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Overview

Trigger(s):

The Human Resources Office receives notification that an employee is going on Sabbatical.  This document describes the procedure required for the transaction to place an employee on Sabbatical and return the employee.

	Business Process Description Overview

	This document describes the procedure required to place an employee on Sabbatical leave and to return the employee.  


	Input
	Comments

	The HR office is notified that an employee is going on Sabbatical leave.
	

	Steps
	Details

	1.  HR insures all forms are in order.
	


	Output
	Comments

	Notification Letter
	

	Successful change to employee’s pay status.
	

	Steps
	Details

	1.  Insures all data on notification letter is correct and mails to new employee as well as any copies.
	


Tips and Tricks

The transaction code PA40 is a generic path to the action menu.  An action menu is a set of personnel actions that have been logically grouped together.  The appropriate action type needs to be selected on the “Personnel Action” screen.  Your selection will determine the infotypes or screens that will be displayed.  In this case, “Begin Sabbatical leave w/pay” will be selected.  

· Some infotypes will only be displayed where the policy requires them to be completed, and some infotypes will be created in the background without the user seeing them.  In addition, some infotypes that will be displayed will only need the data on the screen verified and require no input.  Some of the data on these screens will be completed later.

· As an infotype is completed, click on the green check [image: image1.bmp] mark or the enter key to verify the data.  Once verified, click on the save icon [image: image2.bmp] at the top of the screen to save the data.  If you do not click on the save icon, your input will not be saved.  Once saved, the next screen will be displayed.

· If you have started an action and are interrupted and cannot finish or accidentally get kicked out of the action, you can simply start again by going to the Personnel Actions screen.  Select the appropriate Personnel Number, select the “action type” and the execute button.  You can then proceed as normal with the action.  If you know you already completed and saved a screen with correct information, you can use the small yellow arrow buttons [image: image3.png]EH B



 in the top left hand corner of the screen to move from screen to screen.  If unsure, reenter the data and save.  You will receive a message indicating “this will delete a record”.  Acknowledge the message and continue.
·  As you input data through each screen, you will receive a message at the bottom left of each screen with a check mark in a green circle with the message, “Record Changed.”  Occasionally, you may receive a “Warning” message.  This will appear as a yellow circle with an exclamation mark in it.  This is for information purposes.  If the data entered in the screen appears accurate, you can click on the “Save” icon again, and the data will be saved.

· The Time Advisor must communicate with the HR Service Representative when processing Begin and/or Return from Sabbatical leave w/pay actions.  The HR Service Representative will research the union status and determine if the employee is a status 1, 2 or 6.  If the union status is a 1 or 2, the HR Service Representative is responsible for updating the IT0057 (Union Membership).  When the employee returns from the sabbatical leave, the employee must be returned back to the original union status held prior to the sabbatical leave (1 or 2).

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human resources ( Personnel Management ( Administration ( HR Master Data ( PA 40 Personnel Actions( Begin Sabbatical leave w/pay

	Via Transaction Code
	PA 40


1.2 On screen “Personnel Actions”, enter information in the fields as specified in the table below:

Access SAP via the menu listed above.  This action is done in PA 40 Personnel Actions.  Select the appropriate Action Type once PA 40 is accessed.  In this example, select Begin Sabbatical leave w/pay.  Input a date in the FROM area or the date will default to today’s date.
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Personnel No.
	Personnel Number
	N
	Search via Key Match search for previous Personnel Number as described above.

	From Date
	Effective date of Action
	O
	Enter the effective date of Personnel Action. The default is today’s date. This field is crucial for Salaried employees as it is the date used by payroll to calculate the Employees Salary

	Action Type
	Personnel Action
	R
	Select Begin Sabbatical leave w/pay


R = Required, O = Optional, D = Display, N = Not Required

Once you have found the personnel number, click on the Execute Button [image: image5.bmp] on the Personnel Actions screen and Actions Screen will be displayed.

Tips and Tricks: Infotype 0000 Actions

· For each action a reason must be entered.  The reason determines whether the transaction needs to be routed for approval via workflow. 

· This infotype also defines the employment status of an employee, which determines processing of an employee’s data by Time, Payroll and Benefits processing.  The status is automatically maintained when the action is completed.

· If the history is still in SAP, while doing the leave with pay action, you will be either copying or changing the information which will be displayed.  If you wish to copy the data from the prior employment, be sure to click on the SAVE icon each time.  This will change the data to the current service date. 

1.3 On screen “Copy Actions” (Infotype 0000), enter information in the fields as specified in the table below.
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Personnel Number
	Each employee will be attributed a unique personnel number
	D
	Entered in the previous screen, the system automatically generates.

	Start/To
	Start and End date of action
	R
	If entered in the previous screen, the system will default the same start date in the Create Actions screen.  If not entered on previous screen, the default will be today’s date.  This date should be the effective date of the action.

The End date defaults to 12/31/9999.

	Action Type
	The Action to be executed.
	R
	The system will display Begin Sabbatical leave w/pay.  Do not change it.

	Reason for Action
	The reason for the personnel action.
	R
	Select correct reason: 

  01 - Full Pay

  03 - Half Pay

	Customer Specific
	Status indicator for personnel actions
	D
	System defaults to the active status.

	Employment
	Employment status
	D
	System defaults to the active status.

	Special payment
	Special payment status
	N
	Not used

	Position
	The position within the Commonwealth that the employee is assigned to.  
	D
	The position number will default.

	Personnel Area
	Defines the rules used in personnel administration, time management and payroll.
	D
	This will default from the position. This is the Commonwealth Department.  It cannot be changed.

	Employee Group
	Defines the employee’s employment relationship to the Commonwealth. 
	D
	This will default from the position.  

	Employee Subgroup
	A further division of the Employee Group, which is also governed by specific personnel regulations.
	D
	This will default from the position


R = Required, O = Optional, D = Display, N = Not Required

Once you have input the data, click on the Green Enter checkmark [image: image7.bmp], or hit the enter key on your keyboard.  Verify that the information presented is correct and click on the SAVE icon [image: image8.bmp] on the top of the screen; this will accept the data and Planned Working Time screen (infotype 0007) will be displayed if you selection Reason 03, Half Pay on the Actions screen.  The user will select the appropriate half time schedule.  Otherwise, by click on the SAVE icon [image: image9.bmp]; this will accept the data and the Organizational Assignment screen will be displayed.

Tips and Tricks: Infotype 0001 Organizational Assignment

· Infotype 0001 holds the data, which defines the employee’s position within the Commonwealth.  Most of it is defaulted from the position the employee is assigned to, and defines how the employee’s time and payroll is processed.   This infotype also defines the Payroll area of an employee, which determines processing of an employee’s payroll cycle.  Verify that the information presented on the screen is accurate and save the data.

1.4 On screen “Organizational Assignment” (Infotype 0001), enter information in the fields as specified in the table below and click the save icon [image: image10.bmp].
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Start/To
	Validity dates of the current record
	R
	As start date the system will default the Begin Sabbatical leave w/pay date.  The end date defaults to 12/31/9999.

	Co Code
	Company Code
	R
	Company Code ‘COPA’ will default

	Pers Area
	Personnel Area
	R
	Defaults from the position

	Cost ctr
	Cost Center
	R
	Defaults from the position

	Subarea
	A further breakdown of Personnel area, and allows rules for personnel administration, time and payroll processing.
	R
	Defaults from the position

	Business Area 
	Business Area
	R
	Defaults from cost center

	EE Group
	Employee Group
	R
	Defaults from position

	Payroll Area
	Determines the employee’s payroll cycle.
	R
	Will be defaulted.  Verify that that the data is correct.  

	EE subgroup
	Employee Subgroup
	R
	Defaults from position

	Contract
	Work Contract – used in statistical reporting; enables you to group employees in survey groups.
	R
	Used as needed to identify salary or wage.

	Percentage
	Percentage
	R
	Defaults from the position. 

	Position
	Employee Position
	R
	The position was entered on infotype 0000 (Actions).

	Job Key
	Job determines the rate of pay on Infotype 0008.
	O
	Defaults from the position.

	Org Unit
	Org Unit
	O
	Defaults from the position.

	Pers Admin
	The Personnel Administrator responsible for the employees assigned to him or her.
	O
	Leave blank.

	Time
	The Time Administrator code assigned to timekeeper for the employees assigned to him or her.
	R
	Select the appropriate Time Administrator Code from drop down menu.

	PayrAdmin
	The Payroll Administrator responsible for the employees assigned to him or her.
	R
	Select BCP from drop down menu.


R = Required, O = Optional, D = Display, N = Not Required

Once you have input the data, click on the Green Enter checkmark [image: image12.bmp], or hit the enter key on your keyboard.  You will receive the following message.  Hit enter again, verify that the information presented is correct and click on the save icon [image: image13.bmp] on the top of the screen; this will accept the data and you will be returned to the Main Menu screen.
This document also describes the method to return an employee from Sabbatical Leave. 

Access transaction by:

	Via Menus
	Human resources ( Personnel Management ( Administration ( HR Master Data ( PA 40 Personnel Actions( Return from Sabbatical Leave

	Via Transaction Code
	PA 40


1.5 On screen “Personnel Actions”, enter information in the fields as specified in the table below and click on the execute icon [image: image14.bmp].

Access SAP via the menu listed above.  This action is done in PA 40 Personnel Actions.  Select the appropriate Action Type once PA 40 is accessed.  In this example, select Return from Sabbatical Leave.  Input a date in the FROM area or the date will default to today’s date.
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Personnel No.
	Personnel Number
	R
	Enter Personnel Number. 

	From Date
	Effective date of Action
	O
	Enter the effective date of Personnel Action. The default is today’s date. This field is crucial for Salaried employees as it is the date used by payroll to calculate the Employees Salary.

	Action Type
	Personnel Action
	R
	Select Return from Sabbatical Leave


R = Required, O = Optional, D = Display, N = Not Required

Tips and Tricks: Infotype 0000 Actions

· For each action a reason must be entered.  The reason determines whether the transaction needs to be routed for approval via workflow. 

· This infotype also defines the employment status of an employee, which determines processing of an employee’s data by Time, Payroll and Benefits processing.  The status is automatically maintained when the action is completed.

· If the history is still in SAP, while doing the leave with pay action, you will be either copying or changing the information which will be displayed.  If you wish to copy the data from the prior employment, be sure to click on the Save icon [image: image16.bmp] each time.  This will change the data to the current service date. 

1.6 On screen “Actions” (Infotype 0000), enter information in the fields as specified in the table below and click on the execute icon [image: image17.bmp]. 
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Personnel Number
	Each employee will be attributed a unique personnel number
	N
	This number will be supplied by the system.

	Start/To
	Start and End date of action
	R
	If entered in the previous screen, the system will default the same start date in the Create Actions screen.  If not entered on previous screen, the default will be today’s date.  This date should be the action effective date.

The End date defaults to 12/31/9999.

	Action Type
	The Action to be executed.
	R
	The system will display Return from Sabbatical leave.  Do not change it.

	Reason for Action
	The reason for the personnel action.
	R
	Select correct reason:

01 - Full Pay

03 - Half Pay

	Customer Specific
	Status indicator for personnel actions
	D
	System defaults to the active status.

	Employment
	Employment status
	D
	System defaults to the active status.

	Special payment
	Special payment status
	N
	Not used

	Position
	The position within the Commonwealth that the employee is assigned to.  
	R
	The position number will default.

	Personnel Area
	Defines the rules used in personnel administration, time management and payroll.
	R
	This will default from the position. This is the Commonwealth Department.  It cannot be changed.

	Employee Group
	Defines the employee’s employment relationship to the Commonwealth. 
	R
	This will default from the position.  

	Employee Subgroup
	A further division of the Employee Group, which is also governed by specific personnel regulations.
	R
	This will default from the position


R = Required, O = Optional, D = Display, N = Not Required

Once you have input the data, click on the Green Enter checkmark [image: image19.bmp], or hit the enter key on your keyboard.  Verify that the information presented is correct and click on the Save icon [image: image20.bmp] on the top of the screen; this will accept the data and Organizational Assignment screen will be displayed.

Tips and Tricks: Infotype 0001 Organizational Assignment

· Infotype 0001 holds the data, which defines the employee’s position within the Commonwealth.  Most of it is defaulted from the position the employee is assigned to, and defines how the employee’s time and payroll is processed.   This infotype also defines the Payroll area of an employee, which determines processing of an employee’s payroll cycle.  Verify that the information presented on the screen is accurate and save the data.

1.7 On screen “Organizational Assignment” (Infotype 0001), enter information in the fields as specified in the table below: 
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Start/To
	Validity dates of the current record
	R
	As start date the system will default the Return from Sabbatical Leave date.  The end date defaults to 12/31/9999.

	Co Code
	Company Code
	R
	Company Code ‘COPA’ will default

	Pers Area
	Personnel Area
	R
	Defaults from the position

	Cost ctr
	Cost Center
	R
	Defaults from the position

	Subarea
	A further breakdown of Personnel area, and allows rules for personnel administration, time and payroll processing.
	R
	Defaults from the position

	Business Area 
	Business Area
	R
	Defaults from cost center

	Funds Ctr
	Alphanumeric code for the funds center which you are creating, changing, or displaying, or to which you are assigning budget
	O
	

	Fund
	This key uniquely identifies the fund.
	
	

	EE Group
	Employee Group
	R
	Defaults from position

	Payroll Area
	Determines the employee’s payroll cycle.
	R
	Will be defaulted.  Verify that that the data is correct.  

	EE subgroup
	Employee Subgroup
	R
	Defaults from position

	Contract
	Work Contract – used in statistical reporting; enables you to group employees in survey groups.
	R
	Used as needed to identify salary or wage.

	Percentage
	Percentage
	R
	Defaults from the position. 

	Position
	Employee Position
	R
	The position was entered on infotype 0000 (Actions).

	Job Key
	Job determines the rate of pay on Infotype 0008.
	O
	Defaults from the position.

	Org Unit
	Org Unit
	O
	Defaults from the position.

	Pers Admin
	The Personnel Administrator responsible for the employees assigned to him or her.
	O
	Leave blank.

	Time
	The Time Administrator code assigned to timekeeper for the employees assigned to him or her.
	R
	Select the appropriate Time Administrator Code from drop down menu.

	PayrAdmin
	The Payroll Administrator responsible for the employees assigned to him or her.
	R
	Select BCP from drop down menu.


R = Required, O = Optional, D = Display, N = Not Required

Once you have input the data, click on the Green Enter checkmark [image: image22.bmp], or hit the enter key on your keyboard.  Verify that the information presented is correct and click on the Save icon [image: image23.bmp] on the top of the screen.  This will return you to the main menu.

Additional Information:  IT0655 is created in the background when entering the Return from Sabbatical leave.

IT0655 will be set based on the “ESS – do not print” indicator housed on Infotype 9105 of the position that the employee occupies. 
The setting will be updated to reflect the desired result:

· The box will be checked if the employee is not to receive a paper statement.

· The box will be blank if the employee is to receive a paper statement.

The Time Advisor should not update IT0655 directly.  If the information on IT0655 is incorrect, the Time Advisor must work with the HR Service Representative who is responsible for maintaining IT0655.

1.8 Updating IT0057 (Membership Fees)

The Time Advisor must communicate with the HR Service Representative when processing Begin and/or Return from Sabbatical leave w/pay actions.  The HR Service Representative will research the union status and determine if the employee is a status 1, 2 or 6.  If the union status is a 1 or 2, the HR Service Representative is responsible for updating the IT0057 (Union Membership).  When the employee returns from the sabbatical leave, the employee must be returned back to the original union status held prior to the sabbatical leave (1 or 2).

Cross Functional Dependencies:

	Team
	Dependent tasks

	 Payroll
	Wage Types, Pay Groups, Levels

	Compensation
	Pay Schedules

	Time
	Work schedules/Time evaluation

	
	

	
	


Workflow Requirements:

	Trigger
	Approval
	Response

	
	
	

	
	
	

	
	
	

	
	
	








Always put in your effective date on this screen before starting your action.





Did you verify the Personnel Number and Name?
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