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Overview

Trigger(s):

An employee wants to request leave outside of the vacation selection period for the following leave year.  And, the employee does not have enough annual leave or combined leave to request leave in the next leave year.  However, the employee can anticipate that he or she will accrue enough leave at the beginning of the new leave year.  

	Business Process Description Overview

	An employee requests annual leave or combined leave, DOC employees, outside of the defined vacation selection period for the following leave year.  The employee requests the appropriate absence type “VA” using the ESS Leave Request form or submits a paper leave slip.  The supervisor will either approve or reject the request.  If the request is approved then infotype 2001 will be updated.  The employee’s quota balance will be updated the night of the first day of the leave year.  The Time Advisor should now execute the Vacation Selection Batch Update – Outside of the Vacation Selection Period.




	Input
	Comments

	An employee(s) requested a “VA” absence type for the following leave calendar year.
	

	Steps
	Details

	1. The report selection criteria is entered.
	

	
	


	Output
	Comments

	All “VA” records should be replaced with an “A” annual leave absence type or a “CP” absence type if their Personnel Area is 11 Corrections or 21 Public Welfare and the 2nd and 3rd characters of the Personnel Subarea are H1.

An error report will be produced and employees who do not have enough quota balance will be listed on the error report and receive an email as well.
	

	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 validate your selections before executing, use the check icon [image: image5.png]


.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	System ( Services ( Reporting

	Via Transaction Code
	SA38


1.2 On screen “ABAP: Execute Program” enter “ZH_REPT_VACSEL_NO_SELEC_PERIOD” in the program field as specified in the below table.  After entering the program name, click the Execute icon [image: image6.bmp] or F8 to execute the program.

[image: image7.png]ABAP: Execute Program

® @ Wihvariant | @ Variantoven. || Backaround

Program ZH_REPT_VACSEL_NO_SELEC_PERIOD




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

	Program
	ABAP program name.
	R
	Enter “ZH_REPT_VACSEL_NO_SELEC_PERIOD”.
	


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

1.3 On screen “Vacatn Selectn Batch Update Outside of defined selectn period” enter information in the fields as specified in the below table.  After entering the selections, click the Execute icon [image: image8.bmp] or F8 to process the request.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	From
	Begin Date of date range.
	R
	Enter in the format of mm/dd/yyyy.
	

	To
	End Date of date range.
	R
	Enter in the format of mm/dd/yyyy.
	

	Employee Number
	Employee’s unique personnel number.
	O
	Do not enter personnel number, unless reviewing data related to only one or a few employees.
	The employee number or the organization unit must be entered

	Organizational Unit
	Organization unit.
	O
	Enter the 8 digit organization unit.
	


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

1.4 Scroll down on the report to view the results of the program.
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Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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