Time Alert
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Issued 04.05.13

Please distribute this alert to any users within your agency who are responsible for time administration in SAP.

System Changes Relating to Military Leave 

· Information regarding system changes related to military leave
Effective April 1, 2013, configuration changes involving military leave were moved to production.  The changes were required to ensure compliance with an amendment to the SERS code for retirement service credit during certain military leaves of absence.  In addition, a counter to track 5 years of unpaid military leave entitlement was included with these changes.
Agencies Supported by the HR Service Center
As recently announced, all military absences for employees in agencies supported by the HR Service Center are now communicated to and entered by the HR Service Center’s Employee Services Division (including actions associated with the military absence).  Communications have been sent to impacted employees, directing them to contact the HR Service Center at 866.377.2672 for all military leave questions or requests effective April 1, 2013. 

System changes outlined below are being shared with Time Advisors in agencies supported by the HR Service Center for awareness purposes only.  If an Agency Time Advisor is unsure about how these new absence/wage types, time types, error messages, etc. impact an employee’s time record, please contact the HR Service Center’s Employee Services Division at 866.377.2672 for assistance.  
Agencies Not Supported by the HR Service Center

Training for Time Advisors in agencies not supported by the HR Service Center was conducted on March 28.  Please review the system changes outlined below for more information.  Any system issues within your agency should be reported through an HR help desk ticket in the time category.  
Overview of System Changes 

· Attached is a chart of the additional military absence types and wage types that were created and became available for use when entering requests with effective dates of April 1, 2013, or later.  Also included on the chart are the military absence codes that existed prior to April 1, 2013.
Note:  All new paid and unpaid military absences accrue leave service credit and count as hours work towards reaching the 1250 hours requirement (time type 5150) for determining SPF eligibility. Time Alert 2013-20 Revised Absence Definition Table includes the new military absence types and identifies if the absence hours are to be regarded as hours worked for the purpose of computing overtime pay.
· The Time Accounts (PT_DOW00) report will now include Time Type 6321 “Military 5 Yr Counter” and show the number of days of unpaid military leave used.  This time type and number of days can also be viewed on the PT_BAL00 (Cumulated Time Evaluation Results: Time Balances/Wage Types) report. 
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As part of the transition, the total number of days of unpaid military leave (that is to be counted toward the 5 years) used prior to 4/1/2013 will be entered via IT2012 and time type M321 “Adj Military 5 Yr Counter.”
· Two time evaluation messages were created to assist users with the military absence administration involving the 5 year counter for tracking unpaid military leave. These messages should not be checked as reviewed on the Time Evaluation Messages Display (Y_DC1_32000670) report by Agency Time Advisors.

Below is a chart listing the two new time evaluation messages, the purpose of the time evaluation message, and what triggers the time evaluation message to generate.

	MESSAGE TYPE #
	MESSAGE LONG TEXT
	PURPOSE OF TIME EVALUATION MESSAGE
	TIME EVALUATION MESSAGE GENERATES 

	HO
	6 wks of 5 yr Mil LWOP remaining
	Warns the user that the employee is close to exhausting the 5 years of unpaid military leave entitlement and that a letter must to be sent to the employee.
	Message will generate on the day the employee has six weeks of the 5 years of unpaid military leave entitlement remaining.

	F9
	EE exhausted 5 Yr Military LWOP Ent
	Alerts the user that the employee has exhausted the 5 years of unpaid military leave entitlement.
	Message will generate when an employee has exhausted their 5 years of unpaid military leave entitlement.


Remember, these system changes are being shared with agencies supported by the HR Service Center for informational purposes only so that when reviewing/auditing employee records and these codes are spotted, Time Advisors will have an understanding of what they mean and what they do.  It is imperative that Time Advisors of agencies supported the HR Service Center not enter military absences or transact any actions associated with military leave.  Time Advisors should deny any workflows of military absences received after April 1 and instruct the employee to contact the HR Service Center.  Agency Time Advisors that become aware of an employee(s) not following the new process for submitting military absence requests should contact the HR Service Center.  Time Advisors will need to work with the HR Service Center to have corrections or deletions entered for any military absences.
If you have policy questions regarding military leave, please contact Pamela Andrews at ra-benhelp@pa.gov or 717.787.9872.

Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the time category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
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