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	Personnel Rules; Civil Service Rules; M530.7 Leave and Holiday Programs MD530.2 Sick Leave Without Pay, Parental Leave Without Pay and Family Care Leave Without Pay; MD 530.4 State Paid Benefits While on Sick, Parental or Family Care Leave Without Pay;

	Version Number
	Change Description

	 1.0
	Original Documentation

	 2.0
	Statement added to 5th bullet in ‘Trigger(s)’ section on page 1.  10/30/03

	 3.0
	Added paragraphs and notes to pages 3, 4, 15, & 16.  11/24/03

	 4.0
	Added information regarding the need for communication with the Automotive Officer on pages 1, 2, 12, 15, and 29, added information involving IT0014 changes on pages 2, 12 - 15, and 29, updated Tips and Tricks involving IT2003 on pages 8 and 26, added ZB date information involving IT0041 on page 24, and updated expired probation period end date information on page 29.


Overview

Trigger(s):

· The Time Advisor/Workers’ Compensation Advisor receives notification that an employee is beginning Leave without Pay without Benefits or that an employee has returned from Leave without Pay without Benefits.  This document describes the procedure required for these transactions.  The return action can be found at the end of the document.

· The Time Advisor/Workers’ Compensation Advisor must work closely with the Benefits Advisor when processing leave without pay without benefits actions.

· The Time Advisor/Workers’ Compensation Advisor has approved the leave request and ensured that a 12/31/9999 end date is reflected on IT2001 for the unpaid absence.

· The Time Advisor may need to create a quota if the leave without pay is FMLA related.  The creation of the FMLA quota is a two-step process.  1) Create a FMLA quota without benefits via IT2006 – Absence Quotas and 2) Enter a Quota Correction via IT2013 to populate the FMLA without benefits quota hours.  This should be completed before processing the PA40 “Begin Leave without Pay without Benefits” action.

· In some cases, the Time Advisor/Workers’ Compensation Advisor will need to notify the Automotive Officer that an employee is on leave without pay without benefits.
· The system automatically delimits the Health and Basic Life insurance plans at the end of the pay period in which coverage ends on a begin leave without pay without benefits.  In addition, the Benefits Advisor may need to manually delimit IT0014 records related to benefits deductions. 

	Business Process Description Overview

	Employee master data is stored in SAP in separate infotypes.  These infotypes are logical groupings of information.  The transactions performed to create and store these infotypes are called Personnel actions.  Personnel actions are organized to present these infotypes according to personnel procedures.  Actions allow the user easy data entry, because the system automatically presents the screens to be maintained for the particular personnel action.  

This document describes the procedures for entering an action to begin and return an employee from leave without pay without benefits. 


	Input
	Comments

	The Time Advisor/Workers’ Compensation Advisor is notified that an employee is beginning leave without pay without benefits.
	

	Steps
	Details

	1.  Time Advisor/Workers’ Compensation Advisor insures all necessary information / documentation is received as required.
	


	Output
	Comments

	The PA40 Action is complete.
	

	Steps
	Details

	
	


Tips and Tricks for Begin Leave Without Pay without Benefits

Prior to entering the PA40 Begin LWOP without Benefits action, access PA51-IT0014, “Recurring Payments and Deductions” to determine if the employee has any of the following wage type payments/deductions:  5800 (Tx Veh - Nonctrl EE - no FWT), 5801 (Tx Veh - Ctrl EE - FWT WTHLD), and 5802 (Tx Veh - Ctrl EE - No FW).  If so, communicate with your Automotive Officer to determine if any of these wage types need to be delimited.  It is the Automotive Officer’s responsibility to forward the appropriate paperwork to BCPO to have these wage types delimited. The Human Resources Office should not delimit these wage types.

The transaction code PA40 is a generic path to the action menu.  An action menu is a set of personnel actions that have been logically grouped together.  The appropriate action type needs to be selected on the “Personnel Action” screen.  Your selection will determine the infotypes or screens that will be displayed.  In this case, “Begin LWOP without Benefits” will be selected.  

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

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

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



 in the top left hand corner of the screen to move from screen to screen.  If unsure, reenter the data and save.  You will receive a message indicating “this will delete a record”.  Acknowledge the message and continue.
· Some fields are required, typically noted with the [image: image4.bmp].    If a field has a drop down list, a list of values [image: image5.bmp] will appear.  As you enter data through each screen, you will receive a message at the bottom left of each screen with a check mark in a green circle with the message, “Record Changed.”  Occasionally, you may receive a “Warning” message.  This will appear as a yellow circle with an exclamation mark in it.  This is for information purposes.  If the data entered in the screen appears accurate, you can click on the “Save” icon again, and the data will be saved.

· If you receive a Red [image: image6.bmp], there is an error or incomplete field on the screen that needs to be corrected prior to saving the infotype.

· Always enter the first day of the Begin LWOP without Benefits action.  When the effective date is the first workday of the pay period, Time Advisors/WC Advisors should communicate with the Benefits Advisor to determine the correct effective date to use in the PA40 action.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human resources ( Personnel Management ( Administration ( HR Master Data ( PA 40 Personnel Actions( Begin LWOP without Benefits 

	Via Transaction Code
	PA 40


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

Access SAP via the menu listed above.  This action is done in PA40 Personnel Actions.  Select the appropriate Action Type once PA40 is accessed.  In this example, select Begin LWOP without Benefits.  Enter a date of the action in the From area or the date will default to today’s date.
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Personnel No.
	Personnel Number
	R
	Search via the Matchcode key for Personnel no. or enter the  personnel number if known.

	From Date
	Effective date of Action
	R
	Enter the first day of the long-term leave without pay without benefits.   If no date is entered, this will default to today’s date.  Note:  If the effective date is the first workday of the pay period, Time Advisors/WC Advisors should communicate with the Benefits Advisor to determine the effective date to use in the PA40 action. 

	Action Type
	Personnel Action
	R
	Select Begin LWOP without Benefits.


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

Once you have found the personnel number, click on the Execute Button [image: image8.bmp] on the Personnel Actions screen and the Actions Screen will be displayed.

Tips and Tricks: Infotype 0000 Actions

· For each action a reason must be entered.   

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

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

	Start/To
	Start and End date of action
	R
	Start date will be the date, which was entered to begin this action.  The End date defaults to 12/31/9999.

	Action Type
	The Action to be executed.
	R
	The system will display Begin Leave without Pay without benefits.  

	Reason for Action
	The reason for the personnel action.
	R
	The reason selected further defines the type of leave.

	Customer Specific
	Status indicator for personnel actions
	D
	System defaults to On Leave Without Pay without Benefits.

	Employment
	Employment status
	D
	System defaults to the active status.

	Special payment
	Special payment status
	N
	Not used

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

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

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

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


R = Required, O = Optional, D = Display, N = Not Required
Once you have entered the data, click on the Enter icon [image: image10.bmp], or hit the enter key on your keyboard.  Verify that the information presented is correct and click on the Save icon [image: image11.bmp] on the top of the screen; this will accept the data and Organizational Assignment screen will be displayed.

Tips and Tricks: Infotype 0001 Organizational Assignment

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

· If any of the information (exception:  Time Administrator Code) on the screen appears to be incorrect, contact your HR Service Representative.

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

	Start/To
	Validity dates of the current record
	R
	The system will default the effective date of the action. The end date defaults to 12/31/9999.

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

	Pers Area
	Personnel Area
	R
	Defaults from the position.

	Cost ctr
	Cost Center
	R
	Defaults from the position.

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

	Business Area 
	Business Area
	R
	Defaults from cost center.

	Fund
	Uniquely identifies the fund
	N
	Blank

	EE Group
	Employee Group
	R
	Defaults from position.

	Payroll Area
	Determines the employee’s payroll cycle.
	R
	Will be defaulted.  Verify that the data is correct.  For personnel areas that have two payroll areas, be sure to verify that the data is correct.

	EE subgroup
	Employee Subgroup
	R
	Defaults from position.

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

	Percentage
	Percentage
	R
	Defaults from the position. 

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

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

	Org Unit
	Org Unit
	O
	Defaults from the position.

	Org Key
	
	D
	N/A

	Pers Admin
	The Personnel Administrator responsible for the employees assigned to him or her.
	O
	Not used.

	Time
	The Time Data Administrator for the employees assigned to him or her.
	R
	Defaults from prior action.

	PayrAdmin
	The Payroll Administrator responsible for the employees assigned to him or her.
	R
	Defaults from prior action.


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

Once you have entered the data, click on the Enter icon [image: image13.bmp], or hit the enter key on your keyboard.  Hit enter again, verify that the information presented is correct and click on the Save icon [image: image14.bmp] on the top of the screen; this will accept the data and either the Substitutions/Absences/Attendances screen(s) or Basic Pay screen will be displayed.

Tips and Tricks: Infotype 2003 Substitutions Subtype 20-Begin Long-Term Leave

· IT2003, Substitutions is inserted via dynamic action if:

· The 2nd character of the employee’s work schedule is “L” or “A”.

· The employee works in the Dept. of Transportation and the 3rd character of the employee’s work schedule is “I” or if the 2nd through the 4th characters are MO1.

· Infotype 2003 stores changes to Planned Working Time.
· User should select one of the following work schedule rules:  DFLT750 or DFLT800.  Fields ES grouping, Holiday calendar ID and PS grouping will default based on the work schedule rule selected. 

· End date should be set to 12/31/9999.

· If Infotype 2003, Substitutions is not populated, IT0008 Basic Pay screen will be displayed.  
1.5 On screen “Substitutions” (Infotype 2003), 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

	From/To
	Validity dates of the current record
	R
	The system will default to the effective date of the action.  The end date defaults to 12/31/9999.

	Subst. type
	Reason for substitution
	R
	This defaults to “Begin Long-Term Leave”.

	Work schedule rule
	Work Schedule Rule
	R
	User should select one of the following work schedule rules:  DFLT750 or DFLT800 

The work schedule rule determines which the period work schedule is used to set up the work schedule.

	ES grouping
	Employee Subgroup Grouping for Work Schedules


	R
	This defaults from Work Schedule Rule selected.

This allows you to categorize employee groups and subgroups for time recording.

	Holiday calendar ID
	Public Holiday Calendar (This is a 2-character ID which identifies the public holiday calendar.)
	R
	This defaults from Work Schedule Rule selected.

	PS grouping
	Personnel Subarea Grouping for Work Schedules
	R
	This defaults from Work Schedule Rule selected.

A personnel subarea grouping for work schedules is a grouping of personnel subareas with the same work schedule rules.

	Personnel number
	Substitute Personnel Number


	O
	The personnel number is the only feature which is unique to an employee. You have to enter a personnel number before you can display and maintain infotypes.


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

Once you have entered the Work Schedule Rule, click on the Green Enter checkmark [image: image17.bmp], or hit the enter key on your keyboard to populate the other required fields.  Verify that the information presented is correct and click on the SAVE icon [image: image18.bmp] on the top of the screen; this will accept the data and Basic Pay screen will be displayed unless a future dated absence or attendance is recorded on IT2001 or IT2002.

Tips and Tricks: Infotype 0008 Basic Pay

· Infotype 0008 stores the information about an employee’s basic pay.  
· Verify that the employee’s level is changed to ZN to insure inappropriate payments or mass increases are not received.

· Obtain employee’s rate of pay by clicking on the overview icon.  The user will need to enter this information to IT0008 Basic Pay screen.
· Under wage types, enter the appropriate override wage type and pay rate amount at the time of the begin leave without pay.
	If: 
	 Wage Type
	Use:
	Override Wage Type

	
	1100 - Regular Hourly Comp
	
	1101 - Override Regular Hourly Comp

	
	1122 – Regular Salary Comp - 22
	
	1102 – Override Reg Biwkly Comp

	
	1126 – Regular Salary Comp - 26
	
	1102 – Override Reg Biwkly Comp

	
	1127 – Regular Salary - 26
	
	1102 – Override Reg Biwkly Comp

	
	1210 – Patient Resident Worker
	
	NONE

	
	1250 – Per Diem (Daily) Wage
	
	1103 – Override Per Diem Comp

	
	1251 – Statutory Pay
	
	1102 – Override Reg Biwkly Comp


1.6 On screen “Basic Pay” (Infotype 0008), enter information in the fields as specified in the table below:
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Start/To
	Validity dates of the current record
	R
	The start date will default the Begin Leave without Pay without Benefits date.  The end date defaults to 12/31/9999.

	Reason
	Reason for changing Basic Pay
	O
	System defaults to “blank”. 

	Pay Scale Type
	Pay Schedule code  - 2 character field 
	R
	Defaults from position.

	Pay Scale Area
	
	R
	Default to CW (Commonwealth of Pennsylvania).

	Pay Scale Group
	Pay Range – 4 character field
	R
	Defaults from position.

	Pay Scale Level
	Pay Step and if applicable, longevity/annual increment range – 2 character field 
	R
	This will prevent the employee from receiving any mass pay increases which are processed during the employee’s absence.

	Capacity Utilization Level
	Defines which percentage of standard working time an employee works. 
	R
	Defaults from information on Planned Working Time (Infotype 0007).

	Work Hours/Period
	The number of hours an employee works in one payroll period.
	R
	Defaults to the hours entered in Planned Working Time (Infotype 0007).

	Next Increase
	N/A
	N/A
	N/A

	Annual Salary
	Annual base salary
	R
	Calculated by the system. 

	Wage types (1st line)
	Wage types
	R
	Default wage type from position will be listed.  

	Wage types (2nd line)
	Wage types
	R
	Open drop down menu in 1st “blank” Wage type row and select the appropriate wage type override.

	Oper. Ind.
	Operation Indicator
	N
	Defines a wage type or an earnings type.

	Amount
	Wage type amounts
	R
	Defaults to 00.

	Amount
	Wage type amounts
	O
	Enter the wage type override and the employee’s hourly or biweekly rate of pay in effect at the time of Begin Leave without Pay without Benefits action.  

	Currency
	Currency key for amounts in the system.
	R
	Defaults to USD

	Indirect Ind.
	Indicator for indirect payment
	R
	This indicates if a wage type is to be validated indirectly from pay scale tables.

	Add to Ind.
	Indicator if this amount is to be added to basic pay total
	R
	This indicator will add wage type to basic pay total.

	Number
	Number used if wage types are entered
	O
	Number or unit if wage types are entered on this infotype.

	Unit
	Unit for calculations
	O
	This is a unit of time or measurement used in the calculation.


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

Once you have entered the data, click on the Enter icon [image: image20.bmp], or hit the enter key on your keyboard.  Verify that the information presented is correct and click on the Save icon [image: image21.bmp] on the top of the screen; this will accept the data.  If the employee has recurring payments and deductions that screen will appear next.  If not, you will be returned to the Personnel Actions screen and the action is complete.

1.7 On screen “Recurring Payments/Deductions”, enter information in the fields as specified in the below table:

Prior to entering the PA40 Begin LWOP without Benefits action, the Time Advisor/Workers’ Compensation Advisor should have accessed IT0014 - “Recurring Payments and Deductions” to determine if the employee had any of the following wage type payments/deductions:  5800 (Tx Veh - Nonctrl EE - no FWT), 5801 (Tx Veh - Ctrl EE - FWT WTHLD), and 5802 (Tx Veh - Ctrl EE - No FW).  If so, communication with the Automotive Officer should have occurred.  The Automotive Officer is responsible for forwarding the appropriate paperwork to BCPO to delimit the necessary wage types.  The Human Resources Office should not delimit these wage types.

The Recurring Payments/Deductions Infotype lists all the extra payments and deductions that an employee may have.  IT0014 will only appear as part of this PA40 action if the following wage type(s) exist.  When an employee begins a long-term leave without pay without benefits, users will be responsible for determining which, if any, of these wage types must be delimited based on agency past practice.

· 1152 – Physician Weighted Salary

· 5154 – Faculty Sabbatical Pay

· 5155 – Biweekly Forensics Pay

· 5740 – Meal Allowance

· 5741 - Home Office Allowance

If none of the above wage types exist on IT0014, the screen will not appear in the action.

Note:  These wage types, if delimited, will need restarted once the employee returns from leave without pay without benefits via PA61.

The employee used in this BPP example did not have any of the above wage types, however this is an example of the infotype for another employee.

[image: image22.png]Delimit Recur. Payments/Deds.

EIENE:

Persorneing  6ogg47 Ms Test Promation acve  Payarea 23

€ grown P emanent 60 Agricutre AR Anm Hih And Digrostc Comm

EEsubn 7 Fulime7S A1 AFSCHE AT OT csTLWKR2

[ Chasse 1012812002t 12/31/3998 sty Delint de 1012812002
[age type__[page yge et From fio 0 Jamunt [our._ ]
10 uton Account Program 0S/62002 1275173688 Fajso | [
740 ol Allwance Paymert_D815/2002 12315999 s | (-]
=) any Core EEpredax 09162002 1273173598 2500 15D

i mmmm ooz fa1ess 25005





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

	
	
	
	Delimit each entry for any of the wage types listed above by selecting each and clicking the box on the left hand side of the table beside each entry that should be delimited and click on the “delimit” icon twice as shown above by the arrow.  This will change the end date of the record to the last day worked.


If you have delimited one or more entries, click on the Save icon [image: image23.bmp] on the top of the screen.  Otherwise, click on the Next Record icon [image: image24.png]


.  You will return to the Personnel Actions screen and the action is complete.
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Triggers for Return from Leave Without Pay Without Benefits

· The Time Advisor/Workers’ Compensation Advisor receives notice that the employee is returning from Leave without Pay without Benefits and ensures that the correct end date is reflected on IT2001.  Reminder:  The approved leave request reflecting the correct end date of the absence is the action used to restart pay.

Important Notes:

· The Time Advisor/Workers’ Compensation Advisor must work closely with the Benefits Advisor to verify benefits are restored.
· The Effective date of the action must be the day after the last working day.  This is applicable especially to leaves starting on the first day of a pay period.  Example:  an employee is scheduled to work Monday thru Friday and the pay period starts on a Saturday.  The employee is going on leave without pay without benefits at the beginning of the week, the effective date of the action must be Saturday’s date not Monday’s.
· The system automatically reinstates the Health and Basic Life insurance on a return from leave without pay without benefits.
· Prior to entering the PA40 – Return from LWOP action, access Infotype IT0014, “Recurring Payments and Deductions” to determine if any of the following wage types were delimited when the employee began leave without pay without benefits:  1152 (Physician Weighted Salary), 5154 (Faculty Sabbatical Salary), 5155 (Biweekly Forensic Pay - Dep), 5740 (Meal Allowance Payments), or 5741(Home Office Space Allowance), 5800 (Tx Veh - Nonctrl EE - no FWT), 5801 (Tx Veh - Ctrl EE - FWT WTHLD), and 5802 (Tx Veh - Ctrl EE - No FW).  If so, these wage types will need to be restarted via PA61.  
· A separate action must be entered for each wage type.  The Human Resources Office is responsible for restarting wage types: 1152, 5154, 5155, 5740, and 5741.
· If the employee had wage types 5800, 5801, 5802 that were delimited, communication with the Automotive Officer is necessary.  It is the responsibility of the Automotive Officer to forward the appropriate paperwork to BCPO to have these wage types restarted.  The Human Resources Office should not restart these wage types. 
Tips and Tricks for Return from Leave Without Pay Without Benefits

1.8 Access transaction by:

	Via Menus
	Human resources ( Personnel Management ( Administration ( HR Master Data ( PA40 Personnel Actions( Return from LWOP  

	Via Transaction Code
	PA40


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

Access SAP via the menu listed above.  This action is done in PA40 Personnel Actions.  Select the appropriate Action Type once PA40 is accessed.  In this example, select Return from LWOP.  Enter a date in the “FROM” area or the date will default to today’s date.  Time Advisors/WC Advisors should communicate with the Benefits Advisor to determine the correct effective date to use in the PA40 action.
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Personnel No.
	Personnel Number
	R
	Search via the Matchcode key for Personnel no. or enter personnel number if known. 

	From Date
	Effective date of Action
	O
	Enter the effective date of Personnel Action. The effective date is the day the employee will return to work.  If no date is entered, the default is today’s date.  Note:  Time Advisors/WC Advisors should communicate with the Benefits Advisor to determine the effective date to use in the PA40 action.

	Action Type
	Personnel Action
	R
	Select Return from LWOP.


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

Once you have found the personnel number, click on the Execute Button [image: image27.bmp] on the Personnel Actions screen and Actions Screen will be displayed.

Tips and Tricks: Infotype 0000 Actions

· For each action a reason must be entered.  While there are four basic reasons (Same pay rate, Higher pay rate: GPI, Higher pay rate: Longevity and Higher pay rate: GPI and Longevity) for the action, each has a separate selection for “with benefits” and one for “without benefits”.  Be careful to select the correct reason.  Note:  If the employee is at the top of their pay level and a pay increase occurred during the long-term leave without pay absence, a separate one-time supplemental pay action must be entered.  In this case, do not select one of the Higher pay rate reasons. This supplemental payment is pro-rated.  Reference: One –Time Supplemental Pay Action.

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

	Personnel Number
	Each employee will be assigned a unique personnel number
	R
	Personnel no defaults from entry made on action menu screen.

	Start/To
	Start and End date of action
	R
	If the start date is entered in the previous screen, the system will default the same start date.  If not entered on previous screen, the default will be today’s date.  This date should be the action effective date.  The End date defaults to 12/31/9999.

	Action Type
	The Action to be executed
	R
	The system will display Return from LWOP.  

	Reason for Action
	The reason for the personnel action
	R
	The reason selected determines whether the action requires approval.

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

	Employment
	Employment status
	D
	System defaults to the active status.

	Special payment
	Special payment status
	N
	Not used

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

	Personnel Area
	Defines the rules used in personnel administration, time management and payroll.
	R
	This will default from the position. 

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

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


R = Required, O = Optional, D = Display, N = Not Required
Once you have entered the data, click on the Enter icon [image: image29.bmp], or hit the enter key on your keyboard.  Verify that the information presented is correct and click on the Save icon [image: image30.bmp] on the top of the screen; this will accept the data and Organizational Assignment screen will be displayed.

Tips and Tricks: Infotype 0001 Organizational Assignment

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

· If any of the information (exception: Time Administrator Code) on the screen appears to be incorrect, contact your HR Service Representative.

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

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

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

	Pers Area
	Personnel Area
	R
	Defaults from the position.

	Cost ctr
	Cost Center
	R
	Defaults from the position.

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

	Business Area 
	Business Area
	R
	Defaults from cost center.

	Fund
	Uniquely identifies the fund
	N
	Leave Blank

	EE Group
	Employee Group
	R
	Defaults from position.

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

	EE subgroup
	Employee Subgroup
	R
	Defaults from position.

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

	Percentage
	Percentage
	R
	Defaults from the position. 

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

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

	Org Unit
	Org Unit
	O
	Defaults from the position.

	Org Key
	
	D
	N/A

	Pers Admin
	The Personnel Administrator responsible for the employees assigned to him or her.
	O
	Not used.

	Time
	The Time Data Administrator for the employees assigned to him or her.
	R
	Defaults from the prior record.

	PayrAdmin
	The Payroll Administrator responsible for the employees assigned to him or her.
	R
	Defaults from the prior record.


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

Once you have entered the data, click on the Enter icon [image: image32.bmp], or hit the enter key on your keyboard.  Hit enter again, verify that the information presented is correct and click on the Save icon [image: image33.bmp] on the top of the screen; this will accept the data and Basic Pay screen will be displayed.
Tips and Tricks: Infotype 0008 Basic Pay

· Infotype 0008 stores the information about an employee’s basic pay.  
· When the employee returns from a leave without pay, the pay level will be ZN.  This must be changed to the pay level of the employee at the time of the begin leave without pay action.  Exception: If the employee is also due a longevity/annual increment increase, enter the level, which includes the increase.  Obtain employee’s pay level by clicking on the Overview icon [image: image34.png]bo



.  The user will need to enter this information to IT0008 Basic Pay screen. 

· If the employee is at the top of their pay level and a pay increase occurred during the long-term leave without pay absence, a separate one-time supplemental pay action must be entered.  This supplemental payment is pro-rated.  Reference: One –Time Supplemental Pay Action.  If you need assistance processing this action, contact the HR Service Representative.
· Delete the override wage type entry.

1.12 On screen “Basic Pay” (Infotype 0008), enter information in the fields as specified in the table below:
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	Field Name
	Description
	R/O/D/N
	User Action and Values

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

	Reason
	Reason for changing Basic Pay
	O
	System defaults “blank” – no reason needs selected.

	Pay Scale Type
	Pay Schedule code  - 2 character field 
	R
	Defaults from position.

	Pay Scale Area
	
	R
	Default to CW (Commonwealth of Pennsylvania).

	Pay Scale Group
	Pay Range – 4 character field
	R
	Defaults from position.

	Pay Scale Level
	Pay Step and if applicable, longevity/annual increment range – 2 character field 
	R
	Enter the pay level the employee was at prior to entering the Begin LWOP with Benefits action.  Note:  Enter the new level if the employee is entitled to a longevity/annual increment increase.

	Capacity Utilization Level
	Defines which percentage of standard working time an employee works. 
	R
	Defaults from information on Planned Working Time (Infotype 0007).

	Work Hours/Period
	The number of hours an employee works in one payroll period.
	R
	Defaults to the hours entered in Planned Working Time (Infotype 0007).

	Next Increase
	N/A
	N/A
	N/A

	Annual Salary
	Annual base salary
	R
	Calculated by the system. 

	Wage types (1st line)
	Wage types
	R
	Defaults.

	Wage types (2nd line)
	Wage types
	R
	Remove the wage type override and amount from the second line.  

	Oper. Ind.
	Operation Indicator
	N
	

	Amount
	Wage type amounts
	R
	The amount will default from the Level, which was changed from ZN to the employee’s current level or new level if the employee was entitled to a longevity/annual increment increase.

	Currency
	Currency key for amounts in the system.
	R
	Defaults to USD

	Indirect Ind.
	Indicator for indirect payment
	R
	

	Add to Ind.
	Indicator if this amount is to be added to basic pay total
	R
	

	Number
	Number used if wage types are entered
	O
	Number or unit if wage types are entered on this infotype.

	Unit
	Unit for calculations
	O
	This is a unit of time or measurement used in the calculation.


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

Once you have entered the data, click on the Enter icon [image: image36.bmp], or hit the enter key on your keyboard.  Verify that the information presented is correct and click on the Save icon [image: image37.bmp] on the top of the screen; this will accept the data and the screen Monitoring of Tasks will be displayed.

Tips and Tricks: Infotype 0019 Monitoring of Tasks 

· This screen is used to maintain an employee’s probationary end date.

1.13 If the employee is on Probationary status, IT0019, “Monitoring of Tasks” screen will appear. If the probationary date is to adjusted as a result of the leave, enter data as indicated in the table below:
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Task type
	Defines relevant period
	R
	Defaults to End of prob period.

	Task
	Date the deadline occurs
	R
	Enter new end of probation date.

	Processing indicator
	Notes for monitoring dates
	R
	N/A

	Reminder date
	The date on which the system should remind you of a certain task
	O
	Will default original “reminder date”. Change to new reminder date.

	Lead/follow-up time
	Numeric field for the entry of a unit of time
	O
	Enter “2” in first box, “months” in second block – (once green check is hit, new reminder date will appear in field above).

	Comments
	Comment Field
	O
	User can enter comment pertaining to employee / action.


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

Once you have entered the data, click on the Enter icon [image: image39.bmp], or hit the enter key on your keyboard.  Verify that the information presented is correct and click on the Save icon [image: image40.bmp] on the top of the screen, this will accept the data, and the Date Specifications screen will be displayed.

Note: If the probationary period has expired, IT0019 Monitoring of Tasks will not be presented, rather you will need to contact the HR Service Representative.  An Employment Condition Change Action is necessary.  Please refer to step 2.0.

Tips and Tricks: Infotype 0041,Date Specifications 

· If you included a longevity/annual increment increase on IT0008, the longevity/annual increment date needs adjusted to reflect the new entitlement date.

1.14 On screen “Date Specifications (Infotype 0041), enter information in the fields as specified in the table below:
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Start 
	Effective date of Action
	O
	The start date defaults to the effective date of the action – do not change.  The end date defaults to 12/31/9999.

	Z3-Longevity date
	Indicates next entitlement date 
	O
	If you included a longevity level increase on IT0008, enter new entitlement date.

	ZB – Annual Increment date
	Indicates next entitlement date 
	O
	If you included an annual increment increase on IT0008, enter the new entitlement date.


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

If you changed the longevity/annual increment date entry, click on the save icon. Otherwise, click on the Next Record icon [image: image42.png]


 to bypass this screen.

If a work schedule rule substitution was created when processing the Begin Leave without Pay Action, then IT2003 Substitutions will display.

Tips and Tricks: Infotype 2003, Substitutions

· IT2003 is populated for the user to delimit the substitution record. 
1.15 On screen “Substitutions” (Infotype 2003), perform the steps below:
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· If the employee is returning at the beginning of his/her work schedule cycle and you wish to place them back to the work schedule they were on prior to beginning the leave, delimit the substitution record you created.

· Select the applicable record.

· Click on the Delimit [image: image44.bmp] icon.

Once you have clicked on the Delimit icon [image: image45.bmp] on the top of the screen; this will accept the data and Infotype 2013 Quota Corrections screen will be displayed.

If the employee is returning in the middle of his/her regular work schedule cycle, an additional substitution from the date of the return through the end of the work schedule cycle may be required.  To create another substitution, use PA61. 

Note:  The Time Advisor/Workers’ Compensation Advisor should communicate with the WS Assigner regarding the employee’s work schedule.
Tips and Tricks: Infotype 2013 Quota Corrections

· IT2013 is brought in for the user to adjust the holiday quota.

· If holiday(s) have occurred during the employee’s absence, enter the number of hours to decrease the holiday quota. 

· The “Reduce Generated Entitlement” radio button should be clicked.

· When the LWOP overlaps calendar years, only deduct the number of holiday hours for the current calendar year.  Where the employee had holiday leave earned and not used for the previous calendar year, a separate transaction to process quota correction and/or quota compensation will be necessary.

1.16 On screen “Quota Corrections” (Infotype 2013), enter information in the fields as specified in the table below:
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	Field Name
	Description
	R/O/D/N
	User Action and Values

	Start
	Date holiday quota is being adjusted.
	R
	Start date defaults to the date of the return from leave.

	Absence Quota Type
	Defines the type of absence quota being adjusted.
	R
	Defaults to Holiday Leave.

	Quota Number
	Number of Holiday hours the employees is not entitled to as a result of the leave without pay action.
	R
	Enter the number of holiday hours that passed while the employee was on leave without pay.  

	Increase generated entitlement
	Used to increase the total number of holiday hours an employee may be entitled to.
	O
	Defaults to increase generated entitlement.

	Reduce generated entitlement
	Used to decrease the total number of holiday hours an employee may be entitled to.
	R
	This selection is to be used when returning an employee from leave without pay.

	Replace generated entitlement.
	Used to replace the total number of holiday hours an employee may be entitled to.
	O
	This selection will be used if the holiday entitlement is to be replaced.

	Change transfer time
	
	R
	“Do not change transfer time” will default.  Select second option “Transfer collected entitlement immediately” from drop down menu.


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

Once you have entered the data, click on the Enter icon [image: image47.bmp], or hit the enter key on your keyboard.  Verify that the information presented is correct and click on the Save icon [image: image48.bmp] on the top of the screen, this will accept the data, and you will be returned to the Personnel Actions screen. .
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2.0 Maintaining an Expired Probation Period End Date.

If the employee is in probationary status during the period of leave without pay without benefits, and the probationary period has expired, contact the HR Service Representative to request that a PA40 - Employment Condition Change be entered to extend the probationary period.

2.1
Employees Due One – Time Supplemental Payment.

If the employee is at the top of their pay level and a pay increase occurred during the long-term leave without pay absence, a separate one-time supplemental pay action must be entered.  This supplemental payment is pro-rated.  Reference: One –Time Supplemental Pay Action.  If you need assistance processing this action, contact the HR Service Representative.

2.2 Restarting Recurring Payments and Deductions.

If the employee had recurring payments/deductions for wage types: 1152, 5154, 5155, 5740, 5741 that were delimited when the employee began the leave without pay, these payments/deductions must be restarted.  A separate transaction must be entered via PA61 for each wage type. The effective date should be the date of the Return from Leave.  

If the employee had recurring payments/deductions for wage types: 5800, 5801, 5802 that were delimited when the employee began the leave without pay, communication with the Automotive Officer is necessary.  It is the responsibility of the Automotive Officer to forward the appropriate paperwork to BCPO to have these wage types restarted.  The Human Resources Office should not restart these wage types. 

	


Cross Functional Dependencies:

	Team
	Dependent tasks

	 Payroll
	Wage Types, Pay Groups, Levels

	Compensation
	Pay Schedules

	Time
	Work schedules/Time evaluation

	
	

	
	


Workflow Requirements:

	Trigger
	Approval
	Response
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