Time Alert 2005-9 - 02/28/2005 {Revised 03/09/05} 
As presented at the Human Resources Transactions Chiefs/Time Advisors/Employee Services Coordinators meeting on February 16, 2005, the below information is important Time procedures and processes for your information. 
  
PT_BAL00 REPORT 
We have received many questions about the ability to view SAP annual and sick quotas/accruals by year. Since standard delivered SAP does not separate these two quotas by year, you can find this information by using the PT_BAL00 report. Below are procedural steps to view this information. 
Cumulated Time Evaluation Results (PT_BAL00) - [Word, PDF] 
* NOTE: The "Cumulated Time Evaluation Results" document has been updated to include "COMBINED" time wage types 

AWS BUCKET OVERVIEW 
The time type (5160) that holds the AWS additional hours, sometimes referred to as the AWS bucket, should be reviewed periodically (i.e. quarterly) to ensure it’s accuracy. This is especially important at the time of transfer, separation, or when an employee is taken off an AWS work schedule. REMINDER: The AWS bucket cannot go negative or positive by more than 7.50 hours. 
AWS Starting Points and AWS Bucket Accuracy - [Word, PDF] 

COMPLETING 2004 PERSONAL ABSENCE MODIFICATIONS IN LEAVE CALENDAR YEAR 2005
Agencies CAN modify or delete personal absences used in leave calendar year 2004. NOTE: Agencies CANNOT enter 2004 personal absences because the personal quota was zeroed out at the end of the 2004 leave calendar year. Central Services Transactions Forms must be submitted and this time will be input centrally. 
Completing “2004” Personal Absence (IT2001) Modifications in Leave Calendar Year “2005” - [Word, PDF] 

COMPLETING 2004 QUOTA CORRECTIONS (2013) IN LEAVE CALENDAR YEAR 2005  
Agencies CAN enter quota corrections using effective dates for the 2004 leave calendar year as long as the quota correction is to INCREASE the personal quota. NOTE: Agencies SHOULD NOTenter quota corrections using effective dates in 2004 if the quota correction is to REDUCE the personal quota. Central Services Transactions Forms must be submitted for corrections to reduce the personal quota.
Completing Quota Corrections (IT2013) for Leave Calendar Year “2004” in Leave Calendar Year “2005” - [Word, PDF] 

LEAVE DONATION PROCESSING PROCEDURES
OA, Policy has approved the processing procedures related to the Leave Donation Program in the below document. 
Leave Donation Program Procedures - [Word, PDF] 

PROCESSING SHORT TERM LEAVES WITHOUT PAY 
· Short-term leave without pay – If an absence is expected to be one full pay period or less in length, this is considered a short-term absence and will result in no loss in benefits. 
· A short-term leave without pay is to be processed by entering the Absence via PA61/Infot ype 2001, or via ESS. No PA40 action is to be entered. This applies to all types of short-term leave without pay, including suspensions and military leave without pay without benefits. Employee benefits, including medical and life insurance, are not terminated for short-term leaves of absences, including suspensions. If short-term leave without pay is incorrectly entered through a PA40 (Begin LWOP without Benefits) action, the employee’s benefits will be inappropriately terminated. 
· Long-term leave without pay – An absence that is expected to be longer than one full pay period. For periods of long-term leave without pay: 
· The absence to stop the employee’s pay must be entered via PA61/IT2001 AND 
· A PA40 action must be completed to either continue or stop benefits as appropriate for the type of leave that is being used. 
· Both types of actions require coordination between the Time Advisor and the Benefits Advisor in order to ensure correct processing. 
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