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	BUSINESS PROCESS PROCEDURE

	
	Title:
	Maintain Time Data

	
	Process:
	Quota Overview

	
	T-Code:
	PT50

	File Name:
	PT50.doc
	Release:
	R/3 4.6C

	BPP Control Number:
	BT0015
	Responsibility:
	Jason Thomas



External References

	Links to External Documents

	External Reference
	Links

	Process Diagram
	

	Standard Operating Procedures
	

	Job Aids
	

	Reference Materials 
	

	
	

	Version Number
	Change Description

	 1.0
	Original Documentation

	 2.0
	Included additional information on delimited quotas and modified step 1.5. 11/10/03

	
	


Overview

Trigger(s):

A user wants to view/audit quota earned.  This is a display only screen, with no change/update options.  If corrections to quotas are necessary, use the Quota Correction infotype.

	Business Process Description Overview

	There could be several reasons why a user would want to view quota earned and used.  This can be used instead of the Absence Quotas infotype.  


	Input
	Comments

	A need arises to review/audit quota accrual and usage information.  
	

	Steps
	Details

	1. The data is reviewed/audited.
	

	2. The review/audit is completed.
	If errors, missing information, or questionable information is discovered, follow-up will need to occur.


	Output
	Comments

	N/A
	

	Steps
	Details

	1. 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].

· Use the update display data icon [image: image5.bmp] or Ctrl + F9 to refresh the screen.

· Do not use the following:  Time evaluation icon [image: image6.png]@ Time evaluation



 or Ctrl + F1, as time evaluation is run automatically each night; Time Management pool icon [image: image7.png]& Time Management pool



 or F8, since security is not provided to that transaction; Projection icon [image: image8.png][ Projection



 or F7, since this information is provided through an actual quota and an anticipated quota; and the Attendance Quotas (2007) tab [image: image9.png]© Aftendance Quotas (2007)



, since no attendance quotas are configured.

· Use the Employee selection icon [image: image10.png]@) selection



 or F5 to find an employee.

· To view records immediately before or after the record selected, the Previous period icon [image: image11.bmp] or Next period icon [image: image12.bmp] can be used.  If there are no other records to view, these icons will be shaded.
· Press Ctrl + P to view a list of all entries in an excel spreadsheet view.
· If the all button [image: image13.png]


 is selected to view all data, be aware that quotas with validity dates will be totaled, which could be misleading.  To review the valid quotas, click the [image: image14.png]


 expand button.
Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Administration ( Time Data ( Quota Overview

	Via Transaction Code
	PT50


1.2 On screen “Quota Overview” enter the personnel number.  Then select the dates to view or click a button that includes the time period to display.

[image: image15.png]Quota Overview

&) @ Time evaluation || [ Projection | Time Managementpool |G Selection

Personnelno. 388

Narme HR K HR_Test_000s6

Personnelarea 17 Uity Commission  Costcenter 1710181800 OF. Chr.
EEsubgroup  F7 Fultime 75 W rule 88194015 BASICT.

[ Selection dates | & Absence Quotas (2008) | & Accrualinformation | = Aftendance Quotas (2007) |

General Overview
Eniilement__|Remaining__|Unit

\Absence Quotas (2008) 518.60000 50210000 Hours D
[
[

Selection ntervals

Deduction period 05/01/2003 - 05/31/2003

Validiy period 05/01/2003 - 05/31/2003

Generation period 05/01/2003 - 05/31/2003

(@ rromioy B curperos B camnaerver [T





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

	Personnel number
	Employee’s unique personnel number.
	R
	Enter the personnel number of the employee.  
	

	Name
	Employee’s given name.
	D
	
	

	Personnel Area
	Identifies the agency for which the employee works.
	D
	
	

	EE Subgroup
	Specifies the type of employee, usually in terms of hours worked.
	D
	
	

	Cost center
	Specifies the account related to charges for the employee’s time.
	D
	
	

	WS rule
	Work schedule rule defined by the hours and days the employee works.
	D
	
	

	Entitlement
	Total quota earned/available.
	D
	
	

	Remaining
	Quota available for use.
	D
	
	

	Unit
	Unit in which time is measured.
	D
	
	

	Deduction period
	Period in which the employee may use leave.
	O
	Enter date.
	

	Validity period
	Period in which the leave is applicable.
	O
	Enter date.
	

	Generation period
	Period in which leave is generated.
	O
	Enter date.
	


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

1.3 On the same screen, access the absence quota by clicking on the Absence Quotas (2006) tab [image: image16.png]& Absence Quotas (2006)



.  Use the Expand icon [image: image17.png]


 to see the totals by validity period.

[image: image18.png]Quota Overview

&) @ Time evaluation || [ Projection | 5 Time Managementpool @9 Selection

Personnelno. P88

Narme. HR K HR_Test_00056

Persannelarea 17 Utilty Commission  Cost center 1710101000 Off. Chr.
EE subgroup 7| FulHime 75 WS rule BB194015  BASIC 7.

[ Selection dates & Absence Quotas (2006) | & Accrualinformation | Aftendance Quotas (2007) |

TR - Rem Reauestes [compens
= T0pmuallee Houws iTram0|  ieamm|  tsowoos|  osoom
= 1 anmual Loave Aot Hows sana0on|  eaoaom]  voooon|  oowons
= sickleme  Hows Te93a000] remasmon| rovoos| oooomo
= 21 ick Loave Actual Howrs sroroo| areronn|  sooon|  oowons
= 5oy Lome o sooon| ooooos| osooso] soooon
= Sopersonal e Hows 250000 2e00000]  taoo0n|  oooons
= S1personal Leave Hows Tosooos| rosoom0]  soooon| oooons
e AR oo o o
\

\

\

\

n

alo] I
Valigyperiog 05101/2003 - 05131/2003 (]
Dedustion periog 05/01/2003 - 05131/2003 | @l] B




Note:  Additional fields can be viewed by scrolling right on the above screen.  

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

	Personnel number
	Employee’s unique personnel number.
	R
	Enter the personnel number of the employee.  
	

	Name
	Employee’s given name.
	D
	
	

	Personnel Area
	Identifies the agency for which the employee works.
	D
	
	

	EE Subgroup
	Specifies the type of employee, usually in terms of hours worked.
	D
	
	

	Cost center
	Specifies the account related to charges for the employee’s time.
	D
	
	

	WS rule
	Work schedule rule defined by the hours and days the employee works.
	D
	
	

	Abs. quota
	Code to indicate absence quota type.
	D
	
	

	Quota text
	Name of the absence quota type.
	D
	
	

	Unit
	Unit in which time is measured.
	D
	
	

	Entitl.
	Total quota earned/available.
	D
	
	

	Rem.
	Quota remaining available for use.
	D
	
	

	Requested
	Leave requested and approved, but not necessarily used.
	D
	
	

	Compens.
	Leave paid.
	D
	
	

	Deduction from
	Beginning of the period in which the employee may use leave.
	D
	
	

	Deduction to
	Ending of the period in which the employee may use leave.
	D
	
	

	Start date
	Beginning of period in which leave is applicable.
	D
	
	

	End date
	Ending of period in which leave is applicable.
	D
	
	

	Det. Ent.
	Determine entitlement uses a symbol to indicate how the quota is generated.
	D
	
	[image: image19.bmp] Represents automatic generation of quotas.

	Validity period
	Period in which the leave is applicable.
	O
	Enter a date.
	

	Deduction period
	Period in which the employee may use leave.
	O
	Enter a date.
	


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

1.4 On the same screen, access the accrual information by clicking on the Accrual information tab [image: image20.png]& Accrual information



.

[image: image21.png]Quota Overview

&) @ Time evaluation || [ Projection | Time Managementpool |G Selection

Personnelno. P88

Narme. HR K HR_Test_00056

Persannelarea 17 Utilty Commission  Cost center 1710101000 Off. Chr.
EE subgroup 7| FulHime 75 WS rule BB194015  BASIC 7.

[ Selection dates | & Absence Quotas (2008) ~ & Accrualinformation | © Aftendance Quotas (2007) |

[Boste__[swsausta_[oustates Ut loenersies_Jpooed [Transiered__[corect
| losioaz003 1 nnal eave- Act_Hours sraoo0|  ooooo|  sswns| %
| losiaz00 21k Leave - Actual Hours arso00|  ogoooo|  27sw00| %
| losnarzons 1 annal Leave- ct_Hours 7soo00|  ooooos|  7sooos| o
| losnsiz003 1 pnnal Leave- Act_Hours 7soo00]  ooooos|  7sooos| o
| losrz003 1 pnnal Leave- Act_Hours 20000 oooooo|  saoons| %
| losrz003 21k Leave - Actual Hours 3000  oooooo|  3asons| %
| losio2003 1 annal Leave- ct_Hours ssoo0|  oooooo|  ssevnn| %
| losioz003 21k Leave - Actual Hours 60000 oooooo|  3eoons|
\

\

\

\

\

-

Qo) 0
Generation perod 050172003 - 053112003 |G|




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

	Personnel number
	Employee’s unique personnel number.
	R
	Enter the personnel number of the employee.  
	

	Name
	Employee’s given name.
	D
	
	

	Personnel Area
	Identifies the agency for which the employee works.
	D
	
	

	EE Subgroup
	Specifies the type of employee, usually in terms of hours worked.
	D
	
	

	Cost center
	Specifies the account related to charges for the employee’s time.
	D
	
	

	WS rule
	Work schedule rule defined by the hours and days the employee works.
	D
	
	

	Date
	Date of change.
	D
	
	

	Abs. quota
	Code to indicate absence quota type.
	D
	
	

	Quota text
	Name of the absence quota type.
	D
	
	

	Unit
	Unit in which time is measured.
	D
	
	

	Generated
	Amount generated on that date.
	D
	
	

	Accrued
	Amount accrued to date before transfer.
	D
	
	

	Transferred
	Amount transferred to the quota.
	D
	
	

	Correct
	Indicator if a correction was made.
	D
	
	Arrow is green, if correction was made.

	Generation period
	Period in which leave is generated.
	O
	Enter date.
	


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

1.5 On the same screen, if corrections are necessary, click the Correction icon [image: image22.png][0  correction



.  This links to Infotype 2013, if the user has security.  Refer to the BPP for that infotype for detailed instructions on corrections.

[image: image23.png]Date pov29.20033)
Absence quota type [
[ p—— 500008 Hours

Change accrual entitlement
Carrection enttiemnent

© Increase generated entitiement
O Reduce generated entitiement
) Replace generated enitiement

Change transfertime
Transfer Do not change transer time

v 8 %





Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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