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Overview

Trigger(s):
A user wants to determine an employee’s current leave service credit, bargaining unit seniority, or regular hours year to date.

	Business Process Description Overview

	There could be several reasons why a user would want to access this report.  It may be used to determine current leave service credit, bargaining unit seniority, and regular hours year to date.  




	Input
	Comments

	A need arises to view data regarding an employee’s leave service credit, bargaining unit seniority, or hours worked to date.
	

	Steps
	Details

	1. The report selection criteria is entered.
	

	2. The data is reviewed.
	If errors, missing information, or questionable information is discovered, follow-up will need to occur.


	Output
	Comments

	N/A
	

	Steps
	Details

	1.  N/A
	


Tips and Tricks

· If the number or value is unknown, click on the drop down box [image: image1.bmp] in the field to access the search feature.

· To search on multiple numbers or values, use the multiple selection icon [image: image2.bmp].  Data exists behind each tab if the tab is green [image: image3.bmp], instead of lilac [image: image4.bmp].

· To enter selections other than those shown under the Selection area on the screen, use the Further selections icon [image: image5.png]Further selections



 or use the Search helps icon [image: image6.png]Search helps.



 for a more detailed selection.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Administration ( Information System ( Report Selection ( Time Accounts ( Time Accounts

	Via Transaction Code
	PT_DOW00


1.2 On screen “Time Accounts” enter information in the fields as specified in the below table.  After entering the selections, click the Execute icon [image: image7.bmp]
or F8 to process the request.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Personnel number
	Employee’s unique personnel number.
	O
	Do not enter personnel number, unless reviewing data related to only one or a few employees.
	


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

1.3 On screen “Time Accounts” review the information.  No data can be entered on this view.
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Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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