of Tasks (0019)

EER

Personnel Mo. 40000461 MName BRADSHAW SKYE

PersArea |3000|DSHS Headguarters EEGroup |8 | Permanent

PSubarea BOJE | Econ/Socialsves EESubgroup 06| WM-OT Elig=40hrsfiwlk  Status — Active
Chng (0671672011 | KELLYW

il

Task
Task Type 05 End of Leave B
g Date of Task PE/RT/2011 Processing indicator Mew task g
Reminder
Reminder Date B4/01/2011
Lead/follow-up time For specific task type B

21. Review and complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Task Type 0 A task type is a relevant task that an HRMS user would be
expected to perform.

B E

Click Iﬂ (Dropdown) to view the selection list.
Example: 05 End of Leave

Date of Task 0 This is the date the task is completed.

Processing 0
Indicator

This is used to signify if a task entered in the Monitoring of Tasks
infotype is new, in process, or completed.

Example: 2 Task Completed
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=
Infotype Edit Goto  Extras  System  Help
CR o J@]ece CHE SO0 PR QB
Change Monitoring of Tasks (0019)
E Personnel No. | 40000461 Narne BRADSHAW SKYE
Persirea |3800| DSHS Headquarters EEGroup 8| Permanent
"~ '| PSubarea |00JE| Econ/SocialSvecs  EESubgroup . M-OT Elig=40hrsiwk  Status  Active
Chng [B6/16/2011 [KELLYW
Task
||:[| Task Type 05 End of Leave Q|
—— || Date of Task Q870172011 | Processing indicator 2 Task completed gl
Reminder
Reminder Date 05/25/2011
Lead/follow-up time | | | For specific task type a

22. Click @ (Enter) to validate the information

]
23. Click (Save) to save

Results

You have returned your employee from a Leave of Absence and updated the Monitoring of Tasks to task

complete.
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