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Please distribute this Alert to any users within your agency who lock/unlock absence records.
This SPF Alert includes the following information:

  

· LOCKING SPF ABSENCE RECORDS ON IT2001 
Locking SPF Absence Records on IT2001.  DO NOT LOCK SPF ABSENCES on IT2001 if the SPF absence is already LINKED TO A SPF EVENT.  Prior to locking an absence that is linked to a SPF Event, users should first unlink the absence from the FMLA Workbench.  If users select the Save icon without first selecting the Enter icon (green checkmark) when completing transactions to lock absences on IT2001, SAP will allow users to lock the SPF absence on IT2001 without first unlinking the absence from the FMLA Workbench.   This can result in incorrect SPF deductions and entitlement (orphaned records) especially if the locked SPF absence is later deleted. 

SPF Coordinators, Time Advisors, and Timekeepers are trained to select the Enter icon (green checkmark) to acknowledge/validate each entry before selecting the Save icon when creating/changing any transaction.  If this process is followed, SAP will not allow the user to lock a SPF absence on IT2001 without first unlinking the absence from the FMLA Workbench.  Therefore, we are again encouraging users to always select the Enter icon (green checkmark) before selecting the Save icon for all transactions.  
The IES Time Team is working with SAP to prohibit users from locking SPF absences that are linked to a SPF event on the FMLA Workbench when the Save icon is selected at the end of the transaction without first selecting the Enter icon (green checkmark).  Until the new configuration is implemented, our office will periodically request that IES run a report to identify and delete orphaned records for affected employees.  Once the employees are identified, our office will take the necessary steps (unlink, save, and then re-link the latest absence) to correct each employee’s record, notify agencies of affected employees and request that the agency verify the employee’s SPF entitlement.
Questions regarding this alert should be directed to Susan Doyle (sdoyle@state.pa.us), Sheila Barder (sbarder@state.pa.us), or Betty McCloskey (bmccloskey@state.pa.us).

