	[image: image21.png]Office of Administration
Offce for Information
Tachnology

Bursau o Intagrated Enterprise
System (IES)





	BUSINESS PROCESS PROCEDURE

	
	Title:
	Report (RPTEAB00)

	
	Process:
	Attendance/Absence Data: Overview

	
	T-Code:
	PT64

	File Name:
	PT64.doc
	Release:
	R/3 4.6C

	BPP Control Number:
	BT0009
	Responsibility:
	Jason Thomas



External References

	Links to External Documents

	External Reference
	Links

	Process Diagram
	..\Visios-Time\2.2 Attendance Recording v6.bmp

	Standard Operating Procedures
	

	Job Aids
	

	Reference Materials 
	

	
	

	Version Number
	Change Description

	 1.0
	Original Documentation

	 
	

	
	


Overview

Trigger(s):
A user wants to view data for one or more employees’ attendances and/or absences for a defined period of time.  

	Business Process Description Overview

	There could be several reasons why a user would want to review this type of report.  It could be used to monitor sick leave use, or any other absence or attendance type.  


	Input
	Comments

	A need arises to view attendance and/or absence data.
	

	Steps
	Details

	1.  The report selection criteria is entered.
	

	2.  The data is reviewed/audited and completed.
	If errors, missing information, or questionable information is discovered, follow-up will need to occur.


	Output
	Comments

	N/A
	

	Steps
	Details

	N/A
	


Tips and Tricks

· If the number or value is unknown, click on the drop down box [image: image1.bmp] in the field to access the search feature.

· To search on multiple numbers or values, use the multiple selection icon [image: image2.bmp].  Data exists behind each tab if the tab is green [image: image3.bmp], instead of lilac [image: image4.bmp].

· To change the operand from the default of = or [image: image5.bmp] as shown for Employment status, simply right click in the space before the white field area and choose a different operation.

· If the report is run often for the same group of employees, a variant can be stored and accessed via the get variant icon [image: image6.bmp] or Shift + F5.

· To enter selections other than those shown under the Selection area on the screen, use the Further selections icon [image: image7.png]Further selections



 or use the Search helps icon [image: image8.png]Search helps.



 for a more detailed selection.

· To search by organizational unit select the Org. structure icon [image: image9.png]©  Org. structure



.

· After the report has been run, a user has an option to change the report layout, export the data to Excel, Word, or another file, or send it by e-mail or graph it.  This is done by clicking on the appropriate icons at the top of the screen. [image: image10.png]XN AT F QBT AT B % | EBpand<>Colapse % B Layout



  

· To see more details on the report, use the Expand <-> Collapse icon [image: image11.png]Expand == Collapse



 or Shift + F4, or the Expand all icon [image: image12.bmp] or Shift + F5.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Administration ( Information System ( Report Selection ( Attendance ( Attendance Data Overview

OR

Human Resources ( Time Management ( Administration ( Information System ( Report Selection ( Absence ( Absence Data Overview

	Via Transaction Code
	PT64


1.2 On screen “Attendance/Absence Data: Overview” enter information in the fields as specified in the below table.  After entering the selections, click the Execute icon [image: image13.bmp] or F8 to process the request.
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Note:  Screen print continued on next page.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Period
	The period for which the review is performed.
	R
	Click the payroll period icon, then enter the payroll area (pay group), unless data to be reviewed is for other time periods.
	

	Personnel number
	Employee’s unique personnel number.
	O
	Do not enter personnel number, unless reviewing data related to only one or a few employees.
	

	Employment status
	Status of employee with the Commonwealth.
	O
	Select status(es) from drop down list. 
	

	Personnel area
	Agency.
	O
	Enter code(s).
	

	Personnel subarea
	Combination of union, bargaining unit, and FLSA indicator or other special designator.
	O
	Enter code(s) or select from the drop down list.
	

	Absence types
	Code describing absence types.
	O
	To evaluate all absence types the field should remain blank.

To restrict the absence type, enter the corresponding absence types in the appropriate fields.
	

	Attendance types
	Code describing attendance types.
	O
	To evaluate all attendance types the field should remain blank.

To restrict the attendance type, enter the corresponding attendance types in the appropriate fields.
	

	Evaluate absences only
	Indicates data to be displayed.
	O
	Click button to choose this display.
	

	Evaluate attendances only
	Indicates data to be displayed.
	O
	Click button to choose this display.
	

	Evaluate attendances/ absences
	Indicates data to be displayed.
	O
	Click button to choose this display.
	

	Select by att./absence category
	Indicates data to be displayed.
	O
	Click button to choose this display.
	

	Data format
	Data to be displayed.  
	O
	Click the appropriate icon to select the format.  

The radio buttons also relate to the display of the data.
	

	Classification of data in initial list
	Summarization format.
	O
	Choose one of the org. assignments. 
	


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

1.3 On screen “Attendance/Absence Data: Overview,” review the information.  No data can be entered on this view. 
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Note:  To see more details on the report, click the entry in the Subarea column where the Bargaining unit exists and click the Expand <-> Collapse [image: image17.png]Expand == Collapse



 icon.  

1.4 On screen “Attendance/Absence Data: Overview,” (Expanded view) review   the information.  No data can be entered on this view.
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Note:  After the report has been run, a user has an option to change the report layout, export the data to Excel, Word, or another file, or send it by e-mail or graph it.  This is done by clicking on the Microsoft Excel [image: image19.png]


 or word processing  [image: image20.png]


 at the top of the screen.
Cross Functional Dependencies:

	Team
	Dependent tasks

	 N/A
	 


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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