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Overview

Trigger(s):

Absence quotas may need to be viewed for employees.  This may be used as a result of an audit or general inquiry instead of the Absence Quotas infotype.

	Business Process Description Overview

	Absence quotas can be obtained very quickly using this report instead of the absence quotas infotype.


	Input
	Comments

	A need arises to view data for an employee’s quota.
	

	Steps
	Details

	1.  The record is reviewed/audited.
	

	2.  The review/audit of the record is completed.
	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.

· To sort the report when more than one employee record is selected, use the Sort icon [image: image7.png]Sort



.

· After the report has been run, a user has an option to change the report layout, export the data to Excel, Word, or another file, or send it by e-mail or graph it.  This is done by clicking on the appropriate icons at the top of the screen.  See the SAP Quick Reference Guide for each icon’s use.  [image: image8.png]A v 2TSEYF FE % @ chose @sae TEZE Eaec




Procedure Steps

1.1 Access transaction by:

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

	Via Transaction Code
	PT_QTA10


1.2 On screen “Display Absence Quota Information” enter information in the fields as specified in the below table.  After entering the selections, click the Execute icon [image: image9.bmp] or F8 to process the request.
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Note:  Screen print continued on next page.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Period
	Period for which the review is performed.
	R
	Click the payroll period icon, then enter the payroll area (pay group), unless data to be reviewed is for other time periods.
	

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

	Employment status
	Status of employee with the Commonwealth.
	O
	Select status(es) from drop down list. 
	

	Personnel area
	Agency.
	O
	Enter code(s).
	

	Personnel subarea
	Combination of union, bargaining unit, and FLSA indicator or other special designator.
	O
	Enter code(s) or select from the drop down list.
	

	Employee group
	Indicates type of employee. 
	O
	Enter selection(s) from drop down list.
	

	Employee subgroup
	Further defines type of employee.
	O
	Enter selection(s) from drop down list.
	

	Payroll area
	Pay group code.
	O
	Enter pay group(s).
	

	Quota type
	Absence quota balance code.
	O
	Enter type(s) or select from the drop down list.
	

	Time unit
	The unit of time for which the data will be displayed.
	O
	Enter the time unit.
	

	Deduction period
	Period of time quota can be used.
	O
	Enter dates.
	

	Key date for deduction
	Period deduction should be viewed.
	O
	Enter date.
	

	Key date for entitlement
	Period entitlement should be viewed.
	O
	Enter date.
	

	Projecting quota status
	Used if the key dates for deduction and/or entitlement are greater or equal to the recalculation date.
	N
	Do not use.
	

	Only EEs with selected quotas
	Indicates data to be displayed.
	O
	Click button to choose this display.
	

	All selected EEs
	Indicates data to be displayed.
	O
	Click button to choose this display.
	

	Only EEs with entitlement
	Indicates data to be displayed.
	O
	Click button to choose this display.
	

	EEs w/rem. ent. only
	Indicates data to be displayed.
	O
	Click button to choose this display.
	

	Only EEs w/ compensation
	Indicates data to be displayed.
	O
	Click button to choose this display.
	

	EEs w/qta used only
	Indicates data to be displayed.
	O
	Click button to choose this display.
	

	Layout
	Predefined sort criteria.
	O
	Select predefined criteria, if available.
	


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

1.3 On screen “Display Absence Quota Information” review the information.  No data can be entered on this view.
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Absence quotas

Validity period 0412612003 - 0510912003

Pers.no.[Name. Quota Uniffz Entilement[z Usedlz _ Compensated to key date|z Total remain.
388|HR K HR_Tesl_00056  Annual leave Haurs. 177.32000 15.00000 0.00000 162.32000
388|HR K HR_Test_00086 |Annual Leave - Actual Haurs. 60.02000 0.00000 0.00000 60.02000
388|HR K HR_Tesl_00056  Sick leave Haurs. 149.30000 1.00000 0.00000 148.30000
388|HR K HR_Tesl_00056  Sick Leave - Artual Haurs. 8787000 0.00000 0.00000 8787000
388|HR K HR_Tesl_00056 | Holiday Leave Hours 0.00000 0.00000 0.00000 0.00000
388|HR K HR_Test_00056 Personal leave Haurs. 2550000 1.50000 0.00000 24.00000
388|HR K HR_Tesl_00056  Personal Leave - Actual Haurs. 10.50000 0.00000 0.00000 10.50000
388 |HR K HR_Test_00056  Milltary Leave Hours 000000 000000 0.00000 0.00000





Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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