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Training Materials

The following training materials and tools are used:

B HRMS Training Guide: Designed to introduce you to HRMS
navigation terms and concepts and to provide the necessary
iInformation to complete the activities.

B HRMS Activity Guide: Designed to provide you with
demonstrations and exercises that help solidify your
understanding of concepts learned in the course and also
provide you with an opportunity to use HRMS.
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oy le gl WV LINAVEN  Topic Index A-Z | Forms | Publications | Calendar

® HRMS On-line HR | L=
Quick Reference

(OLQR): On-line

Home > Payroll * Human Resource Management Systemn = On-Line Quidk Reference Fll'lﬂt Friendly
hel P that prOVIded On-Line Quick Reference
you Wlth Step_by_ HRMS Support The OnTLine Quiu:k. Reference (OLQR) contains =
instructional materials to help you perform day-to-day

Payroll Calendars & Schedules HEMS/BI Portal (SS0)

Step |nStrUCt|0nS HRMS-Related Training E:E;Eg;the Fuman Resource Management System HREMSI/BI Partal (All)
1 On-Line Quick Reference »
d@Slg ned tO hel p It is organized by functional areas and roles, job aids, Related Links

Personnel/Payroll Association
HRMS reports, user procedures, course manuals, and Acronyms

you complete tasks s
in HRMS. ¢ Functona s o il RS o s

« Job Aids

« HRMS Reports Contact Us
» User Procedures 360-664-6400 or E-Mail
+ Course Manuals

s Glossary

¢ HRMS Communications

HREMS Data Definitions Project »

| search OLQR v | 2

Website address: http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
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J O b AI d S oLl dn o LI LINGOER  Topic Index A-Z | Forms | Publications | Calendar
Washington State
Hn Department of Personne | | @
B HRMS Job Aids: o | i | Comowmton b G oro 00 s

Home > Payroll » Humsan Resource Mansgement Systern » On-Line Quide Reference = Print FI'IBH[“'_-'

. = Job Aids
Designed to provide you Job Aids
. . HRMS Support HRMS End User Job Aids
Wlth refe re n Ce m ate rl aI S Payroll Calendars & Schedules The following job aids provide quick-reference guide to £ et
Training end users allowing them to accomplish a particular 3I60-664-6400 or E-mail

SO you Can qUiCkly On-Line Quick Reference » task or activity.
access relevant HRMS

Access HRMS EET PDE 4104107
|nf0rmat|0n . Basic Navigation FPT PDF 4104107
Employee Hiring and Processing PFT PDE 1/22/08
Financial Reporting EPT PDE 5114007
Garnishments EPT PDE 116/08
General Reporting FET PDE 4/04/07
HRMS Benefits EET EDE 123108
HRMS Payraoll and Reports EFET PDE 9/29/08
Inquirer Roles FFT PDE 4/04/07
Maintain Payroll Master Data FFT PDE 8/06/08
Organizational Management FFT FDF 3/03/08
Persennel Time Recording FFT FDE 4/04/07
Quotas PPT EDE 8/06/08
Supenvisor Roles EPT PDE 4104107
Time Absence Types EPT PDE 116/08
Time Management EET PDE 213107
Time Wage Types EPT PDE 124108
Year End Reports EPT PDE 4/02/08

Website address: http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

f Washington St?te Department.of
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Course Objectives

B Upon completion of this course, you should be able to:

Explain new terms and key components of quota accruals
and maintenance.

Create and maintain shared leave quota for cross- and
same-agencies donors and recipients.

Explain the process of quota corrections and when they
should be made.

Determine when to create a manual adjustment.

Prepare a leave buyout for an employee separating from
state service.

Run HRMS reports.
Access and navigate the Online Quick Reference (OLQR)

@ Washington State Department of

Enterprise Services



HRMS Role Based Security

B HRMS has role-based security

B System security dictates the information that you can
update

B Your agency assigned your role based on what tasks
you perform

B There are agency-level and centralized roles

f Washington St?te Department.of
Enterprise Services



Roles Review

®

10

Leave Correction Processor:
Responsible for maintaining employee leave and shared leave information for new
and existing employees.

Payroll Processor:

Responsible for creating and maintaining payroll information for new and existing
employees in the HRMS system. New employee payroll information is entered once
the human resource information has been entered.

Payroll Analyst:
Responsible for identifying time and payroll master data errors.

Time and Attendance Processor:
Responsible for recording time and attendance into CATS.

Time and Attendance Inquirer:
Views absence quotas (accrual) and payroll time entries.

Time and Attendance Supervisor:
Provides oversight to the Time and Attendance Processor and Inquirer. Ability to view

all infotypes, has limited update ability.

Washington State Department of

Enterprise Services



Section 1:
Quota Overview
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Section Overview

B Upon completion of this section, you will be able to:

— Define new terms related to quotas

— Describe types of quota

— List the infotypes that impact quota accruals

— Explain who earns quotas, when quotas are accrued
— Describe the Time Evaluation

— Define how quotas are used and displayed on the
earning statements

{T Washington St?te Department.of
Enterprise Services
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Key Terms

®

B Cross-Application Time Sheet (CATS) - Central time
sheet used to enter employees time data

B Quota Types - Different categories for quota balance

B Quota Accrual- Rate an employee accumulates absence
time in different quota types. The rate is determined by the
employees years of State service, or collective bargaining
agreements.

B Quota Balances- The amount of absence time an
employee has available

B Time Evaluation — A process that updates quotas

Washington State Department of

Enterprise Services



Types of Quota

®

B System Generated Quotas

30
31
34
40
42

Sick Leave

Annual Leave

Justified Excess Vacation (JEV)
Excess Vacation Accrual (EVA)*
Personal Holiday-Shift

B Quotas Generated from Time Entries

35
37

39

Compensatory Time
Exchange Time

Holiday Credits

B Other Quotas

34
38
41
46
47

Justified Excess Vacation (JEV)
Military

Shared Leave

Sick Leave Pool

Uniformed Serv Lv Pool

Washington State Department of

Enterprise Services
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Infotypes Impacting Quota
Accrual
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Infotypes Impacting Quota Accrual

. ACtlonS (OOOO) Ejlnfutype Edit Goto Extras System Help

& 3 A Qe SHEEID0L|EE @

Display Actions (0000
— Employment play (0000)
Status
L= S B (1] » | Pers o, 40000235
n Employees Find by || Name PHILLIPS MICHAEL - |
. = @@ Person : PersArea (1110 Dept of Personnel EEGroup B| Civil Service Exernpt
must be in %gggfﬁ;“fﬁf?ﬂamh PSubarea 0003| Exempt EESubgroup [01] Manthiy(M) OT Exe.. Status  Active
. Start 01/01/20068 | to 12/31/8999 Chng (01/21/20068 | TRANSFP
active status to L P SR
accrue Ieave | D Fersonnel action
----- Action Type ¥ Current Conwversion Active El
Feason for Action 0o Initial Conversion Active
Status
Employrment 3 Active g

Organizational assignment

Position 70005872 DEP DIR PERS
Personnel area 1110 Dept of Personnel
Employee group B Civil Service Exempt
Employee subgroup 1 honthlyih) OT Exempt

Additional actions
Start Date |Ac:t. |Actinn Type |A|:tR |Reasnn far action
01/01/2006 < Current Conversion Active oo Initial Conversion Active

/’T Washington St?te Department‘of
Enterprise Services



Infotypes Impacting Quota Accrual cont'd.

B Org Assignment

®

(0001)

— Personnel
Area/subarea
= defines agency and
if employee is
represented or not

— Employee
Group/subgroup
» defines the

employee (hourly,
or monthly)

Washington State Department of

Enterprise Services
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Infotype  Edit Goto Extras  System  Help

@ a

JH G SHE D008 HE @

Display Organizational Assignment (0001)

5

Find by |
~ % Persan
(K} Collective search
(H} Search Term
(&} Free search

Personnel Mo, 40000235
Persarea 1110 Dept of Personnel
PSubarea (0003 Exermnpt

Start 10/01/2008) to

Narme

EESubgroup |01 Monthly(M) OT Exe.
12/31/5999

FHILLIPS MICHAEL

EEGroup|B| Civil Service Exempt
Status
Chng |01/15/2009 | JANETP

Active

Enterprise structure

Cocode WABT  STATE OF WASHINGTON

Pers.area 1110|  Dept of Personnel Subarea 0003 Exempt

Cost Ctr 1110000000 DEFAULT AGENC.. Bus. Area (1110  Department of Personnel
Fund

Personnel structure

EE group B
EE subgroup |31

Civil Senvice Exempt
Monthiy(h) OT Exempt

Payr.area 11
Contract

SEMi-manthly
16 Exempt E

Organizational plan

Fercentage 100,00
Fosition 70005872 0131

DEP DIR PERS
Job key 500032880 B2330

DEFP DIR PERS
Exernpt M
Org. Unit 300004920 AA

DIRECTOR'S OFFICE
Org.key 1000

Adrinistrator
PersAdrmin
Time
PayrAdrmin

bAA| DIRECTOR'S OFFICE

17



Infotypes Impacting Quota Accrual cont'd.

B Planned
Working Time
(0007)

— Additional Time
ID
= Defines how
the employee
accrues leave
— Employment
percentage
= Determines if
the employee

full time or
part time

{T Washington St?te Department.of
Enterprise Services
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=
| Infatype  Edit Goto Extras System  Help

|G 2 40 @0Q CHRE 8000 AR @B
Display Planned Working Time (0007)

| Ll e scheue

[ETSTIETETET D | personneino.  Taaanzss Name  |PHILLIPS MICHAEL
Find by || PersArea |1118| Dept of Personngl EEGroup B| Civil Service Exempt
< @ Person PSubarea 0003 Exempt EESubgroup (01| Monthiy(M) OT Exe.. Status  Active
| [l Calective search | o, a1/01/2006] To  [12/31/9998] Chg. [61/21/2008 | TRANSPP
[l Search Term
[l Free search
Wirk schedule rule
work schedule rule FULL | 585 MF 8 hpd
— i Time Mgmt status 9 9- Time evaluation of planned times 3
Part-time employee W
Warking time
Employment percent 100, 00
Daily working haurs 8.00
Weekly warking hours 4000
Monthly warking hrs 174.08
Annual warking haurs 2080, 00
Weekly workdays 500




Infotypes Impacting Quota Accrual cont'd.

|II='

Infotype Edit Gotoa Extras System Help

| & 2 0ECOe CHE oo a B0 @

Display Date Specifications (0041)

E|E

Personnel No..  |40000314 Mame 'BRADY TONYA |
Find by | Persirea |235EI Cept of Labor & Industries EEGroup . Permanent

=~ @ Person PSubarea |0OHA| WFSE Agencywide EESubgroup |81 | Monthlyih) OT Exe. Status  Active

Bl Callective search "

|DBID‘1 F20086 to 12431/893933 Chng |DSI22IEDDS "TH."—".NS.JP

fHl Search Term
5l Free search

Date Specifications

Date tvne Cate Date type Date
[ RO Anniversary Date 03/01/1985 02| Appaintment Date 11/20/1995 |

B3| Original Hire Date B3/01/1985 04/ Priar PID 05/01/1995

A5 | Seniority Date A3/01 41 985| 07| Unbroken Srvc. Date 0370171885

18| Prsnl HolidayElgblty |06/16/2006 |

[ [ 1] [ ] [ 1]

[ ] [ ] [ ] [ ]

B Date Specifications (0041)

01- Anniversary Date

03-Original Hire Date

07- Unbroken Srvc Date

f Washington St?te Department‘of
Enterprise Services




Infotypes Impacting Quota Accrual cont'd.

B Payroll Status
(0003)

— PDC error
Indicator is not
checked

— PDC
recalculation
date

\\ \ (
Note:
PDC - Plant Data
Collection

/T Washington St?te Department.of
Enterprise Services
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Infotype  Edit Goto Extras  System  Help

&

H

0 e SHE fHTa8 | FAE @ m

Display Payroll Status (0003)

BB

I I

Find by |

= {if Person
fHl Collective search
THl Search Term
fHl Free search

Personnel No | 4B0B0235

Mame FHILLIPS MICHAEL
EE group B Civil Service Exem.. Personnelar 1110
EE subgroup |81 Monthiwv(h) OT Ex.. SSN |BOA-10-1186

Chng [12/21/2010 | KELLYW

Dept of Personnel
Status Active

Payroll/Retroactive Accounting

Earl pers. RA date 12/M16/2008|  Accounted to p2f2a/2010

Run payroll up to Earliest MD change

Da nat account after Mast.data chng honus
Pers.no.locked Payrall correction

Time evaluation

Earl pers rec.date 01/01/2006|  Pers.calendar fram HE/23/2006

FDC recalculation 11/01/2008
POC error indicatar

Other data

Initial input O1/21/2006) |19:26:07




Infotypes Impacting Quota Accrual cont'd.

H Payroll
Results (9402)

— Worked
Hours
= Defines the
total hours
worked for
the pay
period

f Washington St?te Department.of
Enterprise Services

=g
Infotype  Edit

&

Goto

Extras

T

Systerm  Help

JH Q@  SRHE DDLH8 I BE @

Display Payroll Results 2 (9402)

Find by

= §f Person
(Hl Collective search
Bl Search Term
{Hl Free search

Fersonnel No | 40000235 Mame

PHILLIFS MICHAEL

EE group B| Civil Service Exem.. Personnel ar 1110 Dept of Personnel

EE subgroup  |B1 [ Monthiy(h) OT Ex.. 55N |500-10-1186 Status Active

Start 02/16/2010) To 03/28/2010) Chngd|{12/23/2010 | KELLYW

Payroll Results 2
Sequence Mumber 251
Country Grouging 10
Payroll area 11
Currency UsD
For-period payroll 201005
Payrall type
Payroll Identifier
Payment date 03/1072010
WySE Wrkd Hrs Period [.00
SOWY (N0 WSF) Hrs Per ?Z.EIEII
WESF Wrkd Hrs Unlimited 0. oo
WS Probation Hrs Period [.o0
WWSF Probation Hrs Unlimtd o.oo




Who Earns Quota?

B Active employees earn
guota.

B The accrual rate can
vary between
employees based on
bargaining unit, service
time and type of
employee etc.

f Washington St?te Department‘of
Enterprise Services



When Is Quota Accrued?

Salaried Employees

B Employees must be in active status and worked 80 hours
during the 1st- 15" of the month to receive accruals on the
16t

B Accruals are added to an employee’s quota balance after
the Time Evaluation run on Day 1 of payroll processing

Part-time or Hourly employees

B Quota accruals for part time and hourly employees is
proportionate to the number of hours in paid status in the
month to that required for full time employment.

( nnnnnnnnnnnnnnnnnnnnnnnnn
Enterprlse Services
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How Quotas Is accrued

B Executed as a batch process (automated) to calculate and
apply quota accrual values for employees during each
payroll cycle.

B After the Time Evaluation has run, the quotas can be
viewed to ensure the proper accrual rates have been
applied.

B Check your agencies Spool files to verify transfers with no
errors.

B Refer to the user procedure Spool File-Accessing and
Printing Reports on the OLQR

f Washington St?te Department.of
Enterprise Services
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How guota is used by the employee

=
| Time sheet Edit Goto Extras Environment System  Help

1€ 290 000 BHE DDHD BE QB
Time Sheet: Data Entry View

B Aleave slipis
submitted to the Time

and Attendance
P
rocessor Personnel urmber 68888688  SPRINGFIELD, RICK CostCtr 1110000008 DEFALL.
B Absences are entered  beaEny peros 12/81/2008| - [12/15/2008 Week 492008
On the CrOSS Data Entry Area
. . . BT |aA wa |Position MU 1201 [120m2 [1203 (1204 1208 1206 1207 1208 [1208 1200 (12
Appllcatlon Time @ H 3 8 8 & 8 © a8 8 8 8
= H 8 8 @8 © @ 8 @& @ 6 6
Sheet (CATS) RRTC 8
B Absences are entered

and checked against
the employee’s
personnel file to
ensure sufficient quota
time exists

f Washington St?te Department.of
Enterprise Services
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How gquota Is displayed for the employee

26

B \Wage Types and Absence Types are listed on the
Earnings Statement to account for an employee’s time

Personal Holiday - Shift 1.00 0.00 0.00 0.00

Leave/QuotaBalances ~ Begin  Eamed  Taken Adjust  Balance
Sick Leave 264.80 8.00 2000 000 25280
Annual Leave/Vacation 149.10 1067 16.00 000 1437

1.00 Use before 12/31/2008

Sullivan, James 1110 Dept of Personnel Page2 /2

Position Title Earnings Type Hrs/Unit  Rate Amount YTD
1003 Pay Period Salary 44.00 0.00 1,317.80 8,334.91
1305 annual leave for all agys 16.00 29.95 479.20 2,345.47
1310 Sick pay for all agys 20.00 29.95 599.00 599.00
1315 Pers Holiday pay-all agys 0.00 0.00 0.00 207.36
1321 Misc Paid Absence-all 0.00 0.00 0.00 33.26
Total Earnings 2,396,00 11,520.00

f Washington St?te Department.of
Enterprise Services

Side 1 Contains
employee
information and net
pay

Side 2 Contains a
breakdown of
earning types,
allowances,
mandatory
deductions,
voluntary
deductions, and
employer
contributions



Where to find Quota accruals

®

B To access the Absence
Quota infotype, follow
menu path:

Human Resources =2
Personnel Management
- Administration 2> HR
Master Data =2
Maintain

B You can also access
the Base Rate infotype
by using the transaction
code PA20 (Display HR
Master data)

Washington State Department of

Enterprise Services

(=
| Menu Edit Favorites Ewxtras  System  Help

|@IF‘£‘«2D alﬂ el X

SAP Easy Access

][]

[ (3 Favarites
7 3 SAP menu
I (3 Office
[ [ Cross-Application Components
I (J Logistics
I (3 Accounting
= & Human Resources
) PPMDT - Manager's Desktop
~ &3 Personnel Management
— & Administration
< &1 HR Master Data
2 PA4D - Personnel Actions
(2 PA30 - Maintain
Ig PAZD - DiSElaEI
FA10 - Personnel File
&) PATO - Fast Entry
(2 PA42 - Fast entry: Actions

27



Where to find Quota accruals cont'd.

B Enter the employee’s
personnel number

. Select the Time Recording tab

B Select All in the Period
selection

B Select ||_|Absencer:!uutas

B Click[2] (Overview) to

display all

/’T Washington St?te Department‘of
Enterprise Services

4

@

HE master data Edit Goto Eutras Utilties  Settings  System  Help

3 dE QAR CRE Qa8 HE QN

28

Display HR Master Data

“la

| I

Personnelno.  |HA00A172

Find by |
< & Person
[ Callective search
[ search Term
[ Free search

Name  |CHAZZ LLGA
Pershrea |3024| DSHS Region 4
PSuUharea 00JE Econ/Socialaves

Basic Persanal Data lI Payrall . Bengfts J

" Tirne Recarding

EEGroup |0 Permanent

EESubgroup (06| M-OT Elig=40hratek  Status  Active

Adddtl. Persaonal Data

/{ADE

Infitype text |EH_‘ Period

Planned Working Time v (4] | OPeriod
' |absences E From |81/01/1800To  |12/31/9393

Absence Cuotas = | OTaday OCurr week
_Attendances @Al (O Current month
| |Atiendance Quotas OFrom cur date O Last week
_Quuta Corrections OTo Current Date O Last manth
_Substitutiuns (O Current Period (O Current Year
_Time (luota Cormpensation v E ‘E Chogse |

(Overtime E
Direct selection

Infatype Apsence Quotas STy




Where to find Quota accruals cont'd.

=
| Infatype Edit Goto Extras

@

System  Help

JEH e SRR a4 HE @O

29

Overview Absence Quotas (2006)

¥ | Personnel Mo.

40000172

Marne

CHAZZ LISA

Find by | FPersArea (3024 | DSHS Region 4 EEGroup |0 | Permanent
= @ Person : P5ubarea BOJE | Econ/SocialSwecs  EESubgroup (06 | W-OT Elig=40hrsfads  Status  Active
% Colecive SeAICN | Choose [01/01/1808[9)To  [12/31/9589
fHl Free search Absence Cluotas
start Date End Date IA IQuma text IStart ded End ded. Murmber Deduction
10/01/2008 [10/31/2008 | 305ick Leave 10/M6/2008 12/31/9999 g.0oeeo 0. oooeo
L — <) - 10/01/2008 10/31/2008 | 31Annual Leavesvacation 10MB/2008 12/531/9999 14 . BEGET o.ooooo
| |09/01/2008 0%/30/2008  30Sick Leave 09/16/2008 12/31/9999 g. 0oeoo 7. ooooo
| |09/01/2008 0%/30/2008 | 31Annual LeaveAacation 09/16/2008 12/31/9299 14 . BEBEY O.oooeo
| |08/01/2008 08/31/2008 | 30Sick Leave 03/16/2008 12/31/9299 g.0oeeo g.0oooo
| |08/01/2008 08/31/2008 | 51Annual Leavesvacation 03/16/2008 12/31/9399 14 . BEGET o.ooooo
| |07/01/2008 07/31/2008  30Sick Leave O7/16/2008 12/31/9999 g. 0oeoo g. 0oooo
| |07/01/2008 07/31/2008 | 31Annual LeaveAacation 07/16/2008 12/31/9299 14 . BEBETY 0. oooeo

B Use Absence Quotas (2006) to view guota accrual once the
Time Evaluation has processed.

f Washington St?te Department.of
Enterprise Services




HRMS Activity

Exercise:
Display Absence Quotas
Page 1

f Washington St?te Department‘of
Enterprise Services
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Review Questions

1. Which infotypes affect Quota Accruals?

2. True or False?
Time evaluation is a process only ran by
Department of Enterprise Servcies?

f Washington St?te Department.of
Enterprise Services
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Section 2.

Shared Leave
How to donate and return quotas
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Shared Leave Overview

B Upon completion of this section this section you will be able
to:

— Verify an employees quota balance
— Create Shared leave donations and returns
— Convert a Personal Holiday for donation

— Define how to return unused Shared Leave back
to the donor

@ Washington State Department of S h ar ed L eave

Enterprise Services

33
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Steps for Donating Shared Leave

 —

. Verify Quota Balance (donor)

Establish and verify base rate for Shared Leave (donor
and recipient)

Create Shared Leave Eligibility (donor and recipient)
Create Shared Leave Donation (donor)

Verify the donation (donor and recipient)

Run a Time Evaluation (ZT60) (recipient)

N

o 0 kW

/ nnnnnnnnnnnnnnnnnnnnnnnnn
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Verify the Quota Balance

B The Attendance System Change Report displays
all employees who had attendance activity during the
selected reporting period as well as their ending

balance
B Refer to the user procedure Attendancge System

Change report on the OLQR | Menu Edit Favorites Eutras  System  Help

| & IZHH_HPTTMDBM nl 4 XN

W Access the Attendance System SAP Easy Access

Change Report using the 6= <A

transaction code ZHR_RPTTMO084. -
B Click & (Enter) to validate. L

S I (3 Cross-Application Components
b (J Logistics

I (3 Accounting
I (J Human Resources
b (J Information Systems

I (J Tools

@ Washington State Department of S h ar ed L eave

Enterprise Services



Attendance System Change Report

=
| FProgram Edit Goto  Systerm Help

[ | FleldS to Comple’[ei | & 200 e@e CHE Eeha IE @m

Attendance System Change Report

_ S E
— P e rl Od Selections fram " ] Search helps I L] Cry. structure I

Period
O Today O Curren t month O Current year

— Personnel area S Srrom o

— Personnel Number i
_ Quota type PersonnelNumbjr | E

(Optional) tif:: 2ol s
— Deduction Period S :

B Verifyy  onyeEsinselected guobs "G e =

. Deduction period 1040142008 To 18;"15;"2888.
IS checked

Display
|¢ Only EEs with selected guotas || All selected EEs I

Only EEs with entitlerment

- @ EEs wrem. ent. only
. CIICk (EX eC ute) to Only EEs w/compensation
EE=s wifgta used only

generate the report T

Data format
Layout

Additional Data

Field Selections I

"4\ Washington State Department of
@ Enterprise Services Shared Leave
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Attendance System Change Report

=
List Edit Goto ‘Wiews Settings System  Help

|e~ 240 @@ DA 0o BRE @ m

37

IZlE

Attendance System Change Report

State of Washington - HRMS
Attendance System Change Report

|= Details
Report ID: ZHR_RPTTMD84
User: KELLYW Group description |CEI| Content
Rur'! Date : 01/13/2011 Personnel Area Code 1110 [=]
Period : 01/01/1800 thru 12/31/9999 T 40000235 =
Fersonnel Sub Area Text Exempt ]
Personnel|Mame |Quu...|Q.uuta Type Text |Leave Ac Name PHILLIPS. MICHAEL
40000235 PHILLIPS, MICHAEL 30 Sick Leave . 10531520 Org Unit 20000457
40000235 PHILLIPS, MICHAEL 31 |Annual I_eavnleNacatlnln 10,3120 Quata Type a0
40000235 PHILLIPS, MICHAEL 42 |Personal Holiday - Shift| 12/31/20 ey 500101186
- . . Org Unit Abbresiation BB,
Leave Accrual Date 104312008
of the report. i rrooroes
Position F0005872
EE Group 5]
Position Abbreviation 0131
Job Abbreviation B2850 |
EE Group Text Civil Service Exempt
Earned 272.00000
EE Sub Group Text Monthly(M) OT Exemj )
Taken/Reported 34.50000 =
[ [l

@ Washington State Department of

Enterprise Services

:nt| Donated| Returned| Ending Bal
10 | 72.00000 40.00000 709 22000
10 0.00000 | 0.00000 129 76678
I0 | 0.00000 | 0.00000 0.00000

Shared Leave



HRMS Activity

Walkthrough:
Run the Attendance System Change Report
Page 3

f Washington St?te Department‘of
Enterprise Services
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7 A Washington State Department of

Establish the
Hourly Base Rate

Shared Leave
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Step 2
Verify and Establish Base Rate

B \When an employee decides to donate Shared Leave, the donor
and the receiver both need to have their Recurring
Payments/Deductions (0014) set up with the base rate wage type
1010.

B Check that the Start and End Date in Recurring Payments/
Deductions (0014) covers the Shared Leave donation Start date.

— The Start date needs to be the first day that the recipient is eligible to
receive the donation.

— Use the same logic when entering the Start date for the donor.

B The donor and the Shared Leave recipient’'s respective agencies
will establish this wage type in an employee’s personnel record.

@E nnnnnnnnnnnnnnnnnnnnnnnnn Shared Leave

nterprise Services



Step 2
Verify and Establish Base Rate

|l:Ij

B To access the Base
Rate infotype, follow

Ilenu Edit Favarites Esxtras System  Help

& | Fazo = < & @R
SAP Easy Access

menu path: =
Human Resources - —

Personnel Management ~ &1 SAP Ineny

- Administration 2> HR 3 P CRITEENETTS
Master Data > S e
Maintain o G ool et e ?

= &3 Administration
= & HR Master Data

H YOU can aISO adCCess 2 PAA0 - Persannel Actions

the Base Rate infotype é’ ey
. . FA10 - Personnel File
by using the transaction © PATD- Fastenty
. P&dZ - Fast entry: Actions
code PA20 (Display HR !

Master data)

@g;;g;g;;gpggﬂ;sges Shared Leave-Verify Base Rate



Step 2

Verify and Establish Base Rate

B Enter the employee’s Personnel Number
u CIickE(Enter) to validate

B Click the gray box
to the left of Basic
Pay (0008) to
select

B Select the All
radio button In the
Period section

]

B Click =
(Overview) for an
overview of all
actions

f Washington St?te Department.of
Enterprise Services

‘ =

@

HE master data  Edit Goto  Eutras  Utilities  Settings  Systerm  Help

DA EH @a@ DA Do HEE @

Maintain HR Master Data

mEEERE] |

E3[E= = E I

Find by |
= % Person
{Rl Collective search
fHli search Term
fHl Free search

| L]

Personnel na.
Mame

40000235

Basic Personal Data

PHILLIPS MICHAEL
PersArea |1110|Dept of Personnel
PSubarea |B003 | Exermpt

EEGroup |B| Civil Service Exempt
EESubgroup (01| Monthly(h) OT Exe.. Status  Active

Fayroll . Benefts . Time Recording | Addil. Personal Data |

Infotype text Isl |_| Period
Actions v [2| | @Period
_Organizatiunal Assignment 4 (-] From To
:Personal Data L4 O Today O Curr.week
| |[Addresses "4 O Al QO Current manth
Planned Waorking Time L4 O Fram curr. date O Last week
Basic Pay L4 O Ta Current Date O Last manth
[ EmirEe Ements v O Current Period O Current Year
| |Pate Specifications 14 = |v_- Choose |
Family/Related Persan | [=]
Direct selection
Infotype Basic Pay STy

Shared Leave-Verify Base Rate
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Step 2

Verify and Establish Base Rate

Infntg,rpe Edit Goto Extras System  Help

| @ 10 @@ CHE DDoD B @B

Overview Basic Pay (0008)

.. Fayments and deductions |

Persannel Mo, JHA00Z35 Marne FHILLIFS MICHAEL
Find by | FPersArea (1110 Dept of Personnel EEGroup B Civil Service Exempt
~ @ Persan Fzubarea (D003 | Exermpt EESubgroup |21 | MonthiviM) OT Exe..  Status  Active
%gsg‘ﬁ“’%ﬁamh B Choose |01/81/1800[3)to  [12/31/9909 STy.
fHl Free search
Tg,f.lF"... |F'S graup ILxr |Am|:|unt |Curr... |Annua| salary |Curr... |ﬁ|
10 41 BAND S 05 967 .00 UsD 119 ,2058.00 UsD [+]
— i III 03/01/2007  08/31/2008 0041 BAMD S 05 &.8659 80 UsD 116,668.00 UsD [+]
09/01/2006 0843172007 0041 BAND S 05 4,718.50 UsD 113,244.00 UsD
01/01/2006 08312006 0041 BAMD S 05 4,644 .00 UsD 111, 456.00 UsD

B Select the current record from the list
— The current record will have an End Date of

12/31/9999

B Click@/(Choose) to select the record

/‘ Washington State Department of
2 Enterprise Services

Shared Leave-Verify Base Rate
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Step 2 “
Verify and Establish Base Rate

|l:

Infat Edit Goto Waget Extras  Systemn  Hel

B Select Salary amount | = B £ GECIr s R e
Dlsplay Basic Pay (0008)

. erte d Own the | Salary amount || Payments and deductions |

] PO .7 M Traiin nanTic -
Salary/ hourly ?ndﬁlg_yl — III:If'SaIarj,f per Period {in USD) |
amount % cemen| Annual salary 719,208 607 [
{Hl Free st
_ Salary/monthly 9,934.00 |
- In_ the Pop .Up | Semi-ronthly salary 4,867.00 |
window, click Salaryfevery 14 days 4,584.92 |
(Continue) Vageheekly 2,292.46 |
to continue Salary/hourly 57.09
W Click £ (back) vl H
to return to the i
previous screen DD — om
T D']HSIZD']']']ZISHBBBBEE' 14,76 |USD

@w sington State Degarment o Shared Leave-Verify Base Rate
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Step 2 "
Verify and Establish Base Rate

B Now that we have the employee’s current base rate, the next step
IS to validate or create the action on Recurring
Payments/Deduction (0014).

Step 2
Verify and Establish Base Rate

When an employee decides to donate Shared Leave, the donor
and the receiver both need to have their Recurring
Payments/Deductions (0014) set up with the base rate wage type
1010.

B Check that the Start and End Date in Recurring Payments/
Deductions (0014) covers the Shared Leave donation Start date.

— The Start date needs to be the first day that the recipient is eligible to
receive the donation.

— Use the same logic when entering the Start date for the donor.

B The donor and the Shared Leave recipient’'s respective agencies
will establish this wage type in an employee’s personnel record.

@w Shared Leave-Establish Base Rate

Enterprise Services



Step 2 “
Verify and Establish Base Rate

HE master data Edit Goto Extras  Utilities  Settings  System  Help

B Enter /NPA30 In the ‘-‘-’v‘ 10l e@e CHE DnoD PR @F

. Maintain HR Master Data
command field @.....

] CI|Ck ﬁ Enter 1{0) I Personnel no. | 46000235
e :

Find by Mame FHILLIFS MICHAEL

Valldate = @0 Per| persarea [1110] Dept of Personnel EEGroup|B| Civil Service Exempt
%E FSubarea DOGO3 | Exempt EESubgroup |01 | Monthly(M) OT Exe..  Status  Active

B Verify the Personnel B

Basic Personal Data R Benefits { Time Recarding { Addtl. Personal Data { F||| [

Number (HED .
""" Infotype text |s| |_| Feriod
Basic Pay o [+l | OPeriod
- SeleCt the | Fayrall tab I Recurring PaymentsteductiDnsl o E‘ From |01/01/1800) To 1243149999
] | [Additional Payments ¥ | | OToda O Curr.week
] CI'Ck the gray bOX to __|Cost Distribution v @ Al O Current manth
| [Bank Details v O Frarm curr.date O Last week
the left of H Recurring Payments/Deguctions | [Btemal Transfers OTo Curent Date  OLast month
T __|Payroll Status v O Current Period O Current Year
. Residence Tax Area ¥ o =
B Select All radio button ~worcaxave D ————
In the Period selection _ _
nfotype Recurring Payments/Deductio.. | STy

B Click (2] (Overview)
to dlsplay all

@w Shared Leave-Establish Base Rate

Enterprise Services
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Step 2
Verify and Establish Base Rate cont'd.
|E?lnﬂ:|tg,rpe Edit Goto Extras System  Help

€ 1 A0 e CHE nnoan BR @M
List Recurring Payments/Deductions (0014)

[)]17] )i ]) =5

| 'L * | Persannel No. JAMHNRZ 55 Marne FHILLIFS MICHAEL
Find by | PersaArea 1110 Dept of Personnel EEGroup B | Civil Service Exermpt
e @}EFSDH FSubarea 0003 | Exempt EESubgroup 01 | MonthlyiM) OT Exe..  Status  Active
Collective search
5] Choose 1/01/1800 () o 12/31/9988 STy,
[/l Search Term = b /
[l Free search
Wiage type Wiage Type Long Text  [From To 0 |Amount Croy
1010 Base Rate for shared | 10/25/2006 12/31/9999 75.39UsD | [+]
I e e =

B |f a wage type 1010 (Base rate for shared leave) already exists,
verify the rate is still correct as HRMS does not automatically
update wage type 1010 once an employee receives a pay increase

or decrease.
B You will also need to verify that the dates cover the donation period.

f Washington St?te Department‘of
Enterprise Services



Step 2 &
Verify and Establish Base Rate cont'd.

Infotype  Edit Goto Extras  System  Help

& nldH @@@ S0 E Dhoo FEE @
List Recurring Payments/Deductions (0014)

|

IL* | Personnel ho. 40000005 Mame LYMCH JUDY
Find by | FPersArea 1110 | Dept of Personnel EEGroup |0 | Permanent
E %Ersnﬂ PSubarea |@001 | Mon Represented  EESubgroup |81 Monthlyin) OT Exe..  Status  Active
Collective search
Choose 1401 1800 (=) to 12/31/3333 STy
[l Search Term = b .
[l Free search
[+age Type Lang Text rom |0 Jamaunt lcrey |
EEE“I Charity 1216/2007 D4/152008 A 1250 UsD
I| _____ [ .
]

B |f there is not a Wage type 1010 Click [0 (Create) to create a
new record

@w Shared Leave-Establish Base Rate

Enterprise Services



Step 2

Verity and Establish Base Rate cont'd.

B Fields to
complete:

— Start
— Wage Type
— Amount

u CIickE(Enter)
to validate

B Click 8 (Save) to
save and continue

f Washington St?te Department’of
Enterprise Services

Infatype  Edit Goto Extras System  Help

V] 1 IBQEQ ERRE D0O0(HE @B

Create Recurring Payments/Deductions (0014)

EER

| || ¥ | Personnel No. | 40000005 Name LYNCH JUDY

Find iy | PersArea 1118 Dept of Personnel EEGroup 0 Permanent

< @ Person PSubarea |DB01 Non Represented  EESubgroup 01 Morthiy(M) OT Exe.. Status  Active

[l Collective search Start 01/01,/1500 @m 12/31/9399
[l Search Term

[ Free search

Recurring Payments/Deductions

Wage Type

Amount UsD
Mumber/unit

Assignment Number

Reason for Change

Payment dates
Payment madgl

Shared Leave-Establish Base Rate
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HRMS Activity

Walkthrough:
View hourly base rate and create
recurring payment
Page 6

f Washington St?te Department‘of
j Enterprise Services
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Step 3
Create Shared Leave Eligibility Overview

B Use Absence Pools (0696) to establish eligibility for the
donor and recipient.

B Verify the Begin and End Dates for Absence Pools (0696)
are covering the Shared Leave donation period.

B For an employee to donate or receive leave, they must be
eligible.

@E nnnnnnnnnnnnnnnnnnnnnnnnn Shared Leave

nterprise Services
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Step 3 >
Create Shared Leave Eligibility

B Enter PA30 in the Command field.

=
. Select the Time Recarding tab HR master data Edit Goto Extras Utilities Settings  System  Help
V] I dH QEe SHE DDA HE @M

Maintain HR Master Data

B Verify the Personnel

N um ber Y Personelno. | 4000235
Find by | Name  [PHILLIPS MICHAEL
I ﬁ' < @ Person PersArea 1118/ Dept of Personnel EEGroup B Civil Service Exempt
u CIICk (Ente r) to [f Collective search | pg,\ -re [oag Exepm t EESubgroup |81 Manth pM OT Exe.. Stat pA f
. 8 search Term 4 ubgroup onthiy(M) OT Exe..  Status  Active
Val |d ate {Hl Free search
Basic Personal Data '| Payrall * Benefits gL Addtl, Personal Data | F1)
B Enter the From date — =D |
Infotype tesxt |s| |_| Feriod
. | |Employee Remuneration Info [+]| | @Period
B Click the gray box to uatavity A e [ [ [raranisss:
| |Time Transfer Specifications OToday O Currweek
the left of Absence [ e o S
| |Leave Entitlement Compensation ml | @ o O Last week
POOIS (0696) to SeIeCt Workers' Comp. NA [ | (O Ta Current Date (O Last month
. SEMCE 0013 O Current Period O Current Year
B Click |E (C re ate) to | Ansence Duation ASminstaton US| (%) chogse |
[+]
create a new record ST —
Infatype Ahsence Pools STy
Note:
To find the Absence Pools scroll down
74\ Washington St?te Department.of . . Sh ared Leave
@Enterpnse Services Elg)avl\;ards the bottom of the Time Recording




Step 3 2
Create Shared Leave Eligibility cont'd.

B |n the pop-up window = Subtypes for infotype "Absence Pools" (1] 2 Entries found

select |f tmePu W cic:

— MEEEREE

The Foreign Pool is to be STyp|Name
selected only if creating the F Foreian Pool
eligibility for the Uniformed H  Hame Poal
Services Pool, or Sick

Leave Pool.

4\ Washington State Department of S h ar ed L eaV e
@ Enterprise Services



Step 3

54

Create Shared Leave Eligibility cont'd.

B Fields to
complete:

— Absence Create Absence Pools (0696)

Pool ID

| CIickE
(Enter) to
validate

H Click
(Save) to
save

/’T Washington St?te Department‘of
Enterprise Services

4

pfotype  Edit Goto Extras  System  Help

. qe@mgwwmamm@

EER

| I

Find by

7§ Persan
[l Collective search
(il Search Term
(il Free search

Persannel Mo 40000235 Name PHILLIPS MICHAEL
EE group B Ciil 5ervice Exem.. Personnelar 1110 Dept of Personnel
EE subgroup  B1 Monthiyh) OT Bx. 55N 500-10-1186 Status  Active

atar UTM202011 his  |12/31/3333

Absence Pools

Shared Leave



7 A Washington State Department of

Create the Donation
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Step 4
Create Shared Leave Donation Overview
B \When leave Is donated:

» Within your agency — Complete steps 1-3 for both
the donor and the recipient.

» Qutside your agency — Ensure that either the donor
or recipient (whichever is in your agency) has steps
1-3 completed. Communicate with the other agency
to ensure both sides (donor and recipient agency)
have completed appropriate steps.

QE nnnnnnnnnnnnnnnnnnnnnnnnn Shared Leave

nterprise Services
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Step 4

Create Shared Leave Donation
Enter PA30 in the Command field

L

Select the g tab

e Hecording

Enter the Personnel
Number of the DONOR

Click & (Enter) to
validate

Enter the from date

Click the gray box to the
|eft Qf |ﬂ«bsence Donation Administration US

Click 1! (Create) to
create a new record

In the pop-up window
select Donation

Washington State Department of

Enterprise Services

=
HE master data Edit Goto Extras Ulilities Seftings  System  Help

V] T Qe SHE fDhan BE QE
Maintain HR Master Data
BEEEER
m Personnelno. 40000235
Find bry | Mame PHILLIPS MICHAEL
< b Person PersArea 1118 Dept of Personnel EEGH Eimpt

(8 Callective szarch PSubarea |BOE3| Exempt EESubgroup (81 Manth Must enter From fis  Active

[ search Term Date on this

fHl Free search screen

Basic Personal Data | Payrall |, Benefis AANITAEET
| |
""" “ ||nf0typetext |s||_|
: [+]| @ Period
I Subtypes for infotype "Absence
I'IIIIFI EIIIF' @ From |01/12/20110To 1273179399
QAl O Current maonth
|| OFrom curr. date O Last week
- OTa Current Date OLast manth
s Ij
# I E I [H] I IE%'I 'El I I E'l = O Current Period O Current Year
|E Choose |

STyp|Name

aoo1 Donation/Feturn

0002 Withdrawal

|IIIII||

ministrati. STy

Shared Leave

o7



Step 4

Create Shared Leave Donation
B Fields to complete:

— Abs. quota type
— Number/Unit

— Personnel No. of the
Recipient

! \Check ‘Amount
related’

— Check “Employee”
— Target Abs. Quota

B Click & (Enter)to
validate

H Click (Save) to

save
/T Washington St?te Department.of
j Enterprise Services

&

B

Infotype  Edit Goto  Extras  Systerm Help

JH @G D0 E anasn R @ m

58

Create Absence Donation Administration US(0613)

EEH

I [Lr

Find by

= §@% Person
fHl Collective search
fHl Search Term
H} Free search

Personnel Mo | 40000235
EE group
EE subgroup

Start 0141272011

B| Civil Service Exem.. Personnel ar
o1 | Monthly(hy) OT E<. S5M |500-10-1

FHILLIFPS MICHAEL
1110

Marmne
Dept of Personnel

Daonor's
Information

Ahsence Donation Administration US

Abs.quota type
MurnberUnit

30 Sick Leave ( 757 22000 H.. B

25 .00 Hours

O Home Pool

Home Pool ID
O Foreign Pool

Foreign Podl 1D

Recipient's
Information

@ Employee
FPersonnel no.
Target Abs. quota

[v] Amount Rel
40000196 SPELJAK LULZIM
41 Shared Leave E

O Extermnal Recipient
Ext. Person
Absence Quota Type

Shared Leave



Verify the donation

/- nnnnnnnnnnnnnnnnnnnnnnnnn
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Step 5
Verify the Donation Overview

» Donor

» HRMS automatically creates a quota record on
Time Quota Compensation (0416) to reduce the
balance.

» Recipient

» HRMS automatically creates a quota record on
Quota Correction (2013) to create/increase the
shared leave guota balance.

QE nnnnnnnnnnnnnnnnnnnnnnnnn Shared Leave

nterprise Services
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Step 5 i
Verify the Donation (Donor)

- Enter the transaCtion |E7Hﬂmasterdata Edit Goto Extras Utilities Settings  Systern  Help
: | & 210 a8 CHE anoan AR QB
COde PAZO In the Display HR Master Data

command field
< P | Personnel no.
| Clle ﬁl (Entel’) to %Name PHILLIPS MICHAEL

PersArea (1110 Dept of Personnel EEGroup |B| Civil Service Exempt
[H-"E PSubarea (003 Exempt EESubgroup |01 | Monthiw(M) OT Exe..  Status  Active

validate B

i

Basic Personal Data .l Payroll ™ Benefits IR Addtl. Personal Data - F|y,

B Enter the Donor’'s |tz —

Infotype text Period
Planned Warking Time o [=]| | OPetiod
personnel number :Absences @ From |B01/01/1800 Ta 1243179899
_Absence Cluotas —| | O Taday O Curr.week
. S e I e Ct th e g r ay b OX t O _Attendances lZEJAII O Current manth
o _Attendance (duotas O From curr.date O Last week
th e Ieft " ‘TimE OUDta CDmpEﬂsa’[iDn _sﬁiztit'i:g;z':tmm g'l(;: Current FJate O Last month
— urrent Period O Current Year
Tirme Quota Compensation o |v__ T |

(][]

of to select Dreme

Direct selection

. CIICk I@ (D'Splay) Infotype Time Quota Compensation STy

Enterprise Services

@ Washington State Department of S h ar ed L eave
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Step 5
Verify the Donation (Donor) cont'd.

=
Infotype Edit Goto Extras  System Help

| & 20 H @@ CHE anoan BHE @0
Display Time Quota Compensation (0416)

I * | Personnel Mo. hoooozas Hame FRHILLIFS MICHAEL
Find by Fersarea |[1110| Dept of Personnel EEGroup B | Civil Service Exempt
= @ Per| pSubarea 0003 Exempt EESubgroup |01 | Monthhy(hd) OT Exe..  Status  Active
[H]E Start Q171252011 Chg. B1/13/2011 |[KELLYW
(= F
Comp. method 1000 | Free compensation
JL_ ]

—ieeeee | | Compensation specifications
Automatic compensation

kanual compensation

Time gquota type S0 Sick Leawe
Cormpensation rule ElElE]
Mo, to compensate 25. 0oooo

Co not accournt

Absence guotas

| ATy Iilluntatext IEntitI. IUnit ICDmp. IHem. I
305ick Leave 291.20000 Hours 25. 00ao0 380.22000
B Use thel®@ (Back) to return to Maintain HR Master Data
"4\ Washington State Department of Sh ared Leave

@ Enterprise Services



Step 5

Verify the Donation (Recipient)

B Fields to complete:

Personnel
Number-
Recipient

Select Time
Recording Tab

Enter Period

Select Quota
Corrections

B Clickg] (Display) to
display all

{T Washington St?te Department.of
Enterprise Services

‘ =

@

HE master data Edit Goto Extras  Utilities Settings  System  Help

14 EH @ SEE aho80 HE @

Display HR Master Data

AEX

;| P5ubarea |DOFT | Agencywide

40000186
SPELJAK LULZIM
Persarea 5400 | Employment Security Dept

Personnel no.
Mame

Baszic Personal Data .l Payroll  Benefits 4

EESubgroup |81 | Manthiy(M) OT Exe .

—
Time Recording

EEGroup |0 Permanent
Status  Active

Addtl. Personal Data { F|||

Infatype text ISI |—‘ Feriod

Planned Working Time o [+l | OPeriod
- |absences @ From |01/01/1808 To 1243179899
:Absence Cluotas = | Ciloday O Currweek
_Attendances O Current month

Aftendance Quotas L Fram curr.date O Last week

Quota Corrections I
Substitutions

Time Quota Compensation
Owertime

DI

O To Current Date O Last manth
O Current Period O Current Year

|“— Choose |

Direct selection
Infotype

Cluota Corrections

STy

Shared Leave

63
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Step 5
Verh;y the Donation (Recipient) cont'd.

Infotype Edit Goto Extras  System  Help

& 3| dE CER SRHE B0 O:EE @

Display Quota Corrections (2013)
DDD |:|| Fersonal work schedule | |A|::tixfitj,r allacation || Caost assignment || External services | D

I ¥ | Personnel Mo | 400008198 Marme SPELJAK .| Status Active
[Find by || EE group B Permanent Personnel ar | 5400 Emplayment Security Dept
B ﬁ:'ﬁ’ Per| ws rule RO45 2Rk M-Th. 55N
% ‘| start 01/12/ 2011 This number is based on W
i the Base Rate (WT 1010)

Ahsence guota type 41[3) Shared Leave for each employee.

Change accrual entitlement

Cluota number 118 . 02000 |Hours

Increase generated entitlernent

Feduce generated entitlement

Feplace generated entitlement

Change transfer time
Transfer Y 0nly transfer quota correction immedia..

f Washington St?te Department‘of
Enterprise Services

Shared Leave



Transfer the donation

Washington State Department of

65



Step 6
Transfer the Donation Overview
B Completing the transfer will update the quota

balances for the recipient, making them available
Immediately.

— This also reduces the donor’s quota balances as
well.

B Helpful in expediting the donation process.

QE nnnnnnnnnnnnnnnnnnnnnnnnn Shared Leave

nterprise Services
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Step 6
Transfer the Dor;ation

B Enter the transaction

code ZT60 in the
command field on the
Easy Access Screen

W Click & (Enter)to

validate

B Fields to complete

— Personnel number

— Evaluation up to

B Click % (Execute)to

®

generate report

Washington State Department of

Enterprise Services

Program Edit Goto System  Help

v 2 B eG@ I BEE S04 FE @0

HR TIME: Time Evaluation

Further selections || =43 Search he

Recipients
personnel number

Selection

|

FPersonnel Mumber

Personnel area
Fersonnel subares
Payroll area

Parameters for time evaluation

Forced recalculation as of
Evaluation up to

12431/2003

67

Keep default

\ date

Fragram options
[ Display log
(] Test run (no update)
[ ] Stop at functionfoperation BREAK

[]Stop at fixed positions in time evaluation

\

Shared Leave



Step 6
Transfer the Donation cont'd.

=
. . | Log Edit Goto ‘iew Settings Systerm Help
B Verity the time @ 20006 DHR D000 DD 0B
transfer was Display Log Tree
successful D EFE F e E R

Log: Time Evaluation

. CIICk @ (EXIt) and - gjgizzlfi?tzersnnnm numbers
return tO the SAP Personnel numbers with errors
Easy Access screen

Fersonnel numbers ended early
Personnel Mumbers Rejected
Messages

— 3 Statistics

selected personnel numbers

successful runs far

including with errors

Frocessing not campleted for

Rejected

Total number of messages and error messages

I:liZlI:llzl—"l—‘L

Enterprise Services

@ Washington State Department of S h ar ed L eave
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Step 6B. Verify the Donation

B Enter the transaction g

HE master data Edit Goto Extras  Utilities  Settings  System  Help

code /NPAZ20 in the @ ([ idede LN 0o OF 0
command field Display HR Master Data

B Enter the ReCipientS I ' | personneing. [hononiss
Find by || Name SPELJ&K LULZIM

personnel number = @ Per:| Persarea (5400 Employment Security Dept EEGroup |0 Permanent
[H]E PSubarea |OOFT | Agencywide EESubgroup (81 | Monthiwvikd) OT Exe..  Status  Active
. SeIeCt the Time Recording tab %;
. . Basic Personal Data '| Payrall { EEGETEYT Time Recording Addtl. Personal Data i F|||
B Select All in the Period
. EDEE' Infotype text |5| |_| Perind
Selectlon _Planned Warking Time o [+l | OPerind
ALSENCES El From |01/01/1800) To 1243179983
B Select | |Absence Quotas | | ©Today @ e
| |AHEndances @Al O Current manth
| [Attendance Quotas O From curr date O Last week
. Enter 41 Shared Leave _Qu':'ta Carrections O Ta Cutrent Date (O Last month
: Substitutions :
- O Current Period QO Current Year
Into STY | |Time Quota Compensation W El |E| Choose |

I Creertime

B Click l« (Overview) to

Direct selection
d|Sp|ay a.” Infatype Ahsence Cluotas 5Ty (41 |Shared Leave

f Washington St?te Department’of
Enterprise Services



Step 6B. Verity the Donation con't.d

[=
Infotype Edit Gaoto Extras  System Help

@ 2 dEH @@ SHE  DDhoa0n HE @
Overview Absence Quotas (2006)
| | ¥ | Personnel No. | 40000196 Marme SPELJAK LULZIM
Find by Persarea (5400 Employment Security Dept EEGroup 3| Permanent
~ §f Per| PSubarea |BOFT | Agencywide EESubgroup (01 Monthly(M) OT Exe.. Status  Active

%E f& Choose [31IEI’IHBEIEITD 12431/8938 STy, |41

[H) £| Absence Quotas

start Date IEnd Date IA IQunta text |Star1 ded End ded. Mumber Deduction

—mas (01272011 MMA22011 0 d415hared Leave 01/12/2011  12/31/9995 118. 03000 0. 0oooo

B Start Date and End Date=The day of the donation

B Absence Quota and Quota Text= Type of quota donated
B Start ded and End ded: Time frame of the donation

B Number= Amount of hours received by the recipient

f Washington St?te Department.of
Enterprise Services



71

Shared Leave - Troubleshooting

B Start over!

— If an error was found when verifying the quota records, use the
trashcan on the Shared Leave Donation (613) just created.

— This will automatically remove the Time Quota Compensation
(0416) and Quota Correction (2013) that was created for the

donation.
— Then follow the steps for creating the donation and run the

Time Evaluation process to create the new record.

B |f a change was made to an existing Shared Leave Donation

(0613) using the pencil, in some cases the Time Quota
Compensation (416) record for the donor disappears and breaks

the dynamic action.
It’s OK! a

Shared Leave

/ Washington State Department of
)Enterpnse Services
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HRMS Activity

Exercise:

Create Single-Agency Shared Leave
Donation
Page 10

72



73

Summary of Donating Shared Leave

B \We have walked through the steps required for both the
recipient and donor of shared leave.

B |dentified when to communicate if the employees are In
different agencies.

B Explained the dynamic action that occurs when the records are
created and identified some troubleshooting tips when an error
OCcCurs.

HRMS does not track the number of hours
donated from each donor. This is a manual

— process by the agency.

@E nnnnnnnnnnnnnnnnnnnnnnnnn Shared Leave

nterprise Services
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Review Questions

1. True or False:
When an employee has a pay increase, HRMS automatically updates the
employees base rate on Recurring Payments/Deductions (0014)?

2. Isitrequired to create a Shared Leave Donation for both the donor and the
recipient?

3. True or False:
If an error is found on the Absence Donation Administration US (0613) , you
should use the Change (pencil) to make the correction?

f Washington St?te Department.of
Enterprise Services
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Donating a Personal Holiday

Washington State Department of

Enterprise Services
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Donating a Personal Holiday Overview

Employee’s may donate all or part of the Personal Holiday for
shared leave.

Chapter 357-31-090 WAC Holiday and Leave

HRMS stores as “one” day unit. Must be converted to hours so
the hours can be donated.

(1) Full-time employees receive personal holiday pay for the
number of hours they are scheduled to work on the day.

(2) Part-time employees are entitled to the number of paid hours
for a personal holiday on a pro rata basis in accordance with
WAC 357-31-020.

@Washington State Department of Pers O n al H 0 | I d ay

Enterprise Services



Donating a Personal Holiday cont'd.

B To display HR Master
Data, follow menu path:
Human Resources -
Personnel Management
- Administration 2> HR

benu Edit Favorites Extras  System  Help

| & | reca Sl RERR Y AR
SA'F'_Ea'sy Access

][]

|l:Ij

. . [+ (J Fawvorites
Master Data - Maintain = & 5P men.

B You can also access the 5 eI oMPTeris
InfOtype by USIng the z’gﬁainu;r?gnegsuurces
transaction code PA30 B
(Maintain HR Master 1T —
data) oremies

PAZ0 - Display
22 PA10 - Personnel File
2 PATO - Fast Entry
B ) PA4Z - Fast entry: Actions

f Washington St?te Department.of
Enterprise Services



Step 1. Decrease one day from Quota e

Type 42

Enter Personnel Number

B Click @ (Enter)to
validate

B Select the Time Recording tab
Enter the From date

B Click the gray box to the
Ieft Of :ITime Cluota Compensation
to select

B Click |O] (Create) to
create a new record

B Select 1000 (Free-
compensation)

/_ Washington State Department of
2 Enterprise Services

4
HE master data  Edit Goto Estras Utilties Settings  System  Help

1€ D00 eee CHE BEAS BE QR
Maintain HR Master Data

m Personnelng. 40600137
Find by | MName  [MCCRACKEN TOBY
< @ Person PersArea |5400) Employment Security Dept EEGroup|A| Permanent

B Collective search | oo oo ooFT | agencywide. EESubgroup (B8] O Elpdinsivk Status Actve

[ Search Term
[l Free search
Basic Personal Data i Payrall i Tn"PF!Ec:tn‘diﬂg Addtl. Personal Data ||| m
| D
""" Infotype text |E||_| Perid
Plannied Warking Time v [ | ®Period
AlISENCES g From |03/02/2003 70
—.@Subtypes for infotype "Time CQuota Compensation” (1)1 15
ol

= | B3 | 0 | G | = ==
Esc|PsG...[comp.me.__JDescription |
il 10 1000 Free campensation | |

1 10 1001 wracation Payout

1 10 100z Sick time payout

1 10 1003 Fersanal Time Off payout

1 10 100 Floating Holiday paywout

1 10 1005 Ceertitme CTomp Time Payout
1 10 9001 Sick Leawe Buywout - Tax P

o 1 10 aooz2 Sick Leawes Buywout -MNo T ax
1 10 9003 Annl Leawe Buyout-Ret
| 10 001 Annl Leave Buyout -Mo Ret

1 10 900% Sick Leawe Buywout-Annual

1 10 006 Comp Time Buyout

1 10 007 Sick Leawe Buyout - “EBA

1 10 o0z Comp Time Buyout-HNo Ret

1 10 009 Holidaw Credit Buyout WS

1 10 010 Settl L Buywout WSP-roRet

1 10 9011 Settl v Buyout Y“WSP-Ret

1 10 9012 Hal. Cr. Buyout “WSP-HMoR et

1 10 9999 TD Sick Lw Taken - Consw




Step 1. Decrease one day from Quota 7
Type 42 '

Infotype  Edit Goto Extras  System  Help

) v 1 EICER CHE B0 HE N
B Fields to complete: -

Create Time Quota Compensation (0416)

. [ @S E Compensate |8 Compensate al
— Time Quota type oo A e @ e

| L* | Personnel No. 46086137 Name  MCCRACKEN TOBY
- NO to Compensate Find by \ Persarea (5400 Employment Security Dept EEGroup B Permanent
7 @ Person . PSubarea [DOFT | Agencywide EESubgroup |05 H-OT Elig=40hraik  Status  Active
f ! E Check Do not %gsgﬁ"’%ﬁ;ﬁm“ Start 93/02/2008 )
[l Free search
accou nt Comp. method 1000 Free compensation
Il o —
&\ """ Compensation specifications
. " ( ) @ Adtomatic compensation
ClICk —_ Enter to (O Manual compensation
validate Time quota type 42 Personal Holiday - Shift
Compensation rule
. _|
B ( ) No. to compensate 1.00008
C“Ck S Save to [¥]Do not account
save

Absence quotas

ATy |Cluata text |Entit|. Unit Camp. Rem.
305ick Leave 72740000 Hours 0. 0poao £78.90C
305ick Leave 8.00000 Hours 0. 0poao g.00c

f Washington St?te Department’of
Enterprise Services



Step 2. Increase Quota Type 45

[

Enter Personnel Number
Click & (Enter) to validate
Select the tab
Enter the Start Date

Click the gray box to the left
of ||:|Cluclta Caorrections | to select

Click /|0 (Create) to create
new record

Select 45 (PH-Shared Lv
Donation)

Time Recording

/T Washington St?te Department.of
Enterprise Services
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HE master data Edit Goto Estras  Utilities Settings  System  Hel

1€

TAHeAQ CHE hhon BR Qm

D]/)iojnl

Maintain HR Master Data

-

Find by

< § Person
{Hl Collective search
B} Search Term
B Free search

]

Wocom137

MCCRACKEN TOBY

PersArea (5400 | Employment Security Dept EEGroup @ | Permanent

PSubarea [BFT| Agencywide EESUbgroup [05] H-OT Elige4Dhrstwk  Status  Active

Personnel no.
Narmg

Basic Personal Data i Payrall i L Time Recording Addtl. Personal Data ||| m
Infotype text |E|ﬂ Perind
Planned Yarking Time v [4] | ®Period
ADSENCES . E Frorm |[3/[%7009 0Tn
1 Subtypes for infotype "Gluota Corrections” (13
Ahsence CQuotas L
] Restrictions |
Aftendances = —nith
Attendance Quotas_ |+ | B3 | | 65| 5| |2z
Quota Carrections [ ESGlPSG|AC&T‘p’p|Qu0ta text | ‘
Wz 1 10 30 Sick Leave ‘
I s ] 1 10 a1 Annual LeaveMacation ar
Time Quota Compensati | 1 10 34 Jus. Excess Leave
] ’ i1 10 38 Compensatory Time
Overtime 1 10 &7 Exchange Time
. . 1 10 36 Military Leave
Direct selection 1 10 38 Holiday Credits
|nthYpE Oum 1 10 A0 Excess Wacation Acrual
1 10 41 Shared Leave
1 10 42 Personal Holiday - Shift
1 10 43 Settl Leave WsP
1 10 A4 Hecognition Ly (hon-re
1 10 |45 PH - Shared Lwv. DDnationl
1 10 46 Sick Leawe Poal
1 10 47 Uniformed Serv Ly Fool
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Step 2. Increase Quota Type 45

B Fields to complete:

— Quota Number

= Total number of
hours equal to the
employee’s shift

— Increase generated
entitlement

— Transfer collected
entitlement
iImmediately

B Click @ (Enter) to
validate

u CIick(Save) to save

/T Washington St?te Department.of
Enterprise Services

I
Infatype  Edit Goto Extras  System  Help

|G

3 IBCARERRE 004 (HE QE

Create Quota Corrections (2013)

DD D‘m Peraonal work schedule ‘ ‘Activity allocation H Cost agsignment H External senices ‘ [I

| | ¥ | Personnel No | 40000437 Name MCCRACK | Status  Active
Find by \ EE graup 0 Permanent Persannel ar 5400 Employment Security Dept
Ej WE]EHDH WS rule FULL A-85 M-F. 55N R0O1-50-50BY
Collective search
Start 03/03/2a09
(Kl Search Term
(il Free search
Absence guota type 45| PH- Shared Lv. Donation
I KD

""" Change accrual entitlement

(Juota number

10 Hours

® Increase generated entitlament

OReduce generated entitlement

OReplace generated entitlement

Change transfar time

Transfer

» Transfer collected entitlement immeciat., 2




HR Time: Time Evaluation (ZT60)

&
| Program Edit Gaoto  System  Help
B Enter the transaction  |¢ 9B Cee BHE0N00 BE @
COde /NZT6O in the HR TIME: Time Evaluation
command field
| Further selections || & Search helps H 5 Sort order |
B Enter the employee’s Selectin
I N b Personnel Number €] =
Personne umber Personnel area . H
- o
B Evaluation up to Date — | o " E

let default to the last day
of the month

Parameters for time evaluation
Forced recalculation as of

B Click (Eb (EXGCUte) to Evaluation up to 12/31/2008

execute the process

Fragram options
[ Display log
[Test run {ho update)
[ Stop at function/operation BREAK

[ 5top at fixed positions in time evaluation

f Washington St?te Department.of
Enterprise Services
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HR Time: Time Evaluation (ZT60) cont'd.

B Verify the time
transfer was
successful

®

B Click|&

(Exit) and

return to the SAP

Easy Access screen

Washington State Department of

Enterprise Services

|E7

|G

Log Edit Goto View Seftings System Help

DI HICEQ BHE 0048 HE 26

Display Log Tree

EI‘E Row HE Subtree ‘

Log: Time Evaluation

—E General data

successful personnel numbers
Personnel numbers with errors
Fersonnel numbers ended early
Personnel Mumbers Rejected
Messages

— 3 Statistics

selected personnel numbers
Successful runs for

including with errors

Frocessing not campleted for

Rejected

Total number of messages and error messages

I:liZlI:llzl—"l—‘L



Viewing the records
|E:-

B Use the transaction |

HE master data  Edit Goto Extras  Utilities  Settings  System  Help

ydH @@ SHE Anhaga BE @

84

&
code PA20 Display HR Master Data
@ E
B Enter Personnel
Persannel no. 98765441
Number E Name LONGMIRE, KAYLEY
. < 4| Persarea 1118 Dept of Personnel EEGroup @ | Permanent
. CIICkE (Enter) to PSubarea 0081 Mon Represented  EESubgroup 81 Monthiyih) OT Exe. Status  Active
validate
. SEleCt the Tl Feseraing Basic Personal Data ll Fayrall { ._,,..-'Tir'ne Recording Addtl, Personal Data ||| OE
[0
tab Infotype text |E|E| Period
— ||| [Planned Warking Time W O Periad
| SeleCt Absence ADSENCES ) From [o1/01/1808/T0 12/31/9983
4hsence Quotas = | OTota O Curr week
QUOtaS (2006) _Attendann:es @ Al (O Current month
" 1 Bl | |Attendance Quotas OFrom curr date O Last week
. In the PerIOd SeCtlon’ Ij _Quuté Cerectiuns (CTo Current Date (O Last manth
Select the AII radlo — _Sgbshtutmns . 1 O Current Perind O Current Year
button E _Tlme (uota Compensation [ ‘E Chonse |
G | Crvertime ]
. CI'Ck ;E, (OverV|eW) Ho | [ Direct selection
:l Infotype STy

/_ Washington State Department of
j Enterprise Services




Viewing the records cont'd.

|E3'

| &

Infatype  Edit Goto Extras  System Help

A EHIGa@ SR B0 HE @M

85

Overview Absence Quotas (2006)

Find by

< {f Person
fEl Collective search
i Search Term
fHl Free search

Fersonnel Mo, | 40000137 Marme MCCRACKEN TOBY

PersArea (5400 | Employment Security Dept EEGroup || Permanent

PSubarea [DOFT | AQencywide EESubgroup [B5| H-OT Elig=40hrsfwk  Status  Active
B Choose |02/01/2008) To 0d/30/2009 STy. |45

Ahzence Guotas

Start Date End Date A .. |Cluota text Start ded End ded.

Murmber Deduction

3/02/200% 03/02/2009  45PH - Shared Lv. Donation 03/02/2009  12/31/9939 10 DG Eielelelele]

B Date Type 45- PH Shared Lv Donation has been
Increased to match the employees scheduled work hours.

/’T Washington St?te Department‘of
Enterprise Services



HRMS Activity

Exercise:
Convert Personal Holiday into Shared
Leave Donation
Page 19

f Washington St?te Department‘of
j Enterprise Services
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Troubleshooting a
Personal Holiday donation

Washington State Department of

87



Troubleshooting a Personal Holiday ”
donation

Ejlnfntype Edit Goto Extras =ystem  Help

& gl d H Q@@ SR 048 EHE QM

Overview Absence Quotas (2006)

Choose

Persannel Mo. 400000000 Mame DAVIS, JANE

Persirea 3105 Wash Carrections Center EEGroup |B| Permanent

'| PSubarea BATA | Institutions EESubgroup |06 | M-OT Elig=d0hrsiwk  Status — Active
Choose DHEHHBDEITD 12/31/9939 STy, 42

Abzence Cluotas

A, |Quota text
12f31f2DDB 1203172008 42Personal Holiday - Shift 12/31/2008 12/31/2008 1.00000- 0. 0oooo
1203172008 12/31/2009  42Personal Holiday - Shift 01/01/2009 12/31/2009 1. 00000 0. 0oooo
IIIBIEEIIEIIIIIIB 08/29/2008 = 42Personal Holiday - Shift 08/29/2008 12/31/2008 1. 00000 (. o060

B The employee now has a negative number for
Personal Holiday-Shift

/’T Washington St?te Department‘of
Enterprise Services



Troubleshooting a Personal Holiday
donation cont'd.

[=
Infotype Edit Goto Extras Systermn Help

| & 3l H @@ S B nan BE @

Display Quota Corrections (2013)

I:”:”:l I:H Personal waork schedule | | Activity allocation || Cost assignment || External semvices | I:I

Fersonnel Mo 40000000 - Mame DAVIS .| Status Actihve
EE group 0| Permanent Fersonnel ar 3105 Wwash Corrections Center
| WS rule FULL 5-835. M-F.. S5
Start 12731 IZEIEIEEI Chg. [12/24/20058 |KELLYW
Absence quota type 42F'er5|:|nal Holiday - Shift
L1
——|| Change accrual entitlement
— || @uota number 1.00000 | Days
=
g Transfer method
= Increase generated entitlerment should have been Do
lﬁn Feduce generated entitlemeant I NOT char!EIE Transfer
B Replace generated entitlermeant time
— Change transfer time
2 M Transrer ¥ Transfer collected entilement immediat.. = |

B The incorrect Change Transfer time was selected and caused the

negative quota correction.
B Should be Do not Change Transfer Time

/’T Washington St?te Department‘of
Enterprise Services
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Troubleshooting a Personal Holiday o0
donation cont'd.

=

| Infotype Edit Goto Extras Systemn  Help

| @ D 9@ @@ SHEm anas BE @
Change Quota Corrections (2013)

I:II:I I:HE Personal work schedule | | Activity allocation || Cost assignment || External services | |:|

Personnel Mo 40000000 Mame DANS .| Status Active
EE group 0| Perrmanent FPersonnel ar 3105 Wash Corrections Center

' s rule FLULL 5-85. M-F.. 55N 111-11-11111
I!Star‘t 12/31/2008 :I Chg. [12/24/2008 |[KELLYW

Absence guota type 4z Personal Holiday - Shift

U

Change accrual entitlerment
Cluota number 1. 00000 |Days

) Increase generated entitlement

@ Feduce generated entitlement

) Replace generated entitlerment

Change transfer time
Transter Do not change transfer time EI

G i]iﬁhﬁ@ﬁ i

To fix the error;

— Create a quota correction with the correct transfer method
— Run the Time Evaluation(ZT60) to reduce the PH-Shift to zero

/’T Washington St?te Department‘of
Enterprise Services



Troubleshooting a Personal Holiday "
donation cont'd.

(=
| Infatype  Edit Gota Extras  System  Help
@ 2 (He@e CHE ODo0 AR QE

Overview Absence Quotas (2006)

Choose

Personnel No. | 400000000. Marme DAVIS, JANE

Persarea (3105 Wash Carrections Center EEGroup @ | Permanent

PSubarea |OOTA | Institutions EESubgroup (06 M-OT Elig=d0hrsiwk  Status — Active

By Choose [J’HEI’H’IBEIEITD 12/31/89399 STy, |42

Absence Cluotas
Start Date  |End Date A, |Cuata text Start ded End ded. Mumber Deductian
12/31/2008 1273172009 42Personal Holiday - Shift 01/01/2009 12/31/2003 1. 00000 0. 00000
DB/25/2008 08/29/2008  42Personal Holiday - shift 0B/25/2008 12/31/2008 0. boooo 0. boooo

B After the Time Evaluation (ZT60) is ran, verify the correction
B The Personal Holiday-Shift is now reduced to O (zero)

f Washington St?te Department’of
Enterprise Services



Summary of Donating a Personal Holiday

B \We have identified how to verify an employee has a personal
holiday to donate

B |dentified the steps necessary to convert a personal holiday to
be donated as shared leave

 EESEESNNEEEEERERERT IREEES

B Explained how to verify quota records created &g —

f Washington St?te Department‘of
Enterprise Services



Review Questions

1. What are the two different ways to verify an
employees’ quota balance for a Personal Holiday?

2. True or False?

Agencies will need to create a quota correction for
every employee to give their personal holiday
each year?

{T Washington St?te Department.of
Enterprise Services
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Return Unused Shared Leave
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Return Unused Shared Leave

B \When returning donated leave,
agencies must specify what type of
leave was donated so that the hours
can be returned to the appropriate
quota type in the donor’s records

B The process of returning Shared
Leave is very similar to initially
donating Shared Leave

B Use Absence Donation
Administration (0613) to return the
leave to the donor or the leave pool.

tttttttttttttttttttttttttttt

95
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Return Unused Shared Leave to the donor

(=
| Menu Edit Favorites Extras  System  Help

|&~!qu a|<| C@a& OH
SAP Easy Access

B To return unused
shared leave, follow the
menu path: ST
Human Resources =2 |

[ (JFavorites
Personnel Management < €1 AP menu

e . (] Off

- Administration 2> HR [ Ell:jrcllgi-,&pplicatinn Components
[ (7 Logisti

Master Data > b (3 Avourting

Maintain = & Human Resources

) PPMDT - Manager's Deskiop
=~ 3 Personnel Management

B You can also use the < &Y Adminisiration
. = 3 HR Master Dat
transaction COde PABO S PATDE-rPEE:'saDﬂﬂelﬁctiDns
I "
(Maintain HR Master
data) 2 PA10 - Personnel File

) PATO - Fast Entry
2 PAA2 - Fast entry: Actions

f Washington St?te Department.of
Enterprise Services



Return Unused Shared Leave to the donor

cont’d.

B Enter Personnel no.

of the recipient

. CIICk the Time Recording

tab

B Enter the from date
B Click the gray box to

the leftl ibaence oraton et U

B Click 2] (Create) to
create and continue

/’T Washington St?te Department‘of
Enterprise Services

7

=4
HE raster data  Edit Soto  Extras  Utilities  Settings  Systern Help

& I odH @ae DaE Ohan BE &0
Maintain HR Master Data
(o] P20 e | s

[= > | Personnei no. | 40000136 |
Narme SPELJAK LULZIM

~ @B Per:| Persarea 5400 Employment Security Dept EEGroup (0| Permanent
%E PSubarea OOFT [ Agencywide EESubgroup |01 | MonthiyiM) OT Exe..  Status  Active
(Rl F _
Basic Personal Data . Payroll | Benefits g TN REIGIT:) Addtl. Personal Data F||I
LRl
""" Infotype text |s| |_| Feriod
Employee Remuneration Info [«]| §@ Period
| Awvailability [~] From |B5/05/2011 §O
Time Transfer Specifications i) [oday O Curr.week
_TimE Events Oy Al () Current month
Leave E’I'“ n = “rom curr.date O Last week
|| | s H n ®
" |workers [ Subtypes for infotype "Absence L cument Date P

w M surrent Period ) Current Year
w 7 Choose |

Direct selec‘wy E [H] [& :‘.}‘I—5| QJE

Infotype
STyp|Name

0001 Donation/Feturn
0002 Withdrawal

STy




Return Unused Shared Leave to the donor
Cont,d. E?Im‘m e Edit Goto Ewxtras Systern  Hel

B Fields to complete:w N A Ty
— Abs. qUOta type Create Absence Donation Administration US(0613)
2]l

— Number/Unit
I . ¥ | Personnel No 40000196 Marme SPELJAK LULZIM
— Person nel No. EE group 0 Permanent Personnel ar 5400 Employment Security Dept
< @9 Per| £E subgroup (@1 Monthiy(M) OT Ex. SN [500-10-1147 Status  Active
Target Abs' qUOta IH'E otart O5/05/2011
I CheCk ‘Amounl‘ %F Original Recipient
. s Absence Donation Administration US
Related ||:DE|I| ARs.quota type 41 Shared Leave { 118.0900.. E
_ Select Employee || Numbernit 9. 00 Hours
Radio button @0
Harme Pool ID — o
] O Fareign Posl Original Donor and type of
B C“Ck & (Ente r) to Foreln Pool 1D leave donated by donor .
Val |d ate @® Employee [¥] Amount Relate e
Personnel no. 40000235 PHILLIPS MICHAEL
B C“Ck (Save) to Target Abs. quota 30 Sick Leave 3
- (O External Recipient
save Ext. Persan
Absence Quota Type

f Washington St?te Department.of
Enterprise Services



Return Unused Shared Leave to the donor *
cont'd. -

Program Edit Goto Swstem  Help

B Enter the transaction C 210 CEe DEE fhoo BE @B
code /INZT60 HR TIME: Time Evaluation
| Further selections || & Search helps || 5 Sort order |
1 . Selection
B Fields to complete: e a
Personnel area E
- Donors Personnel Personnel subares E
N u m ber F‘ayrnll drea E

Farameters for time evaluation

B C“Ck @ (Execute) to Furced.recalculatiun as of
Evaluation up to 12431/2008
execute the process

Prograrm options
[ Display log
[ Test run (no update)
[15top at functionioperation BREAK

[ Stop at fised positions in time evaluation

f Washington St?te Department.of
Enterprise Services



Return Unused Shared Leave to the donor®

cont’d.

B Verify the time
transfer was
successful

®

B Click|&

(Exit) and

return to the SAP

Easy Access screen

Washington State Department of

Enterprise Services

|E7

|G

Log Edit Goto View Seftings System Help

DI HICEQ BHE 0048 HE 26

Display Log Tree

EI‘E Row HE Subtree ‘

Log: Time Evaluation

— @ General data
successful personnel numbers
Personnel numbers with errors

Fersonnel numbers ended early
Personnel Mumbers Rejected
Messages

— 3 Statistics

selected personnel numbers
Successful runs for

including with errors

Frocessing not campleted for

Rejected

Total number of messages and error messages

I:liZlI:llzl—"l—‘L



Return Unused Shared Leave to the donor™

cont'd.

B Enter the
transaction code
INPAZ20 into the
command field

B Enter the Donor’s
personnel number

. CIle the Time Recording
tab

B Enter the from date

B Select Absence
Quotas (2006)

B Click |&! (Overview)
to display all

f Washington St?te Department’of
Enterprise Services

=
| HE master data Edit Gota Extras  Uilities  Settings  System  Help

K il eee CHE D00 BE @®
Display HR Master Data

| | Personnel no. boEnazas
Find by || Name PHILLIPS MICHAEL
< @ Per| persarea [1110] Dept of Personnel EEGroup |B | Civil Service Exempt
% E PSubarea |DO03 | Exemnpt EESubgroup |01 Monthiy(W) OT Exe. Status  Active
fiad F _ —
Basic Personal Data | Payroll - Benefits @SRy R Addtl. Personal Data . FJ)
II:DE”I' Infatype text |5 ||_‘ Period
Planned Working Time v [*]| [ ® Period
o ASEDCES = From |05/10/2011 fTo
rAbsencE Quotas I —| Mo Today O Curr.week
| |AttEndances CAl O Current rmonth
| |Attendance Quotas O From curr.date (O Last week
_Qu':'ta Caorrections O Ta Current Date (O Last manth
| [Substitutions O Current Period O Current Year
_Time Cluota Compensation o E‘ |E| Choose |
Owertime =]
Direct selection
Infotype ARsSENCe Quotas STy




Return Unused Shared Leave to the donor

cont'd.

[=

Infotype  Edit Goto Ewtras  System  Help

@ 100 @eQ CHR D00 AR O

Overview Absence Quotas (2006)

Choose

| b | Personnel No.

40000235

Marme PHILLIPS MICHAEL
EEGroup B Civil Service Exermpt

Find by || PersArea |1110| Dept of Personnel

“ @ Per:| pSubarea 0003 Exempt EESUbgroup |81 Manthiy(M) OT Exe..  Status  Active

%E@ Choose EIEIEIEIEEI’HTD O5/05/2011 5Ty
[H]f Absence Quotas
Start Date  |End Date A |Quota text Start ded End ded. Mumber Deduction
= 05/05/2011 05/05/2011 | 305ick Leave 05/05/72011 12/31/95595 20 75000 (. Be6ad

u Verify_the start date, quota type and the amount of hours

returned.

| Note: If returning Sick Leave from a prior year, you will need to add a Text Note to the donor’s

Quota Correction (2013) to include the sick leave in the donors sick leave balance, yet not impact the year
to date sick leave taken. Refer to the User Procedure Shared Leave Returning Donation.

f Washington St?te Department.of
Enterprise Services
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HRMS Activity

Exercise:
Return Unused leave to the Donor
Page 24

f Washington St?te Department‘of
Enterprise Services
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Review Questions

1. Which infotype is used to return unused shared leave
back to the donor?

2. True or False?
When returning unused leave back to the donor you will
select the quota type Shared Leave as the Target Abs.
guota for the donor on the Absence Donation
Administration(613)?

(- nnnnnnnnnnnnnnnnnnnnnnnnn
Enterprlse Services
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Section 3:

Excess Vacation Accrual (EVA)
and
Justified Excess Vacation (JEV)

/ nnnnnnnnnnnnnnnnnnnnnnnnn
) Enterprlse Services
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EVA and JEV Overview

B Upon completion of this section you will be able to:

— Define EVA and JEV
— Describe how EVA is generated within HRMS

— ldentify what to do if a change needs to be made to
the EVA accrual

— Create the eligibility period for JEV on an employee’s
record

/ nnnnnnnnnnnnnnnnnnnnnnnnn
) Enterprlse Services
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Excess Vacation Accrual (EVA)

B Annual leave hours in excess of 240 hours.

B EVA is generated on Day 5 of payroll processing by the
Department of Enterprise Services

B Quota type 40 (EVA) Is created with a start and end
date

— The end date is the day before the employee’s
anniversary date
B | eave requests deduct from quota type 40 (EVA) then

31 (Annual Leave)

Note:

Effective 1/1/2013-Agencies who have implemented the ESS Leave
Application tool, employees will no longer accrue a separate

EVA accrual. See Enterprise Services Communication 1/1/2013
(Move ESS Leave agencies to new EVA process)

/‘ Washington State Department of
jEnterpnse Services
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Excess Vacation Accrual (EVA)

B EVA Overview

An employee has a quota type 31 (Annual Leave) balance
of 235.0 as of the 15™ of the month

— The accrual process completes on the 16" and creates quota
type 31 (Annual Leave) for 14.66667 hours. The employee
now has 249.66667 of annual leave

— On DAY 5 of payroll HRMS automatically creates two quota
corrections. One to reduce quota type 31 (Annual Leave),
and one to create or increase quota type 41 (EVA)

235.0 + 14.66667 = 249.66667 hourd 240-00 Annual Leave
9.66667 EVA
| > 249.66667 hours

( nnnnnnnnnnnnnnnnnnnnnnnnn
Enterprlse Services
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Excess Vacation Accrual (EVA)

B Using the Attendance System Change Report
(ZHR_RPTPYO084) report to verify quota balances.

=
| List Edit Goto “iews Settings Zystem Help

1€ 200 €ee SHE Hnon AR QB
Attendance System Change Report

State of Washington - HRMS
Attendance System Change Report

Report ID: 7HR_REPTTMOB4

User: FELLY WY

Run Date ; 12/17/2003

Period:  10/16/2008 thru 10/31/2008

Personnel| Quota Type|Quota Type Tet |Leave Acer | Beginning| — Earned| Receiv.. | Taken/Re.. | Paid/Repor| Adjustm.. | Donated| Retum..| Ending Ball

1110 30 5ick Leave 10/31/2008 | 307.10000 | 5.00000 0.00000 | 000000 | 0.00000 ) 000000 000000 000000 31510000

1110 31 Annual Leave/vacation| 10/31/2008 24000000 [14.66667 0.00000 0.00000  0.00000 14 66667- 0.00000 0.00000

1110 40 Excess Vacation Acruall[072172008 1 35040 | 0.00000 000000 0.00000( 1466667 1.00000 000000

1110 42 |Personal Holiday - Shift| 10/31/2008 | 1.00000 | 0.00000 0.00000 | 000000 | 0.00000  0.00000 ©.00000 000000 1.00000
Note:

EVA hours are not accrued hours. HRMS

@ Enterprig 2utomatically moves quota into EVA
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Excess Vacation Accrual (EVA)

B Scenario 1
The EVA accrual should have never been created.

— Employees annual leave balance is 240 on the 15", They turn
in a leave slip for sick leave for the 13" of the same month for

12 hours.

— On the 16™, the automated EVA process has competed for the
payroll cycle

— On the 17" the employee changes their leave slip from sick
leave to annual leave.

Solution: Use the Quota Corrections (2013), select the EVA that
was created for the pay period, select the delete. Then run the
Time Evaluation (ZT60) to reestablish the employee’s leave

balances.

{T Washington St?te Department.of
Enterprise Services
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Excess Vacation Accrual (EVA)

B Scenario 2

Returning unused EVA back to the original donor after the donor’s
anniversary has passed

An employee’s anniversary date is January 18.

— The employee donated 30 hours of EVA to the recipient as
shared leave

— Itis March 1st, the recipient is no longer in need of shared
leave and must return all unused leave.

Solution: Use the Absence Donation Administration (0613) to
return the EVA back to the donor. The start date would be the
actual day of the return.

\ |

;\(’Note:

Agencies are responsible for following state rules and considering
them along with their Collective Bargaining Agreements and other

agency policies.
"4\ Washington Statcoeparomeror
@ Entérprise Services
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Excess Vacation Accrual (EVA)

Scenario 3- Adjustments to EVA balances
B Employee’s Annual leave accrual rate is: 14.66667
The automated EVA process has completed for the payroll cycle

— Employee’s current Annual leave (31) balance is: 240

— Employee’s current EVA (40) balance is: 14.66667 (hours over 240)

— Employee turns in a late leave slip dated for the 10" of the month for 10 hours of
Annual leave.

— Adjustments are needed to both of the quota corrections that were completed via
the EVA process to correct the employees Annual leave and EVA balances.

Solution:
| Run the Attendance System Change Report (ZHR_RPTTMO084)
identify the EVA adjustment column and subtract the hours on the leave
slip.
For example: 14.66667-10= 4.66667 hours.
| Access the current Quota Corrections (2013) created for both the
Annual leave and EVA, select the Pencil (change) enter the adjusted

s OUI'S 4.66667 Into the hours and save.
@ Enterprise Services
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Justified Excess Vacation (JEV)

B JEV is a proactive process that is started by the agency
through a director’s approved “statement of necessity”.

— WAC 357-31-215

B Effective dates for the JEV period are created using
Date Specifications (0041).

— The JEV period is not monitored in the system; it's
the responsibility of the agency to monitor and zero
out the JEV balance when that time comes.

B HRMS will automatically create the quota type 34(JEV)
balance.

- Use Absence Quotas (2006) to view the record.

Note:
JEV can not be processed retroactively
@ Enhtegtrpsrtltsgpsgr\;uf:es
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Creating the JEV Period

=
| Menu Edit Favortes Extrazs  System  Help
B To display HR Master |@|qu al-ﬂ CaQ oK
Data, follow menu path: SAP Easy Access
Human Resources - GF FIE]
Personnel Management -
Administration 2 HR Lo
Master Data - Maintain b (7 Office
I (3 Cross-Application Companents
B You can also use the b (J Logistics
transaction code PA30 b0 Accounting

_ _ = 1 Human Resources
(Maintain HR Master data) ) PPMDT - Manager's Desktop
< {3 Personnel Management
= 3 Administration
¥ &1 HR Master Data

1 PAAD - Personnel Actions
) PASD - Maintain
) PAZ0 - Display

(&) PA10 - Personnel File
(&) PATO - Fast Entry
(& PA42 - Fast entry; Actions

f Washington St?te Department.of
Enterprise Services



Creating the JEV Period cont'd.

®

Enter the Personnel
no.

Click & _(Enter) to
validate

Select Date
Specifications (0041)

Select All in the
Period section

Click |&| (Overview)
to display all records
associated with the
iInfotype

Washington State Department of

Enterprise Services

=

HE master data Edit Goto Extras  Uilities  Seftings  System  Help

3 dlE@@a@ BEE Snoa EHE @0,

&

116

Maintain HR Master Data

A EEE =

| * | Personnel no. hooee140
Find by || Name FITZPATRICK RON
= @ Per:| persarea 5400 Employment Security Dept EEGroup |3 | Permanent
%E FSubarea OOFT | Agencywide EESubgroup |05 | H-OT Elig=40hrsank  Status  Active
[ F
Basic Personal Data Payroll i Benefits i Tirne Recarding i Addtl. Personal Data i F||| E|
I:DII”I‘ Infatype text |5| |—‘ Period
Actions v [=| | OPeriod
:Drganizatiunal Assignment 4 El From |01/01 /1800 To 12/31/9999
_Persnnal Data | | | OToday O Currweek
| pAddresses L |E O Current maonth
| |Planned Warking Time v O Fram curr.date O Last week
_BaSiC Pay v (O Ta Current Date O Last month
Contract EIEments v O Current Parind O Current Year
Date Specifications v |§| |v_. Chonse |
Family/Related Person =]
Direct selection
Infotype Date Specifications STy
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Creating the JEV Period cont'd.

B Click the gray
box to the left
of the current

B Click /@l (Copy)

®

record
(12/31/9999)

to copy and
continue

Washington State Department of

Enterprise Services

Infotype Edit Goto Extras  System  Help

DA E@@Ee | 2 EE 8008 EHE @D

List Date Specifications (0041)

olElse

Personnel Mo, 40000140 Mame FITZPATRICK ROM
Persarea (5400 Employment Security Dept EEGroup (0| Permanent
FSubarea DOFT | Agencywide EESubgroup (05| H-OT Elig=d0hrsfwl.  Status  Active

i [ Choose 01401 /1800 tD 1243179338

Fram ITI:I |D..|Date |D..|Date ID..lDate |D..|Date
SO1/2007  12431/9999 01 05141993 02 09/01/2007 03 10261992 04 09012001
05012006 08312007 01 09144993 02 09012000 03 10264992 04 094012001
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Creatlng the JEV Period cont'd.

Enter the start =
Infotype  Edit Goto Ewtras  System  Help
date of the record . qe.@a OHB 8000 BE OB
B Select Date Type  Copy Date Specifications (0041)

— 16 (JEV Begin EIBLS

Date) | | Persannel No. | 40008140 Mame  |FITZPATRICK RON
Find by || Persarea 5400 Employment Security Dept EEGroup @ Permanent
— 17 (JEV End v %E]er: PSubarea |00FT | Agencywide EESUhgroup 65| H-OT Elig-40hrstwk  Status  Active
(
Date) rep B 1/16/2011 | to  12/31/9999
B Click & (Enter) Ll __

— Date Specifications

to validate Cora|| e Date Date type Date
: T 01| Anniversary Date 05/14/1993 02| Appointment Date 09/01/2007
B You will receive a S _

_ 03| Original Hire Date 10/26/1992 04| Priar PID 09/01/2001
warning message 05| Seniarity Date 85/14/1993 07 |Unbroken Srve, Date|@5/14/1993
::”Record Valld 18 Prsnl HolidayElghity o6 /1672008

16 141672011
from XXXX to
CXXXXX 17 91172011 (B

delimited at end

B Click (Save)
to save

/_ Washington State Department of
2 Enterprise Services
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HRMS
Activity

Exercise:
Create JEV
Page 27

f Washington St?te Department‘of
Enterprise Services
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Review Questions
1. What end date does HRMS create for EVA?

2. Which infotype is used to enter the JEV start and
end dates?

3. True or False?
JEV dates can be entered into the system
retroactively?

f Washington St?te Department.of
Enterprise Services
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Section 4:
Manual Adjustments

/ nnnnnnnnnnnnnnnnnnnnnnnnn
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Manual Adjustments Overview

B Upon completion of this section, you will be able to:

— Create a quota correction to change the availability date of
system generated accruals

— Create a quota correction to replace the system generated
accrual rate

— Remove accrued guota from employees who leave state
service

— Define how to correct negative quota corrections
— Additional Scenarios for quota corrections

{T Washington St?te Department.of
Enterprise Services



Change the Avallabllity Date of
System Generated Accruals

123
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Changing Availability Date

B To create a Quota IE;MI—IE”;ME“ e e ok
Correction, follow menu 1
path: SAP Easy Access
Human Resources - ug
Personnel Management s g
- Administration 2 HR b (7 Office
Master Data = Maintain E gfézfsi}?spp'mm PR

B You can also access the igﬁﬁnﬂ;ﬁt@”ﬁgﬁmes
Quota Correctio - Eromor
infotype by using the T Sminstain__
transaction code PA30 © P40 - Personnel Actions
(Maintain HR Master
data) O P

@ PA42 - Fast entry. Actions

f Washington St?te Department.of
Enterprise Services



Changing Availability Date N

HE master data Edit Goto  Extras  Lhilities  Settings  System  Help

B Enter the Personnel
€rthe Fersonnel g 2 qde@e CHE DNR0 BE O
no. Maintain HR Master Data
B Click¥ (Entento  [7E@E
Personnel no. 40000140
validate EX
Findby || Name  FITZPATRICK RON
N SeleCt the Time Recording = @0 Per| persareg [5allS Subtypes for infotype "Cluota Corrections” (1) {anent
tab %E PSubares |00 m ik Status  Active
Hr =
. Enter the Start date Basic Per|¢|ﬂ|[ﬁ]|ﬂﬂl@l |Q|E| _itl. Personal Data ( F||| m
_ ESG|PSG... [AQTyp|Quota text |
B Click the gray box to  HHM et 80 a0 sickLeave
: 1 50 31 Annual Leavefsacation
the left of | |Gustaorections | PlEmed¥y  sn 34 Jus Ewcess Leave
_.ﬁ.lJSEI"ICES 1 a0 a5 Cormpensatory Time M1 123179999
] 1 a0 a8 Military Leave
Attenciant O Current month
I — 1 a0 a9 Holiday Credits
W Click = (Create) MLLETGEN: PR 40 Excess wacation Acrual O Last week
to create a new I Quata 0'311 50 41  Shared Leave O Last month
Substituticd 1 30 42 Fersonal Holiday - Shift O Current ¥
record Cimequol? 50 43 Settl Leave WSP et
_Overtime 1 aa i Fecognition Ly (PMC) —
1 a0 45 FH - Shared L. Donation
e celeal] 1 a0 45 Sick Leawe Pool
T 1 a0 47 Uniformed Sery Ly Pool
(’ Washington State Department of typ 1 a0 458 Fersonal Leave Day
/j Enterprise Services
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Changing Availability Date cont'd.

=
. SeIeCt Quota Type Infatype Edit Goto Extras  System  Help
G 2 qe@mgmjﬂm@@@@@@

B Fields to Complete: Create Quota Corrections (2013)
|:||:| D“ﬂ Personal wark schedule | | Activity allocation || Cost assighment || External services |

- QUOta Number I ¥ | Personnel Mo | 40000140 Marme FITZPAT .. | Status Active
—_ |ncrease genera‘[ed Find by EE group 0 Permanent Personnel ar 5400 Employment Securi
. = @ Per:| ws rule FLLL 9-83 M-F. SSN 501 -50-5090
entltlement %E Start Ozs20/2011
— il
Tra_nSfer COlIECted AbsEnce guota type £ Annual Leavetacation
entitlement = o

Change accrual entitlerment

Guota number 10. 66667 |HoOurs

. CIle & (Enter) ‘to O Reduce generated entitlernent

. O Replace genaerated entitlement
validate

Immediately

Change transfer time
ransfer = Transfer collected entitlement immediat... &

B Click ® (Save)to
save

/’T Washington St?te Department‘of
Enterprise Services
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Changing Availability Date cont'd.

HR master data Edit Goto Extras  Uilities  Settings System Help

B Enter the transaction & 100 @@ SHE oo BE @M
code PA30 Maintain HR Master Data
mE he P | ]
nter t € ersonne | * | Personnel no. Moonad 40
nO. Find by Mame FITZPATRICK ROM
< @@ Per| Persarea (5400 Employment Security Dept EEGroup |B| Permanent
. C“Ck & (Enter) to % E PSubarea |OAFT | Agencywide EESubgroup |05 | H-OT Elig=40hrsk Status — Active
. fieh F
Val |date Basic Personal Data .l Payrall i EEGERE Time Recording Mu:égj;?::ﬂi?g of
. Select the Tirme Recording —EDEHI‘ Infotype text [s ||_| Parind
_F'Ianned Working Time o [+| | @ Period
tab _ADSEHCES Iz‘ From |(02/28/201 ‘l_' ] 12/31/8999
Absence Quotas I ﬂ A U Curr week
] [& Subtypes for infotype "Cluota Caorrections” (17 1
. _A’EtEf‘ldar'IEES a1t manth
Enter the from date e otss | L L
. Quota Caorrections i nonth
B Click the gray box to | [Substitutions EOREREEEE .
""""""""""" e Time Quota Compens ESGIPSG... IﬁQWPIQUOta text
the left of Qusta Carrections o S a0 Sk Leave
. D 2 15 31 Annual Leavessacation
Direct selection 2 15 34 Jus. Excess Leave
. C“Ck (Create) Infotype cll 2 15 35 Compensatary Time
= 15 aT Exchange Time
to create a new record 5 1s o [
2 15 39 Holiday Credits
B Select Quota Type 2 15 40 Excess “Wacation Acrual
2 14 41 Shared Leawve
2 14 42 FPersonal Holiday - Shift
2 14 43 Settl Leave W3R
2 15 4 Recognition Lvw (non-rep)
2 18 A5 PH - Shared Lvw. Donation
/’T Washington State Department of 2 15 45 Sick Leave Pool
/jEnterprise Services 2 15 47 Uniformed Serv Ly Pool
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Changing Availability Date cont'd.

B Fields to
complete:

— Quota number

= Entera O
(zero)

— Select Replace
generated
entitlement

— Verify that Do not
change transfer
time is selected

B Click @ (Enter)
to validate

B Click (Save)
to save

/’T Washington St?te Department‘of
Enterprise Services

=

Infotype Edit Goto Extras  System Help
& n Al @@ SR aTas EHiE | @
Create Quota Corrections (2013)

|:||:| |:||m Perzonal work schedule | | Activity allocation || Cost assignment || External services

Find by
= G Per
il ¢

i

Fersonnel Mo | 40000140 MNarme FITZPAT .. | Status Active

EE group 0 Permanent Fersonnel ar 5400 Employment Secur
WS rule FULL 5-85 M-F. S5H 501 -50-5090

Start O2/28/2011

Absence quota type 31| Annual Leavefacation

Change accrual entitlerment

Cluota number 0| Hours

O Increase generated entitlerment

() Reduce generated entitlement

® Replace generated entitlement

Chanige transfer time
Transfer Do not change transfer time

i
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Quota Correction- Changing Availability Date cont’d.

=
. Enter /NZTGO |n | Program  Edit Goto  System  Help

N g | & 100 @ BHE Hnon BRI QB
t_ € comman HR TIME: Time Evaluation
field to access
the Tlme | Further selections || 5 Search helps || = Sort order |
Evaluatlon }ISEI!'ZE;tsiDcur:wnel Mumber |
Fersonnel area
Fersonnel subares
Payroll area
B Enter the
Personnel Farameters for time evaluation
N um ber Forced recalculation as af
Evaluation up to b2/28/2009
Frogram options
T (= [ Display log
. CIICk —_— [ Test run {no update)
(Execute) to [ Stop at functionfoperation BREAK
[]Stop at fixed positions in time evaluation
generate report

/’T Washington St?te Department‘of
Enterprise Services



Quota Correction- Changing Availability ~— *

)
Date cont'd.
. Verlfy the tlme |E7|=og Edit Goto ‘iew Settings Systern  Help
transfer was |G 200 0G0 CHE D000 B0 QB

successful Display Log Tree
EI‘E Row HE Subtree ‘

Log: Time Evaluation

B Click|@&| (Exit) and
return to the SAP
Easy Access screen

— @ General data
successful personnel numbers
Personnel numbers with errors

Fersonnel numbers ended early
Personnel Mumbers Rejected
Messages

— 3 Statistics

selected personnel numbers

successful runs far

including with errors

Frocessing not campleted for

Rejected

Total number of messages and error messages

I:liZlI:llzl—"l—‘L

f Washington St?te Department.of
Enterprise Services



131

HRMS Activity

Exercise:
Change the availability date
Page 32

f Washington St?te Department‘of
Enterprise Services
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Replacing the System Generated
Accrual

/- nnnnnnnnnnnnnnnnnnnnnnnnn
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Option 1: Replacing the System 133
Generated Accrual

Menu Edit Favortes Extraz  System  Help

B To create a Quota |@|mau u|<1 0O D

|E3'

Correction, follow menu SAP Easy Access
path: MB
Human Resources - T
avorites

Personnel Management K ?Smﬂgpenu

. . . ICE
- Administration 2> HR [ (7 Cross-Application Companents
Master Data = Maintain " CJ Logitics

I (7 Accounting
~ & Human Resources

B You can also access the  FPMDT - Manager's Deskiop
I = {3 Personnel Management
QUOta CorreCt_Ion ~ 9 Administration
Infotype by using the ¥ €5 HR Master Data
. ) PAAD - Personnel Actions

transaction code PA30

i - i PA20 - Display
(Maintain HR Master ) PAT0 - Personnel File

data) ) PAT0 - Fast Entry

(2 PA42 - Fast entry: Actions
/T Washington St?te Department.of -
Q Enterprise Services




Option 1. Replacing the System Generatec
Accrual Cont,d ) |EUHB master data  Edit Goto Extras Utiliies Settings System Help

B Enter the Personnel € "0 0ee CUN D000 OE QR
no Maintain HR Master Data

814 5

B Click ¥ (Enter) to | R i o e
I-d Find by | Marme CERWINSKI IRENE
Va- I ate < @b Persan . Persarea (5400 Employment Security Dept EEGroup|0| Permanent
m Sl h : %ggg?ﬁ;‘%fﬂam PSubarea (6002 WS EESubgroup |1 Morthiy(M) OT Bxe. Status  Active
elect the Time Recording i (8] Free search I= Subtypes for infotype "Quota Corrections” (131
tab E Blasic Personal m ||| v
I D r— T
""" nftype tex
B Enter the Start date ool B[R [B[E] 2[Si]
] T lbsences ESG|PSG... [AGTyp[Quota text b1/9999
. C“Ck the gray bOX tO i :Absence Quotall 2 15 30 Sick Leawve
the left of L] wergaeoud 2 19 34 Jus. Excess Leave
] i m o 35 Compensatory Time
| CI|Ck 0 (Create) ™ S 2 18 37 Exchange Time |
[ PSS o 5 38 Military Leave ar
to creawe a new record | | TmeQuotaColf > 45 33 Holiday Credits
3 Overtime 2 15 40 Excess Wacation Acrual
. Se|eCt the QUOta Type Direct selection 2 [ <1 sl LEEWIE )
Infatype 2 15 42 Fersonal Holiday - Shift
“ 2 15 43  Seftl Leave WSP
2 15 44 Recognition Ly (PMC)
2 15 44 Recognition Ly (PMC)
2 15 45 FH - Shared Lv. Donation
5 A \Washington State Deoarment of 2 15 45 Sick Leawe Pool
'ashington State Department o .
@Enterprlse Services 2 15 47  Uniformed Serv Ly Poal




Option 1. Replacing the System Generatecd

Accrual cont’d.

B Fields to complete:

Start
Quota Number

Replace generated
entitlement

DO not change
transfer time

m Click ¥ (Enter) to

validate
B Click (Save) to
save

Washington State Department of

Enterprise Services

®

|&

=4
Infatype  Edit Goto Extraz  System  Help

B

JH @@ CHE G040 HE @

Create Quota Corrections (2013)

DD [Hm Personal work schedule ‘ ‘ Activity allocation || Cost assignment H External senices | D

m Personnel ko 140000223 Marme

Find by | EE group 0| Permanent Personnel ar
= §f Person W5 rule FULL 9-B5 M-F. SSN
{8l Collective search Start 18/31 /9008
{6l Search Term
(il Free search
Ahsence guota type 31 Annual LeaveMacation

CERWINS..| Status Artive
5400 Employment Security Dept
BO0-10-1174

Change accrual entitlement
Cluota number

12, 0oooo

Olncrease generated entitlament

O Reduce generated entitlement

® Replace generated entitlement

Change transfer time
Transfer

Do not change transfer time

[




Option 1: Replacing the System Generated®

Accrual cont’d.

=4
H Enter /NZTGO in | Erogram Edit Goto  System  Help
| @ 190 e BHE Lhes IR @B
the command

_ HR TIME: Time Evaluation
field to access -...

the Tlme Further selections || 5 Search helps || = Sart order |
Evaluation SE'E“'DH
Persannel Mumber L=
PErsonnel area
Personnel subarea
H Enter the Payroll area
Personnel
Parameters for time evaluation
Number Forced recalculation as of
Evaluation up to 12531742008

Program options

_ C“Ck E [ Display log
(Execute) to [ Test run (no update)

[]Stop at function/operation BEREAK

generate report [ Stap at fixed positions in time evaluation

/_Whgt State Department of
jEnterpnse Services



Option 1. Replacing the System Generated”
Accrual cont'd.

. Verlfy the tlme |E7|=og Edit Goto ‘iew Settings Systern  Help
transfer was |G 200 0G0 CHE D000 B0 QB
successful Display Log Tree

EI‘E Row HE Subtree ‘

Log: Time Evaluation

B Click|@&| (Exit) and
return to the SAP
Easy Access screen

—E General data

successful personnel numbers
Personnel numbers with errors
Fersonnel numbers ended early
Personnel Mumbers Rejected
Messages

— 3 Statistics

selected personnel numbers

successful runs far

including with errors

Frocessing not campleted for

Rejected

Total number of messages and error messages

I:liZlI:llzl—"l—‘L

f Washington St?te Department.of
Enterprise Services



Option 1: Replacing the System Generated
Accrual contd.

HE master data  Edit Goto Extras  Utilities  Settings  System  Help

B Enter /NPA20 in the @ 100 eGe CHE DhoD BD 0
command field Display HR Master Data
4
B Enter the personnel fPJ g
number
B Click @ (Enter) to validate
. Select the Time Recording . Basic Personal Data .I Payrall { ..__..-_.’Tir'r'|E! Recarding Addtl. Personal Data ||| 0E
""" Infotype text |E||_| Peariod
tab @ _F‘Ianynped Warking Time E @ Perind
||| |Absences = From To
u Enter the from date & |||_|Ausence Quotas | | | OToday O Curr.week
. Aftendances urrent man
. C“Ck the gl’ay bOX tO the g :Attendance CQuotas gﬂgm curr.date gfastwteek '
= Quota Corrections o Current Date ast mor
|eft Of ||_|Absence Cluotas E :Substitutiuns glu:em P;r?uu:: gtur:em Yt:ar
. ) Time Quota Compensation —ll [P 105E
B Click < (overview) to B || lovenne o e———
I H.. || [ Direct selection
display all records | e -

f Washington St?te Department’of
Enterprise Services



Option 1. Replacing the System Generated”
Accrual cont'd.

I
Infotype  Edit Goto Extras System  Help

@ 1 aHeee CHE D000 AR QN
Overview Absence Quotas (2006)

Choose
| b | Personnel No. 40000223 Name  |CERWINSKI IRENE
Find by Persarea 5400 Employment Security Dept EEGroup 0 Permanent
< & Persan PSubarea B002| WMS EESubgroup |81 Monthiy(M) OT Exe..  Status  Active
) Collective search | cpooce  [a/p1/1808] To  [12/31/9998 STy (71
(Rl Search Term
M Free search Absence Cluotas
Start Date  |End Date A |Quota texd Start ded  |End ded. MNurnber Deduction
01/01/2009 01/31/2009  31Annual Leavenvacation 01/16/2003 12/31/9999 1466667 3. 60660
— . 12012008 123172008 | 31Annual Leavenvacation 12/16/2008 12/31/9993 14,6667 3. 60660
11012008 11302008 | 31 Annual Leavevacation 11/16/2008 12/31/9993  14.6AEET 3. 6066
- HijiiAaaE 10312008 31 Annual Leavenvacation 10/16/2008 12/31/9939  12.00060 0. 0A000

B Verify the replacement was successful
B Click thel€© (Back) button to return to Maintain HR Master

"4\ Washington State De Duat{a
@ Entérprise Services



Option 2: Accelerated accrual rates

B To display HR Master
Data, follow menu
path:

Human Resources =
Personnel
Management -
Administration 2 HR
Master Data 2>
Maintain

B You can also access
the infotype by using
the transaction code
PA30 (Maintain HR
Master data)

f Washington St?te Department.of
Enterprise Services

|II3'

Menu Edit Favorites Extras System  Help

| 2 | Faa

afd B &G 3K

SAP Easy Access

(&

(=

=

El

Bl ?| |||

[ [J Favorites
= Y 5AP menu

[ [J Office

[ [J Cross-Application Components
[ (3 Logistics
[ (J Accounting
= ¥ Human Resources
2 PPMODT - Manager's Deskiop
=~ 4 Personnel Management
= 23 Adrinistration
= 23 HR Master Data

A PAAD - Personnel Actions
2 PASD - Maintain
' PAZO - Display

2 PA1D - Personnel File
2 PATO - Fast Entry
2 PA42 - Fast entry: Actions

140



Option 2: Accelerated accrual rates cont'd.

= HR master data  Edit Ewtras  Ufilities(M)  Settings  Systern Help
B Enter Personnel @ : cee CHE DDOD BN 0B

Number Maintain HR MastexData

Oz D40 2

- CIiCk ﬁl [Enter) to Personnel na. 40000;
validate = B Extras  Utilties()

PSUbarea |(OOFT Agencywi

. Select the Time Recording D"-"Ef"-"i_el'-"'-" Shift+F=

Basic Personal Data
m . ist entry
Se|ect ||_|E!un:|ta Carrections E—

Planned wWaorking Time H_ﬁ F'EI"SI:IHHEI ﬁlE

Absences

B Onthe menu bar select A

i Planning data...
Attendances

G O t 0 — L I St E n t ry Attendance Quotas Eal:k F3

0 OQucta Corrections |

[~]

(2]

|

Substitutions T ntataln

LLIIrent Herod LLIFrENT year
Time Quota Compensation (Y N |ta_ Choose |
Overtirne -
Direct selection
Infotype STy

{T Washington St?te Department.of
Enterprise Services



Option 2: Accelerated accrual rates cont'd.

. (& Infotype Edit Goto Extras  Systemn Help
| FleldS o Complete & - A N & T | [ AR | SS SN TR S

[ Infotype Edit  Goto  Extras  System  Help

— Date (Last day of Jq@]eee cur cose IO @E

accrual month) —— ,
Maintain Quota Corrections (2013)
— AbQ u OtaType Choose O & New page

- Number Personnel Mo [40000225 Marme RUTEOVE ...| Status Active
. EE group 0 Permanent Persornel ar 5400 Employrnent Security Dept
- Operatlon WS rule RO15 4-105; M-.. S5N 500-10-1176
Cuota Corrections
— Transfer _
Date Ah0),., Quota text Murnber Dperation Trans... LI
573172013 3l 12=
- /3072013 3l 12 =
B Click ¥ (Enter) to wevzmn| a
" 11 /3042013 3l 12=
validate
12743172013 3l 12=
. ( ) 1/31/2014 3l 12=
B Click Save) to save U

B Run the ZT60 to view
accrual

{T Washington St?te Department.of
Enterprise Services



Option 2: Accelerated accrual rates cont'd.

B Additional detail on Accelerated accrual rates:

— Once the future dated quota corrections are established, the
accelerated accrual amounts will be available for the employee
after the regular payroll processing.

— f ! E Future dated quota corrections must be removed if an
employee goes on LWOP and is not entitled to the
leave accrual.

f Washington St?te Department.of
Enterprise Services
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Removing Accrued Leave

/- nnnnnnnnnnnnnnnnnnnnnnnnn
2 Enterprlse Services



145

Removing Accrued Leave

B To create a Quota IE;MI—IE”;ME“ e e ok
Correction, follow menu 1
path: SAP Easy Access
Human Resources - ug
Personnel Management s g
- Administration 2 HR b (7 Office
Master Data = Maintain E gfézfsi}?spp'mm PR

B You can also access the igﬁﬁnﬂ;ﬁt@”ﬁgﬁmes
Quota Correctio - Eromor
infotype by using the T Sminstain__
transaction code PA30 © P40 - Personnel Actions
(Maintain HR Master
data) O P

@ PA42 - Fast entry. Actions

f Washington St?te Department.of
Enterprise Services
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Removing Accrued Leave

. Enter the Personnel ‘@HE master data Edit Soto  Extras  Utilities  Settings System  Help
Number @ (i e CHE nnon AR @@
Maintain HR Master Data

m Select| TneiaCongeredion

| C“Ck O (Create) I » | Personnel no. 40000145
Find by || Name DALLAS ERIN
to Create a hew < @ Per| Persarea [1850 | Liguor Contral Board EEGroup |G| Permanent
% E PSubarea BOOZ| Tech/Clerical EESubgroup |81 Monthly(hM) OT Exe.. Status  Active
record f |
Basic Personal Data { Payrall i EEhEE Time Recording Addtl. Personal Data i F||| E|
. SeIeCt Free ICEE ml@ﬁuhtypes for infotype "Time Cluota Compensation” (17 1
Compensation | M .
ADg | o
:Ab |#IE|[H]|[%|E|I IEJEl Q Curr week
"M Esc|pse...[comp.me..]Description | @i iy
At : O Last week
o215 1000 Free compensation | O Lt momih
ey 2 15 2001 Sick Leave Buyout - Tax Siouent Year
R 2 19 9002 sick Leawve Buyout -No Tax
FE" 2 19 ao03 Annl Leave Buyout-Fet :l
p— 19 9004 Annl Leave Buyout -Mo Ret
DiEcElo 15 3005 Sick Leave Buyaut-Annual
o 5 45 aope Comp Time Buyout
2 19 9007 Sick Leawe Buyout - WEBA,
2 19 ao0a Cormp Time Buyout-Mo Ret
2 15 8009 Holiday Credit Buyout W3R
2 19 a010 settl Ly Buyout WWsP-NoRet
2 19 a011 =ettl Ly Buyout WsP-Ret
2 19 9012 Hol. Cr. Buyout Ws5P-MoRet
@E"ﬂr{‘tétﬁpﬁfﬁ‘;gﬂggxées 2 15 9999 ¥TD Sick Ly Taken - Cany
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Removing Accrued Leave

=4
. | Infotype Edit Goto Extras  System  Help
B Fields to | @ 2 JBlece cEE nonn IR @E
Complete: Create Time Quota Compensation (0416)
.....|E Compensate ||@’ Compensate all |
— Start
. FPersonnel Mo, 40000145 Marme DALLAS ERIM
— Time qUOta type PersArea 1950 Liquor Control Board EEGroup |0| Permanent
— No_ to | PSubarea Q0OQZ | Tech/Clerical EESubgroup |01 | Monthiyi(h) OT Exe.  Status  Active
Start O3/10,2011
compensate o[
| Check DO NOT Comp. method 1000 | Free compensation
ACCOUNT

Compensation specifications

@ Automatic compensation

() Wanual compensation
Time gquota type | Annual LeaveMacation

Compensation rule

m Click “ (Enter)
to validate

B Click (Save)
to save

Mo. to compensate 10

Do not account

Absence gquotas

ATy |Quntatext IEntitI. |Unit |C|:|mp. |Rem.
30Sick Leave 2420000 Hours 0. oogeEe 5.20
J0Sick Leave §.00000 Hours 0. o0oea §.0C
J05ick Leave §.00000 Hours 0. ooooo 8.0C

/_ Washington State Department of
j Enterprise Services
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Additional Scenarios
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Troubleshooting Common Quota Questions

B Scenario# 1 Employee did not accrue quota as expected:

B Enter the Transaction code PA20 to check the following infotypes:

Absence Quotas (2006) Check to see if a record exists

Planned Working Time (0007) Verify the Additional Time ID field is
set to “00” or “02”

Payroll Results 2 (9402) Verify the employee has sufficient hours
worked to accrue leave

Date Specifications (0041) Verify the dates are correct

Payroll Status (0003) Verify that the PDC error indicator is not
checked

Actions (0000) Check if the employee is “active” at the end of the
accrual month

Organization Assignment (0001) Verify the employee belongs to
the accrual agency

Run Time Evaluation with displayed log checked.

@ Washington State Department of

Enterprise Services



Scenario # 2 Adjusting accrual rates

B To display HR Master
Data, follow menu
path:

Human Resources =
Personnel
Management -
Administration 2 HR
Master Data 2>
Maintain

B You can also access
the infotype by using
the transaction code
PA30 (Maintain HR
Master data)

f Washington St?te Department.of
Enterprise Services

|II3'

Menu Edit Favorites Extras System  Help

| 2 | Faa

afd B &G 3K

SAP Easy Access

(&

(=

=

El

Bl ?| |||

[ [J Favorites
= Y 5AP menu

[ [J Office

[ [J Cross-Application Components
[ (3 Logistics
[ (J Accounting
= ¥ Human Resources
2 PPMODT - Manager's Deskiop
=~ 4 Personnel Management
= 23 Adrinistration
= 23 HR Master Data

A PAAD - Personnel Actions
2 PASD - Maintain
' PAZO - Display

2 PA1D - Personnel File
2 PATO - Fast Entry
2 PA42 - Fast entry: Actions

150
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Scenario # 2 AdeStIn(] accrual rates

HE master data Edit Goto Extras  Lhtilities Settings System  Help

|e DI H e@e SN anoan [FE @
B Enter Personnel Maintain HR Master Data
Number Ol =]
E Personnel no. Hooooo 2
: Mame SEMANKO KEM
. C“Ck ﬁ (Enter) to = '| PersArea |3105 | YWash Corrections Center EEGroup |0 Permanent
Va“da? PSubarea |DOTA| Institutions EESubgroup |06 | M-OT Elig=40hrsiwk  Status  Active
. Basic Personal Data Payroll i Eenefits i Time Recording i Addtl. Personal Data ||| [ ]*=]
. ClICk the gray bOX tO Ig Infotype tesxt |E||_| Period
— Actions | [=]| | O Period
the Ieft Of || ‘DatE SDEEIfIEatIDﬂS :Organizational Assignment i [~] From [01/01/1800| To 1273179999
|_ k . |__|Personal Data o O Today OlEurm wank
. | |addresses o -@AII O Current month
C. IC (OverVIeW) tO | |Planned ¥working Time L O From curr.date O Last week
_Elasic: Fay v O To Current Date O Last maonth
dlsplay a” _(“nnfrarr Elements Ll O Current Period O Current Year
Date Specifications I o [=] |v__ Choose I
B Check the box to the left FamiyRelated Pereon 2
I L B T I
=
Of the Current record | Infotype Edit Goto Extras  System  Help
m Click[d (Copy) | < Nade@e DNl Dton BE @@
to copy the record List Date Specifications (0041)
NEE HE
Personnel Mo. 40000013 Mame SEMANKD KEM
PersArea (3105 |YWash Corrections Center EEGroup |0 Permanent
PSubarea (0OTA | Institutions EESubgroup |06 M-OT Elig=40nrsiwk  Status  Active

12/31/9895

|D..|Date |D..|Date |D..|Date

3 Choose 01./01/1800 tIII
/_ Washington State Department of Fram To |D' : |DEItE
2 Enterprise Services 5/29/2008

12/31/9999 01 08/28/2008 02 08/28/2008 03 08/29/2008 05 08/28/2008



152

Scenario # 2 Adjusting accrual rates

=
. FleIdS to Complete | Infotype  Edit Goto Extras  System  Help
| & 2 0B eee CHE HnLn RE QB
— Start Date Copy Date Specifications (0041)

Fersonnel No. 40000013 Marme SEMANKD KEM
Persarea |3105 Wash Corrections Center EEGroup |0 | Permangnt

- ¥ '| PSubarea BOTA | Institutions EESubgroup 06| M-OT Elig=40hrsfwk  Status  Active
B Click @ (Enter) to

— Anniversary Date

Start p7/15/2008 (=t [12/31/5993
validate
Date Specifications
B C“Ck (Save) to 1 Date ’wpe Date Date type_ Date
—— |01 | Anniversary Date 07/ 15/ 2006 02| Appaointrment Date [A8/29/2008
save 03| Original Hire Date 08/29/2008 05 | Seniarity Date (8/23/2008
07 | Unbroken Srve. Date Ua/28/2008 9 %ac Ly Frozen UpTo 0272872008

18| Prsnl HolidayElgalty ba/28/2008

/T Washington St?te Department.of
Enterprise Services
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Scenario # 2 Adjusting accrual rates
B Enter the transaction |E;Er°9ram e a@ B s BE o
code /NZT60 in the | o =

_ HR TIME: Time Evaluation
command field

B Enter the employee’s | Further selections || 5 Search helps || 5 Sort order
Selection
Personnel Number Personnel Number A0O0AE13
. Personnel area =
B Forced recalculation Personnel subarea
Payroll area

as of— Date should
match date entered on

. . | Farameters for time evaluation
Date Sp eC|f|Cat|0n I Forced recalculation as of 7152006

| Evaluation up to B3/s31 /2008

B Click @ (Execute)t0 picplay Log Tree
execute the process k] P (= (B2 Row | (B3 Subtree ][] e (0] [

Log: Time Ewvaluatiaon

— [0 General data

Successtul personnel numbers
Fersonnel numbers with errors
Fersonnel numbers ended early
Fersonnel HNumbers Rejected
Messages

— = Statistics

Selected personnel numbers
Successtul runs for
including with errors
FProcessing not completed for
FRejected

(EZEQWMﬂWGmnSGWDEMWmENOf Total number of messages and error messages

oooQ ==

Enterprise Services
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Scenario # 2 Adjusting accrual rates

®

Verify that the
employee’s accrual
rates have been
adjusted.

If there are any
deductions towards
the employees’
accruals you may
need to contact the
DES Service Center
for a redistribution of
guota

Washington State Department of

Enterprise Services

[©

[’

Ifotype Edit Goto Extras System Hely

1 0H a8 SHE A0R0IHE QN

Overview Absence Quotas (2006)

Chooge

=
Per

Bl

<1

sonnel Mo, 40800013

PersArea 3105 Wash Carrections Center
Psubarea [BOTA Instiutions
0 Choose B’IIWBBBTD 12/31/3939

Name — SEMANKD KEN

EEGroup 0| Permanent

EESUbgroup (08| W-OT Elig=d0nrshk  Status  Active

STy, 3

Absence Cuotas

Stat Date  |End Date

A [Quata text

Satded  [Endded  [Nurnber Deduction

11/01/2008  11/30/2008
10/01/2008 1043172008
00172008 0%/30/2008

31Annual Leave/vacation
31Annual Leave/vacation
31Annual Leavervacation

02282009 12/31/9399 | 10, 66667 0. Baae
02282009 12/31/9399 | 10, 66667 0. Baae
02728/2009 12/31/3999 | 1066667 0. foaon




Scenario # 3 Giving a Personal Holiday

B To display HR Master
Data, follow menu
path:

Human Resources =
Personnel
Management -
Administration 2 HR
Master Data 2>
Maintain

B You can also access
the infotype by using
the transaction code
PA30 (Maintain HR
Master data)

f Washington St?te Department.of
Enterprise Services

|II3'

Menu Edit Favorites Extras System  Help

| 2 | Faa

afd B &G 3K

SAP Easy Access

(&

(=

=

El

Bl ?| |||

[ [J Favorites
= Y 5AP menu

[ [J Office

[ [J Cross-Application Components
[ (3 Logistics
[ (J Accounting
= ¥ Human Resources
2 PPMODT - Manager's Deskiop
=~ 4 Personnel Management
= 23 Adrinistration
= 23 HR Master Data

A PAAD - Personnel Actions
2 PASD - Maintain
' PAZO - Display

2 PA1D - Personnel File
2 PATO - Fast Entry
2 PA42 - Fast entry: Actions
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Scenario # 3 Glving a Personal Holiday
cont'd.

®

Enter Personnel Number
Click @ (Enter) to validate
Select the gz tab
Enter the Start Date

Click the gray box to the left
of ||:|C!uuta Corrections. select

Enter the start date

Click |2} (Create) to create
new record

Select 42 (Personal Holiday-

Shift
A\
‘7

ip:
Use the employee’s hire
date as the start date

Washington State Department of

Enterprise Services

=4
| HE rmaster data  Edit Goto Extras  Utilities  Settings System  Help
| @ IH e LiE anhn PR @B

e

Maintain HR Master Data

s |

DEEEEE

40000145

Personnel no.
Marne DOE, JANE

FersArea 1110 Dept of Personnel

PSubarea (0001 | Non Represented  EESubgroup (01 | Monthly(h) OT Exe.

EEGroup |@| Permanent

Status  Active

= i E E i ]

Basic Personal Data .| Fayrall i EENENEN T Time Recording Addtl. Personal Data ||| E
Infotype text IE.| |_| Pariod
Planned Working Time o [*]|| @Period
Absences E' Erom 10820/ 2A080Tn
— l@Subtypes for infotype "Quota Corrections” (2) 460 Entries found
Albsence Cluotas
Attendances =
Attendance Quotas MR E R EE
Cuota Corrections I ESG|PSG... [AQTyp[Quota text
= 110 30 Sick Leave [2]
_Substltutlnns 10 31 Annual Leaves/acation @
Time Cluota Compensationf1 10 34 Jus. Excess Leave |
] ! 1 10 35 Compensatory Time
vzl 110 37 Exchange Time
- - 1 10 38 Military Leave
Direct selection 110 39 Holiday Credits
Infotype Quota g1 10 40 Excess Vacation Acrual
1 10 41 Shared Leave
1 10 42 Personal Holiday - shift
1 10 43 Settl Leave WP
1 10 44 Recognition Ly (non-rep)
1 10 45 PH - Shared Lv. Donation
1 10 46 Sick Leave Poal
1 10 47 Unifarmed Serv Ly Pool
1 15 30 Sick Leave
1 15 H Annual LeaveMvacation
1 15 34 Jus. Excess Leave
1 13 & Compensatory Time L
1 15 a7 Exchange Time =]
1 15 38 Military Leave [~]
460 Entries found [7




Scenario # 3 Giving a Personal Holiday

cont'd.

B Fields to complete:

— Quota Number —

— Increase generated
entitlement

— Transfer collected
entitlement
Immediately

B Click@ (Enter)to
validate

B Click @ (Save) to save

/’T Washington St?te Department‘of
Enterprise Services

|ED

| &

Infotype  Edit Goto Extras  System  Help

3 dle@algﬁjﬁlﬁfﬁﬁﬁlﬁl@

Create Quota Corrections (2013)

DD D|m Personal waork schedule ‘ ‘ Activity allocation H Cost assignrment H External senices | D

= 1

Ahsence guota type

Personnel Mo | 40000145 Mame DOE, JANE Status Artive
EE group 0 Permanent Personnel ar - |1110 Dept of Personnel
WS rule RO15 4-103 M- 55N 500-100-1045

Start 08/29/2008

42[8) Personal Holiday - Shift

Change accrual entitlernent

Quata number

1.00000 | Days

@ Increase generated entitlament

O Reduce generated entitlement

Vi

O Replace generated entitlement

: ‘ Change transfer time

Transfer

¥ Transfer collected entitement immediat... 2




Scenario # 3 Giving a Personal Holiday ™
cont'd. E

Program Edit Gaoto  System  Help

B Enter the transaction |@ 1 1B @60 DHE Hhos DR QR
code /INZT60 in the HR TIME: Time Evaluation
command field E 2a[:iE
y urther selections 5 garch helps 5 ort order
B Enter the employee’s vt sdeme |9 S [0 S|
Personnel Number Personnel Numaer 6] *
Personnel area - E
B Evaluation up to Date — Personnel subares
Fayroll area E

let default to the last day
of the month
Farameters for time evaluation

| CI|Ck @ (Execute) 1{0) Forced recalculation as of
Evaluation up to 1273172008
execute the process

Fragram options
[ Display log
[Test run {ho update)
[ Stop at function/operation BREAK

[ 5top at fixed positions in time evaluation

f Washington St?te Department.of
Enterprise Services



Scenario # 3 Giving a Personal Holiday =
cont'd.

. Verlfy the tlme |E7|=og Edit Goto ‘iew Settings Systern  Help
transfer was |G 200 0G0 CHE D000 B0 QB
successful Display Log Tree

EI‘E Row HE Subtree ‘

Log: Time Evaluation

B Click|@&| (Exit) and
return to the SAP
Easy Access screen

—E General data

successful personnel numbers
Personnel numbers with errors
Fersonnel numbers ended early
Personnel Mumbers Rejected
Messages

— 3 Statistics

selected personnel numbers

successful runs far

including with errors

Frocessing not campleted for

Rejected

Total number of messages and error messages

13131313'—1—&

f Washington St?te Department.of
Enterprise Services



Scenario # 3 Giving a Personal Holiday

cont'd.

. Select the Tirme Recording tab

B Select Absence Quotas
(2006)

B In the Period section,
select the All radio button

B Click || (overview)

\

S 7
V‘JTip:
Enter the quota type 42 into
the Sty field to narrow the

search results

f Washington St?te Department’of
Enterprise Services

|II7

| @

HE master data Edit Goto Extras  Utilities Settings System  Help
&

JEH e iR DDL8 HE @

Maintain HR Master Data

D7)l a2

[«

L = [elol )| <l <ol m=l )] &

Personnel no. 40000145

|| Marme DOE, JANE

'| PersArea 1110 | pept of Personnel

EEGroup 0| Permanent
FSubarea |0001| Mon Represented  EESubgroup |81 Monthly(M) OT Exe..  Status  Active

OE

Basic Personal Data | Payroll | Benefits Addtl. Personal Data 1N
Infotype text |E| |_| Petind
Planned Warking Time v [4]|| @Period
- |ansences E From To
Absence Quotas | | OToday O Cutr.week
| |[ATENANCEs Al (O Current manth
| [Atendance Quotas OFrom curr.date O Last week
_Ou':'ta Carrections O To Current Date (O Lagt month
_SUbStitUtimS ) Current Periad O Current Year
_Time Quota Compensation Ij |E Chaose |
Cvertime E
Direct selection
Infotype Absence Quotas STy (42 |Personal Holiday - Shift




Scenario
cont’d.
‘::r

1@

# 3 Giving a Personal Holiday

Infatype  Edit Goto  Extras  System  Help

1A EHQEQ EHE DL HE @0

Overview Absence Quotas (2006)

Choose

Fersonnel Ko,
PersArea (1110
PSubarea

8 Choose

g1/a1/ 8000 Ta  (12/31/9998 STy, |4

40000145 Marme DOE, JANE
Dept of Personnel EEGroup [ Permanent

..........

Absence Quotas

starnt Date

/’T Washington St?te Department‘of
Enterprise Services

End Date A |Cluota text start ded End ded. Mumber

08/29/2003 08/2%20058 @ 42Persanal Holiday - Shift 08/2%/2008 12/31/2008 1. 000
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Scenario # 4 Negative Quota Correction- Employee
has leave attached to a O (zero) deduction

=
| Infatype Edit Gaoto Extras  System  Help
| @ 140 e@e CHE aNoD AR QR

Overview Absence Quotas (2006)

Personnel No. | 40000173 Marme YELM LANNA
PersArea 3024 | DSHS Region 4 EEGroup |0 Permanent
< @ Person Psubarea OOJE Econfsocialsves  EESubgroup |06 M-OT Elig=40hrsiwlk Status — Active
B Collective search | me ™ e 9/01/1800] To  |12/31/9989 STy [a0
(Rl Search Term
(E) Free search Absence Cluotas

10162008 12/31/99949

B Cause:

— Hours were entered into CATS and not removed prior to the quota
correction

— Quota correction was created for employee to reduce their quota

o Daccryal
ashington State Department o
@ Enterprise Services
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Scenario # 4 Negative Quota Correction- Employee
has leave attached to a O (zero) deduction con’t.d

=
| Infatype Edit Gaoto Extras  System  Help
| @ 140 e@e CHE aNoD AR QR

Overview Absence Quotas (2006)

Personnel No. | 40000173 Marme YELM LANNA
PersArea (3024 DSHS Region 4 EEGroup |0| Permanent
< @ Person Psubarea OOJE Econfsocialsves  EESubgroup |06 M-OT Elig=40hrsiwlk Status — Active

%gggiﬁ;‘”ﬁ;;ﬂmh B Croose |01/01/1880) To  |12/31/9999 STy, [30

(E) Free search Absence Cluotas

10162008 12/31/99949

B Steps for correcting:

— Click choose to determine when leave was used
— Remove entries from CATS
— Run the ZCAT®6 to remove time entries within HRMS

/T Washington St?te Department.of
Enterprise Services



Scenario # 5 System allowing negative time*

to be entered

B |t is possible to run the Attendance System Change
Report that shows a negative leave balance.

— Possible causes:

— Quota correction (2013) entered incorrectly

— Quota correction (2013) used to manipulate leave balances
— Absence sitting on a zero accrual

B To do:

— Quota Correction (2013)- view to determine why the
guota correction was created

— Absence Quotas (2006)- view to see if something has
changed that caused the original accrual to be zero

{T Washington St?te Department.of
Enterprise Services



165

Scenario # 6 Quota Buyouts

B Quota buyout — Process of buying out an eligible
employee’s quota balance

B Quota Buyouts are completed in Time Quota Compensation
(0416)

B Some examples of buyouts include:

= Annual Leave (retirement, separation)
= Sick leave (retirement, separation)

= Sick leave (annual buy-out process)

= VEBA (retirement)

B Each agency may have unique rules, situations and
procedures for quota buyout — check with your agency or
bargaining unit for more specific instructions and parameters

f Washington St?te Department‘of
Enterprise Services
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Scenario # 6 Quota Buyouts cont'd.

|E?Menu Edit Favarites Extras System Help
B To create a quota @[= i cealdd
buyout, follow menu SAP Easy Access
path: | ME
Human Resources =2 > T Favaries
Personnel Management T L AP meny
- Administration - HR S o e O
Master Data =2 b L Accounting
=~ & Human Resources
Maintain g PPMDT - Manager's Desktap
& F | bl t
B You can also use the " Ssmnraen
= ¥ HR Master Data
transaction code PA30 %Eﬁjﬂj,‘fﬂgﬁg}ﬂe{ Actons
(Malntaln HR MaSter @Ei?g:ggsrzluagnel File

data) 2 PATO - Fast Entry

2 PA4Z - Fast entry: Actions

f Washington St?te Department.of
Enterprise Services



Scenario # 6 Quota Buyouts cont'd

B Enter Personnel No.
. CIICk the Time Fecording

tab

B Click the gray box to the

Ieft Of UT"””E Quota Corpensation |

B Enter the Start date

B Click O] (Create)

®

Washington State Department of

Enterprise Services

E

HE master data  Edit Goto Extras Utilities Seftings  System  Help

|@ 200 @00 CHE 9000 AR OB

167

Maintain HR Master Data

I 21 =) ]

Personnel no. 33333333

Find by |
< ) Person
{ Collective search help
fHl search Term
(Bl Free search

ElEEERE
ER[MER

Hit list
Narne

Mame LaLong, David
Persdrea  2350| Dept of Lahor & Industries

PSu

farea 0002 WS

Basic Personal Data ' Payroll | Benefits &

EESUbgroup |01 Monthly(M) OT Exe.  Status  Active

EEGroup|@| Permanent

Time Recarding

Addtl. Personal Data

e

Infotype text |E| |_| Period
Planned Warking Time v [4]| | @ Period
:Absentes E From |06/16/2008)To
_Absence [Quotas = | OToday O Currweek
_Attendances QA O Current month
| |Attendance Quatas O Fram curr date OLast week
| |Quota Carrections OTo Current Date O Last month
substitutions O Current Perind OCurrent Year
%Time Quota Compensation ] |E Choose |
Overime E|
Direct selection
Infatype Time Quota Compensation STy
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Scenario # 6 Quota Buyouts cont'd

B Select the applicable wage type
(example: Annl Leave Buyout-No Ret)

III?'Suhtg,rpes for infatype "Time Quaota Compensation” (1] 7

B Enter the buyout hours in No. to W resiciors |
1 i
compensate field
P DOOCDEEEE
B Ensure the accurate Start Date has been|esglpsc..[comp.me.]pescription
2 19 1000 Free compensation
ente red 2 15 8001 itk Leave Buyout - Tax
. 1 ( ) 1 2 14 002 Sick Leave Buyout -MNo Tax
CIICk ﬁ Enter to Valldate 2 15 9003 Annl Leave Buyout-Ret
. ( ) 2 [ S004 ANl Leave BUyoLT -No Retl
. CIICk _— Save to Save 2 To SULS alCk Leave BUyOUL-ANnuE
|I:Ulnfotype Edit Goto Extras System  Help 2 15 BDDE CDmp TImE BU'EI'IIDUt
||0 | = qe-@e; DHE oaoLaD  BE @ 2 19 ooy ick Leave Buyout - WYEBA
Create Time Quota Compensation (0416) 2, 15 g00s Cormp Time Buyout-Mo Ret
2 15 9009 Holidzy Credit Buyout WP
. I | -::'_5|| I | &L‘ v | Personnel Mo, 4238732 Nam-e LAPALM SANDRA L 2 15 a010 Sett] L BU"_I,I"DUt WSP-MoRet
Find by | FPersArea (2350 Dept of Labor & Industries EEGI’DU[J 0| Permanent
= ﬁi}iﬁréoﬂ = — FPSubarea [QO0Z | ws EESubgroup |01 Monthlyi) OT Exe. Status  Active 2 15 9011 Settl Ly BU"_-,-"EILJt WiP-Fet
M Search Tem 7| 0541672008 2 18 5012 Hol. Cr. Buyout WSP-MNoRet
Fres seareh Comp. method 9004 | Annl Leave Buyout -MNo Ret 2 15 o999 Y¥TO Sick Ly Taken - Cony
Compensation specifications
Time gquota type oo
CDmpensatiDn rule 031 ||Annual HolidayNacatiDn
Hit list Iro. to compensats 161 . 3000af
Mame I [ Do not account
Absence quotas
ATy |Ou0ta text |Ent|t|. |Un|t |Comp. |Rem. |\NT |Am0unt |Curr... | [E=] |Deducti0n fr...lDeductlon to | = |
| | =0osick Leave 560.20000 Hours 0.BE000 560.20000 0.00 DEA1E/2006 |12/31/3399
|| stannual Leavervacation 161 30000 Hours 0 BEE66 161 30000 0 60 DEA16/2006 [12/31/3399
42Personal Holiday - Shift 1.00000 Days 0.00000 1.00000 0.00 DE/16/2006 |12/31/3999

f Washington St?te Department.of
Enterprise Services



Scenario # 7 Determining an employees  **
Career Shared Leave balance

B Career Shared leave is tracked using the absence type 9941

B Each Shared leave absence taken in HRMS is added to the
Career balance in 9941

B This report is used to monitor Career Shared Leave balances
for employees

B Access the Cumulated Time Evaluation Results: Time
Balances/Wage Types report using the transaction code
PT BALOO

{T Washington St?te Department.of
Enterprise Services



Scenario # 7 Determining an employees
Career Shared Leave balance cont'd.

|E=’
Brogram Edit Goto  System  Hel 1 .
|¢ag 590 6@ QEEILH0H OO OB B Fields to Comp|3te-

Cumulated Time Evaluation Results: Time Balances/Wage Types

— Payroll period
Further selections & Search helps ||E(> Sort arder ||E(> Org. structure _ Selectlon: Enter a
Payroll period
;ag:?rllrirsjmd :],219 ZDBfBrDm 18/01/2008 Ta 18/15/2008 personnel number Or
G personnel area
— — Selection Conditions —
S —— select Day balances
Time recording administrator and enter the Tlme
— Type 9941 (Career
Selection Conditions .
@ Day balances 9941 to Shared Leave Total)
O Curulated balances to
O Tirme wage types to

[E— W Click @ (Execute) to
generate the report

Data farmat
Layout

f Washington St?te Department.of
Enterprise Services



Scenario # 7 Determining an employees

Career Shared Leave balance cont'd.

171

®

Washington State Department of

Enterprise Services

List Edit Goto Settings System Help
& 2 A H SO  DHE oo BRE @@
Cumulated Time Evaluation Results: Time Balances/Wage Types
= Bl &9 @_HB’ Choose ||[% Save | | 3|32 T IJ@ E||E aBc | |@ Print preview | (18
Day balances
Data select. period 09/01/2008 - 09/15/2008
Pers.No.|Employee/app.name | Period|Current Date | TmType| Time type descript. Number]|
200809 09/01/2008 9941 Career Shared Leave Total 54 50
200809 09/02/2008 9941 Career Shared Leave Total 54 .50
Employee nhames and 200809 09/03/2008 9941 Career Shared Leave Total 54 .50
personne| A1 I NI iR -1 § 200808 09/04/2008 9941 Career Shared Leave Total 89.20
removed 200809 09/05/2008 9941 Career Shared Leave Total 59.20
200809 09/06/2008 9941 Career Shared Leave Total 59.20
200809 09/07/2008 9941 Career Shared Leave Total 59.20
200809 09/08/2008 9941 Career Shared Leave Total 59.20
200809 09/09/2008 9941 Career Shared Leave Total 65.24
200809 09/10/2008 9941 Career Shared Leave Total 73.24
200809 09/11/2008 9941 Career Shared Leave Total 81.24
200808 09/12/2008 9941 Career Shared Leave Total 89.24
200809 09/13/2008 9941 Career Shared Leave Total 89.24
200809 09/14/2008 9941 Career Shared Leave Total 89.24
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Review Questions
1. True or False

If an employee does not accrue quota as expected
you should first do a quota correction to give the
employee the correct accrual amount?

2. On which infotype are buyouts created?

3. Which report will display an employees career
shared |leave balance?

/- Washington State Department of
jEnterpnse Services
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Summary
B Throughout this course you have learned to:

— Define new terms and key components of quota
accruals

— Define how to view employee accruals

— Create and maintain shared leave quota for both same
and cross agency donations

— Create a manual adjustments
— Create a leave buyout during the separation action
— How to access and run HRMS reports

{T Washington St?te Department.of
Enterprise Services
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Resources

B The following resources are available for your use:

— DES Service Center— (360) 664—-6400
» servicecenter@dop.wa.gov

— The Office of Financial Management
* http://www.ofm.wa.gov

— The Department of Retirement Services
= http://www.drs.wa.gov

— The On-Line Quick Reference

= http://www.hr.wa.qgov/payroll/HRMS/OnLineQuickReference/Pages/defaul
t.aspx

— HRMS Support
= http://www.hr.wa.gov/payroll/HRMS/HRMSSupport/Pages/default.
aspx

f Washington St?te Department‘of
Enterprise Services


mailto:helpdesk@dop.wa.gov
http://www.ofm.wa.gov/
http://www.drs.wa.gov/
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

HRMS Support

HRMS Support

Payroll Calendars & Schedules
Training

On-Line Quick Reference

FPayroll - HRMS

»

oLy -Tednle ol R LINAWEN Topic Index A-Z | Forms | Publications | Calendar

H Washington State
Dapartment of Personnel I I @

Hom+e = Payroll = Human Rescurce Management Systemn > HRMS Support Print FFiEI‘IE“:-{

HRMS Support

The Human Resource Management System (HRMS)
is the enterprise HR. and payroll system for

Related Links

Washington State government. HRMS captures and HEMS Service Level
distributes statewide personnel, payroll, and financial Aqreements

data, and produces paychechks for approximately

70,000 employees in more than 100 agencies. Contact Us
Supporting HRMS, and the other systems, software I60-664-6400 or E-Mail

applications, and activities that work together to pay
employees, coordinate benefits, and foster strategic
planning, is a key function of the Department of Personnel.

We hawve the skills, knowledge, and commitment to offer first class customer service,
training. online help documentation, communications, and security solutions to help

Wou,

our users. understand and perform your work. Whether wou are trying to complete

a complex payroll action, run a report for yvour business needs, or just want to search

for information online, we can help!

Message Center

Payroll & Financial Errors

HREMS Training
Business Intelligence Training

1ISD Help Desk
On-Line Quick Reference

Personnel/Payroll Association

Security

Updated: Q37609

Address:

http://www.hr.wa.gov/payroll/HRMS/HRMSSupport/

Washington State Department of

Enterprise Services
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HRMS Message Center

(o lyie=Tedn{al S EEL LIV Topic Index A-Z | Forms | Publications | Calendar

Payroll - HRMS

HREMS Support [ 3
Payroll Calendars & Schedules
Training

On-Line Quick Reference

Address:

Washington State
Departmeant of Personnel

176

D

Home > Payroll > Human Rescource Manasgement Systern > HEMS Support = Message

Print Friendly

Center

Message Center

The Human Resource Management System Message

Center provides system related messages for
professional users.

When an urgent issue or update needs to be
communicated to HRMS users, HRMS Support
transmits an on-line alert that instructs users to
access the HRMS message center for an update.

The types of messages that could be logged in the
message center also include:

= naotification of issues that require immediate
action

= systemn updates

= changes in system availability

Date/Time HRMS Message Log
03/16/2009 Attention HRMS Users:
10:52 a.m.

Related Documents

» Archived Messages
» July-Oct 2008
» Jan-June 2008
» Mov-Dec 2007
» Jun-Oct 2007

» Jan-May 2007
» Mar-Dec 2006

Contact Us

360-664-6400 or E-Mail

Please click on this link for information regarding Display User-
Generated Time Quota Comp (ITO416) records on Reports.

Thank you.

http://www.hr.wa.gov/payroll/HRMS/HRMSSupport/Pages/

Washington State Department of

Enterprise Services



FHRMS Data Definitions

H RMS D Hn Washington State Site Actions ~
. ata Department of Personne
Definitions m

. Home = Payrell > Human Rescurce Management System = On-Line Quidk Reference F'rmt Friendly
WebS |te prOVIdeS On-Line Quick Reference
I I HRMS Suppart The On-Line Quick Reference (OLQR) contains

agenCIeS Wlth Payroll Calendars & Schedules instructional matenals to help you perform day-to-day :::;IIEI,IQ:C:ISSSSO

d d d f 11 f - tasks in the Human Resource Management System e bk }
Stan ar e In Itlons O HRMS Training (HRMS) HRMS/BI Paortal (All)

. I On-Line Quick Reference » ) -
H R M S flelds names Personnel/Payroll Association Functional Areas and Roles ds, Related Documents
Job Aids and HRMS Upgrade Impacts

and dropdown list EEms EREe

User Procedures
360-664-6400 or E-Mail

Opt|0nS. Course Manuals

Glossary
IHRMS Data Definitions Project I

e« Glossary

HRMS Data Definitions Project » - New! |

| search oLGR v | | ©

website address:
http://www.hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/HRMSDataDefinitions.aspx

f Washington St?te Department‘of 177
j Enterprise Services


http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/HRMSDataDefinitions.aspx

ZAlert System Messages "

— Messages are sent by the ISD Customer Support unit and will
appear when logged into the system or when first logging in.

= ZAlerts will last up to 2 hours after being displayed. Once
the message has expired you will no longer see the
message.

— Messages will vary and may contain information regarding

payroll pick-up or may direct you to the HRMS Message
Center.

Attention

An important notice was added to the message screen.
To access, enter /oPA20 in the command field.

From the menu bar, click Help and select HRMS Help
In the pop-up security alert box, click OK

From the OLQR tool bar, click the messages button

f Washington St?te Department’of
Enterprise Services
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Question and Answer

Washington State Department of
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Training Evaluation

B Please take a few minutes to complete the course
evaluation and participant assessment prior to
leaving.

Thank you for
your participation
@ En%é}pilggﬁﬁlées
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Additional
Information

{T Washington St? eeeeeeeeeee .of
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Sick Leave Pool

f Washington St?te Department.of
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Sick Leave Pool Overview

B Employee’s are eligible to participate in the Sick Leave
Pool after completing one year of continuous service and
accruing at least forty-eight hours of sick leave

B Refer to the user procedure Sick Leave Pool Create
Eligibility and Sick Leave Pool Create the Donation
and Return on the OLQR for assistance.

( nnnnnnnnnnnnnnnnnnnnnnnnn
Enterprlse Services
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Sick Leave Pool

E
B TO Create the S|Ck | Menu Edit Favorites Extras  System  Help
Leave Pool Data &[> a8 cae Ok
follow menu path: SAP Easy Access
Human Resources ElL] MBS
- Personnel > Ol Favories
Management - T IR ey
Administration -2 b (3 Cross-Application Companents
I (7 Logistics
HR_ Ma_ster Data 2 " O Accourting
Maintain = £ Human Resources
() PPMOT - Manager's Desktop
B You can aISO use ~ 3 Personnel Management
. = 3 Administrati
the transaction code = 0 HR Mastor Data
I I i) PAAD - Personnel Actions
PA30 (Maintain HR
Master data) O PA2D - Display
&2 PATD - Personnel File
() PATO - Fast Entry
_ @ PA42- Fast entry: Actions

f Washington St?te Department.of
Enterprise Services



Step 3 .
Create Shared Leave Eligibility
B Enter PA30 in the Command field.
=
. ; Tirme HEEDI’E”FIQ | HE master data Edit Goto Extras  Utilities  Settings  Systern Help
SeleCt the htab @ A HGEQ SEE O0hL0 HE @ m
Maintain HR Master Data
B Verify the Personnel
Number I ||:’ Personnel no. 72722273 |
Find by Mame HAINES, BRITTNEY
. e @ Person | persarea [1118 Dept of Personnel EEGroup |0 Permanent
H CI|Ck & _ (Enter) (0) %gggf& PSubarea |BA01 | Non Represented  EESubgroup |01 Monthiy(M) OT Exe.. Status  Active
. il Free =
Valldate - Basic Personal Data .l Payraoll i EEGENET  Time Recording Addtl. Personal Data ||| OE
- _
B Enter the From date e
. :Avananmty N From [12/01/2008|T0 [12/31/9998
. CIICk the gray bOX to l:l | —I:QZ ;Lzr;i;EFSpECifiCatiDns gTDday giurrweek :
: : All urrent morit
the Ieft Of Absence Gléz :LeaveEntitlementCDmpensatiun | OFrom cur. date O Last week
Hit st Workers' COmp . NA [ OTo Current Date OLast month
Name P\DSEHCEPDDB‘ I urrent Patio Urrent year
POOIS (0696) to SeIeCt | Ahsence Donation Administration US E TQE & Chdoose OT H
. CIICk D (Create) to Direct selection
Create a neW record Infotype Ahsence Pools STy
Note:

®

Washington Stat

Enterpris

To find the Absence Pools scroll down towards the bottom of the Time
Recording Tab

Shared Leave



Step 3
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Create Shared Leave Eligibility cont'd.

B |n the pop-up window = Subtypes for infotype "Absence Pools" (1] 2 Entries found

select |f tmePu W cic:

Note: W B | ]

—
i

O:

The Foreign Pool is to be STyp|Name

selected only if creating the |F  Fareign Pool

eligibility for the Uniformed H  Home Pool

Services Pool, or Sick
Leave Pool. These will be
covered later in the class.

/’T Washington St?te Department‘of
Enterprise Services

Shared Leave



Step 3 e
Create SharedELeave Eligibility cont'd.

B Fields to Ifitype Edit Goto Extras System Help
complete: 1 Bjeae CHE DDA B0 QR

_ Absence Poo|  Create Absence Pools (0696)

ID HER

| Personnel o 222223 Name HAINES, BRITTNEY
B Click & Enter) to [Finty FEgqrop B Permanent Personnelar  (1118]  Dept of Personnel

validate vmpE]ersun EE subgroup 01 Monthly(M) OT Bx. SSN 585-41.22%3 Status  Actve
COIBE | oy 12/01 /2008 bis |12/31/9999
[fl Searcl
_ Wl Free
| C“Ck (Save) to Absence Pools
save

@ Washington State Department of S h ar ed L eav e

Enterprise Services
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Sick Leave Pool- Create the Eligibility cont’d.

. Enter the Person nel |@HE master data  Edit Goto Extras  Utilities  Settings  System  Help
: ] A eE SHE Ohon BE @ |
no. and click _& |
_ Maintain HR Master Data

(Enter) to validate
_I_ME’ Fersonnel no. 72277273 |

N SeIeCt the Tirne Recarding T Name  [HAINES, BRITTNEY
tab = WEYSEHEC PersArea 1110 Dept of Personnel EEGroup | 0| Permanent

B searc! PSubarea 0001 | Non Represented  EESubgroup |31 | Monthiy(M) OT Exe..  Status  Active

. CliCk the gray bOX to [H]Frees Basic Personal Data '| Payroll i

Time Recording

Addtl. Personal Data ||| s

the Ieft Of Absence Infotype text |E||_| Period
I _Empluyee Remuneration Info [+]|] ®Period
POO S _Availability @ Fram |12/01/2008| To 12/31/9898
_Time Transfer Specifications O Today O Curr waek
B Enter the Start Date {rime Event o @i
_I_eave Entitlement Compensation | | O From curr. date O Last week
. MYOrkers' Comp. A [ | O To Current Date O Last month
. C | ICk D (Cre ate) !‘E\bsence Pools: I O Current Period QO Current Year
Absence Donation Administration US —
| [« [ Ch
to create a new il e |
Direct selection
record Infotype Absence Pools aTy

B Select Foreign Pool

/T Washington St?te Department.of
Enterprise Services
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Sick Leave Pool- Create the Eligibility con’t.d

B Fields to
complete:

— Pool ID

m Click _“l(Enter)
to validate the
Information

B Click & (Save)
to save

/’T Washington St?te Department‘of
Enterprise Services

E
Infotype Edit Goto Extras System  Relp

v 2 (HCEQ SEE ADag EHE QR

Create Absence Pools (0696)

Persannel No | 2222223 Name HAINES, BRITTNEY
.|| EE group 0 Permanent Personnel ar 1111 Information Services Division
| EE subgroup (B Monthiy(M) OT Ex.. 55N atafus  Active

Start smafzmmal tJis 1273179999

Absence Paols

Ansence Pool ID 3000 5ick Leave Pool
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Sick Leave Pool- Create the Donation

. SeIeCt the Time Hecording tab
B Click the gray box to the

=
| HE master data  Edit Goto  Euxtras  Utilities  Settings  System Help

| & 240 e@e LR anon BE @B
Maintain HR Master Data

left Of [sence Donation Administration US
to select

B Enter the Start date

B Click Y (Create)
to create a new record

B Select Donation/Return

/’T Washington St?te Department‘of
Enterprise Services

Persannel nao. 2222223

Name HAINES, BRITTNEY

'| Persarea 1111 Infarmation Services Division EEGraup B Permanent

Psubarea Q001 | Mon Represented  EESubdroup (0| M-OT Elig=40hrsfwk.  Status  Active

Basic Personal Data .l Payroll  Benefits 4 Addtl. Personal Data i o=
Infotype text |E||_| Feriod

Employee Remuneration Info [+]| | @ Period

Availability [+] From [1/13/2009 [=h

Time Transfer Specifications IEI?’ Suht}fpeg for irlfl:lt'_',"FIE "“Shzence D

Time Events inth
| |Leave Entitlement Compensat m
- |workers' comp. A .
Absence Pools

E q AbsenceDDnatiDnAdministrat|w? E [H] [ﬁ. E E.|E

T, STyp|Name
Infotype 0001 DonationdFeturn
0002 Withdrawal

ar




Sick Leave Pool- Create the Donation cont’d.

B Fields to complete:

— ADbs. quota type
— Number/unit
— Foreign Pool ID

B Click @] (Enter) to
validate the information

B Click & (Save) to
save

/T Washington St?te Department.of
Enterprise Services

=
Infotype  Edit  Goto  Extraz  System  Help

191

1@ 2 0H 0@ CHE DDaD BRI QE

Create Absence Donation Administration US(0613)

BEH

Persannel Mo | 22222223 narme HAIMES, BRITTHEY
EE group @ Permanent Personnelar - |1111
¥ | EE subgroup 01/ Monthi(M) OT Ex.. SSN

Start 1/13/2009

Information services Division

* Absence Donation Administration US

APs.quota type 30 Sick Leave { 28340000 H.. &
|:|] Lmbesnit ZE_O0 Holirs
O Home Pool
Home Pool [0 Gl
® Foreign Pool
Foreign Pool 1D 8000 Sick Leave Poal ]

O Employee [ ]Amount Related
Personnel no.

Target Abs. guota

i

(O Extemal Recipient
Ext. Person
Ahsence Quata Type

L | = [&lol e =tl=ol w2 @
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Sick Leave Pool- Create the Withdrawal

. Enter the transaCtlon |@Hﬂmasterdata Edit Goto Eutras LUhilities Settings  Systern  Help
code PA30 | & 200008 CHE D000 DR QR
Maintain HR Master Data
B Enter the Personnel NZEGEER

Number of the [ | persomeira, oo
.. Name  |SUMMERS, LARRY
ReCIpIent ~ | PersArea (1111 Information Services Division EEGroup |0 | Permanent
FSubarea Q002 WS EESubgraup 01 Manthiy(h) OT Exe.. Status  Active

B Select the Time Recording tab

8 TP Addil, Personal Data iy (15

Basic Personal Data .l Payroll . Benefits J

B Click the gray box to 0
: -r ol — Inftype text |E||_| Period
the Ieft Oﬂ.ﬂ'\hSEﬂEE Donation Administration U @ Employee Remuneration Info (]|} ®Perind
Q|| |avalasiity I From (8171372608 fro
H Enter the start da_te & ||| _|Time Transfer Specifications O Today @
& | | [Time Events O Al O Current month
. C“Ck D (Create) 5] | |Leave Entitiement Compensation 2 @S oo o
E _Wurkers' Comp. NA (O To Current Date (O Last manth
tO Crea.te a neW record — AlSENCE PDDlsl S : 4 | | O Current Period O Current Year
B Apsence Donation Administration US: |/ 4] ‘T& Chooze |
B Select 0002 Withdrawal & g
H. Direct selection
:l Infotype STy

{T Washington St?te Department.of
Enterprise Services



Sick Leave Pool- Create the Withdrawal ™
cont'd.

&
] Infotype  Edit Goto Extras  System  Help
W Fields to complete: |g 108 CRQ LAE O0ND DR QE
— Abs. quota type Create Absence Donation Administration US(0613)
— Number/Unit El]l2
— Foreign Pool ID Personnel Mo | 40000001 Name SUMMERS, LARRY
EE group 0 Permanent Persannelar 1111 Information Services Division
~ '| EE subgroup |81 Monthiy(M) OT Ex.. 55N Status  Active

: _'Foreign Pool
B Click the atar [11/13/2003[3)

Absence Donation Administration LIS
Ahs quata type

Numper/Unit

B Click &@](Enter) to
validate the
Information

46 Sick Leave Podl
a0. oo

HOLrs

OHome Poal
Home Pool ID

[l

orelgn Foa
Foreign Pool 1D 8000 Sick Leave Pool &

B Clickal (Save) to
save

f Washington St?te Department’of
Enterprise Services



SICK Leave P0ol- Create the Withdrawal

cont'd.

B Enter the transaction
code /INZT60 in the
command field

B Enter the employee’s
Personnel Number

B Evaluation up to Date —
let default to the last day
of the month

B Click @ (Execute) to
execute the process

f Washington St?te Department.of
Enterprise Services

|E?

Program Edit Gaoto  System  Help

V] 2 dBee BRE G000 HE QM

194

HR TIME: Time Evaluation

| Further selections || & Search helps H 5 Sort order |
selection
Personnel Number €] =
Personnel area - E
Personnel subzarea
Payroll area E

Parameters for time evaluation

Forced recalculation as of
Evaluation up to 1273172008

Fragram options
[ Display log
[Test run {ho update)
[ Stop at function/operation BREAK

[ 5top at fixed positions in time evaluation



Sick Leave Pool- Create the Withdrawal *°

cont’d.
B Verify the time
transfer was
successful

B Click|@&| (Exit) and
return to the SAP

Easy Access screen

f Washington St?te Department.of
Enterprise Services

|E7

|G

Log Edit Goto View Seftings System Help

DI HICEQ BHE 0048 HE 26

Display Log Tree

EI‘E Row HE Subtree ‘

Log: Time Evaluation

—E General data

successful personnel numbers
Personnel numbers with errors
Fersonnel numbers ended early
Personnel Mumbers Rejected
Messages

— 3 Statistics

selected personnel numbers
Successful runs for

including with errors

Frocessing not campleted for

Rejected

Total number of messages and error messages

I:liZlI:llzl—"l—‘L



Return Unused Shared
Leave to the Sick Leave Pool
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Return Unused Shared Leave to the Sick Leave Pool

B To return unused
shared leave, follow the

menu path:
Human Resources =

Personnel Management
- Administration 2> HR

Master Data =2
Maintain

B You can also use the
transaction code PA30

(Maintain HR Master
data)

Enterprise Services

@ Washington State Department of

[
| Menu Edit Favortes Extrazs  System  Help

ClE a]aBicae Ok

SAP Easy Access

L] Ma

[ (7 Favorites
= O SAP menu
[ (3 Office
I (7 Cross-Application Components
I (3 Logistics
I (3 Accounting
~ £ Human Resources
) PPMDT - Manager's Deskiop
¥ (& Personnel Management
~ & Administration
“ C1 HR Master Data

1 PAAD - Personnel Actions
) PASD - Maintain
) PAZ0 - Display

(&) PA10 - Personnel File
(&) PATO - Fast Entry
(& PA42 - Fast entry; Actions

197
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Return Unused Shared Leave to the donor cont'd.

=
| HE master data Edit Goto Extras  Utilities  Settings  System  Help

B Enter Personnel no. of [© 210 eee CHE anoa PR 0
the recipient Maintain HR Master Data

_ —
. CIICk the e meraleing h EPersunnelnD. 22299923

tab || Mame  HAINES, BRITTNEY

B Enter the from date
. CIICk the qrav bOX tO the / Fayrall '| EEGENERT Time Recording Addtl. Personal Data { Flanning Data |||E|E|

PersArea 1110 Dept of Personnel EEGroup 0| Permanent
PSubarea 0O01|Mon Represented  EESubgroup |B1 | Monthiy(M) OT Exe..  Status  Active

\eft] Hoeeice onaton Adiehaon U8~ 1) e £l ] (e
—| | [Employee Remuneration Info [<]| | @ Period
. C“Ck D (Create) to §| _Afailabiliw - % From |05/05/2009To
! = _T|me Transfer Specifications IE:"'S b for i " [
create and continue S| | [me s LDiypes oriniatype Sosence
F | |Leave Entitlement Compensation ‘EMM
= Workers' Comp. NA
E | |Agsence Podls r
O | |Ansence Donation Administratian_US W B | (| G &l | | B
i
° STyp|Name —
/|| | Direct selection :
:l Infatype Ahsence Donation oot anatmnmeturn
0002 Withdrawal

/’T Washington St?te Department‘of
Enterprise Services
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Return Unused Shared Leave to the Sick Leave Pool cont’d.

B Fields to complete:

m Click

m Click

®

— ADbs. gquota type
— Number/Unit

— Select Foreign Pool ID
— Click Foreign Pool

Radio button

&

validate

save

(Enter) to

=

(Save) to

Washington State Department of

Enterprise Services

4
Infotype Edit Goto  Ewtras  System Help

1€ 108060 CHE BNND PR OF
Create Absence Donation Administration US(0613)

BEE

BT Narme SHEA KATHLEEN ANN

EEgroup 0] Permanent Personnel ar 1111 Infarmation Services Division
v !| EE subgroup 81| Monthiy(M) OT Ex. SSN |[537-86-8057  |Status  Active

[start {5/05/2003 3]

Absence Donation Administration U3
[ Abs uota type 30 Sick Leave ( 28340000 H.. &

""" NumberUnit 45.00 Haours

O Home Poal
Harme Pool 1D &
@ Foreign Poul
‘ Foreign Pool 1D 9000 Sick Leave Pool &
OEmployes [JAmount Related
Personnel no.

Target Abs. quota 3
O Extemal Recipient

Ext. Person

Absence Quata Type

B M=l E e A =l
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Uniformed Service Pool
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Uniformed Service Pool Overview

B The Uniformed Service Shared Leave pool was created to
allow active state employees who are called into active
duty the ablility to maintain a level of compensation and
employee benefits.

B This pool allows for state employees to donate their leave
that may be used by an employee who has been called
Into active duty.

B Refer to the user procedure Shared Leave- Uniform Srvs
Pool — Create the Eligibility and Shared Leave —
Uniform Srvs Pool- Donation or Withdrawal on the
OLQOR

(- nnnnnnnnnnnnnnnnnnnnnnnnn
Enterprlse Services


http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
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VEBA Buyout

f Washington St?te Department’of
Enterprise Services



VEBA Buyout

®

Enter the transaction
code PA30

Enter Personnel No.

Click the Time Recording
tab

Enter the start date
Click the gray box to the

Ieft Of| |Tirne tluota Compensation
to select

Click O (Create)

Select Sick Leave
Buyout-VEBA

Washington State Department of

Enterprise Services

E

|©

HR masterdata  Edt Goto Ewtras Utilities  Settings  System  Help

B dEHCEe CRE QDLa B QR
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Maintain HR Master Data

—_—— — —
12 B | ] 4 | persormei no.

31333333

Find by

< § Persan

il Collective search help

‘ Marme LaLong, David
Persirea |2358| Dept of Labor & Industries
PSUbarea | 0002 | WS

EEGroup || Permanent
EESubgroup |01 Monthly(M) OT Exe..  Status  Active

o (D1

Bl Search Temm
[ Free sedl[S Subtypes for infotype "Time Guota Compensation” (1) 15
m |el. Parsonal Data
=

EREE ML = = =

EE ESG|PSG... [Comp.me..|Description lﬂm

et 1 10 1000 Free campensation O Corwonk
1 10 1001 Vacaton Payout

Name 1 10 1002 Sick time payout e
1 10 1003 Personal Time OFf payout O Last ek
1 10 1004 Floating Holiday payaut O Last month
1 10 1005 Owertime Comp Time Payout O Curent Year
1 10 9001 Sick Leawve Buyout - Tax
1 10 2002 Sick Leawve Buyout -Mo Tax
1 10 2003 Annl Leave Buyout-Ret
1 10 a004 Annl Leawve Buyout -ro Ret
1 10 a0035 Sick Leave Buyout-Annual
1 10 9006 Comp Time Buyout

||1 10 9007 Sick Leave Buyout - VEBA |

1 10 2003 Comp Time Buyout-No Het
1 10 2009 Holiday Credit Buyout WP
1 10 8010 Settl LY Buyout W5P-NoFet
1 10 5011 Settl Lv Buyout WiP-Fet
1 10 012 Haol. Cr. Buyout WSP-MoRet
1 10 2999 ¥TO Sick Lv Taken - Cony
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VEBA Buyout

B Enter the buyout hours in No. to compensate field
B Ensure the accurate Start Date has been entered
B Click & (Enter) to validate

H Click (Save) to save

=
Infotype Edit Goto Extras Systerm  Help

| & T I B e@aq CHE nnan BE @F
Create Time Quota Compensation (0416)

{T Washington St?te Department.of
Enterprise Services

Personnel Mo, 33333333 Mame LALONG, DAVID
Pers&rea |2250 | Washington State Patrol EEGroup 0| Permanent
| PSubarea 00N Agencywide EESubgroup B5 | H-OT Elig=40hrsiwk Status  Active
Start bes1aszooa (=) |
Carmp. method 9007 | Sick Leave Buyout - “EBA
L1
""" Compensation specifications
E Time quota type 30| |Sick Leawe
@ Compensafion rule noo
&l Mo.to compensate 1?5.BDDDDI
= Do not account
F
I: Absence guotas
— ATy IOuota text |Entit|. |Unit |Cor‘np. IRer‘n. |W'T |Amount |Curr... |@ |Deduction fr...lDeduc:tion to | = |
=0 30Sick Leave §.00000 Hours 0. ooooo 0.50000 o. oo 02/16/2006 12/31/99939
] 30Sick Leave 8.00000 Hours o.o0oooo §.00000 o.o0 06/16/2006 12/31/9999
Ho |l 30Sick Leave 5.00000 Hours 0. oopoo §.00000 . oo 07/16/2006 12/31/9993
—I ] 30Sick Leave §.00000 Hours 0. ooooo §.00000 . oo 08/16/2006 12/31/9999



