Time Alert

2011-18
Issued 10.11.11

This alert was distributed to users within your agency who have the Time Administrator role in SAP.
Viewing Absence Request Comments 

· Information regarding viewing comments entered on IT2001 – Leave Requests
HR professionals with the SPF Coordinator role have the ability to view comments entered on IT2001 – Leave Requests by accessing the Unlinked SPF Absences Report (Y_DC1_32000946).  As Time Advisors also have a need for this information, this report has been added to the Time Advisor Role in SAP.  Time Advisors can use this report to view absence request comments to aid in performing leave audits.

Instructions for running the report are attached.  Also, instructions for running SAP reports in the background are available.    In early 2012, OA-Absence and Safety Division will release guidelines for reviewing absences to ensure consistency with commonwealth policies.
Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the time category.  You can also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
1
1

