Time Alert

2014-01 Revised
Revised 12.24.14
                      
                              Rescinds Time Alert 2010-29


and Time Alert 2013-12


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

Locked Time Records 

· Information regarding an update to the Locked Time Records transaction. 
· This Time Alert rescinds Time Alert 2010-29 and Time Alert 2013-12
· Revised Alert (12/24/14): This revision provides information about enhancements to the report.  The enhancements include: 
· The addition of IT0082 to the Data selection section
· The report will now search for rehired employees who have a locked “Q” separation record from their previous employment period
As a result of numerous help desk tickets involving quota discrepancies and the undesired practice of locking time records, the capabilities of the Y_DC6_14000099 report have been expanded to allow users to search for locked records on IT2012, as well as IT0082, IT0416, IT2001, IT2002, IT2003, IT2006, and IT2013.  Select the option you wish to search on, in the “Data selection section” or select “All”. This report should be run periodically, at a minimum quarterly.  Time Advisors may also find it useful to run this report upon notification of an employee separation or transfer to another agency to confirm that there are no locked time records for the employee.  Rehired employees who have a locked “Q” separation record from their previous employment period will now be included in the report output.  
The parameters chosen will determine the report output. Our recommendation is to use the “Other period” radio button and enter a specific date range not to exceed one year. Keep in mind that you will receive records for employees who transferred to other agencies if they were with your agency during the date range entered.  The employee’s current agency will have security access to unlock the record, so coordination between agencies may also be necessary.
You may select [image: image1.png]


 to search other selection options including Action Type, Reason for action, Customer-specific status, Employment status, Position, and Job.  You may also select the [image: image2.png]


 Multiple Selection option to include or to exclude values or ranges.

As a reminder, we discourage the manual locking of records on any time infotypes other than IT2012 and the only record that should be locked on IT2012 is a “Q” separation record (QSEP, QRET, QDIS, QDNW, etc.).  These records populate as locked when a separation action is entered for an employee, with the exception of Manual Leave Payment (Reason code “90”) which will not generate a “Q” record.  The “Q” record must be unlocked to allow for final payroll processing (including a leave payout or recouping of an overpayment).  Locking a record has the same effect as deleting a record; quotas may update incorrectly and payments may be incorrectly recouped or generated. 

Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the time category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
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