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Please distribute this Alert to users within your agency who are responsible for absence entry.
This Alert includes the following information:

  

· NEW INFLUENZA ABSENCE INDICATOR
New Influenza Absence Indicator.  The Governor’s Planning Council has directed the tracking of influenza related absences for the purpose of workforce planning.  Effective 10/05/09 an influenza absence indicator will be available in SAP and ESS.   

Agencies are required to inform employees of this requirement and to encourage them to use the indicator on a timely basis.  Statistical data derived from the indicator will be available through a new report.  The report will assist the commonwealth in addressing impacts on the workforce and continuity of operations.    

When saving an absence directly to IT2001, a pop-up box will generate with the default, ‘Not influenza related’.  If the absence is influenza related, further selection of Self, Family Member, or Other is required.  
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When using ESS, users can indicate whether the absence is influenza related and choose the reason in the Remarks section.  
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Employees who do not report leave or time through ESS should be encouraged to include the same remarks as noted above.  Timekeepers must manually indicate this by updating absences via PA61, IT2001, Absences.

When changing or deleting an absence on IT2001, a pop-up box will automatically generate stating whether or not the absence is influenza related and asking whether or not a change is needed.  Absences can be changed to reflect any of the reasons, influenza related/not influenza related, self, family member, or other. 
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The new influenza absence report provides statistical data based on:

Personnel Area, Org Unit and/or Name, Personnel Sub Area, Employee Group, Job, Headquarter County, Work Location, Gender, Age, Ethnic Origin, Absence Type, Absence Hours, Absence Start/End Date, Absence Start/End Time, Influenza Reason.  

HR Admin Advisor, HR Admin Viewer, HR Consultant, HR System Administrator, and HR Payroll Reporter can run the Influenza Absence Report via Y_DC6_14000040.   Time Advisors do not have access to the Report.   Reports can be exported to Excel for flexibility in compiling reports.  

Power point presentation on the Influenza Absence Indicator with additional details including data available from the report can be accessed at  

http://www.portal.state.pa.us/portal/server.pt/document/595068/influenza_presentation_ppt
Questions should be directed to Susan Doyle, OA Operations Division at 705-9144 or via help desk ticket.  

