Title: Error! Unknown document property name. (PA30)

Sick Leave Pool - Donation and Withdrawal Transaction Code:
PA30
Purpose Use this procedure to maintain Sick Leave Pool donations for both the Donor and

Trigger

Prerequisites

End User Roles

Recipient in HRMS.

Perform this procedure when an eligible employee is donating to the Sick Leave
Pool or when donating from the Sick Leave Pool to an employee in the same agency.

e Both the Donor and Recipient must have the Home Pool and Foreign Pool
created on the Absence Pools (WA) (0696). See OLQR procedure,
Shared Leave Create Eligibility (Steps 15 —21) and Sick Leave Pool —
Create Eligibility.

e Sick Leave quota balance must exist for the donating employee AND must
meet the requirements listed in WAC 357-31-580.

Payroll Processor, Time & Attendance Processor, Leave Corrections Processor

The following roles can view or maintain these infotypes:

Absence Pools (0696) — Payroll Processor, Time & Attendance Processor, Leave
Corrections Processor

Absence Donation Administration US (0613) — Payroll Processor, Leave
Corrections Processor

Time Quota Compensation (0416) — Personnel Administration
Processor/Supervisor, Payroll Processor/Analyst/Supervisor/Inquirer, Time &
Attendance Processor/Supervisor, Leave Corrections Processor

Quota Corrections (2013) — Personnel Administration
Processor/Supervisor/Inquirer, Payroll Processor/Analyst/Supervisor/Inquirer,
Time & Attendance Processor/Supervisor/Inquirer, Leave Corrections Processor

Change History Change Description

7/9/07 Created

5/13/2010 Updated screen shots to match current system

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

Transaction Code

- Maintain

PA30
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Helpful Hints

The Payroll Processor/Supervisor, Time & Attendance Processor/Supervisor/Inquirer
and Leave Corrections Processor may use the Attendance System Change Report to
verify the employee’s absence quotas. To access this report, use the transaction
code ZHR_RPTTMO084.

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 @ (Enter) to validate and proceed.

Warning

0]

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

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

V] (Enter) to validate and proceed.

Confirmation

00[‘a

Example: a Save your entries.

Action: Perform the required action to proceed.

WSD Personnel
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Procedure

1. Start the transaction using the above menu path or transaction code PA30.
=
| HE master data Edit Goto Ewxtras  Utilities Settings  System  Help

| & 100 eee BHE N0 BE @6
Maintain HR Master Data

D[] a2 ]
L [ BT | persomnet no.
|

Find by

= @% Person
{H} Collective search
K} Search Term
Kl Free search

Basic Personal Data Payroll { Benefits { Time Recording { Addtl. Personal Data ||| |I|

II:I:“I”I' Infotype text |E| |—| Pariod
Actions [+]| | @Periad
_Organizatiunal Assignment =] From To
:F‘ersonal Data O Today O Curr.week
_AddrESSES Al {2 Current month
| |Planned Warking Time O Fram curr.date O Last week
_BaSiC Pay O To Current Date O Last month
_CDntraCt ElEments O Current Period O Current Year
| |Date Specifications B |E Choose |
Family/Related Persan =
Direct selection
Infotype STy

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: 40000200

Period R Enter the date of the donation/withdrawal

Example: 5/3/2010

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

4. Click the Time Recording | tab to select.

HR
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5. Click the blue box to the left of || [ABSEAEE Donation Admifistration US™ ., seject
6. |* . " .
. HE raster data  Edit GSoto  Ewtras  Wtilities  Settings  Systern  Help
| & 100 eee SHE 800D FE 26

Maintain HR Master Data
(D[] el ] 2 ]

| || | | ||[ * | Persannel no. bonnne13
Find by || Mame  |SEMANKO KEN
~ @ Person Persirea |3105|wWash Corrections Center EEGroup |3 | Permanent
() Collective search | o o2 [ogTa | Institutions EESubgroup 06| M-OT Eligsd0hrsik  Status  Active
fHl Search Term
K] Free search _
Basic Personal Data i Payroll i EEEHEST Time Recording Addtl. Personal Data ||| nE
I
I B Infotype text |E| |—| Period
Employee Remuneration Info [« | @Periad
| |Availability -] From |85/13/2010|To
Time Transfer SpECiﬂCatiDnS Ongay O Curr week
| |Time Events OAll O Current manth
Leave Entitlerment Compensation O Fram curr. date O Last week
_Wurkers' Comp. A OTo Current Date O Last manth
| _|#hsence Pools 4 O Current Period O Cutrent Year
Absence Donation Administration US B |E Ehmoss |
[]
Direct selection
Infotype Ahsence Donation Administrati .| STy
7. Click IEI (Create) to create a new record.
If GoTo
An employee is donating to the Sick Leave Pool 8
An employee is receiving leave from the Sick Leave Pool 13
8. SeIectI 0001 Donation/Return ¢, Subtypes for Infotype “Absence Donation

Administration US”

40f14
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IlI?SuI:utj,rpea for infotype "Absent

| A

v 53| (| | &l

=T

oot Donation/Eetur
0002 Withdrawal

=
| Infotype Edit Goto Extras  Systern Help

| & 110 eae LHE non BE @F
Create Absence Donation Administration US(0613)

B

I || I I ||[ * | Personnel No | 40800013 Marme SEMANKO KEN
Find by | EE group 0| Permanent Personnel ar | 31085 Yyash Corrections Center
< @ Person EE subgroup |06 M-OT Elig=40hrs/.. 55M  |BOE-10-1013 Status Active

{5l Callective search
il Search Term
il Free search

Start DEHSIZD'ID

Ahsence Donation Administration US
Abs.quota type £
[umberUnit e

— —

)

I K1)

@ Home Pool

Haome Poal 1D 5000 Sick Leave Poal [
O Foreign Pool

Foreign Pool 1D e
OEmployes [J&mount Related

Personnel no.

Target Abs. quota [
O External Recipient

Ext. Person

Ahbsence Guota Type

9. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description

Abs. quota Type R The specific absence quota that is being donated.

Example: Sick Leave

Number/Unit R The total hours that are being donated.

Hn o
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Example: 10

Foreign Pool ID R For employees to be eligible to donate or receive Uniform

Services Shared leave, each should be assigned to a Foreign
Pool ID.

& This should be selected before clicking the Foreign Pool
radio button. Sick Leave Pool would be the appropriate
option.

Example: 9000 Sick Leave Pool

=

| Infotype  Edit Goto Extras  System  Help

| & 1B Cae DHE DNo0 PR @®E
Create Absence Donation Administration US(0613)

BB

[= (ST ETE Ty | personnel no  [28080013 Narme SEMANKD KEN
Find by | EE group 0| Permanent Personnel ar 3105 Wash Corrections Center
= WEFSDH EE subgroup |06 | M-OT Elig=40hrs/.. 55M  |[500-10-1013 Status Active
Collective search
Start 05/13/2010
Hl search Term
i Free search
Absence Donation Administration US
Abs.quota type 30 Sick Leave ( 10.00000 Ho..&
Il D .
MNumber/nit 10.00 Hours
O Home Pool
Harne Poal ID e
@ Foreign Pool
Foreign Pool ID 9000 Sick Leave Pool g
O Employee [ Amount Related
Personnel no.
Target Abs. quota g
O External Recipient
Ext. Person
Ahsence Cuota Type
Click Q (Enter) to validate the information.
11. _
. i
Click '- (Save) to save.
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=
HR master data Edit Goto Extras Utilities Settings Systermn  Help

(V] ndH @@ CHE HDho0 BE @
Maintain HR Master Data

0|2 lse||m|l3 3l

_|_|| | | |||:' Personnel no. hooooot3

Find by || ame  [SEMANKO KEN
< 4% Persan PersArea 3105 |Yash Corrections Center EEGroup 0| Permanent
(R Collective search | ‘o oo naTa| Institutions EESubgroup |06 W-OT Elige40nrsik  Status  Active

[l search Term
[ Free search

Basic Personal Data '| Fayroll . Benefits 4 Addtl. Personal Data Il [» 2]
AR
[ Infotype text |E| |_| Period
Employee Remuneration Info [=]|| ®Period
| lavananiity | From @5/13/2078| To
Tirme Transfer Specifications O Today O Curr.week
| [Time Events O Al O Current maonth
Leave Entitlerment Compensation O Fram curr.date O Last week
| [Warkers' Comp. MNA OTa Current Date O Last manth
_Absence Fools v O Current Period O Current Year
Absence Donation Administration US o = |E Choose |
-]
Direct selection
Infotype Absence Donation Administrati..| STy 0001 | Donation/Return

|— Record created

You have completed the transaction to donate to the Sick Leave Pool.

& For the employee to receive leave from the Sick Leave Pool, perform the following steps:

7 of 14
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=
HE rmaster data  Edit Goto  Ewxtras  Utilities  Settings Systern  Help

& I dd @@ DHE ahon | FEE @
Maintain HR Master Data

O[] ] [ o (]
_I_l'l_l_l_l'[ * | Personnel no.
|

Find by

= @ Person
] Collective search
fHl Search Term
fHl Free search

Basic Personal Data Fayroll i Benefits i Tirme Recording i Addtl. Personal Data ||| [Pl
—an Infotype text |E| |—| Period
Actions [+]| | ®@Period
_Organizational Agsignment [*] Fram ToO
:F‘EFSDnaI Data OToday O Curr.week
_Addresses Al (O Current manth
| |Planned Working Time O From curr.date O Last week
| |Basic Pay OTo Current Date O Last manth
_CDntraCt Elements O Current Period O Current Year
| |Date Specifications =l [ Choose |
Family/Related Person =
Direct zelection
Infotype STy

12. 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: 40000002

Period R Enter the date of the donation/withdrawal

Example: 5/13/2010

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

Time Recording

14. Click the I tab to select.
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=
HE rmaster data  Edit Goto  Ewxtras  Wilities  Settings Systern  Help

@ 3 dH Q@@ SHE DDON (HAR @0
Maintain HR Master Data

& A EEE

Djl [ |1 | Personner no. kooooooz

Find by || Mame  |DEAN JANA
< 43 Person Persarea 1110 Dept of Personnel EEGroup O Permanent

R Collective search | 'og oo (0001 | Non Represented  EESubgroup [81| Monthiy(M) OT Exe..  Status  Active
{Hl Search Term

{Hl Free search

Basic Personal Data .l Payroll |~ Benefits @SITHENE s Addtl. Personal Data I
| I
| Infotype text |E| |—| Period
Employee Femuneration Info [<]| | ®Period
_Availability [+] From |05/13/2010|To
Time Transfer Specifications O Taday O Curr.week
| |Time Events O Al O Current month
Leave Entitlement Compensation O Fram curr. date O Last week
_WDI’KEI’S' Comp. NA (O Tao Current Date O Last month
_Absence PoElE v O Current Period O Current Year
Absence Donation Administration US = |E| Eharse |
]
Diract zelection
Infotype Ahsence Donation Administrati.| 5Ty

15. Click IEI (Create) to create a new record

16. SeIectI 0002 Withdrawal from Subtypes for Infotype “Absence Donation
Administration US”

IlI?SuI:utj,rpea far infotype '

W reiions I

2 OEEE]

STyp|Name |
0001 DonationdFeturn
000Z Withdrawal
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[=
| Infotype  Edit Goto Extras  Systerm Help

| & 1 1E e@e SHNE Dnan BE @

Create Absence Donation Administration US(0613)

EiEH

| |L* | Personnel No | 48000002 Name DEAN JANA
Find by || EE group O Permanent Personnel ar - |[1110 Dept of Personnel
= %Fﬁrson EE subgroup | @1 Monthiy(h) OT Ex.. SSN [500-18- 1002 Status  Active
Caollective search
Start 5/13/2010
{(H} Search Term b
{H} Free search
Ahs.guaota type = B
Il ] :
Mumberfnit [+
@ Home Poal
Hame Paadl ID 0014 Shared Leave - Cammaon Fool =

Foreign Pool
Foreigh Poal 1D [

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

Field Name R/O/C | Description

Start R The date of the withdrawal.
Example: 5/13/2010

Abs.quota type R It is a specific absence quota, such as Annual Leave or Sick
Leave.
Example: 46 Sick Leave Pool

Number/unit R This is a combination of fields that defines the number to be

compensated and the time unit, such as hours, days, weeks, etc.

Example: 10.0 (hours)

Foreign Pool ID R For employees to be eligible to donate or receive Uniform
Services Shared Leave, each should be assigned to a Foreign
Pool ID.

& This should be selected before clicking the Foreign Pool
radio button. Uniform Service Shared Leave Pool would
be the appropriate option.

Example: 9000 Sick Leave Pool.

HR
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=
|nfotype Edit Goto Extras  System Help

el o JOlece 0 e Doan DA @E
Create Absence Donation Administration US(0613)

EiEH

| 'L * | Personnel Mo |4B00A002 e DEAN JANA
Find by | EE group 0| Permanent FPersonnel ar (1110 Dept of Personnel
= % Person EE subgroup |01 Monthly(M) OT Ex.. SSN |500-10-1002 Status ALCtivE

(B} Collective search
(Kl Search Term
(Kl Free search

Start ns/13/2010

Ahsence Donation Administration US
Abs guota type 46 Sick Leawe Pool &
Il aaEn :
Mumber/\Unit 10
(2 Home Poal
Home Pool 1D 0014 Shared Leave - Common Pool i
@ Fareigh Pool
Foreign Foaol 1D 9000 Sick Leave Pool &

18. Click @ (Enter) to validate the information.

19. Click .'- (Save) to save.

20. : The system displays the message, "Record created."

When a donation has been made to the Sick Leave Pool, a record will be created on Time Quota
Compensation (0416) for the donor indicating the leave being deducted from their quota balance.

=4
| Infotype Edit Goto Extras  System  Help
| & 2 aH e SHE DL PR QB
Overview Time Quota Compensation (0416)
=
Lo I | Personnel o, [s000813 Name SEMANKO KENM
Find by || Persarea |3105| wash Corrections Center EEGroup @ | Fermanent
= @ Person PSubarea BATA  Institutions EESubgroup |06 M-OT Elig=a0nrsiwk  Status  Active
(6] Collective search | ge cpooce (p1/01/1808] To  |12/31/9989 STy
Hl search Term
{Hl Free search
Su... |Start Date End Date MNo. comp. AL |Rul [Wage|lAmount Croy  |Lock

000:05/1.3/2010 05/13/2010 10.00000 30 0 0.00
I N

Hn .
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To view the record click (Choose)
(=
| Infotype Edit Goto Extras  System Help

| & 2 0H e@e LHE anoan BE @8

Display Time Quota Compensation (0416)

Lo LT N | Fersonnei o 40080013 MName SEMANKO KEN

Find by | Persarea 3105 Wash Corrections Center EEGroup |©| PErmanent
= @@ Person P5ubarea |DATA | Institutions EESubgroup |06 | M-OT Elig=40hrsiwlk  Status  Active
Bl Collective search
Start n5413/2010 Chy. [B5/13/2010 | KELLYW
Bl search Term
Kl Free search
Comp. method 10008 | Free compensation

Il (]

Compensation specifications

Automatic compensatian

hanual compensation

Time guota type 30 |3ick Leave
Compensation rule oo
Mo. to compensate 10 00000

Do not account

Absence guaotas
ATy |Cuota text Entitl. Unit Camp. Rem. i
305ick Leave 8.00000 Hours 8. ooeoo 0.00000

& Any time the Create Shared Leave Donation/Return (0613) infotype has been created
incorrectly, contact the Department of Personnel Service Center for assistance @ 360-664-6400
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When a withdrawal has been made from the Sick Leave Pool, a Quota Corrections (2013) will be created
for the recipient.

Users should verify that this record has been created. In order for the quota correction to be created,
Time Evaluation (ZT60) must be performed for the recipient to create the quota from the just created
guota correction that was created by the withdrawal action.

After performing ZT60, user should verify that the quota has been created, by viewing Quota Corrections
(2013) or running the Attendance System Change report (ZHR_RPTPTMO084).

To verify the withdrawal, use the transaction code PA20
=4
| HE master data Edit Goto Ewxtras  Utilities  Settings  Systern  Help

| @ 1 0H eee SHE DL BN QB
Display HR Master Data

«[5]

| IL* | Personnel no. 40B000R2
Find by | MName DEAM JAMNA
< @ Person PersArea |1110| Dept of Personnel EEGroup 0| Permanent
(W Collective search | o o2 10801 | Non Represented  EESubgroup [64] Monthiy(M) OT Exe..  Status  Active
fH search Term
{Hl Free search .
Basic Personal Data i Payroll i Benefits 1T Addtl. Personal Data ||| m
" o Infotype text IEI |_| Feriod
Flanned Warking Time o [=]| | OPeriad
:ADSEHCES [+] Frarm |01/01/1800|To 12/31/9998
| |Ansence Quatas O Today O Curr.week
| Attendances ® All O Current month
| _|Attendance Quotas OFrom curr.date O Last week
|-V COmECons OTo Current Date O Last month
| Sdsidans O Current Period O Current Year
_Time Quota Compensation E |E Elhagss |
Crvertime lz‘
Direct selection
Infotype Cluota Corrections STy
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=
Infotype Edit Goto  Extras  Systern Help

| @ 1 OHIeee CHE D000 B QE
Overview Quota Corrections (2013)

Lol T Ly | personnel no [40@E0062 Narme DEAN JA.|Status  Active
Find by | EE group 0 Permanent Personnel ar 1110 DEpt of Personnel
= @ Person WS rule RO15 4-10% M-. SSN 500-10- 16682
(H] Collective search Choose |@1/01/1800| To  [12/31/9999 STy
fil search Term
{Hi Free search Quata Corrections
Start Date End Date IAbQu... INumber Operation | Transfar I
01/16/2006 01/16/2006 50 182.40000 + % Transfer collected e. @ [
| i | |01/16/2006 01/16/2006 a1 155.70000 + X Transfer collected e. @| L
| |o1/16/2006 01/16/2006 42 1.00000 + X Transfer collected e. =
05/13/2010: 05/13/2010 46 10.00000 + ¥ Only transfer quota ..
Results

You have donated sick leave to the Sick Leave Pool or an employee has received leave from the Sick

Leave Pool.
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