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Overview

Infotype 0552 is used to maintain “job” seniority records and creditable military service for an employee.   This infotype will provide an “overview” (history) of creditable seniority days by job for a specific time period. A new entry will be created each time an action processed involves a job change. Please note a new record will be created even if the employee returns to a job previously held.  Bargaining Unit seniority is captured by time types and is updated through time evaluation.  All seniority to include job, bargaining unit and military seniority can be viewed using transaction Y_DC1_32000493, Employee Seniority Summary Report.

Trigger(s):
· An employee submits a DD-214 form (Active Duty for Military Service) for time spent during creditable periods of service for seniority

· An employee is rehired and the length of his/her “break in service” requires previous job seniority records to be locked.

· The HR office needs to gather job and BU group seniority on an employee.

· The HR office needs to review/update job and BU group seniority for a retroactive promotion prior to “go live”.  

· The HR office needs to update job and BU group seniority for prior “go live” service that had not been updated in IPPS.

	Business Process Description Overview

	The Time Specification/Employment Period Infotype (IT0552) is used to store data related to an employee’s job seniority and creditable military service. It maintains a record of each creditable days for each job the employee has held during his/her employment.  This document describes the business process procedure for maintaining Infotype 0552 using SAP.


	Input
	Comments

	
	

	Steps
	Details

	1. HR office receives a DD-214 form from an employee which entitles him/her to military seniority credit

OR

HR office processes a rehire on an employee who has “old” job seniority record(s) that needs “locked”.

                OR

HR office needs to gather job seniority.  

                OR

HR office needs to adjust the beginning balances for job seniority as a result of a retroactive new duty assignment prior to “go live” ” or seniority resulting from time prior to “go live”.


	

	2. HR office accesses SAP and makes the entry into Infotype 0552, Time Specification/ Employment Period. 

                      OR

View job, bargaining unit and military seniority via transaction Y_DC1_32000493, Employee Seniority Summary Report.

              OR

HR office accesses SAP and makes adjustments to the initial job and/or BU group seniority into Infotype 2012, Time Transfer Specification. 
	

	Output
	Comments

	Infotype is updated 

     OR

Infotype/seniority is displayed
	


Tips and Tricks

· Creditable “Job” seniority days are maintained and updates via time entry and evaluation.  Creditable periods of leave without pays are applied through the system.

· Union agreements covering bargaining units D4, E4, and L1 that maintain seniority dates (instead of days) are processed through IT0041, Data Specifications.  However, maintenance of military period (years, months and days) for these bargaining units is maintained on IT0552.  See reference below. 

· SAP has been configured to include seniority for employees placed on long-term and short-term sick, parental, family care and military leave without pay.  Seniority does not apply for other types of LWOP such as AO and AW as applicable per union agreements/memorandums.  

· SAP has been configured to process retroactive actions.  Updates to class and BU Group seniority are not required for actions processed in SAP.  As actions are updated and IT0552 (Time Specification/Employment Period) is saved, the new seniority record will begin to accumulate daily seniority.  If an action is processed retroactive in SAP, SAP will automatically move daily seniority from one job/BU Group seniority type to another job/BU Group seniority type as reflected by the action effective date.  In order for this process to work correctly, the previous IT0552 job record must be delimited with an earlier date than the current IT0552 job record.   

· Retroactive action processed prior to “go live” must be updated in SAP by adjusting the appropriate job and BU Group seniority time bucket transferred from IPPS.  

· Updates to seniority hours for time prior to “go live” which was never updated in IPPS require adjustments to the job/BU Group seniority days transferred from IPPS to update the SAP record.  

· View “Job” seniority using subtype “JOB”

· View Military seniority using subtype “MIL”

· Overview does not provide “JOB” title.  In order to determine the job, you will need to open each record by using the detail option on the overview screen.

· The “days” data on the infotype 0552 for the current record is updated biweekly after the end of time and payroll processing for the employee's payroll area.  Updates only occur every 2 weeks.
· View job, bargaining unit and military seniority via transaction Y_DC1_32000493, Employee Seniority Summary Report.  Job and bargaining unit seniority days are updated bi-weekly.  Bargaining unit seniority date and military seniority are updated “real time”.

· In order to insure seniority data from previous periods of employment are not included when generating seniority reports, the previous record needs to be “locked”.  Prior records should be locked when the seniority record is no longer applicable for the current period of service (more than a year break in service for most contracts) and the record delimited to the last date in the job.  The data from these “locked” records will be excluded when running reports.

This Business Process Procedures has been outlined with the following procedure steps/ sections:

· 1.1 How is Seniority Maintained in SAP

· 2.1 Identifying job seniority days

· 3.1 Identify Time Transfer Specification Changes to Seniority Records

· 4.1 Identifying bargaining unit seniority days

· 5.1 Identifying job seniority or military days

· 6.1 Adding Military Seniority Credit

· 7.1 Updating seniority via IT2012, Time Transfer Specifications

· 8.1 Update Job/BU Group seniority as a result of a retroactive action prior to “go live”

· 9.1 Update Job/BU Group seniority resulting from time prior to “go live”

· 10.1 Other Required Manual Seniority Updates
· 11.1 Locking Inactive Seniority Records

· 12.1 How do I convert military seniority dates into military seniority total days or into a years, months and days format?

· 13.1 Seniority updates from calendar dates to work days
1.1 How is Seniority Maintained in SAP

How do you determine if an employee is covered by seniority?  In order to determine if a job is covered by seniority, you need to determine the job’s SAP subarea.  SAP uses the subarea reflected on IT0001, Organizational Assignment.  The first character of the subarea identifies the bargaining unit group as defined below:
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The next 2 characters reflect the bargaining unit (as previously maintained in IPPS).  The final and fourth character is the assigned FSLA code.  The subarea is maintained on the position record under the Account Assignment Feature infotype. 
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1.2 What jobs (classes) are not covered by seniority?  

· Exclude jobs that have an M, U, X, 4, 5 or 9 as the first character in the Subarea.  Also, union job classes covered by subarea EE7 or NM7 (first three characters) do not maintain seniority.  

· All other jobs assigned to the above subareas are covered by seniority except if the position is deemed confidential (as is the case with AFSCME type positions).  Positions that have been deemed as “confidential” are excluded from earning bargaining unit or job seniority.  You can determine which positions are “confidential” by displaying the Position’s Detailed Position Attributes (IT9105 – maintained on the position) as shown below.  If the Confidential Indicator is checked ([image: image3.bmp]), the position is deemed confidential and seniority is not earned while the employee is assigned to the position.
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1.3 Where is bargaining unit seniority maintained?  

· Positions assigned to subarea DD4*, EE4*, or LL1* are maintained on IT0041 using a “ZC” Agreement Seniority date.  Only bargaining unit seniority (date) is maintained for these subareas.  These subareas are used by the following:

D4:  Instructor, Intermittent Instructor Faculty (Education and Military Affairs)

E4:  Adult Education Correction type classes 

L1:  State Police Captain, Corporal, Lieutenant, Major, Sergeant, and Trooper

· Since IT0041 is not configured to be included when employees move into subarea DD4*, EE4*, or LL1*, users will need to input the ZC date on IT0041 by processing a separate PA30 action (use IT0041 and copy).
· Bargaining unit seniority for all other subareas are maintained in Time clusters using time type buckets as indicated in the below chart.  Appropriate time type buckets are created and incremented as employees move into bargaining units assigned to the time type.  If the position is confidential, time type buckets (both job and BU) are not created.  Therefore, seniority data is not available for period of time when an employee has been assigned to a position that has been deemed confidential.  
Listed below is a table of applicable time types used for maintaining BU seniority data in SAP.  Job seniority is covered by time type 6018.  You can find these type types by using the drop down menu via IT2012 or when using the PT_BAL00 report.  

	Bargaining Unit
	IPPS/ BU 

Group
	SAP BU Group 

Time Type

	AFSCME A1, A4, B1, B4, G1, G4, J1, K1, N1
	11
	6020 - BU Group A (AFSCME Agreemt) Seniority 

	AFSCME A7, N7
	71
	6021 - BU Group A (AFSCME A7, N7) Seniority

	AFSCME A2, B2, G2, G5, J2, K2, N2
	12
	6025 - BU Group B (AFSCME Memo) Seniority

	FOSCEP C4
	31
	6030 - BU Group C (FOSCEP C4) Seniority

	PSEA D4 
	25
	Seniority maintained on IT0041 by date.

	CIVEA E4 
	24
	Seniority maintained on IT0041 by date.

	CIVEA E7
	73
	No seniority is maintained for this BU.

	PSSU F1, F4
	21
	6045 - BU Group F (PSSU Agreement) Seniority

	PSSU F5
	22
	6050 - BU Group G (PSSU Memo) Seniority

	PSCOA H1
	13
	6055 - BU Group H (PSCOA) Seniority

	PSSU I5
	23
	6060 - BU Group I (PSSU I5) Seniority

	FOPCAP L4
	35
	6065 - BU Group J (FOPCAP) Seniority

	FOPLCB K4
	36
	6070 - BU Group K (FOPLCB) Seniority

	PSTA L1
	17
	Seniority maintained on IT0041 by date.

	UFCW M1
	15
	6085 - BU Group N (UFCW) Seniority

	UFCW M7 
	70
	No seniority is maintained for this BU.

	ISSU M2
	18
	6090 - BU Group O (ISSU) Seniority

	SEIU P4, P7
	19 & 72
	6095 - BU Group P (SEIU ) Seniority

	PNA P5
	20
	6100 - BU Group Q (PNA ) Seniority

	SPFPA R1
	29
	6105 - BU Group R (SPFPA R1) Seniority

	PSEA S4
	33
	6110 - BU Group S (PSEA) Seniority

	PDA T4
	26
	6115 - BU Group T4 (PDA ) Seniority

	PDA T5
	27
	6120 - BU Group T5 (PDA ) Seniority

	FOSCEP C5
	32
	6125 - BU Group V (FOSCEP C5) Seniority

	PSPOA R4
	38
	6130 - BU Group W (PSPOA) Seniority

	SPFPA R2
	30
	6140 - BU Group Y (SPFPA R2) Seniority

	PPUCBA Z4
	34
	6145 - BU Group Z (PPUCBA) Seniority

	PLCBEO3 K5
	37
	6150 - BU Group 1 (PLCBEO3) Seniority

	AFSCME K8
	40
	6155 - BU Group 2 (AFSCME K8) Seniority

	FOPNAR G9
	41
	6160 - BU Group 3 (FOPNAR G9) Seniority

	AFSCME 54 (Phila Port Authority) 
	86
	No seniority is maintained for this BU.

	INDEP 53
	87
	No seniority is maintained for this BU.

	INDEP 55
	87
	No seniority is maintained for this BU.

	INDEP 56
	87
	No seniority is maintained for this BU.


1.4 Where is job and military seniority (days) maintained?  

Job seniority is maintained on IT0552, Time Specification/Employ. Period, subtype JOB.  Job seniority is not earned or maintained for positions assigned to subareas where the M, U, X, 4, or 5 is identified as the first character, subarea that have EE7 or NM7as the first three characters, or when a position has been deemed “confidential”.   Since SAP includes IT0552 record each time an action is processed to change an employee’s job, users should not save IT0552 on actions where the subarea is M, U, X, 4, or 5 as the first character, subarea that have EE7 or NM7as the first three characters, or when a position has been deemed “confidential”.  

If job seniority is applicable and maintained on IT0552, the user will save IT0552 during the personnel action.  However, if IT0552 is presented during the transaction and job seniority is not applicable on IT0552, users should yellow arrow past ([image: image5.bmp]) the IT0552 record. In such cases, you will need to yellow arrow past the IT0552 record and delimit the previous job IT0552 record via PA30 action (see section on manual updates). 

Since all job seniority is identified in IT0552 by a job and a period of time (from begin date to end date), you need to review each record to determine the total number of seniority days that apply to each job.

Military seniority is maintained on IT0552, Time Specification/Employ. Period, subtype MIL.  It is maintained in a day format.  A text area is provided to document the exact period of military conflict and how the military seniority days were derived.
1.5 What employee seniority data is being transferred from IPPS to SAP?

· All seniority data, which is being transferred from IPPS to SAP, can be viewed on IT2012 using the overview option.  All bargaining unit seniority and only the current job seniority record will be transferred.  Current job seniority can be viewed on IT2012 via TT 6018 and on IT0552.  All bargaining unit seniority can also be viewed on IT2012 using the appropriate time type (TT 6020 through 6160 – see chart for group identification).  

· For those BU (D4, E4 or L1) that maintain a ZC Agreement Seniority date on IT0041, the current date will be transferred from the IPPS PTA015 data and placed directly on IT0041 as a ZC Agreement Seniority date.  

· If there is any data stored in the MIL SER CR DAYS or MIL SERVICE CREDIT fields on PTA015, an IT0552, subtype MIL record will be created upon conversion.  Military seniority days identified as MIL SER CR DAYS on PTA015 will be transferred to the days field identified under the Imputable Period field on IT0552, subtype MIL.  Any data found in the MIL SERVICE CREDIT field of PTA015 will be placed in the text area on IT0552, subtype MIL record.  For example, if the field reflects 01/11/30, the text field on IT0552 will show 011130.  Agencies should review current PTA015 records to identify any records that only have data in the MIL SERVICE CREDIT field since these records will require updating in SAP.

1.6 How is seniority updated in SAP?

· As is currently done in IPPS, seniority is updated based on time.  Those individuals who are required to input time in order to be paid (time management status 1 – time evaluation of actual time), must have the time input by pay processing in order for job seniority to update on IT0552 and by job (TT6018) and BU time types.  An employee’s time management status can be found on IT0007, Planned Working Time.

· Job seniority is maintained on IT0552.  Each IT0552, subtype JOB, record represents a different job.  To determine what job applies to the IT0552 record, you need to view the infotype in a detail view.  IT0552 is created by the user; either during the PA40 action or can be created/updated using a PA30 action.  IT0552 is updated before payroll processing (usually Wednesday evening for the pay group) and is only updated on a biweekly basis for the affected pay group.  You can also view job seniority (daily results) using PT_BAL00, Selection Criteria:  Day Balances and time type 6018.  Do not use the results from the day balances to determine the cumulative seniority results – these results are not rounded.  To view Cumulative Job seniority results, viewed the results on IT0552 or the Employee Seniority Summary Report.

· BU Seniority is maintained 2 different ways depending on the bargaining unit:  IT0041 and via time types.

· BU Seniority maintained on IT0041 is updated by the user and is real time.  The ZC Agreement seniority date can be added to IT0041 using a PA30 or if presented during a PA40 transaction, the ZC indicator can be selected and updated during the action.

· BU seniority can be displayed on PT_BAL00 using either the Day balances or Cumulative balances.  The Job Time Type (6018) Day balances view reflects the amount of seniority earned on a daily balance.  However, if the Day balances view is used with the BU time types (TT 6020 through 6160) view reflects the amount of seniority granted per pay period ending date (bi-weekly amount) based on the period selected.  The Cumulative balance view reflects a running cumulative monthly total based on the period selected.  If time type 6018 is used, updates occur nightly based on time evaluation.  If the BU time types are used, updates occur each night in time evaluation based on changes that have occurred during the previous pay periods.  The end of the pay period is reflected after time evaluation runs.  For example, if an employee is paid on Friday, the new biweekly balance will be reflected on the PT_BAL00 starting Saturday after Time Evaluation has run for Friday cob.  Time types are used to maintain BU seniority (see SAP BU Group Time Type chart located above).  Balances stored during the pay period are rounded on a biweekly basis as is currently done in IPPS.  For example, if an employee has 75.0 RT hours and their position is assigned to a 7.50 day, employees would receive 10 days for the pay period.  This amount would be reflected in the report the Saturday after pay day.  Keep in mind that the Cumulative balances is maintained by a monthly period (200303 for March 2003).  Therefore, keep in mind that the Cumulative balance reports will always include the total seniority updates for all pay period endings through the last time evaluation date for the current month.  
· Days and Cumulative balances are updated based on time evaluation.  Once hours are input for an employee to be paid, seniority can be displayed on the PT_BAL00 report after the hours have been updated and time evaluation has run.  Therefore, seniority results may not be current if regular hours are not maintained on a daily basis.  You can determine what regular hours have been input using Time Wage Type view and selecting the period.  The Time Wage Type selection criteria view located on PT_BAL00 will provide you with regular hours and paid and unpaid absence for each daily record.

2.1 Identify Job Seniority days

How do I view the custom Employee Seniority Summary Report (Y_DC1_32000493)?

The Employee Seniority Summary report is a custom report that has been created to house job, bargaining unit (BU) and military seniority.  This report can run for a single personnel number or multiple records can be secured.  If multiple records are being requested, more than one selection criteria must be used to limit the size of the report.
2.2 Access transaction by:

	Via Menus
	Information Systems ( COPA ( COPA Human Resources ( Personnel Administration ( Reports 

	Via Transaction Code
	Y_DC1_32000493 Employee Seniority Summary


2.3 On screen “Employee Seniority Summary”, 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
	Employee’s Personnel Number
	R/O
	Personnel Number is mandatory unless you select 2 or more of the following fields.

	Personnel Area
	SAP Department Number
	R/O
	If you want to search for more than one record, you must select another field when using this value.

	Personnel Subarea
	Union, bargaining unit and FLSA code
	R/O
	If you want to search for more than one record, you must select another field when using this value.

	Employee Group
	SAP Group (i.e., P for Permanent)
	R/O
	If you want to search for more than one record, you must select another field when using this value.

	Employee Subgroup
	SAP Subgroup (i.e., F7 for Full Time 75)
	R/O
	If you want to search for more than one record, you must select another field when using this value.

	Organization Unit
	SAP Organization
	R/O
	If you want to search for more than one record, you must select another field when using this value.

	Job
	SAP Job (class)
	R/O
	If you want to search for more than one record, you must select another field when using this value.

	Furlough Unit
	Agency 3 digit furlough unit code 
	R/O
	If you want to search for more than one record, you must select another field when using this value.

	Promotional Unit
	Agency 3 digit promotion unit code 
	R/O
	If you want to search for more than one record, you must select another field when using this value.


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

NOTE:  You may search on a single record (personnel number) or you may search for multiple records (personnel area and job).  However, if you want to search for more than one record, you must select more than one field as indicated below.
Additional Output Formats (Employee Summary Report, Job Report Spreadsheet Compatible, BUG Report Spreadsheet Compatible, and Military Report Spreadsheet Compatible) are provided at the end of this input screen (use scroll down bar).  If you are using the spreadsheet compatible option and need to export the information to excel, you need to click on list ->save -> file.  Then chose spreadsheet from the pop up.  At the “Transfer DAT to a local file”, indicate the file menu path were you want to save your document or use the drop down menu to click to an appropriate location and then click on the Transfer icon.  Save your document with an .xls extension is you want to use excel.  Remember you will need to manually delete the informational text that appears at the top of the sheet on the report when you open the excel document.
The report defaults to “Employee Summary Report”, which reflects the example below.  The other output formats would be considered when selecting multiple records and when you want to limit the information you want to receive (i.e., just employees who have military seniority records).  However, care should be given to limit the amount of output, especially for larger agencies.  The second selection should greatly limit the response (for example, use a specific job and/or furlough unit).  More than 2 selections can be used to limit the amount of output.  Large outputs will result in an unreasonable respond time and will tie up the SAP system for unacceptable amount of time.

2.4 On screen “Employee Seniority Summary”, you will receive the following screen:
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The Selection Criteria Report will be provided first summarizing information based on your request.  Use the scroll down bar to move to the employee record.  Listed below is the employee’s record reflecting job, BU Group and military seniority:   
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Job and Military Seniority results default from data on IT0552 and IT0041.  BU Group Seniority results defaults from data maintained on the appropriate BU Group time type.  Military seniority and Agreement seniority maintained on IT0041 is updated real time.  However, job seniority maintained on IT0552 and BU Group seniority results from time input.  Job seniority is updated on the Wednesday after pay day.  BU Group seniority days are updated on the Saturday after payday and can change daily based on retroactive time input and time evaluation.  Therefore, the Employee Seniority Summary report should be up-to-date for the pay period ending date by the Thursday following the employee’s pay date.

How do I view job seniority on IT0552, Time Specification/Employment Period?
2.5 Access transaction by:

	Via Menus
	Human Resources ( Personnel Management ( Administration ( HR Master Data ( Display

	Via Transaction Code
	PA20


2.6 On screen “Display Master Data”, 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
	Comments

	Personnel No.
	Personnel Number
	R
	Enter the personnel number for the employee record you need to display.  
	

	Period
	Period
	R
	Highlight “Today” for current information.
	

	Infotype
	Infotype Number
	R
	Enter 0552
	

	Sty
	Subtype Number
	O
	Enter “JOB”
	


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

After entering the above information, select the display icon to view the current employee job seniority record.

2.7 On screen “Display Time Specification/Employment Period”, the record will reflect current job seniority information for the class indicated:
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To view prior job seniority record, use the overview icon.  The below record reflects all job seniority records in SAP for this employee. To view seniority records prior to “go live”, use the IPPS history records.  

2.8 On screen “Overview Time Specification/Employment Period”, the record will reflect job seniority information for all classes maintained in SAP as indicated below:
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Time Specification/Employ. Period overview reflects job seniority by employment period.  The record indicates the current job seniority record of 77 days with a start date of 11/01/02.  The prior record indicates 89 days of job seniority for the period 7/1/02 through 10/31/02.  To view the prior record, highlight the line of history for 7/1/02 and use the detail icon.  

2.9 On screen “Display Time Specification/Employment Period”, the record will reflect job seniority information for job seniority maintained in SAP as indicated below:
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3.1 Identify Time Transfer Specification Changes to seniority records.

How do I view job seniority updates on IT2012, Time Transfer Specifications?

3.2    Access transaction by:

	Via Menus
	Human Resources ( Personnel Management ( Administration ( HR Master Data ( Display

	Via Transaction Code
	PA20 using the Overview Option

	Via Infotype
	2012

	Via Subtype
	6018 for Job Seniority, see chart for bargaining unit group time types


3.3 On screen “Display Master Data”, 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 No.
	Personnel Number
	R
	Enter the personnel number for the employee receiving the payment/deduction

	Period
	Indicates the time period covered
	R
	Highlight “All”

	Infotype
	Infotype Number
	R
	Enter 2012

	Sty
	Subtype Number
	O
	Enter 6018 for Job Seniority, see chart for bargaining unit group time types


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

To view the total record, click on the “All” button, indicate 2012 in the infotype and click on the “Overview” icon.  All 2012 records will appear as shown below:
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4.1 Identify BU Group seniority days

4.2 Access report by:

	Via Menus
	Human Resources ( Personnel Management ( Time Management ( Administration ( Information Systems ( Report Selection ( Time Accounts ( PT_BAL00 Cumulative Time Evaluation Results:  Time Balances/Wage Types

	Via Transaction Code
	PT_BAL00
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4.3 On screen “Cumulative Time Evaluation Results:  Time Balances/Wage Types”, 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
	Comments

	Period
	Period
	R
	Use a specific period of time such as the earliest date for BU group seniority through the latest pay period date.
	Verify the period of time shown on the end results.

	Personnel No.
	Personnel Number
	R
	Enter the personnel number for the employee record you need to display. 

Don’t forget to add the personnel number or your report may lock. 
	

	Day Balances or 

	Time Type – day balances
	R


	Use 6018 for job seniority or See table below for a list of time types for BU Group seniority.
	Job (6018) is only maintained in Day Balances

	Cumulated balances
	Time Type – Cumulated balances
	R


	See table below for a list of time types for BU Group seniority.  You cannot secure cumulated balance for TT 6108.
	


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

All job seniority is covered by time type 6018.  See below table for bargaining unit time types. When producing a PT_BAL00 report for job seniority, use time type 6018 and indicate the time period for which the employee held the class to determine seniority during that period.  If you do not limit the period of time, the report will include all time type 6018 job seniority.  Therefore, the report may include multiple classes depending on the employee record.  Listed below is a table of applicable time types for use in securing BU seniority data. You can find these type types by using the drop down menu via the PT_BAL00 report.  

	Bargaining Unit
	IPPS/ BU 

Group
	SAP BU Group 

Time Type

	AFSCME A1, A4, B1, B4, G1, G4, J1, K1, N1
	11
	6020 - BU Group A (AFSCME Agreemt) Seniority 

	AFSCME A7, N7
	71
	6021 - BU Group A (AFSCME A7, N7) Seniority

	AFSCME A2, B2, G2, G5, J2, K2, N2
	12
	6025 - BU Group B (AFSCME Memo) Seniority

	FOSCEP C4
	31
	6030 - BU Group C (FOSCEP C4) Seniority

	PSEA D4 
	25
	Seniority maintained on IT0041 by date.

	CIVEA E4 
	24
	Seniority maintained on IT0041 by date.

	CIVEA E7
	73
	No seniority is maintained for this BU.

	PSSU F1, F4
	21
	6045 - BU Group F (PSSU Agreement) Seniority

	PSSU F5
	22
	6050 - BU Group G (PSSU Memo) Seniority

	PSCOA H1
	13
	6055 - BU Group H (PSCOA) Seniority

	PSSU I5
	23
	6060 - BU Group I (PSSU I5) Seniority

	FOPCAP L4
	35
	6065 - BU Group J (FOPCAP) Seniority

	FOPLCB K4
	36
	6070 - BU Group K (FOPLCB) Seniority

	PSTA L1
	17
	Seniority maintained on IT0041 by date.

	UFCW M1
	15
	6085 - BU Group N (UFCW) Seniority

	UFCW M7 
	70
	No seniority is maintained for this BU.

	ISSU M2
	18
	6090 - BU Group O (ISSU) Seniority

	SEIU P4, P7
	19 & 72
	6095 - BU Group P (SEIU ) Seniority

	PNA P5
	20
	6100 - BU Group Q (PNA ) Seniority

	SPFPA R1
	29
	6105 - BU Group R (SPFPA R1) Seniority

	PSEA S4
	33
	6110 - BU Group S (PSEA) Seniority

	PDA T4
	26
	6115 - BU Group T4 (PDA ) Seniority

	PDA T5
	27
	6120 - BU Group T5 (PDA ) Seniority

	FOSCEP C5
	32
	6125 - BU Group V (FOSCEP C5) Seniority

	PSPOA R4
	38
	6130 - BU Group W (PSPOA) Seniority

	SPFPA R2
	30
	6140 - BU Group Y (SPFPA R2) Seniority

	PPUCBA Z4
	34
	6145 - BU Group Z (PPUCBA) Seniority

	PLCBEO3 K5
	37
	6150 - BU Group 1 (PLCBEO3) Seniority

	AFSCME K8
	40
	6155 - BU Group 2 (AFSCME K8) Seniority

	FOPNAR G9
	41
	6160 - BU Group 3 (FOPNAR G9) Seniority

	AFSCME 54 (Phila Port Authority) 
	86
	No seniority is maintained for this BU.

	INDEP 53
	87
	No seniority is maintained for this BU.

	INDEP 55
	87
	No seniority is maintained for this BU.

	INDEP 56
	87
	No seniority is maintained for this BU.


Don’t forget to add a personnel number before executing your report!  Failure to do so will result in the need for SAP to search for your information on all personnel records.  Even if you limit your report by department or organization, too many records may exist and result in locking up your access.   Also, your report may not be as manageable with multiple personnel records.  After you have completed all of the required fields, execute your report.  
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To view seniority on a daily basis, use JOB seniority (time type 6018) as shown below:
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Hit the execute button to view your results as shown below:
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Although the employee only had a total of 9.50 days of seniority for the pay period ending date, the employee earned 10 days of seniority due to the rounding up requirement in the union agreement.  If you view the previous screen shots, you will see the employee earned 10 days for pay period ending 02/28/04.  

4.4 How do I view a BU seniority date maintained (BU D4, E4, and L1) on IT0041?  Access transaction by:

	Via Menus
	Human Resources ( Personnel Management ( Administration ( HR Master Data ( Display

	Via Transaction Code
	PA20 using the Display Option

	Via Infotype
	0041, look for the ZC Agreement Seniority date



4.5 On screen “Display Master Data”, enter information in the fields as specified in the table below: [image: image20.png]Display HR Master Data
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Personnel No.
	Personnel Number
	R
	Enter the personnel number for the employee record you need to display.  
	

	Period
	Period
	R
	Highlight “Today” for current information.
	

	Infotype
	Infotype Number
	R
	Enter 0041
	


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

After entering the above information, select the display icon to view the current employee job seniority record.  After you click on the display icon, you will receive the following record.
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5.1 Identifying job seniority or military days

5.2    Access transaction by:

	Via Menus
	Human Resources ( Personnel Management ( Administration ( HR Master Data ( Display

	Via Transaction Code
	PA20 using the Overview Option

	Via Infotype
	0552

	Via Subtype
	JOB for job seniority or MIL for Military


5.3 On screen “Display Master Data”, 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 No.
	Personnel Number
	R
	Enter the personnel number for the employee receiving the payment/deduction

	Period
	Indicates the time period covered
	R
	Highlight “All”

	Infotype
	Infotype Number
	R
	Enter 552


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

To view the total record, click on the “All” button, indicate 552 in the infotype and click on the “Overview” icon.  All IT0552 records will appear as shown below:

5.4 On the overview screen, highlight the line of history to view the record in detail as specified below:
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To view a record in detail, highlight the line of history and click on the choose button.  You will be provided with the detailed record as follows.

5.5 View the detailed record for the Job seniority as specified below:[image: image24.png]Display Time Specification/Employ. Period
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Ms. Hoffman has 20 days of service for time spent in a union covered position (Clerk Steno 3) from May 3, 2003 through May 30, 2003 as indicated under “Imputable period”.  Do not use the data amount reflected under the “Duration of validity period”.    This indicates the time period between 5/3-30/03 and is populated after the record is delimited.  To view the military time, use the green arrow back button to review to the overview record.  Highlight the military line of history and click on the choose button.  You will be provided with the detailed record as follows.

5.6 On the overview screen, highlight the line of history to view the record in detail as specified below:
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Ms. Hoffman has 1,460 days of military seniority for time spent in the Vietnam War (note comments).  Note there is no period identified under the “Duration of validity period” since the record has not been delimited.  

6.1 Adding Military Seniority Credit

6.2 Access transaction by:

	Via Menus
	Human Resources ( Personnel Management ( Administration ( HR Master Data ( Maintain

	Via Transaction Code
	PA30


6.3 On screen “Maintain Master Data”, 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 is assigned a unique personnel number
	R
	Enter the personnel number of the employee.  If the personnel number is unknown, use the search feature to find the employee’s personnel number.  Click on the drop down box in the personnel number field to get to the search feature where you can search for an employee personnel number.

	Infotype
	Infotype to be updated 
	R
	Enter 0552, or type Time Specification/Employment Period in this field

	Sty (subtype)
	Subtype of infotype to be updated
	O
	Enter MIL


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

After entering the above information, select one of the following:

· CREATE icon when entering military seniority credit for the first time on en employee. Only one record with subtype “MIL” should exist

· CHANGE icon to enter to change (correct) military seniority days already entered previously on Infotype 0552.

6.4 On Screen Time Specification/Employment Period (Infotype 0552), enter information in the fields as specified in the table below when maintaining military days:
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Start Date
	Effective date of record
	R
	Will default blank  – enter today’s date 

	To Date
	End date of record
	R
	Will default to 12/31/9999.  Do not change

	Time Spec
	Subtype of record
	R
	Will default to “MIL” if entered on previous screen.

	Imputable period
	Provides amount of creditable seniority for an employee – all credit is to be entered in the “days” field
	R
	Will default to blank.  Enter the number of creditable military seniority days the employee is entitled due based on contract language into the “Days” field.  If maintaining total days, do not use the Years or Months field.

	Comments
	Additional information about the record
	O
	You may enter the period of service used to calculate the number of days (and any other related data) if you wish


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

Click on the SAVE icon on the top of the screen, this will accept the data.

6.5 On Screen Time Specification/Employment Period (Infotype 0552), enter information in the fields as specified in the table below when maintaining a military periods (years, months and days): [image: image28.png]Create Time Specification/Employ. Period
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Start Date
	Effective date of record
	R
	Will default blank  – enter today’s date 

	To Date
	End date of record
	R
	Will default to 12/31/9999.  Do not change

	Time Spec
	Subtype of record
	R
	Will default to “MIL” if entered on previous screen.

	Imputable period
	Provides amount of creditable military seniority for an employee.
	R
	Will default to blank.  Enter the creditable military seniority period in a years, months and days format for the employee as based on contract language.  Input the data into the years, months and days field under Imputable period as indicated above.  

	Comments
	Additional information about the record
	O
	You may enter the period of service used to calculate the number of days (and any other related data) if you wish


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

Click on the SAVE icon on the top of the screen, this will accept the data.

7.1 Updating seniority via IT2012, Time Transfer Specifications
7.2    Access transaction by:

	Via Menus
	Human Resources ( Personnel Management ( Administration ( HR Master Data ( Display

	Via Transaction Code
	PA30 

	Via Infotype
	2012

	Via Subtype
	6018 for Job Seniority, see chart for bargaining unit group time types


7.3 Process a PA30 action using 2012, Time Transfer Specifications to adjust the initial balance transferred at “go live”.  
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Personnel No.
	Personnel Number
	R
	Enter the personnel number for the employee record you need to adjust.  
	

	Period
	Period
	R
	Highlight “Period” and use the effective date (From and To) for the original record.  
	

	Infotype
	Infotype Number
	R
	Enter 2012
	

	Sty
	Subtype
	O
	For job seniority – use 6018

For BU Group seniority – see the above table or use subtype identified on the record to be changed.
	


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

To adjust the seniority, process a PA30 actions using IT2012, ST 6018.  Since this record was established on 3/8/03, we will use an effective date of 3/8/03.  For your action, use the initial date when the IPPS seniority was transferred to SAP (go live date).  Click on the create icon to acquire the “Create Time Transfer Specifications (2012) screen.  

7.4 Add the adjustment amount to the “Create Time Transfer Specification” screen.   

Although the below screen identifies number of hours, for seniority adjustments, the amount must be input as days.  Since we are using a time screen, the field reflects hours.  However, the SAP system has been configured to calculate days when processing seniority changes.  DO NOT INPUT YOUR AMOUNT IN HOURS – USE DAYS!!
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Number of hours
	Identifies the days to be adjusted.  
	R
	Enter the amount of days to be adjusted.  DO NOT INPUT THIS FIELD AS HOURS – USE THIS FIELD AS NUMBER OF DAYS.  For positive adjustments, just input the amount.  For negative adjustments, use a minus (-) sign before the amount.
	


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

7.5 Add documentation to the adjustment action, if required.     

SAP provides a text field on all infotype screens.  Prior to approving the input action, you can use the “Edit” dropdown menu and select “Maintain text”.  
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You can type directly on the screen or paste information from another document.    You must first copy the information from the other document (word, excel, etc.) and then use Control V to paste the information on the screen.  Place your icon at the point where you wish to paste your document.  After you have added text, save the information on this screen.  You will then be returned back to the Time Transfer Specifications screen.
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A text icon has been added to the screen.  However, your adjustment has not been saved.  At this point, you need to save the action.  You will then be returned to the PA30 input screen. 
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7.6 To view your results, use a PA20, Overview Time Transfer Specifications (2012).  

Check your results using a PA20, IT2012, and Subtype – 6018.  Use the same instruction at the beginning of this section when you originally checked the amount of seniority transferred from IPPS at “go live”.  The record will reflect the original transferred amount from IPPS.  However, another line of history will also show the adjustment of  –20 days.  The combination of both lines of history will result in a change to the initial balance from 191 days to 171 days.  Time evaluation runs nightly.  However seniority updates run on a biweekly basis after payroll processing.  Updates to the PT_BAL00, Cumulated Time Evaluation Results report will update overnight after time evaluation has occurred.  The Time Specification/ Employment Period (IT0552) infotype updates after pay processing (biweekly).  Therefore, you will not see updates to job seniority on IT0552 until after time evaluation and seniority processing (pay processing) has occurred.

The above example only reflected a change to the job seniority.  However, if the retroactive action results in a change from one BU group to another BU group, you would also need to process the same type of adjustment on the BU group record.  In this example, Ms. Miller was promoted from a Clerk Typist 2 to a Fiscal Assistant.  Both classes are included in the BU Group A Seniority amount so no adjustment is needed.  
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8.1 Update Job/BU Group seniority as a result of a retroactive action prior to “go live”

· Prior to updating the job/BU group seniority in SAP, you must determine the amount of time transferred from IPPS to SAP via IT2012 (reads as Adj Job Seniority or Adj BU Group Seniority and reflects the “go live” date as appropriate by pay group:  PG2 – December 6, 2003; PG1 – December 7, 2003; PG3, December 13, 2003).  

· You need to determine the amount of seniority that should have been transferred at “go live” and determine the difference.  If more seniority should have been transferred, then you add the difference.  If less seniority should have been transferred, you need to minus (-) the difference.

8.2 Access transaction by:

	Via Menus
	Human Resources ( Personnel Management ( Administration ( HR Master Data ( Display

	Via Transaction Code
	PA20


8.3 On screen “Display HR Master Data”, 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
	Comments

	Personnel No.
	Personnel Number
	R
	Enter the personnel number for the employee record you need to display.  
	

	Period
	Period
	R
	Highlight “All” for all records.
	

	Infotype
	Infotype Number
	R
	Enter 2012
	


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

After entering the above information, select the overview icon to view the current employee job seniority record as shown below.

8.4 View the results from IT2012, Time Transfer Specifications to determine the amount of seniority transferred at “go live” as shown below:
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For this example, after “go live” a retroactive promotion was processed for Ms. Miller to a Fiscal Assistant with an effective date of 2/8/03.  For this example our “go live” date is 3/8/03.  As of 3/8/03, Ms. Miller has 191 days of Clerk Typist 2 job seniority.  However, since the promotion is retroactive by 4 weeks (20 days of seniority), her Clerk Typist 2 seniority needs to be reduced by 20 days and 20 days added to her Fiscal Assistant seniority.  Note:  The retroactive promotion should be processed both in SAP and IPPS prior to updating the seniority records as reflected on the above screen.  IT2012 does not reflect current seniority balances – its intent is to reflect adjustments which have been made to the record and balances that have been transferred at “go live”.
8.5 Process a PA30 action using 2012, Time Transfer Specifications to adjust the initial balance transferred at “go live”.  
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Personnel No.
	Personnel Number
	R
	Enter the personnel number for the employee record you need to adjust.  
	

	Period
	Period
	R
	Highlight “Period” and use the effective date (From and To) for the original record.  
	

	Infotype
	Infotype Number
	R
	Enter 2012
	

	Sty
	Subtype
	O
	For job seniority – use 6018

For BU Group seniority – see the above table or use subtype identified on the record to be changed.
	


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

To adjust the seniority, process a PA30 actions using IT2012, ST 6018.  Since this record was established on 3/8/03, we will use an effective date of 3/8/03.  For your action, use the initial date when the IPPS seniority was transferred to SAP (go live date).  Click on the create icon to acquire the “Create Time Transfer Specifications (2012) screen.  

8.6    Add the adjustment amount to the “Create Time Transfer Specification” screen.   

Although the below screen identifies number of hours, for seniority adjustments, the amount must be input as days.  Since we are using a time screen, the field reflects hours.  However, the SAP system has been configured to calculate days when processing seniority changes.  DO NOT INPUT YOUR AMOUNT IN HOURS – USE DAYS!!

[image: image38.png]Infotype

IR e@e CHE fnon AE @B
Create Time Transfer Specifications (2012)

()2 | [T [ Personst work scheau || [ actvay alocation || ost assgmert | Exermal servces | | (8

Persannelno 527531 Dawn C. Hiller actve  Payrarea 23
EE orowp P Permanent 81 Exesutive Offices BXEC Labor- Ed & Cy Servs Adnin
EE subgrp F7 Fuliine7s A1 AFSCME &1 OT K TYRIST2

Start 03082003 Ta 03082003

Time transfer specifioation

Tine transfer type 6018 Ad lob Seriorty

Number of haurs -20) Hours





	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Number of hours
	Identifies the days to be adjusted.  
	R
	Enter the amount of days to be adjusted.  DO NOT INPUT THIS FIELD AS HOURS – USE THIS FIELD AS NUMBER OF DAYS.  For positive adjustments, just input the amount.  For negative adjustments, use a minus (-) sign before the amount.
	


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

8.7    Add documentation to the adjustment action, if required.     

SAP provides a text field on all infotype screens.  Prior to approving the input action, you can use the “Edit” dropdown menu and select “Maintain text”.  

[image: image39.png]Goto

fype Edt Edras

€A CHE DDLHN HE @

Create cations (2012)

== | [Acivty st [cost sosgme| et srvis | | 59
Persommelng Aok SWIFTZ | yjq 0 sctve  Payaea 23
EE group Matain «eyk P8 autive Offices EXEC Labor- Ed & Cmy Servs Adrin
£E subgrp ISCvE A1 o cLTvPST2
Start 512003

Cancel Fi2
Tine transter
Tine transter type. 6018 AdjshSeriorty

Number of haurs -20 Hours





You can type directly on the screen or paste information from another document.    You must first copy the information from the other document (word, excel, etc.) and then use Control V to paste the information on the screen.  Place your icon at the point where you wish to paste your document.  After you have added text, save the information on this screen.  You will then be returned back to the Time Transfer Specifications screen.
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A text icon has been added to the screen.  However, your adjustment has not been saved.  At this point, you need to save the action.  You will then be returned to the PA30 input screen. 
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8.8    To view your results, use a PA20, Overview Time Transfer Specifications (2012).  

Check your results using a PA20, IT2012, and Subtype – 6018.  Use the same instruction at the beginning of this section when you originally checked the amount of seniority transferred from IPPS at “go live”.  The record will reflect the original transferred amount from IPPS.  However, another line of history will also show the adjustment of  –20 days.  The combination of both lines of history will result in a change to the initial balance from 191 days to 171 days.  Time evaluation runs nightly.  However seniority updates run on a biweekly basis after payroll processing.  Updates to the PT_BAL00, Cumulated Time Evaluation Results report will update overnight after time evaluation has occurred.  The Time Specification/ Employment Period (IT0552) infotype updates after pay processing (biweekly).  Therefore, you will not see updates to job seniority on IT0552 until after time evaluation and seniority processing (pay processing) has occurred.

The above example only reflected a change to the job seniority.  However, if the retroactive action results in a change from one BU group to another BU group, you would also need to process the same type of adjustment on the BU group record.  In this example, Ms. Miller was promoted from a Clerk Typist 2 to a Fiscal Assistant.  Both classes are included in the BU Group A Seniority amount so no adjustment is needed.  
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9.1 Update Job/BU Group seniority resulting from time prior to “go live”

· Prior to updating the job/BU group seniority in SAP, you must determine the amount of time transferred from IPPS to SAP via IT2012 (reads as Adj Job Seniority or Adj BU Group Seniority and reflects the “go live” date as appropriate by pay group:  PG2 – December 6, 2003; PG1 – December 7, 2003; PG3, December 13, 2003).  

· You need to determine the amount of seniority that should have been transferred at “go live” and determine the difference.  If more seniority should have been transferred, then you add the difference.  If less seniority should have been transferred, you need to minus (-) the difference.

For Example:  If a transaction is retroactive to the SAP “go live” date, creations of IT2012 records will be required to update the time type buckets.  For example, an employee has 100 seniority days for TT 6018 (Job seniority) and 300 seniority days for TT 6020 (AFSCME Group A – Agreement time).  The employee is promoted retroactively from a Clerk Typist (AFSCME A1) to an Income Maintenance Caseworker (PSSU F4) prior to the SAP “go live” date by 4 weeks (20 seniority days).  Both the job and BU seniority buckets would require adjustments by 20 days.  SAP will adjust seniority maintained in SAP time type buckets for retroactive promotions, but it cannot adjust seniority data that has been transferred from IPPS to SAP.  The before and after look at the time type buckets are as follows:

	DATE
	6018 Typist
	6018 Caseworker
	6020 (AFSCME A)
	6045 (PSSU F)

	Data at “Go Live”
	100 days
	N/A
	300 days
	N/A

	Adjusted “Go Live” Data w/Promotion
	N/A
	20 days
	280 days
	20 days


To change the initial time type buckets, use the “go live date” (both to and from date) and complete the following PA30 transactions to:

· Create IT2012, ST 6018, decrease the bucket by 80 days (-80)

· Create IT2012, ST 6020, decrease the bucket by 20 days (-20)

· Create IT2012, ST 6045, increase the bucket by 20 days (20)

· Verify the job (class) changed on IT0552, JOB record to reflect the new class.  If not, use a PA30 change record to update job.  Add text to document why the class was changed.

9.2 Access transaction by:

	Via Menus
	Human Resources ( Personnel Management ( Administration ( HR Master Data ( Display

	Via Transaction Code
	PA20


9.3 On screen “Display HR Master Data”, 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
	Comments

	Personnel No.
	Personnel Number
	R
	Enter the personnel number for the employee record you need to display.  
	

	Period
	Period
	R
	Highlight “All” for all records.
	

	Infotype
	Infotype Number
	R
	Enter 2012
	


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

After entering the above information, select the overview icon to view the current employee job seniority record as shown below.

9.4 View the results from IT2012, Time Transfer Specifications to determine the amount of seniority transferred at “go live”.  
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9.5 Process a PA30 action using 2012, Time Transfer Specifications, to adjust the initial balance transferred at “go live” as shown below:

Now that you have determined the beginning balance in SAP, you need to determine how much seniority should have transferred.  For this example, we have determined that Ms. Test should receive an additional 30 days of job seniority as a Fiscal Assistant due to prior service in IPPS.  Her IPPS seniority record had never been updated prior to the “go live” transferred of her seniority from IPPS to SAP.  We need to add 30 days of seniority to the 10/5/02 Adj Job Seniority amount of 170 days.  Of course, these same steps must be processed on her BU Group A Seniority (540 days) to update both job and BU group seniority.  To process the BU Group A Seniority, use subtype 6020 that reflects her current BU Group A time transfer type.

[image: image45.png]Maintain HR Master Data
[l

|Contract Elements (0016 V]

|Monitaring of Tasks (2018) ]

Personelno, | 501245

Name Seniority Test

EE group P Permanent  Persarea 81 Exeoutve Ofices

EEsubgoup  F7 Fuldime7s  Costcenter 811110000 | 0A Secretarys
Basicpersonal data | Employmentdata | Gross payoll | Netpayoll | Tax.. |, (<[> %]

[ Jactions o000y w[=]| [Periog

|_lorganizational Assignment @oot)y  w[=| | ® Periog

|_|Payroll status (@003) v Fr.  10/05/2002 To  10/05/2002

|_|rosences 2001y Today Currweek

|_|Pranned working Time (0007) V| Al Current manth

| _|Basic Pay @oos) v From curt.date Lastweek

|_|Recur paymentsiDeds. 0014) To current date Lastmonth

}7‘Addmnna\ Payments (0015) Currperiod kcuvvemveav

L

Diestefestion
ionoe 2012l [B)57y 6615 agjJob seniorty





	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Personnel No.
	Personnel Number
	R
	Enter the personnel number for the employee record you need to display.  
	

	Period
	Period
	R
	Highlight “Period” and use the effective date (From and To) for the original record.
	

	Infotype
	Infotype Number
	R
	Enter 2012
	

	Sty
	Subtype
	0
	For job seniority – use 6018

For BU Group seniority – see the above table or use the appropriate subtype identified on the employee’s record.
	


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

To adjust the seniority, process a PA30 actions using IT2012, ST 6018.  Since this record was established on 10/5/02, use effective date 10/5/02.  For your action, use the initial date when the IPPS seniority was transferred to SAP.  Click on the create icon to acquire the “Create Time Transfer Specifications (2012) screen as shown below.  

9.6 Add the adjustment amount to the “Create Time Transfer Specification” screen.

Although the below screen identifies number of hours, for seniority adjustments, the amount must be input as days.  Since we are using a time screen, this field reflects hours.  However, the SAP system has been configured to calculate days when processing seniority changes.  DO NOT INPUT YOUR AMOUNT IN HOURS – USE DAYS!!
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Number of hours
	Identifies the days to be adjusted.  
	R
	Enter the amount of days to be adjusted.  DO NOT INPUT THIS FIELD AS HOURS – USE THIS FIELD AS DAYS.  For positive adjustments, just use the amount.  For negative adjustments, use a minus (-) sign before the amount.


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

9.7 Add documentation to the adjustment action, if required.     

SAP provides a text field on all infotype screens.  Prior to approving the action, you can use the edit dropdown menu and select “Maintain text”.  
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You can type directly on the screen or paste information from another document.    You must first copy the information from the other document (word, excel, etc.) and then use Control V to paste the information on the screen.  Place your icon at the point where you wish to paste your document.  After you have added text, save the information on this screen.  You will then be returned back to the Time Transfer Specifications screen.
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A text icon has been added to the screen.  However, your adjustment has not been saved.  At this point, you need to save the action.  You will then be returned to the PA30 input screen.
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9.8 To view your results, use a PA20, Overview Time Transfer Specifications (2012).  

Check your results using a PA20, IT2012 and Subtype, 6018.  Use the same instruction at the beginning of this section when you originally checked the amount of seniority transferred from IPPS at “go live”.  The record will reflect the original transferred amount from IPPS.  However, another line of history will also show the adjustment of an additional 30 days.  The combination of both lines of history will result in a change to the initial job seniority balance from 170 days to 200 days.  Time evaluation runs nightly.  However seniority updates run on a biweekly basis during payroll processing.  The Time Specification/ Employment Period (IT0552) infotype updates after pay processing (biweekly).  Therefore, you will not see updates to job seniority on IT0552 until after time evaluation and seniority processing (pay processing) has occurred.

The above example only reflected a change to job seniority.  However, you need to repeat this process to add the additional 30 days of BU Group seniority.  To acquire the correct subtype for BU Group seniority, refer to the table listed above or acquire the subtype from the record to be changed.  
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As a result of the above change, IT0552 and the PT_BAL00, Cumulated Time Evaluation Results, the report beginning balance will change from 170 days as of 10/5/02 to 200 days as of 10/5/02 after time evaluation and seniority updates have run.

10.1 Other Required Manual Seniority Updates

When does job/bargaining unit seniority require manual updates?

· Employee is returned to a job (class) previously held.

· Maintenance of job seniority is switching from IT0552 to IT0041 or visa versa.

· Job seniority is no longer maintained via IT0552

· Bargaining unit seniority is no longer maintained via IT0041.

· Confidential status is removed from an employee’s existing position.  

· Employee’s position is made confidential and no longer earns seniority.
· Update to seniority for period of temporary (wage) employment.

· Update seniority resulting from Long-Term LWOP.

· Update seniority resulting from charging more than 7.50/8.0 hours per day while an employee is on an AWS schedule.  
· Employee’s prior position was covered by the Temporary Clerical Pool Agreement (subarea AA71 or AN71) and the employee moves into a permanent position covered by the ASFCME Master Agreement.  
Employee is returned to a job (class) previously held.

Save IT0552 for the job record when processing the action.  Determine the amount of seniority days that need to be added to the current job record.  Use a PA30 action to adjust job seniority (IT2012 and ST 6018) effective the first day in the job (both begin and end date).  Include the number of days in the “Number of Hours” field to be added to the record.  Use the maintain text field (located under the edit drop down menu) to add comments regarding the update.  If the old IT0552 job record still has a balance, you will need to zero out the balance and lock the record.  To zero out the balance, use a PA30 action (IT2012 and ST 6018) effective the last day in the job (both begin and end date) and include the negative number of days (i.e., -50.0) in the “Number of Hours” (field works as a days field, not hours) field to be subtracted from the record.   To lock the record, use a PA30 transaction and IT0552, select the overview button.  Highlight the record (old job record) which you want to lock and click on the change button.  Using the Edit drop down, click on lock/unlock (note the lock located beside the “Chg” field) and save the record.  The old job record should be lock since the seniority has been transferred to the new job record.  Seniority records that have been locked will not be reflected on SAP reports.  NOTE:  Before locking a record, you need to make sure all IT2012 updates have occurred.  If you have input an IT2012 update, wait for time evaluation (overnight processing) to occur before you lock the record.

EMPLOYEE RECORD before THE DEMOTION:

	IT0552 Record 
	Action
	Job
	Seniority
	As of Date

	2/10/03 – 4/4/03
	Hired
	Clerk Typist 1
	40 days
	4/4/03

	4/5/03 – 5/2/03
	Promoted
	Clerk Typist 2
	20 days
	5/2/03

	5/3/03 – 12/31/99
	Demoted
	Clerk Typist 1
	10 days
	5/16/03


When the employee is returned to the Clerk Typist 1 position effective 5/3/03, the agency user will create the new IT0552 record for job Clerk Typist 1.  However, there is still job seniority for 40 days from the previous record that needs to be transferred to the most recent Clerk Typist 1 job seniority record.  To change the time type buckets complete the following PA30 transactions to:

· Create IT2012, ST 6018, effective 4/4/03 (to & from), decrease the bucket by 40 days (-40)

· Create IT2012, ST 6018, effective 5/3/03 (to & from), increase the bucket by 40 days (40) 

EMPLOYEE RECORD after UPDATES:

	IT0552 Record 
	Action
	Job
	Seniority
	As of Date

	2/10/03 – 4/4/03
	Hired
	Clerk Typist 1
	0 days
	4/4/03

	4/5/03 – 5/2/03
	Promoted
	Clerk Typist 2
	20 days
	5/2/03

	5/3/03 – 12/31/99
	Demoted
	Clerk Typist 1
	50 days
	5/16/03


Here is an example of a created IT2012 record decreasing an employee’s job seniority record.
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This will zero out the seniority amount in the IT0552 record dated 2/10/03 – 4/4/03 and add the 40 days to the IT0552 record dated 5/3/03 – 12/31/9999.  You should also document the change in the text field and then lock the old IT0552 record dated 2/10/03 – 4/4/03 so the dates and zero balance is not reflected on future reports.  When creating IT2012 record, always use the same start and to date.  NOTE:  Before locking a record, you need to make sure all IT2012 updates have occurred.  If you have input an IT2012 update, wait for time evaluation (overnight processing) to occur before you lock the record.

Since both classes are covered by the same BU Group seniority (TT 6020), no changes to the BU Group buckets are needed.  

If the employee’s bargaining unit seniority is maintained on IT0041 using ZC Agreement Seniority date, use a PA30 and copy to add the ZC date and delimit the prior IT0041 record.
Maintenance of job seniority is switching from IT0552 to IT0041 or visa versa.

If job seniority is switching from IT0552 to IT0041, delimit IT0552 using a PA30 action, change the end date to the last day the job record is valid.  If the ZC Agreement Seniority date maintained on IT0041needs to be established, copy the IT0041 record using an effective date which reflects the first day the ZC date is valid and add the ZC date.  

If job seniority is switching from IT0041 to IT0552, you should have save the IT0552 record when processing the transaction.  If this was not done, create an IT0552 record using a PA30 transaction effective the date of the transaction.  Make sure the record reflects the correct job (bottom of the IT0552 screen).     Since the ZC Agreement Seniority date maintained on IT0041is no longer valid, copy the IT0041 record using an effective date that reflects the last day the ZC date was valid and delete the ZC date.  

Job seniority is no longer maintained via IT0552.

If job seniority is no longer being maintained on IT0552 as is done when an employee is moved into a management or confidential position.  Delimit IT0552 using a PA30 action change action effective with an end date to the last day the job seniority record is valid.   The HR Service Representative has been directed in the BPP to process this change after they have completed the PA40 action when IT0552 is no longer valid.

Bargaining unit seniority is no longer maintained via IT0041.

If bargaining unit seniority is no longer being maintained on IT0041, such as in the case of when an employee moves into a management class, another BU covered by IT0552 or another BU covered by IT0041 (D4, E4 or L1), you need update the IT0041 record.  Copy the IT0041 record using an effective date that reflects the day after the last day the ZC date was valid and deletes the ZC date.  

Confidential status is removed from an employee’s existing position in accordance with MD 590.2 6b and 6d.  

While an employee’s position is deemed confidential, seniority is not earned or accumulated in SAP.  After updating the position record, the agency will need to create an IT0552 (JOB) effective the date the confidential status is removed.  

If the confidential status is removed in accordance with MD 590.2 6b and 6d, the employee is entitled to earn seniority (retroactive) for the total time the employee was confidential in the position for which the confidential status was removed.  A manual update is required to add seniority that should have been earned.  SAP will not add seniority retroactively when removing the confidential status from the record.  
The agency would need to determine what seniority should have been earned during that time (days) and complete an adjustment to the job (time type 6018) and BU seniority (see time type chart) via PA30 action using IT2012.  You would use an effective date (to and from) equal to the day after the employee’s confidential status was removed from the position/employee.    For example, an employee’s confidential status (Clerk Typist 3, TT 6020) was changed on 05/03/03 and is owed one year of seniority (220 days) back to the first day they were made confidential.  You would complete the following:

· Create IT2012, ST 6018, effective 05/03/03 (to & from), increase the bucket by 220 days and save the record.

· Create IT2012, ST 6020, effective 05/03/03 (to & from), increase the bucket by 220 days and save the record.

Employee’s position is made confidential and the employee no longer earns seniority.

When an employee’s position is deemed confidential, seniority is not earned.  After updating the position record, the agency will need to delimit the current IT0552 job seniority record.  Both the position (9105 record) and IT0552 job seniority record should reflect the same ending date.  

If the confidential status is granted retroactively (i.e., after seniority has been added to the job and BU record), a manual update is required to correct the seniority record.  Since only the position record is updated to denote the change in confidential status, the system does not determine a change has occurred to the employee’s record, which results in the need for an update.  To force retroactive time evaluation and seniority updates, create an IT2012, ST 6018, record effective the date the position was changed to confidential.  For this situation, you do not want to manually update the seniority record but allow the system to update itself.  For this reason, you will add zero “0” days to the record as shown below.  For example, an employee’s confidential status (Clerk Typist 3) was changed on 07/12/03 but seniority has already updated through 7/25/03 overstating the record by 10 days.  To force time evaluation and seniority update retroactive to the date the record was changed, create an IT2012, ST 6018 record effective the date the position was changed to confidential.  You would complete the following:

· Create IT2012, ST 6018 effective 07/25/03 (to & from), leave the amount blank and save the record.

Update to seniority for period of Non-Permanent (temporary or wage) employment.

In SAP, job and BU seniority is earned both in permanent or non-permanent (temporary or wage positions).  Some contracts allow for employees to carry forward seniority earned in a temporary position if they moved into a permanent position without a break in service.  Other contracts/agencies, combine temporary and permanent seniority if there is a year or less period break in service between the temporary and permanent position (generally same job or job series).  In order to maintain seniority correctly, manual adjustments may be required when an employee moves from a non-permanent to a permanent position or when an employee returns to employment and has previous non-permanent seniority.

If the employee moves into a permanent position and is entitled to the previous non-permanent seniority, no change is needed. SAP will continue to include the non-permanent seniority in the job record and BU record.  

If the employee moves into a permanent position (same job) but is not entitled to the previous non-permanent seniority, the following manual adjustments must be completed:

· Reset the BU seniority to zero via PA30, using IT2012, ST 6019 (Reset BU seniority to 0) effective the day before the employee is assigned to the permanent position and save the record.  This may have been already completed during the PA40 action.  
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This will zero out all BU seniority as of that date.  For example, if the employee has both AFSCME Agreement (non-permanent time) and PSSU Agreement seniority (permanent time) but the employee is not entitled to retain the AFSCME Agreement seniority when placed into a permanent AFSCME Agreement job, you will just adjust time type 6020 (see next step) instead of resetting the BU seniority to zero.  If you use ST6019, you will zero out all BU seniority (both AFSCME and PSSU agreement seniority). OR 

· If you do not want to reset the BU seniority to zero as described above, you must reduce the appropriate time type for that BU seniority instead.   For example, reduce the BU seniority (time type 6020 for this example) via PA30, using IT2012, ST 6020 (AFSCME BU Seniority) effective the day before the employee is assigned to the permanent position.  To do this, you need to identify the amount by which you want to reduce the BU seniority (i.e., -70) on IT2012 as shown below:

Via PA30 action, use IT2012, ST 6020, effective 1/3/04-1/3/04, -70.0, save the record  
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· To reduce the Job seniority via PA30, using IT2012, ST 6018 (Job Seniority) effective the day before the employee is assigned to the permanent position.  You need to use the seniority amount by a negative amount (i.e., -70) on IT2012 to reflect the number of days you need to reduce job seniority as shown below:

Via PA30 action, use IT2012, ST 6018, effective 1/3/04-1/3/04, -70.0  

[image: image54.png]Create Time Transfer Specifications (2012)

=Py o]

Personaiworscheti | [ Acty aocaton | cost asigrmert | Extermaservie

Persannelno 602026 Michael Jones
EE orowp N NonPermanert 18 Reverue

EE subgrp F7 Fuliine7s A1 AFSCME &1 OT
Start 01/03/2004| Ta | 01/03/2004

actve  Payrarea 22
RV Bt - Employer Tax
k2

Time transfer specifioation
Tine transfer type
Number of haurs

B016[5) A doh Serirty
70.00- Hours





If the employee moves into a permanent position in a different job and is not entitled to the previous non-permanent seniority, the following manual adjustments must be completed:

· Adjust the BU seniority as indicated above – either by resetting the BU seniority to zero or by reducing the BU seniority.

· For this situation, Job seniority is handled differently because the employee moved into a different job (class).  Via PA30 delimit the IT0552, ST JOB, record for the non-permanent job if not completed during the PA40 action (when the employee moved into the new job).  Lock the non-permanent job record via PA30 so this time will not be reflected on SAP reports.  Via PA30 action, use IT0552, ST JOB and select the overview icon.  Highlight the appropriate record to be changed.  Select the change icon, which should take you to the detailed record.  After verifying you have the correct JOB record, use the Edit drop down menu to select the Lock/Unlock icon (double click on this option).  After you have verified the lock to the right hand side of the “Chng” date field, save the record.  NOTE:  Before locking a record, you need to make sure all IT2012 updates have occurred.  If you have input an IT2012 update, wait for time evaluation (overnight processing) to occur before you lock the record.  See Section 11.1, Locking Inactive Seniority Records in BPP BH0580, Maintaining Seniority Data.

Update seniority resulting from Long-Term LWOP

· Some bargaining unit employees may require updates for employee’s who have been placed on long-term LWOP.  Agencies will need to determine what seniority updates are required based on the long-term absence when the employee returns from LWOP.  For example, all T4 and T5 employees receive seniority credits for unpaid LOA for 1 year or less.  Therefore, T4 and T5 employees who are on an unpaid LOA for more than 1 year will require updating (reduction in the amount of seniority earned) when the employee returns from the long-term LOA.  Employees assigned to bargaining units T4 and T5 are covered by Seniority Rule #5 (see chart).  Seniority Rule #5 includes all LWOP absences types except IW (WRI-UnPd-Injury w/o Bene).  This was excluded because employees are only placed on long-term work related disability without benefits after the employee has been on long-term work related disability with benefits for one full year.  If a T4 or T5 employee is on a long-term LWOP for greater than one year and the absence is not work-related, the agency would need to modify (take seniority earnings away) from the seniority record when the employee returns from the long-term absence.  Updates to seniority records should not be completed until the employee returns from his/her absence so the total employee record can be researched and updated.  This process is currently completed for IPPS seniority updates and will continue in SAP.  Agencies need to review the long-term absence types against the Seniority Rule chart and determine if the seniority record requires updating.  

· If the absence type is correct for the period of LWOP and the employee should have earned seniority but is excluded by SAP, you will need to add (+) seniority days.  If the absence type is correct for the period of LWOP and the employee should not have earned seniority but was included by SAP, you will need to minus (-).  All updates will be completed using a PA30, IT2012 and the correct subtype (time types).  Use the last day of the long-term absence for the effective date (TO and FROM) and include the amount of days which need modified (+/-).  Remember, if you are modifying seniority to the bargaining unit time type (i.e., TT 6020 for AFSCME Agreement), you will also need to modify the job (TT6018) seniority, as well. 

· To reduce the BU seniority, process an IT2012 action using the correct subtype (time type for the BU).   For example, reduce the BU seniority (time type 6020 for this example) via PA30, using IT2012, ST 6020 (AFSCME BU Seniority) effective the last day the employee was on long-term LWOP.  To do this, you need to identify the amount by which you want to reduce the BU seniority (i.e., -70) on IT2012 as shown below:

Via PA30 action, use IT2012, ST 6020, effective 1/3/04-1/3/04, -70.0, save the record  
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· To reduce the Job seniority by the same amount, process the same action using ST 6018 (Job time type) instead of the bargaining unit time type as shown below.   
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Update seniority resulting from charging more than 7.50/8.0 hours per day while an employee is on an AWS schedule

· Commonwealth policy requires an employee to be removed from their AWS schedule if they are placed on LWOP.  If an employee is assigned to a position that normally works 75.0 hours biweekly and if they are charged with more than 7.50 hours of LWOP in one day, the seniority will be adversely affected.  

· We have an employee working an AWS Schedule (8 out of 10 days) who was charged 9.0 hours of AO leave.  Listed below is the adverse affect if Commonwealth policy is not followed.  If this is done, the agency will need to either correct the leave action or manually adjust the employee’s seniority record.
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· For this situation, the employee is scheduled to work a 9-hour day on 09/03/03.  He has been charged with 9.0 hours of AO leave.  SAP will -1.50 hours of regular time as a result of the AO action (9.0 – 7.50 = -1.50).

[image: image58.png]Pers.no. |[Empl.Jappl.name | Period | Currert date |Wage type|Wage type text = Number|
602057 8 out of 10 Lefer 200308 030212003 (2100 [Normal working hours. 750
602057 & ouf of 10 Lefer 200308 [030372003 |2300_[Leave wiaul Pay-Absen. a0
602057 & ouf of 10 Lefer 200308 080372003 [2100_[Normal working hours 150-
602057 & ouf of 10 Lefer 200308 [08/0472003 [2100_[Normal working hours. 750
602057 & ouf of 10 Lefer 200308 030572003 [2100_[Normal working hours. 750
602057 |8 out of 10 Leiter | 200303 [08/06/2003 [2100 [Normal working hours 750





· In turn, the seniority system will divide –1.50 by 7.50 resulting in a -.20 loss of a seniority day (-1.50 / 7.50 = -.20).  The employee should have a 0 seniority balance for 9/3/03, not -.20.  If a number of these occur within the same pay period, the employee will lose a day of seniority.  Therefore, this requires manual correction of either the leave system or the seniority system.
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· To correct the seniority record, you need to complete a PA30 action using IT2012, ST JOB (include an update to the BU time type too), effective dates 09/03/03 to 09/03/03 and input a +.20 in the amount field.  This would zero out the original -.20 amount on 09/03/03.  When you run the PT_BAL00 report, no seniority amount should be reflected for 09/03/03.

Employee’s prior position was covered by the Temporary Clerical Pool Agreement (subarea AA71 or AN71) and the employee moves into a permanent position covered by the ASFCME Master Agreement.  
· Employees covered by this change are generally found using the Promotion action type.  Research the subarea to determine if the employee is moving from subarea AA71 or AN71 to a subarea covered by the AFSCME Master Agreement.  If yes, determine if the position is permanent (EE Group equals Permanent) via IT0001.  If yes, use a PA30 action to adjust BU seniority (IT2012 and ST 6020) effective the first day in the BU (both begin and end date).  Include the number of days in the “Number of Hours” field to be added to the record (i.e., 150 from the TCP BU record).  Use the maintain text field (located under the edit drop down menu) to add comments regarding the update.  To zero out the balance in the old TCP BU, use a PA30 action (IT2012 and ST 6021) effective the last day in the job (both begin and end date) and include the negative number of days (i.e., -150.0) in the “Number of Hours” (field works as a days field, not hours) field to be subtracted from the record.   Only update the BU seniority, do not update job seniority.

· For example, a TCP Clerk Typist is promoted to a Clerk Typist 1 position effective July 24, 2004.  Upon promotion, the employee has 150 days of BU seniority in Time Type 6021.  To move the BU seniority from Time Type 6021 to 6020 (AFSCME Agreement), please the following PA30 transaction:

· Create IT2012, ST 6021, effective 7/23/04 (to & from date), decrease 150 days 

             (-150), and save.

· Create IT2012, ST 6020, effective 7/24/04 (to & from date), add 150 days (+ 150) and save.  

· As a result of the above, TT 6021 (TCP AFSCME Agreement) seniority bucket’s balance will become zero (0) effective the last day in the bargaining unit and TT 6020 (AFSCME Agreement) seniority bucket’s balance will increase 150 as of the first day in the new bargaining unit.

11.1 Locking Inactive Seniority Records
If an employee is not entitled to previous job or bargaining unit seniority resulting from a break in service, records will require updating.    This is normally done during the rehire/return from furlough action by saving IT2012, subtype 6019 (Reset Bargaining Unit Seniority to 0).  By approving/saving this record during the action, you will clear all bargaining unit buckets.  If this was not done during the initial rehire/return from furlough action, a manual IT2012, subtype 6019 can be created using the effective date of the rehire/return from furlough.  

Any IT0552 job seniority records that are no longer valid should be locked.  Leave the seniority balances on the records for historical purposes.  To lock the record, use a PA30 transaction and IT0552, select the overview button.  Highlight the record (old job record) which you want to lock and click on the change button.  Using the Edit drop down, click on lock/unlock (note the lock located beside the “Chg” field) and save the record.  If you want to maintain the text field on this record to document the reason for locking the record, use the edit drop down menu and select maintain text field.  To document your change, save the text field screen and again save the IT0552 record. 

NOTE:  Before locking a record, you need to make sure all IT2012 updates have occurred.  If you have input an IT2012 update, wait for time evaluation (overnight processing) to occur before you lock the record.

If the ZC Agreement Seniority date maintained on IT0041is no longer valid, copy the IT0041 record and delete the ZC date.  This will delimit the previous record and create a new record.  Use an effective date that reflects the day after the last day the ZC date is valid.

11.2 Access transaction by:

	Via Menus
	Human Resources ( Personnel Management ( Administration ( HR Master Data ( Maintain

	Via Transaction Code
	PA30


11.3 On screen “Maintain Master Data”, 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 No.
	Personnel Number
	R
	Enter the personnel number for the employee receiving the payment/deduction

	Period
	Indicates the time period covered
	R
	Highlight “All”

	Infotype
	Infotype Number
	R
	Enter 0552

	Sty
	Subtype Number
	O
	Enter “JOB”


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

To view the total record, click on the “All” button, indicate 552 in the infotype, JOB in the subtype area and click on the “Overview” icon.  All “JOB” seniority records will appear as shown below:

11.4  Select appropriate record from the overview screen as shown below:
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Access each seniority record individually by clicking on the block beside the appropriate deduction, then click on the Change icon above.

The screen for the selected record will appear.  Using the “Edit” drop down from the menu bar, select “Lock/Unlock”.   See illustration below:

11.5    Use the Edit drop down menu to lock the record as shown below:
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Choose “Lock/Unlock” and then click on the save button to lock the record.  Notice the Lock icon that appears on the top right hand of the screen:
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Save the record.  

Repeat this procedure to lock each “old” seniority record  

12.1 How do I convert military seniority dates into military seniority total days or into a years, months and days format?

An employee’s DD214 form reflects military dates from 10/02/68 through 12/12/72 inclusive.  Since the employee is to receive seniority through close of business 12/12/72, you need to add an extra day to the ending date when you calculate the time.  For example, subtract the later date from the earlier date as shown below:

1972 – 12 – 13

1968 – 10 – 02

      4 -    2 – 11

The above indicates the employee has 4 years, 2 months and 11 days of seniority.  If you do not have a sufficient number of days to subtract, you need to borrow 30 days by subtracting one month away from the month column and by adding the 30 days to the day’s column.  This same idea would be done if you do not have a sufficient number of months; you would borrow 12 months by subtracting one year from the year column and then add 12 months to the month column.  See the sample below on how to borrow time.

Military seniority is maintained in a total day’s format.  Therefore, a second calculation is needed to determine the total number of days to add to the military seniority record.  The basis rules are:

· A year equals 365 days

· A month equals 30 days

· Add the product of years, product of months, and days. The resulting sum is the military service credit in days.
Based on the military dates above, the calculation results would be:

4 years, 2 months and 11 days


4 years x 365 days = 1,460 days


2 months x 30 days = 60 days


11 days = 11 days


Total:  1,460 + 60 + 11 = 1,531 days

When creating the IT0552, ST MIL record, you would add 1,531 days into the imputable field (days) based on the above calculation.

HOW TO BORROW TIME:  When you have a date that you can not subtract because you do not have a sufficient amount of time in the months or days column, you need to borrow time from the higher amount as shown below:

1972 – 09 – 13

1968 – 10 – 22

If you need to increase the number of days so you can subtract the difference, you need to borrow 1 month and increase the number of days by 30 as shown below.  You are then able to complete the subtraction.

1972 – 08 – 43

1968 – 10 – 22






       21


You will need to do the same if you need additional months.  In this case, you borrow 1 year and increase the months by 12 as shown below:

1971 – 20 – 43

1968 – 10 – 22





      3 - 10 - 21

Adjust the amount (i.e., 3 years, 10 months and 21 days) as indicated above depending on whether you are calculating days or leaving the military seniority in a date format (years, months and days).

13.1  Seniority updates from calendar dates to work days:  If you are doing seniority updates to the seniority record and you need to do research and/or update records prior to the below dates, you need to use the following dates to determine when you calculate based on calendar day verses working days.  Seniority was maintained to include all calendar days prior to these dates.  As of these dates, seniority is maintained for the below bargaining unit to only include work days.  The below information was secured from the IPPS PTA301 screen.  

	Bargaining Units
	IPPS BU Groups
	SAP Time Type
	Pay Group 1
	Pay Group 2
	Pay Group 3

	
	
	
	
	
	

	AFSCME:  A1, A4, B1, B4, G1, G4, J1, K1 and N1
	11
	6020


	19920330
	19920329
	19920405

	AFSCME:  A2, B2, G2, G5, J2, K2 and N2
	12
	6025
	19920330
	19920329
	19920405

	UFCW:  M1
	15
	6085
	19920330
	19920329
	19920405

	UFCW:  M2
	18
	6090
	19920330
	19920329
	19920405

	PSSU:  F1, F4
	21
	6045
	19920330
	19920329
	19920405

	PSSU:  F5
	22
	6050
	19920330
	19920329
	19920405

	PSPOA:  R4
	38
	6130
	19920330
	19920329
	19920405

	AFSCME:  A7 and  N7
	71
	6021
	19920330
	19920329
	19920405

	
	
	
	
	
	

	
	
	
	
	
	

	SEIU:  P4
	19
	6095
	19920831
	19920830
	19920823

	PNA:   P5
	20
	6100
	19920831
	19920830
	19920823

	PSSU:  I5
	23
	6060
	19920831
	19920830
	19920823

	PDA:  T4
	26
	6115
	19920831
	19920830
	19920823

	PDA:  T5
	27
	6120
	19920831
	19920830
	19920823

	SPFPA:  R1 
	29
	6105
	19920831
	19920830
	19920823

	SPFPA:  R2
	30
	6140
	19920831
	19920830
	19920823

	FOSCEP:  C4
	31
	6030
	19920831
	19920830
	19920823

	FOSCEP:  C5
	32
	6125
	19920831
	19920830
	19920823

	PPUCBA:  Z4
	34
	6145
	19920831
	19920830
	19920823

	FOPLCB:  K4
	36
	6070
	19920831
	19920830
	19920823

	PLCBE03: K5
	37
	6150
	19920831
	19920830
	19920823

	
	
	
	
	
	

	FOPCAP:  L4
	35
	6065
	N/A
	19940313
	N/A

	
	
	
	
	
	

	PSCOA:  H1
	13
	6055
	19960909
	19960908
	19960915


1.1 Cross Functional Dependencies:

	Team
	Dependent tasks

	Time
	

	
	


Input the personnel number and click on the execute button.  For multiple records, you must use more than one selection (other than personnel number) such as personnel area and furlough unit.  To even limit the output further, include another selection such as job.





Note one record was selected.  Use the scroll down bar to move to the employee record.  








Add personnel no, indicate today in the period for current information, enter 552 in the Infotype, job in the subtype and use the display icon to view the current job seniority record.





To view prior job seniority, use the overview icon.





Ms. Test has 77 days of job seniority (Fiscal Asst).  





Ms. Test has 89 days of job seniority from 7/1/02 to 10/31/02.  Her current seniority record for the period beginning 11/01/02 reflects 77 days.  To view the class for the first record, highlight the line of history and use the detail icon.





Note the dates of 7/1/02 to 10/31/02 and the 89 days of job seniority in the class of Clerk Typist 2.  Also note the “Comment” indicator.  This icon stores any comments included on the record.





Use the Command Field to input PT_BAL00 and press enter. OR Use the above menu path to find and click on the report.     








Don’t forget to add the personnel number or your report may lock.





To secure bargaining unit (contractual) seniority, you can use a report called Cumulated Time Evaluation Results (PT_BAL00).  This report runs by time types.  For BU seniority covering A1 and A4 types positions, use time type 6020.  To secure information by a specific period of time, you must use the “Other period” feature.  This is best to determine the exact number of days for a particular period and to validate the information you are viewing.  Execute the report after completing the information. 





The report reflects daily seniority numbers for the period indicated.  Scroll down to acquire the final balance at the end of the report.  The report gives you a running balance for each day of seniority granted.  Note 2/19/04 and 2/20/04 where the employee took 2.0 hrs of AO.  The employee is only entitled to receive seniority credit for 6.00 hours each day (.75 of 8.0 hour day.  





Add personnel no, indicate today in the period for current information, enter 0041 in the Infotype and use the display icon to view the current Date Specification record.





ZC Agreement Seniority date is identified as indicated by the arrow.








The days in the “Duration of validity period” represents the number of days from the start to the end of the infotype.  DO NOT USE THIS AMOUNT.





Use 552 for the Infotype and MIL for the subtype when adding military seniority.





Verify personnel number and name prior to starting your action.





When maintaining days, input the total military days under the imputable period (days field).  Use the comment section to document the update, if needed.





When maintaining military periods in a year, month, day format, input the data as indicated below under the imputable period (years, months, and days field).  Use the comment section to document the update, if needed.





To adjust the seniority, process a PA30 actions using IT2012, ST 6018.  Since the record was established 3/8/03 for this action, we will use an effective date of 3/8/03.  Use a create action to adjust the seniority.  





Since we are decreasing the balance, you must use a minus (-) sign.  Although “Hours” are identified, use this field as a “Days” field when making seniority adjustments.





If you want to maintain text on this adjustment record, use the edit drop down menu and select “maintain text”.





Add text below.  You can paste information from a word document by using a copy in word and Control V on the SAP screen.  Don’t forget to use the save button on this screen to save your text information.  





Note the text icon indicating text documentation exists for this record.  You still need to save this screen to process the adjustment.  





The record now denotes the –20 days of seniority for the 3/8/03 job seniority record.  Her Clerk Typist 2 seniority record will be reduced by 20 days.  After seniority has processed, the 191.00 amounts will change to 171.00





Input Personnel no., highlight “All” for the Period, add 2012 in the infotype field and use the overview button to acquire all time transfer types.





Ms. Miller has 191 days of job seniority in a Clerk Typist 2 class and 191 in BU Group A Seniority.





To adjust the seniority, process a PA30 actions using IT2012, ST 6018.  Since the record was established 3/8/03 for this action, we will use an effective date of 3/8/03.  Use a create action to adjust the seniority.  





Since we are decreasing the balance, you must use a minus (-) sign.  Although “Hours” are identified, use this field as a “Days” field when making seniority adjustments.





If you want to maintain text on this adjustment record, use the edit drop down menu and select “maintain text”.





Add text below.  You can paste information from a word document by using a copy in word and Control V on the SAP screen.  Don’t forget to use the save button on this screen to save your text information.  





Note the text icon indicating text documentation exists for this record.  You still need to save this screen to process the adjustment.  





The record now denotes the –20 days of seniority for the 3/8/03 job seniority record.  Her Clerk Typist 2 seniority record will be reduced by 20 days.  After seniority has processed, the 191.00 amounts will change to 171.00





Input Personnel no., highlight “All” for the Period, add 2012 in the infotype field and use the overview button to acquire all time transfer types.





Ms. Test had 170 days of job seniority; 540 days of BU Group A Seniority (AFSCME Agreement) and 145 days of BU Group A (A7, N7) Seniority (prior TCP time) transfer as of 10/5/02.  





To adjust the seniority, process a PA30 action using IT2012, ST 6018 (job seniority).  Since the record was established 10/5/02 for this action, we will use an effective date of 10/5/02.  Use a create action to adjust the seniority.





Since we are increasing the balance, you only need to put in the positive amount.  Although “Hours” are identified, use this field as a “Days” field when making seniority adjustments.





If you want to maintain text on the record, use the edit drop down menu and select “maintain text”.





Add text below.  You can paste information from a document by using a copy feature and Control V on the SAP screen.  Don’t forget to use the save button on this screen to save your text information.  





Note the text icon indicating documentation exists on the record.  You still need to save the screen to process the adjustment.  





The additional 30 days of seniority is reflected.  To see the detailed record, highlight the line of history and click on choose.  You can then review the text information supporting the adjustment.





You do not need to place an amount in this field.  TT 6019 will reset BU seniority to zero.





Include the personnel number, 552 in the infotype and JOB in the subtype for job seniority records.  Click on the overview icon.





Access a record by highlighting the appropriate record and click on the change icon.





Access the Lock/Unlock feature via the Edit drop down menu.  Click on Lock/Unlock feature to lock the record and save the record.





Note the lock on the record.  Save this record to retain the lock feature.  Repeat these procedures for each record that needs to be locked.








	Last changed on:
	Last changed by:
	Version: 7.0
	Page:

	09/01/2004
	Cindy Leiter


	
	1 of 70



