Processing Absence and Attendance Adjustments

For Dates Before Go-Live

This process becomes effective for transactions known about on or after January 21, 2004 (for effective dates on or before Go-Live in SAP--January 9 for pay group 3; January 16 for pay group 2; or January 17 for pay group 1).

A—Adjustments to:  IPPS Time (Attendances) and Attendance (Absences) History 

	Timekeeper
	1.  Notifies the Agency Central Time Advisor of the adjustment that must be made. 

	Agency Central Office Time Advisor
	2.  
a.  Researches and verifies the adjustment received from Timekeeper.  

b.  Enters adjustment using the new Submission form.  

Note:  Neither Timekeepers nor field Time Advisors have security to the Submission form.

	Central  Support 
	3.  Adjusts  (copy and paste feature can be used) the IPPS Suzuki Time and Attendance History view manually, which generates an audit trail.

	BCPO
	4.  
a.  Calculates the dollar value of the adjustment (if any).

b.  Using the effective date of SAP go-live, enters the dollar value and the wage type to SAP Infotype 2010.  Enters detailed text (copy and paste from the Submission form) to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.

Note:  Ideally this step (step 4) and step 5 should be done during the same pay period.

	Central Support
	5.  
a.  Determines if a quota adjustment and/or time type adjustment is 

needed.  If a quota adjustment is required determines the impact on all three (anticipated, actual and extension) quotas in reference to maximum carryover and extension periods and enters necessary adjustments.

b.  Using the effective date of SAP go-live, enters the adjustment to SAP Infotype 2013 and/or 2012, as necessary. Enters detailed text (copy and paste from the Submission form) to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.    

Note:  Ideally this step (step 5) and step 4 should be done during the same pay period.

	Employee
	6.  Receives impact of adjustment on time statement or pay statement.

Note:  Depending on the volume of adjustments, it could be four to six weeks before the employee is impacted by the adjustment.  Therefore, it is very important that agencies make ALL adjustments by the last pay processing date in IPPS, January 20, 2004.


B--Adjustments to:  Long-Term Leave Without Pay / Paid WRI/Disability Actions.

	Agency Central Office Time Advisor
	If the employee was absent on a long-term leave without pay at the time of conversion:

1. Enters the absence record (IT2001) so that the employee’s pay is stopped.  Note:  If the employee has since returned, also enter the last absence date on the infotype.

2. Enters the PA40 Long-Term LWOP Action using the effective date of SAP go-live.  Note:  If the employee has since returned, also enter the return action.

Additional steps for these actions:

Depending on the action, IT0041, Date Specifications will appear.  The following date(s) must be added on this infotype as required:

a. ZP – Pre SAP Action date – ALWAYS needs added when performing an action which has an effective date prior to go-live.  Enter the “real” effective date with this date type.

b. ZU – Retro Ben Eff Date – needs added when performing an action which has an effective date prior to go-live and the action has an impact on the employee’s benefit eligibility.  Enter the “real” effective date with this date type.  

For actions where IT0041 does not appear, process a PA61 transaction.   Use the “copy” icon with an effective date of go-live and add the ZP and ZU (when benefits are affected) dates explained above.  

3. Enters action using the Submission form for dates before go-live.

If the employee was absent only during effective dates before go-live:

      1.  Enters action using the Submission form.

Note:  Neither Timekeepers nor field Time Advisors have security to the Submission form.

Note:  Because long-term leave without pay actions did not require an absence entry in IPPS time history, no entries should be made in the Time History Submission form for these corrections, unless a paid absence should now be subtracted or added as a result of this transaction.

	Central  Support 
	2.  Adjusts (copy and paste feature can be used) the employment history view manually, which generates an audit trail.

	BCPO
	3.  
a.  Calculates the dollar value of the adjustment (if any).

b.  Using the effective date of SAP go-live, enters the dollar value and the wage type to SAP Infotype 2010.  Enters detailed text (copy and paste from the Submission form) to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.

Note:  Ideally this step (step 3) and step 4 should be done during the same pay period.

	Central Support
	4.  
a.  Determines if a quota adjustment and/or time type adjustment is 

needed.  If a quota adjustment is required determines the impact on all three (anticipated, actual and extension) quotas in reference to maximum carryover and extension periods and enters necessary adjustments.

b.  Using the effective date of SAP go-live, enters the adjustment to SAP Infotype 2013 and/or 2012, as necessary. Enters detailed text (copy and paste from the Submission form) to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.    

Note:  Ideally this step (step 4) and step 3 should be done during the same pay period.

	Employee
	5.  Receives impact of adjustment on time statement or pay statement.

Note:  Depending on the volume of adjustments, it could be four to six weeks before the employee is impacted by the adjustment.  Therefore, it is very important that agencies make ALL adjustments by the last pay processing date in IPPS, January 20, 2004.


C--Adjustments as a result of:  Late ET (Employment Transactions) Actions, which Could Impact Time (example:  overtime, higher class, quota payouts for separations, etc.).
	Agency Central HR Service Rep
	1.  
a.  Notifies the Time Advisor that an action will be entered.

b. Enters the adjustment using the Submission form.

c. Using the effective date of SAP go-live, enters the action in SAP.  Enters detailed text to the infotype that includes at a minimum the actual effective date and a reference to the Submission form entry.    

Note:  This process is not designed to cover all of the steps for updating an action.  It only provides the high level process to understand how the absence and attendance adjustment process is integrated.

	Agency Central Office Time Advisor
	2.  
a.  Reviews the adjustment to be made and determines if there is an 

impact on overtime, working out of class, or other time entered.  If the action is related to a separation, it is important that the quota payout be recorded on the PTA118 Submission form.

b.  After the action is entered by the Central HR Service Rep, enters the appropriate adjustment and references the action in the comments. 

Note:  Neither Timekeepers nor field Time Advisors have security to the Submission form.

	Central  Support 
	3.  
a.  Determines if there are any time adjustments to be entered with the 


history adjustment.  

b.  Adjusts the employment history view manually (copy and paste feature can be used), which generates an audit trail.

c.  Determines if a quota adjustment and/or time type adjustment is 

needed.  If a quota adjustment is required determines the impact on all three quotas in reference to maximum carryover and extension periods.

d.  Using the effective date of SAP go-live, enters the adjustment to SAP Infotype 2013 and/or 2012, as necessary. Enters detailed text to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.    

Note:  Ideally this step (step 3) and number 4 should be done during the same pay period.

	BCPO
	4.  
a.  Calculates the dollar value of the adjustment (if any).

b.  Using the effective date of SAP go-live, enters the dollar value and the wage type to SAP Infotype 2010.  Enters detailed text to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.    

Note:  Ideally this step (step 4) and number 3 should be done during the same pay period.

	Employee
	5.  Receives impact of adjustment on time statement or pay statement.

Note:  Depending on the volume of adjustments, it could be four to six weeks before the employee is impacted by the adjustment.  Therefore, it is very important that agencies make ALL adjustments by the last pay processing date in IPPS, January 20, 2004.
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