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Please distribute this alert to any users within your agency who are responsible for absence and attendance entry in SAP.
2023 Year End Processes 
· Information regarding year end processes
Untimely Entry of 2023 Holiday, Comp, and Personal Absences
Holiday

For employees in bargaining units that are eligible to carry earned, unused holiday quota into the next calendar year for up to ten (10) pay periods, it is extremely important that all holiday absence requests for the 2023 calendar year be entered and approved by the last day of the 2023 calendar year. If not, an HR/Pay Help Desk Request

 HYPERLINK "http://oaiss.state.pa.us/HR-Pay_Help_Desk/"  in the Time category will be required. SAP zeroes out the previous calendar year’s holiday quota and creates a holiday extension for the next calendar year. As a result, users cannot enter holiday absences for the previous calendar year once the new calendar year begins. 
An example follows:

If an employee has 7.5 hours of holiday quota (QT25) remaining on 12/31/2023 (end of calendar year), time evaluation will zero out the 2023 holiday quota and create a holiday extension quota (QT26) in the amount of 7.5 hours provided the employee is in a bargaining unit that is eligible to carry earned, unused holiday quota into the 2024 calendar year for up to 10 pay periods. 

Comp 
For employees in bargaining units that are eligible to carry earned, unused comp quota into the next leave calendar year (LCY) for up to ten (10) pay periods, it is extremely important that all comp absence requests for the 2023 LCY be entered and approved by the last day of the 2023 LCY. If not, an HR/Pay Help Desk Request

 HYPERLINK "http://oaiss.state.pa.us/HR-Pay_Help_Desk/"  in the Time category will be required. On the last day of the LCY, SAP zeroes out unused comp hours from the comp quota and creates a comp extension for the next LCY. As a result, users cannot enter comp absences for the previous LCY once the new LCY begins. 
An example follows:

If a Z3 employee has 7.5 hours of comp quota (QT15/QT14) remaining on 01/12/2024 (end of LCY), time evaluation will zero out the comp quota and create a comp extension quota (QT16/QT17) in the amount of 7.5 hours provided the employee is in a bargaining unit that is eligible to carry earned, unused comp quota into the 2024 LCY for up to 10 pay periods. 

Personal

For employees in bargaining units (L1/L3, R4, etc.) that are still eligible to earn personal leave, it is extremely important that personal absence requests for the 2023 leave calendar year (LCY) be entered and approved by the last day of the 2023 LCY. If not, an HR/Pay Help Desk Request

 HYPERLINK "http://oaiss.state.pa.us/HR-Pay_Help_Desk/"  in the Time category will be required. SAP zeroes out the previous LCY’s personal quota and creates a personal extension for the next LCY. As a result, users cannot enter personal absences for the previous LCY once the new LCY begins. 
An example follows:

If a Z2 employee has 7.5 hours of personal quota (QT31) remaining on 01/5/2024 (end of the LCY), time evaluation will zero out the 2023 personal quota and create a personal extension quota (QT32) in the amount of 7.5 hours provided the employee is in a bargaining unit that will earn personal quota in the 2024 LCY. 
2023 Leave Calendar Year (LCY) End Dates:

Z2/T2 

01/05/2024
Z1

01/06/2024
Z3/T3

01/12/2024
Please submit all requests that meet the above criteria via an HR/Pay Help Desk Request in the Time category. The HRSC Time Services team will process these actions centrally. Rather than submitting one ticket per employee, you may compile a list of employees into one spreadsheet and upload it through a single request. Be sure to include the date and the number of hours for the absence(s). If the absence is not a full-day absence, be sure to also include the start and end times for the absence(s). 
TMS “1” Employees/TMS “9” Permanent Part-Time Employees and Anticipated Quotas
Anticipated quotas are generated on the first day of the leave calendar year (LCY) based on the employee’s payroll area, personnel sub area, leave service credit and weekly working hours. Nightly time evaluation does not reevaluate anticipated quotas unless unpaid leave is entered for these employees. The following problems may occur:

· Employee may overuse annual/sick quotas if they work less than their scheduled work hours

· Employee may not be able to request an annual/sick absence for which they are entitled if they work more than their scheduled work hours

· Annual extension quota may be incorrect 
Therefore, at the end of each LCY, anticipated quotas for these employees must be reviewed and corrected, as necessary. The time advisor must manually enter quota corrections to correct anticipated quotas. Where the actual hours worked are less than the planned working time, the anticipated quotas will need to be reduced. Where the actual hours worked are greater than the planned working time, the anticipated quotas will need to be increased.
Absence Records (Involving Higher Class) That Span a Pay Increase
Agencies are reminded that if an employee enters an absence with start and end dates that span a pay increase and the employee was working in a higher-class position and is entitled to higher-class for the paid absence, the higher-class payment (for the entire absence) will generate at the pay rate in effect at the start of the absence. Therefore, when possible, we recommend that upon approval of higher-class, the employee be instructed to enter separate absence records for dates that surround pay increases. Otherwise, agencies will need to manually correct absence records. This is only necessary for employees that are eligible to be paid higher-class for paid absences.

The above information is also applicable to employees in full-time evaluation (FTE). Absences that span a pay increase need to be separated. The +10 code should be added to each record on each side of the pay increase. Reference FTE Training materials for details.

Separations Effective 1/1/2024
For employees, whose last day in an active pay status was 1/1/2024 manual intervention is required to reduce the holiday quota via a quota correction (PA61, IT2013). Because the employee is still active on 1/1/2024, the holiday quota for the entire year generated. However, the generation of the new holiday quota occurs after ALL applicable quotas are removed during the Separation Process. 
Incorrect Personal and Military Quota End Dates
Employees that switched payroll areas during the 2023 leave calendar year may have incorrect personal (if applicable) and military quota end dates.

Agencies should not attempt to correct quota end dates. Employees will be identified and the dates on IT2006 will be corrected by the HRSC Time Services team for ALL employees that had incorrect quota end dates.
If the employee’s quota end date appears to be incorrect, or the quota end date appears to be correct but a personal and/or military absence cannot be entered, an HR/Pay Help Desk Request in the Time category should be submitted.

Mass Upload of 2024 Holiday Absences 
Immediately after time evaluation ran on the night of January 1, another program ran to load the 2024 holiday absences on IT2001 for all Monday through Friday employees assigned to a basic work schedule rule where the second character on the work schedule is “B” and the last character is “5”, or a “CMR” PennDOT work schedule that ends with “5”. Non-permanent employees were excluded because they are not entitled to holiday absences.

Note: DOC SCI-Benner and current Kronos participating employees were excluded from the mass upload of the 2023 holiday absences. 
Errors created by this program were loaded into the HR Error Reporting Tool under Time Data Errors, Holiday Absence Mass Load. Most of the errors that were generated were the result of a collision. Collisions occur when an absence/attendance existed on the employee’s record for the day of the holiday. If there was a collision, the automated program did not create the holiday absence and an error was created. For example, if an employee had a future dated absence that coincided with a holiday absence, a collision error generated because the absence was already posted for the date of the holiday. Time advisors and/or timekeepers are responsible for reviewing the errors in the error reporting tool, researching the errors, and manually entering the holiday absence(s) as appropriate. 
For employees that meet the above criteria but don’t have holiday absences loaded or did not meet the above criteria and had holiday absences loaded, an HR/Pay Help Desk Request in the Time category should be submitted.

Quota Extension Processes
This is just a reminder that the excess annual/personal quota provisions for employees in bargaining units L1, L3 and the Philadelphia Port Authority differ from that of most commonwealth employees.

For most commonwealth employees, an annual extension and, if applicable, a personal extension quota is automatically created on the first day of the new leave calendar year (LCY) and employees have the first seven pay periods of the following LCY to use the excess quota. Excess annual/combined quota that is extended and remains unused after the first seven pay periods will be automatically added to the employee’s sick quota, regardless of the amount of sick quota used during the LCY, up to the maximum allowable carryover for sick. Personal quota that is extended and not used within the first seven pay periods is lost. 
 The following quota provisions apply to the bargaining units or agency listed below:

· PA State Police (L1 & L3) – Excess annual and personal quota is automatically extended into the first seven (7) pay periods of the following LCY, but any excess annual and/or personal quota not used within the first seven pay periods is lost. 
· Philadelphia Port Authority – Excess annual and personal quota is automatically removed at the end of the LCY. However, there is no automatic creation of an annual and/or personal extension quota nor is there an automatic conversion of unused excess annual to sick. Rather, these are manual processes that must be completed by the agency time advisor. If an annual extension quota is manually created by the time advisor, any unused excess annual quota will automatically convert to sick at the end of the seven-pay period extension regardless of the amount of sick quota used during the LCY, up to the maximum allowable carryover for sick.

Questions? 
Field time advisors should direct any questions related to this alert to their Central Agency Time Advisor. Central Agency Time Advisors may submit questions via an HR/Pay Help Desk Request in the Time category or call the HR Service Center, Time Services team at 877.242.6007, Option 2.
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