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Overview

Trigger(s):
The vacation selection period has started.  Employees belonging to an organizational unit that deploys a specific vacation selection period can begin requesting leave.  All ESS users participating in an organizational unit that deploys the vacation selection period process will have authorization to use this transaction. 

	Business Process Description Overview

	This is a vacation selection request form that can be accessed through employee self-service (ESS).


	Input
	Comments

	Employee requests vacation within the vacation selection period for a future time period.   
	The periods of time that an employee can actually use the form and the periods of time the employee can request annual leave are controlled in a table.  That process is outlined in BPP ZH_VACREQ.

	Steps
	Details

	1. Employee completes and submits the ESS form.
	


	Output
	Comments

	The request updates the R/3 absence infotype 2001 and is available for approval.
	

	Steps
	Details

	1.  N/A
	


Tips and Tricks

· The date must be entered in the format of mm/dd/yyyy.  The backslash must be included.

· The Absent From and Absent To date range entered must be within the Vacation Period From and To dates displayed on the form.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Employee Self Service ( Employee Self Service User ( Time Management ( Vacation Selection

	Via Transaction Code
	N/A


1.2 On screen “Create Vacation Selection Request” enter information in the fields as specified in the table below.  After entering the selections, click the Submit button [image: image1.png]Subrmit



.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Absent From
	Date leave request starts.
	R
	Enter in the format of mm/dd/yyyy.
	

	Absent To
	Date leave request ends.
	R
	Enter in the format of mm/dd/yyyy.
	

	Note
	Special notes to include with request.
	O
	Free text field.
	


R = Required, O = Optional, D = Display, N = Not Required

1.3 Error messages may be displayed after clicking the Submit button.  The message will appear in a pop-up box over the form.  Read the message, click OK to clear the message, and then complete the form again as in step 1.2, making sure to follow the instructions of the error message.
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1.4 To exit the Vacation Selection Request form and continue to use ESS, click the start page menu bar [image: image4.png]) StartPage



 located on the left side of the screen.
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Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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