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Please distribute this alert to any users within your agency who are responsible for leave payments in SAP.

Separation Reason Code 90 - Manual Leave Payment 

· Explanation of the reason code 90 and situations requiring manual leave calculations
When a separation action requires a manual calculation to determine the appropriate gross payment of applicable remaining quota balances, Reason for Action code 90 must be entered during the action.  Note: Separations could include transfers to agencies with reciprocal leave agreements.  Quota payments will not automatically generate for employees separating with a Reason for Action code 90 since a “Q” record (QRET, QSEP, QDIS, etc.) is not generated on IT2012 during the separation action.

Situations where Reason for Action code 90 (Manual Leave Payment) should be used:
· For employees transferring to an agency with a reciprocal leave agreement.  
· When processing a separation for an employee who has frozen quota that needs to be paid at a rate other than the employee’s current hourly rate of pay or at multiple rates of pay.
· If employee has frozen annual/combined and/or sick quota, contact ra-benhelp@state.pa.us to calculate the appropriate payout.  The Absence and Safety Division will coordinate the quota payout with the Bureau of Commonwealth Payroll Operations and the HR Service Center/Agency HR office.
· When processing the retirement of a part-time employee who had previously worked as a full-time employee.    
Reminder:  Quotas frozen prior to go-live (in IPPS) are recorded in the maintain text area of the conversion record on IT0001.  PT50 (“Rem.” column on the “Absence Quotas (2006)” tab) displays the quota amounts that were frozen after go-live. 
For additional information, reference Time Alert 2011-07 Furlough-Related Systems Processes, MD505.7 – Personnel Rules and MD 530.27 – Leave Related Policies for Employees Excluded from Earning Leave and Leave Service Credit. 
Questions? 
If you have any questions regarding Separation Reason Code 90 - Manual Leave Payment, please submit an HR help desk ticket in the time category.  You may also call the HR Service Center, Agency Services Division at 877.242.6007, Option 2. 
1
1

