Title: Quotas -Generating Accrual Manually (PA30)

Quotas Generating Accrual Manually Transaction Code:

Purpose

Trigger

Prerequisites

End User Roles

PA30

Use this procedure manually give an employee their quota accrual prior to the
system accrual dates.

The employee has met the requirement to accrue leave and would like to use the
leave within the same pay period and does not have an existing quota balance.

Employee does not have an existing quota balance and employee has met the

requirement to accrue leave.

Payroll Processor, Time and Attendance Processor, Leave Correction Processor,
Time and Attendance Processor.

Change History Change Description

9/30/2009 Created

11/1/2010 Added steps on returning sick leave from a prior year (steps 33-37)

Menu Path Human Resources = Personnel Management - Administration - HR Master Data

Transaction Code

- Maintain

PA30

WSD Personnel

1of16
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The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type Description

Error
Example: Q Make an entry in all required fields.

&

Action: Fix the problem(s) and then click V] (Enter) to validate and proceed.

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

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

V] (Enter) to validate and proceed.

Confirmation (V] .
Example: Save your entries.

i or @ Action: Perform the required action to proceed.

HR
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Procedure
Scenario:

A full time, salaried eligible employee with a zero (0) quota balance only worked 65 hours for
the first half of the month (1-15") On the 20" of the same month the employee met the
requirement , requested and was approved to take 5 hours of Annual leave on the 21°.

Two quota corrections will need to be completed. The first quota correction is to give the
accrual to the employee to make the leave available for them to use, while the second quota
correction is to replace the system generated accrual so the employee will not have a double
accrual.

1. Start the transaction using the above menu path or transaction code PA30.
=
| HE master data Edit Goto Extras LUtilities Settings  Systern  Help

| @ D IH @@ SR nhon BRI B
Maintain HR Master Data

Q][] igrc e ]

| [= IS TETE NIy | Personneino.  [4B080132
Find by | Marme COINS CLAIRE
= @ Person : PersArea 5400 Employment Security Dept EEGroup |8 Permanent
% gg!‘?;;“f;fﬂamh PSubarea |GOFT| Agencywide EESubgroup [05| H-OT Elig»40hrsiuk  Status  Active
] Free search
Basic Personal Data Payrall - Benefits . Time Recording . Addtl. Personal Data I nE
II:DEE‘ Infotype text |E | |—| Feriod
Actions ¥ [2] | @ Period
_Organizatiunal Assignment o (-] Fram To
" :Persunal Data 4 O Today QO Curr.week
| |[Addresses o QA O Current rmanth
| [Planned YWorking Time L4 O From curr.date O Last week
| |Basic Pay v OTa Current Date O Last manth
_Cuntract Elements v O Current Period O Current Year
| |Pate Specifications 14 = |E Chonse |
Family/Related Persan =
Direct selection
Infotype STy
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2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel no R The employee’s unique identifying number.

Example: 40000132
Period R Enter the date the employee met the time requirement.

Example: 9/20/2009

3. |
Click @ (Enter) to validate the information. Verify you have accessed the correct employee
record.

Time Recording

Click the | tab to select.

D[I;!uuta Carrections

5. Select the blue box to the left of | to select.

6.Click IE (Create) to create a new record.

7.Select the appropriate quota:

HR
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I@Subtypes for infotype "Cuata Corrections” (1] 1

=
ECAE R EIEEE
ESG|PSG...|AQTyp| Quota text |
2 50 30 Sickleave

2 20 31 Annual LeaveSacation

I ] us. Excess Leave

an 35 Compensatory Time

an a7 Exchange Time

an 38 Military Leave

an 39 Holiday Credits

an 40 Excess WYacation Acrual
an 41 Shared Leave

an 42 Personal Holiday - Shift
an 43 Settl Leave WP

an 44 Fecognition Lyw (PMC)
a0 45 PH - Shared Lv. Donation
a0 46 Sick Leave Pool

a0 47 Uniformed Sery Ly Pool
a0 45 FPersonal Leave Day

i T T T T Y Y Ny Y S (S (S ]

8. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Quota Number | R The hours of the quota accrual
Example: 8

Increase R Select this radio button

generated

entitlement

Transfer R Specify how you want the quota correction to be processed.
Select:

¢ Do not change transfer time
The quota correction is not processed until the time at
which time evaluation normally transfers the calculated
entitlement to the Absence Quotas infotype (2006). In
this case, the quota correction does not appear
immediately in infotype 2006, so you cannot deduct an
absence or quota compensation from the value of the

HR
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quota correction.

e Transfer collected entitlement immediately
The quota correction is processed in the next time
evaluation run. If you run time evaluation directly for
the employee, the value of the quota correction and any
entitlement already accrued by time evaluation are
available for deduction in the Absence Quotas infotype
(2006) directly afterwards.

e Only transfer quota correction immediately
The quota correction is processed in the next time
evaluation run. If you run time evaluation directly for
the employee, the value of the quota correction is
available for deduction in the Absence Quotas infotype
(2006) directly afterwards.

Example: Transfer collected entitlement immediately

=g
| Infotype Edit Goto  Extras  Systern  Help
| & 200 Ieae CHE 000 BE @B

Create Quota Corrections (2013)
DD D Personal wark schedule | |Activi1y allocation || Cost assignment || External services | D

| [ [ i [ Personnel o (48008225 Narme RUTKOWE.|Status  Active
Find by | EE group 0 Permanent Personnel ar 5400 Employment Security Dept
= 4 Persan WS rule RO15 4-105. M-. 55N 5E0-10-1178
fHl Collective search Start 09 /2072008
i search Term
fHl Free search
Absence quota type 31 Annual Leaver‘acation

Change accrual entitlement
Cluota number 3.00008 | Hours

@ Increase generated entitlement
O Reduce generated entitlement

O Replace generated entitlement

Change transfer time
Transfer ¥ Transfer collected entitiement immediat..E
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Click 6 (Enter) to validate the information.

10. L)
Click .'- (Save) to save.

& To establish the quota balance for the employee, run the Time Evaluation (ZT60).
Enter /NZT60 in the command field.

=
Program Edit Goto  Systern  Help

| @ 2 0B eee BHE 0o BRE QB
HR TIME: Time Evaluation

| | Further selections || 5 Search helps || o Sort order |
Selection
Personnel Mumber

FPersonnel area
Personnel subarea
Payroll area

Parameters for time evaluation
Forced recalculation as of
Evaluation up to

0973072009

Prograrm options

[JDisplay log

[JTest run {no update)

[]Stop at functionfoperation BREAK

[]Stop at fixed positions in time evaluation

11. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Personnel R The employee’s unique identifying number.
Number

Example: 40000225

HR
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12. Click (Execute) to run the Time Evaluation.
=
| Log Edit Goto Miew Settings  Systerm Help

| & 200 @ee SHE dnoan AR 98

Display Log Tree
%] #2] =1 [E5 Row |[E5 subtree | 5[] B2 (] ][]

' Log: Time Ewaluation

— & General data

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

— = Statistics

Selected personnel numbers

Syccesstyl runs for

including with errors

Processing not completed for

Rejected

Total number of messages and error messages

O oD O O =

@ To verify the quota balance, access the employees’ Absence Quotas (2006) infotype
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WSD Personnel
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13. Enter /NPA20 into the command field:

=
| HE master data Edit Goto Ewxtras  Utilities  Settings  Systern Help
| @ 1IH e@e SNl nnoan B @
Display HR Master Data
| | || I | ||[ ¥ | Personnel no. honopz2s
Find by | Marmne RUTKOWERSKI WESLEY
< @ Persan Persarea (5400 Employment Security Dept EEGroup | @ | Permanent

fHl Collective search

) Search Term PSubarea |DOFT | Agencywide EESubgroup |01 | Monthly(M) OT Exe.. Status  Active
K} Free search _
Basic Personal Data { Payrall { EEEIEST Time Recording Addtl. Personal Data ||| o=
II """ _any Infotype text |E| |—| Period
Planned Warking Time ¥ [2]| | @Period
| lapsences D From To
:Absence Quotas O Today O Curr.week
| |Attendances O Al O Current month
| |Aftendance Quotas O Fram curr.date O Last week
| |Quota Caorrections OTo Current Date O Last manth
_SUDStitUtiDnS O Current Periad O Current Year
_Time Quota Compensation o = |E Choose |
Overtime =]
Direct selection
Infotype Ahsence Quotas STy

R=Required Entry 0O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
The employee’s unique identifying number.

Personnel R
Number

Example: 40000225

Time Recording

14. Click the | tab to select.

15. Select the blue box to the left of _I“&‘DSEHEE uotas to select

16. Select the | @Al to view all records created.

STy |31 | Annual Leaves/acation

17. Enter quota type to narrow the search results.

2
18. Click 2 (overview) to display all records.

9 of 16

WSD Personnel



Title: Quotas -Generating Accrual Manually (PA30)

=
Infotype  Edit Goto Extras  System  Help
(V] A H @ EHE DDOa8 | EE @
Overview Absence Quotas (2006)
| I I I I |||: b | Personnel Mo 40000225 Mame RUTKOWERSKT WESLEY
Find by | PersArea (5400 Employment Security Dept EEGroup | 0| PErmanent
= WEFSDH PSubarea |DOFT | Agencywide EESubgroup |01 Monthlyi) OT Exe..  Status  Active
Collective search
Choose 0801 /2009 To 10431/2009 ST 31
H search Term = g
{Hi Free search Absence Quotas
| Start Date |End Date |A |Quota text IStar‘t ded End ded. Number Deduction
iy LDQIQDIQDDB 09/20/2009 31Annual Leavef/acation 09/20/2009 12/31/9999 8. 0oepoo 0. 00E60

| |

:" You have now completed the first quota correction to give the employee their
accrual. Now you are ready to create the second quota correction to zero out the
system generated quota accrual.

19. Enter /NPA30 into the command field
=
| HE master data Edit Goto Extras  Utilities  Settings  Systemn Help

| & 10 @@ SR nnan HE QB
Maintain HR Master Data

[ % el e
[ NIETETE ] | personnet no. 400003225

4

Find by | Marne RUTKOWERSKI WESLEY
~ G Person Persirea (5400 Employment Security Dept EEGroup |0 Permanent
(] Collective search |'og oo [00FT| Agencywide EESubgroup [81] Monthiyi) OT Exe..  Status  Active
H} search Term
Kl Free search _
Basic Personal Data i Payrall i Benefits 4851 Addtl. Personal Data “I DE
II """ =an Infotype text |E| |_| Period
Planned Working Time v [+l | @ Period
:Absences (=] From |09/30/2008 To
| |Absence Quotas O Today O Curr.week
| |Aftendances O Al O Current month
_Attendance Quotas O From curr.date O Last week
_Quuta Corrections O To Current Date (O Last maonth
| SlgsHiuiiem: O Current Period O Current Year
| [Time Quata Compensation W = | Choose |
Overtime =l
Direct selection
Infotype Quota Caorrections STy
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20. Fields to complete:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
The employee’s unique identifying number.

Personnel R
Number
Example: 40000225
. Enter the last day of the accrual month
Period R

Example: 9/30/2009

21. Click Q (Enter) to validate the information. Verify you have accessed the correct employee
record.

Time Recording

22. Click the | tab to select.

D@uuta Carrections

23. Select the blue box to the left of | to select.

24. Click IE (Create) to create a new record.
25. Select the appropriate quota to reduce:
I@Suhtypes for infotype "Cuota Corrections” (17 1

-
EAC N A = =T

ESG|PSG... /AQTyp|Quota text |
2 50 30 Sickleave

2 a0 31 Annual LeaveSacation

I / Us. EXCESS Leave

50 35 Compensatary Time

a0 a7 Exchange Time

a0 35 Military Leawve

a0 39 Holiday Credits

50 40 Excess Vacation Acrugl
a0 41 Shared Leave

a0 42 Personal Holiday - Shift
a0 43 Settl Leawve WSP

50 44  Recognition Ly (PMC)
a0 45 PH - Shared Lv. Donation
a0 46 Sick Leave Pool

a0 47 Unifarmed Sery Ly Pool
50 46 Personal Leave Day

r3 PR3 PRI ORI ORI ORI ORI ORI ORI ORI ORI ORI ORI
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Title: Quotas -Generating Accrual Manually (PA30)

=4
| Infotype Edit Goto Extras  Systern Help
| & 1010 Qe SHE BEon BE QE

Create Quota Corrections (2013)
|:||:| DE Personal watk schedule | | Activity allocation || Cost assignment || External servces | |:|

I | I I | |: b | Personnel Mo | 40000225 Name RUTKOWE.. | Status Active
Find by | EE group 0| Permanent Personnel ar 5400 Employment Security Dept
= 9 Person W3 rule RO1E 4-10s; M-.. SSN 500-10-1176

{H Collective search
{Hl search Term
{Hl Free search

Start 9/30/2008

Ahsence guota type 31 Annual Leavevacation

[ R

Change accrual entitlernent
Clunta number 0| Hours

OlIncrease generated entitlement

O Reduce generated entitlement

i@ Replace generated entitlement

Change transfer time

Transfer Do not change transter time

]

26. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Quota Number | R Enter the number to replace the system generated entitlement.
Example: 0

Replace R Select this radio button

generated

entitlement

Transfer R Specify how you want the quota correction to be processed.
Select:

¢ Do not change transfer time
The quota correction is not processed until the time at
which time evaluation normally transfers the calculated
entitlement to the Absence Quotas infotype (2006). In
this case, the quota correction does not appear
immediately in infotype 2006, so you cannot deduct an

absence or quota compensation from the value of the
quota correction.

e Transfer collected entitlement immediately
The quota correction is processed in the next time
evaluation run. If you run time evaluation directly for
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the employee, the value of the quota correction and any
entitlement already accrued by time evaluation are
available for deduction in the Absence Quotas infotype
(2006) directly afterwards.

e Only transfer quota correction immediately
The quota correction is processed in the next time
evaluation run. If you run time evaluation directly for
the employee, the value of the quota correction is
available for deduction in the Absence Quotas infotype
(2006) directly afterwards.

Example: Do not change transfer time

27. Click Q (Enter) to validate the information.

. 1
28. Click '- (Save) to save.

29. To remove the system generated entitlement run the Time Evaluation (ZT60). Enter
/NZT60 in the command field.
|@Emgram Edit Goto System Help
| @ 318 eee BHE Hnss BE @
HR TIME: Time Evaluation

Further selections || 5 Search helps || = Sort order |

Selection
Personnel Mumber

Personnel area
E

Personnel subarea
Payroll area

Parameters for time evaluation
Forced recalculation as of
Ewvaluation up to 058/30/2008

Frogram options
[JDisplay log
[ Test run {ho update)
[]Stap at function/operation BREAK

[15tap at fixed positions in time evaluation

30. Complete the following fields:

HR o
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R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
The employee’s unique identifying number.

Personnel R
Number

Example: 40000225

31. Click (Execute) to run the Time Evaluation.

=g

| Log Edit Goto Wiew Settings Systern  Help

| @ 100 e SHE D000 B @6
Display Log Tree

5| P =1 | &8 Row |5 Subtree || ][] |64 [ ]

' Log: Time Evaluation

—E General data

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

— [ Statistics

Selected personnel numbers

successtul Tuns for

including with errors

Processing not completed for

Rejected

Total number of messages and error messages

O oo o= =

32. You have completed the transaction

& If you are returning Sick Leave from a prior year, you will need to create a Text Note on
the original donors’ Quota Correction (2013). By creating this text note on the Quota
Corrections (2013) the sick leave will be included in the donors sick leave balance but the
employees current Year To Date Sick Leave Taken not be impacted.

Example:

You need to process a shared leave return that will return sick leave to an employee who
donated Sick Leave in 2009.

You create the Absence Donation Administration (0613) record for the employee returning the
sick leave with an effective date of 5/1/2010. The recipient is the employee who donated the
leave back in 2009.

HR
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You are returning 10 hours of sick leave to the recipient (original donor). The recipient has
taken 40 hours of sick leave in 2010 and has at least 480 hours sick leave balance.

@Access the Quota Corrections (2013) record that was during the return to add the note:

=4
Infotype Edit Goto  Extras  Systerm  Help

| & 1 JH e CHE DDL0 PR @6

List Quota Corrections (2013)

& EEE

m Personnel Mo | 48000132 Narme COINS C.|Status  Active
Find by | EE group @ Permanent Personnel ar 5400 Employment Security Dept
~ @ Person WS rule FULL g-85 M-F.. 55N 501 -50-50582
[l Collective search Chonse |@1/01/1808| To  [12/31/9999 5Ty, 30
fHl Search Term
H Free search Quaota Carrectians
Start Date End Date IAbQu... |Number Operation |Transfer |
06/16/2006 06/16/2006 30 Z¢.10000 + ¥ Transfer collected e. @ [2]
I!I B[] 02/01/2010: 05/01/2010 30 9.72000 + ¥ Only transfer guota .. T E

33. Select the Quota Correction (2013) that pertains to prior year donation

34. Click (Change) to add the Text Note
35. Go to the Menu bar-Edit- Maintain Text (or press F9)
36. Enter the **YYYY(four digit year)
=
| Table Edit Goto  LUtilities Systern Help
|@ 2 {Bleee DM

Infotype Text | Mustbe entered as
¥YYYY and on the
first line of the text

[ ] 4
37. Click .c (Save) to save text note

Results
You have created two quota corrections:

HR o
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1. To give the employee their quota accrual before the system generates accruals

2. Toreplace the system generated accrual.

Hn o
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