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Please distribute this Alert to any users within your agency who are responsible for rehire actions or unlocking the QSEP, QRET, etc., records in SAP when an employee separates employment.
This Time Alert includes the following information:

  

· VERIFY ACCURACY OF QUOTA RECORDS AT SEPARATION AND AT REHIRE
Verify Accuracy of Quota Records at Separation and at Rehire.  Communication among the HR Service Representative, the Time Advisor, the SPF Coordinator, and the Benefits Advisor is of utmost importance when processing separation and rehire actions.  When an employee separates, it is extremely important that the quota records be reviewed for accuracy before unlocking the QSEP, QRET, etc., record on IT2012.  If the quota records are not accurate at the time of separation and the employee is rehired, the quota problems are only compounded.  Therefore, we are asking that agencies also review quota records upon an employee’s rehire to ensure accuracy of the current quota.  If problems are discovered, a help desk ticket should be submitted.  

Below is a reminder of the quota review process that should be followed to ensure accuracy of quota records at separation. 
The quota payout generates when the QSEP, QRET, etc., record on IT2012 is unlocked. Therefore, before pay is processed for the pay period in which the separation occurs, all time entries must be completed and quota records must be reviewed and corrected prior to unlocking the QSEP, QRET, etc., record on IT2012.  Do not unlock the record until the steps below are completed:
1. Confirm all time (absences and attendances) activity, including SPF is entered and all pending transactions are approved and linked to the SPF event when applicable.
2. Ensure all outstanding Central Support Transaction (CST’s) and Help Desk Tickets involving time activity are completed in SAP.
3. Review the Time Evaluation Messages Display (Y_DC1_32000670) and correct records as necessary.
4. If an employee is on an AWS Work Schedule, review PT_BAL00 using day balance Time Type “5160”.
5. Review holiday quotas.  Holiday quota for prior years should show zero hours remaining.   Holiday quota must be manually paid or recouped at separation.  
a. If holiday quota payment is due, enter the holiday payment via PA61-IT0416 with an effective date equal to the last date of employment.  This step should be completed in the same pay period that the QSEP, QRET, etc., record is unlocked.  
b. If the employee has used more holiday quota than earned, change the ineligible holiday absences to annual, personal or regular leave without pay via PA61-IT2001.

6. Perform a final review of all quota types and amounts for each year to ensure records appear accurate.  If discrepancies are found, enter appropriate corrections.
Upon confirmation that the quota records are accurate, the Time Advisor can unlock the QSEP, QRET, etc., record on IT2012 and enter the holiday payment via PA61-IT0416 (see 4a. above) provided the employee did not have Deferred Compensation Catch-up.  If the quota payout does involve a Deferred Compensation Catch-up, the Deferred Compensation Catch-up, the holiday quota payment, and the unlocking of IT2012 (QSEP, QRET, etc.) record must all occur within the same pay period.  
Note:  It is recommended that the QSEP, QRET, etc., record not be unlocked on pay processing day (usually Tuesday) if there is any doubt that the quotas are not accurate, since there will be no opportunity to correct records before payroll is processed.  

After the QSEP, QRET, etc., record on IT2012 is unlocked and time evaluation has processed, the Time Advisor should verify the quota payments via PT_BAL00 with one exception; holiday quota payments paid via PA61-IT0416 are not viewable on PT_BAL00.   Additionally, quota payments cannot be viewed on PT_BAL00 until after the separation date.  If errors are discovered, lock the QSEP, QRET, etc., record on IT2012, notify the Benefits Advisor if Deferred Compensation Catch-up is involved and make necessary corrections. 
Please reference the following link for a detailed step by step separation process:

http://www.portal.state.pa.us/portal/server.pt?open=512&objID=1265&&PageID=256046&level=4&css=L4&mode=2&in_hi_userid=2&cached=true
Questions regarding this alert should be directed to Susan Doyle (sdoyle@state.pa.us), Betty McCloskey (bmccloskey@state.pa.us) or Sheila Barder (sbarder@state.pa.us).  

