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Overview

Trigger(s):

A user wants to view a leave payment that was input for an employee.

	Business Process Description Overview

	This is a view only screen that would be used to view/audit a leave payment that was input for an employee.


	Input
	Comments

	A need arises to view/audit a leave payment that was input for an employee.
	

	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 Infotype does not appear on the list when using the possible entries icon on the Direct Selection of the Infotype, right click on the Restrictions tab, click on Restrictions, change Maximum No. of Hits to 5000, and click the enter icon [image: image1.bmp].

· Several infotypes can be accessed through the transaction.  Click on one of the tabs on the screen [image: image2.png]Working times | Time quotas | Time managementdata | Special absences



, or use the direct selection of the infotype at the bottom of the screen.

· If the number or value is unknown, click on the possible entries icon [image: image3.bmp] in the field to access the search feature.

· To select data from a list of available data, use the overview icon [image: image4.bmp] or Shift + F8, click on the line of data to review, and then click on the choose icon [image: image5.png]Choose



 or F2.  

· To view data for an entire month or year, click on the month icon [image: image6.png][ Month



 or Ctrl + F11 or year icon [image: image7.png][ vear



 or Crtl + F12.

· To view records immediately before or after the record selected, the previous screen or next screen icons [image: image8.bmp] or Shift + F6, [image: image9.bmp] Shift + F7 can be used.  If there are no other records to view, these icons will be shaded.
· If there is text attached to the infotype, a Display Text icon [image: image10.jpg]


 appears to the right of the date the infotype was last changed.  Double click the icon to view the text.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Administration ( Time Data ( Display

	Via Transaction Code
	PA51


1.2 On screen “Display Time Data” enter information in the fields as specified in the below table.  After entering the selections, click the Display icon [image: image11.bmp] or F 7 to process the request.  See Tips and Tricks to view a list of entered data, instead of one record at a time.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Personnel no.
	Employee’s unique personnel number. 
	R
	Enter the personnel number of the employee.  
	

	List of Infotypes 
	Text name of infotypes.  
	O/R
	Click on the Time quotas tab and click on the column before the infotype text to select the infotype Time Quota Compensation, or directly select the infotype as described below.
	

	Period
	The period of time for which time is to be displayed.
	R
	Select one of the radio buttons.  If Period is selected, enter the Fr. (From) and To dates to be included.  
	Default is period, with no dates entered.  See Tips and Tricks for information on selecting a record from a list.

	Infotype
	Screen with related data.
	O/R
	Directly select the infotype Time Quota Compensation by typing the words, typing the infotype number 0416 or highlighting the name as described above.
	

	STy
	Subdivision of related data, in this case quota types.
	O
	Directly select the subtype to view.
	


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

1.3 On screen “Display Time Quota Compensation” review the information available to view/audit the record.  No data can be entered on this view. 

[image: image13.png]Display Time Quota Compensation (0416)

@82
Persannelng 10118574 TH L TH_Test 02032 Jr Acve  Payarea 23
EE group P Pemmanent 72 PASchool Employes' Retir.. PSRS Bureau Of Benefts Adri
EEsubgm  F7 Fuldime7s  AA1 AFSCME A1 OT RETTCHN
start 06/06/2003 Chg. 86/03/2003  SNEY

Cornp. method 1015 Camp Time payout

Compensation specifications

Time quota type o o _Cormpensation using default |
Compensatonrule 015 Compensatory Leave Dedustio.. | [ anual compensaiion

No. to compensate 2.25000

Da not account

Absence quotas

[Ty Jauotatex: Em Unt___Joom Remn WT_Jamount
|| 15Compensatory Leave 3000000 pours 220000 2775000 5,00





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

	Comp. method
	Method/payment type used to reduce the quota and calculate the payment.
	D
	
	System defaults to selected entry in prior screen.

	Time quota type
	Code representing the type of quota.
	D
	
	

	Compensation rule
	Specifies how quotas for absences are deducted.
	D
	
	

	No. to compensate
	Number of hours.
	D
	The number of hours to compensate the employee will be displayed.
	

	Do not account
	Determines whether quota can be compensated in payroll.
	D
	This should never be checked.
	

	Absence quotas area
	Additional information about quota.
	D
	
	


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

Cross Functional Dependencies:

	Team
	Dependent tasks

	 N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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