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Overview

Trigger(s):
An employee wants to view their current absence quotas (leave balances).

	Business Process Description Overview

	An employee wants to view their current leave balances and also any leave that they have requested for future dates.


	Input
	Comments

	Employee wants to view his/her quotas.
	

	Steps
	Details

	1.  Employee signs in to ESS.
	Using Internet Explorer, employee accesses Employee Self Service.

	2.  Employee selects “Time Management” and “Display Leave Information” from the menu.
	

	3.  Employee can choose the type(s) of quota to view.
	


	Output
	Comments

	Leave balances are available for the employee to view.
	

	Steps
	Details

	1.  N/A.
	


Tips and Tricks

· The quota without the word “Actual” in its name is the amount of leave earned and anticipated for the current leave calendar year.  

· “Planned and approved” leave is not deducted from “Actual” quotas, but it is deducted from anticipated quotas.

· SAP uses anticipated quota to determine eligibility for a request for absence.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Employee Self Service ( Employee Self Service User ( Time Management ( Display Quotas

	Via Transaction Code
	


[image: image1.png]®
4

5 muse
) Start Page

® Display Quotas

o WorkplacoFavortes 3|

5 Roles |
 EWPLOYEE SELF SERVICE
@ Enployee Self e User
IDESS Use ol
1ESs online Traiing
BEss Help
D office
< Time Management
[ Create Time Sheet
B CrectoMiantan L save Reguest
Bvacaton selcion
I Display Time Staternent
=

& Display Work Schedule
i@ Wworkers' Compensation Claim Form
D Payroll Information
D Benefts
D Personal Information
D Travel Management
D Life and Work Events
D Knowledge Warehouse





1.2 On screen “Display Time Quotas” select a radio button then click the Display icon [image: image2.png]Display
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	All types
	Displays all types of available quotas.
	O
	Select the radio button to view the balance for all types of leave.
	Defaults All Types 

	Specific quota
	Displays specific type of quota chosen. 
	O
	Select the radio button and select the type of absence to view from the drop down list.
	


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

1.3 On screen “Display Time Quotas” view the data.  No data can be entered on this view.
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Tim

Leave balance. Deductible to_| Entilement | Used | Planned + approved | Available balance | Unit
Annual leave 12131/9999 | 105.28 000 | 5250 5278 Hours
Annual Leave- Actual | 1213119999 | 6.28 000 | 0o 528 Hours.
Sickleave 1231/9999 | 9.75 000 | 7.50 225 Hours
Sick Leave - Actual 1231/9999 | 9.75 000 | 0o a7 Hours.
Persanal leave 010272004 | 7.60 000 | 000 7.80 Hours
Persanal Leave - Actual | 01/0212004 | 7.50 000 | 0o 7.80 Hours.
Military Leave 01/0212004 | 11250 000 | 000 11250 Hours





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

	Leave Balance
	Type of quota.
	D
	
	

	Deductible to
	End date of quota validity period.
	D
	
	

	Entitlement
	Amount of quota available for use.
	D
	
	

	Used
	Amount of quota used to date.
	D
	
	

	Planned + Approved
	Amount of quota planned/approved for future use.
	D
	
	

	Available Balance
	Amount of quota remaining after subtracting the used, planned and approved amounts.
	D
	
	

	Unit
	Unit of time.
	D
	
	


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

Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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