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Overview

Trigger(s):

This report allows you to compare daily balances determined in time evaluation, cumulated balances, or time wage type for various organizational units of the same category (personnel subarea or supervisor area).
	Business Process Description Overview

	There could be several reasons why a user would want to access this report.  It may be used to compare daily balances determined in time evaluation, cumulated balances or time wage types.  




	Input
	Comments

	A need arises to check what balances have been formed for each organization unit or to determine the value limits for individual time types or wage types.
	

	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].

· If the report is run often for the same group of employees, a variant can be stored and accessed via the get variant icon [image: image5.bmp] or Shift + F5.

· To enter selections other than those shown under the Selection area on the screen, use the Further selections icon [image: image6.png]Further selections



 or use the Search helps icon [image: image7.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: image8.png]Sort



.

· To search by organizational unit select the Org. structure icon [image: image9.png]©  Org. structure



.

· 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. [image: image10.png]G ¥ AT B chose & sae | 8% | T EZ| BB | & pintpreview | 18





Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Administration ( Information System ( Report Selection ( Time Accounts ( Cumulated Time Evaluation Results: Time Balances/Wage Types

	Via Transaction Code
	PT_BAL00


1.2 On screen “Cumulated Time Evaluation Results: Time Balances/Wage Types” enter information in the fields as specified in the below table.  After entering the selections, click the Execute icon [image: image11.bmp] or F8 to process the request.
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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.
	

	Time recording administrator
	Code identifying administrator of time records (timekeeper code).
	O
	Enter time administrator (timekeeper) code.
	

	Day balances
	If this button is selected, a list of all individual time balances within the selected period will be displayed.
	O
	Select this radio button to activate the feature.
	This and the next two fields are mutually exclusive; only one can be selected.

	Cumulated balances
	If this button is selected, a list of all period balances for the selected period will be displayed.
	O
	Select this radio button to activate the feature.
	This, the previous, and the next field is mutually exclusive; only one can be selected.  

	Time wage types
	If this button is selected, a list of all time wage types in the selected period will be displayed.
	O
	Select this radio button to activate the feature.
	This and the previous two fields are mutually exclusive; only one can be selected.  

	Value limits (hrs)
	To check the value limits for time types or wage types.
	O
	Click the Value limits (hrs) button to define threshold values for individual time types or wage types.
	

	Display variant
	Stored report criteria.
	O
	If the same selections are used each time the report is run, a variant can be stored to select the same criteria the next time the report is run.
	


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

1.3 On screen “Day balances” review the information.  No data can be entered on this view.
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Day balances

Data select. period  04126/2003 - 0412612003

Pers.no.[Name. Periog|Current date | TrType[Time type descript. [z Number]
388| Test K Tes!_388| 200304 [04/26/2003 |ZLAY _|Remaining PPs 18.00
388 | Test K Tes!_388| 200304 [04/26/2003 |ZPPL_|Pay Periods in Leav V1 26.00
388|Test K Tes!_388| 200304 [04/26/2003 |6013 _|Leave Serv. Credil Years, 05
388|Test K Tes!_388| 200304 [04/26/2003 |B017 _|Leave Serv. Credil PP's 40
388|Test K Tes!_388| 200304 [04/26/2003 |ZPPD _|partial pay period days 060
388|Test K Tes!_388| 200304 [04/26/2003 |ZALR _|Annual Ly Accrual Rate | 27000
388|Test K Tes!_388| 200304 [04/26/2003 |ZANN _|Annual Enilement 5278
388|Test K Tes!_388 | 200304 [04/26/2003 | Z5KR _|Sick Ly Accrual Rale 50000
388|Test K Tes!_388| 200304 [04/26/2003 |Z5KE _|Sick Ly Enfilement a7.50
388|Test K Tes!_388 200304 [04/26/2003_|ZP20_|20 days of it hours, 150.00
388|Test K Tes!_388| 200304 [04/26/2003 |ZHTD | Regular Hours Y-1-D 27000





1.4 On screen “Cumulated balances” review the information.  No data can be entered on this view.
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Cumulated balances

Data select. period  04126/2003 - 0510812003

Pers.no.[Name. Feriod[TmType|Time type descript = Number
TestK Test_388| 200304 4090 | Quota eligible hours. 20250
388|Test K Tes!_388| 200304 4111 | Last PP leave balance ann 223
388|Test K Tesl_388 2003044211 _|Last PP leave balance sic a3
388|Test K Tes!_388| 200304 4311 | Last PP leave halance per [0
388|Test K Tes!_388| 200304 4411 _|Last PP leave balance corm| [
388|Test K Tes!_388| 200304 4511 | Last PP leave balance LT85 [0
388|Test K Tes!_388| 200304 6000 | Dynamic Eigib for Bene 29250
388|Test K Tes!_388| 200304 6010 | Leave Sve Crdt Pay Pras 40
388|Test K Tes!_388 200304 6015 _|Leave Serv. Credil Years [
388|Test K Tes!_388 200304 (6017 _|Leave Serv. Credil PP's 40
388|Test K Tes!_388| 200304 (6020 | AFSCNE A 30,00
388|Test K Tes!_388| 200304 (5300 | Regular Hrs/ Leave Year 29250
388|Test K Tes!_388| 200304 |ZPAG | Granted: P. Lv Q Entile 780
388|Test K Tes!_388| 200304 |ZQ2H _|Znd Quarter hours 165.00
388|Test K Test_388| 200304 | ZWW3_|WOC: Weekly hours. [
388|Test K Tes!_388| 2003054080 | Quota eligihle hours 34500
388|Test K Tes!_388| 2003054111 | Last PP leave balance ann 831
388|Test K Tes!_388 2003054211 _|Last PP leave balance sic 15.38
388|Test K Tes!_388| 2003054311 | Last PP leave halance per 780
388|Test K Tes!_388| 2003054411 | Last PP leave balance corr| [0
388|Test K Tes!_388| 2003054511 | Last PP leave balance LTS [
388 Test K Tes!_388| 2003056000 | Dynarmic Eigib for Bene 34500
388|Test K Tes!_388| 2003056010 | Leave Srve Crct Pay Pras 500
388 |Test K Test_388| 2003056015 |Leave Serv. CreditYears 0.00
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1.5 On screen “Time wage types” review the information.  No data can be entered on this view.
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Time wage types

Data select. period  04126/2003 - 0510812003

Pers.no.[Name. Feriod|Current date | Wags type|Wage type text = o
88| Test K Tes!_388| 200304 [04/26/2003 [2100 | Normal working hours | 7.50
88| Test K Tes!_388| 200304 [04/26/2003_|2400 | Overlime Pay-Straight | 0.50
388|Test K Tes!_388| 200304 047202003 [2100 | Normal working hours | 7.50
388|Test K Tes!_388| 200304 [04/20/2003_|2400 | Overtime Pay-Straight | 0.50
388|Test K Tes!_388| 200304 [04/302003_[2100 | Normal working hours | 7.50
388|Test K Tes!_388| 200304 [04/302003_|2400 | Overtime Pay-Straight | _0.50
388|Test K Tes!_388| 200305 |05/01/2003_[2100 | Normal working hours | 7.50
388|Test K Tes!_388| 200305 |05/01/2003_|2400 | Overtime Pay-Straight | _0.50
388|Test K Tes!_388| 200305 |05/0272003_[2100 | Normal working hours | 7.50
388|Test K Tes!_388| 200305 |05/022003_|2400 | Overtime Pay-Straight | _0.50
388|Test K Tes!_388| 200305 (05/0272003_[2410 | Overtime Pay-Time & 050
388|Test K Tes!_388| 200305 |05/05/2003_|2100 | Normal working hours | 7.50
388|Test K Tes!_388| 200305 |05/08/2003_[2100 | Normal working hours | 7.50
388|Test K Tes!_388| 200305 |05/07/2003_|2100 | Normal working hours | 7.50
388|Test K Tes!_388| 200305 |05/08/2003_[2100 | Normal working hours | 7.50

388|Test K Tes!_388| 200305 |05/09/2003_|2100 | Normal working hours| 750





Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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