Attachment to SPF Alert 2015-03

12.21.2015


Run Time Evaluation Messages Display Report (Y_DC1_32000670)
SPF before Holiday – Chk Hol Code (B1)
SPF after Holiday – Chk Hol Code (B2)
Scenario:  SPF coordinator has employees on paid SPF leave.
1. Run Time Evaluation Messages Display Report (Y_DC1_32000670).  Select the “Other period” radio button and enter the first day of the current year in the “From” field and the present date in the “To” field.
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2. Select the “Multiple Selection” key [image: image2.png]


 across from “Personnel Number” and paste the personnel numbers of your employees into the “Personnel Number” field.
a. Copy a list of personnel numbers 
b. Click in the first blank field

c. Click the “Upload from clipboard” icon [image: image3.png]


 or use keyboard Shift +F12 to paste the personnel numbers into the “Single value” column
d. Click the Copy icon [image: image4.png]


 or F8
3. Use the “Multiple Selection” key across from “Number of message type” and enter “B1” and “B2” in the blank fields.  Click the Copy icon [image: image5.png]


 or F8.
4. Click the “Execute” [image: image6.png]


.
The results will look like this:
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Review messages and correct holiday absences as necessary.  Once the holiday absence has been reviewed and/or corrected, click the “Reviewed” box and select the “Save” icon [image: image8.png]


 to save the report.
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Notes:

Paid holidays surrounded by paid SPF absence during a full week of SPF absence are to be charged to “YH” and will reduce the SPF entitlement.  A full week is defined as 5 consecutive days.   Paid holidays that occur during SPF absence of less than a full week may not be counted against the SPF entitlement and are charged as “H”.
If a holiday absence is at the beginning or the end of the paid SPF absence, check medical documentation to determine if the holiday is covered by the medical and should be included as part of the paid SPF absence.

Important:  Check entitlement and eligibility prior to changing a paid holiday absence to a paid SPF holiday absence.  If changing the paid holiday absence to paid SPF holiday absence will cause the employee to have overused their entitlement, do not change the paid holiday absence.
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