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Overview

Trigger(s):

· A need arises to check off or mark Time Evaluation messages as reviewed or processed.

	Business Process Description Overview

	This report will give the users the opportunity to check off or mark Time Evaluation messages as reviewed or processed, so they don’t clutter the report on a day to day basis.   This report displays time evaluation error messages and should be accessed every day or at least one day before pay processing to review time evaluation error messages.   Some messages may be informational, while others may need action to ensure an employee is paid correctly.   Once the user has researched a message, they will have the option to mark the message as reviewed or processed and the message will disappear from the report, making the report a more valuable tool with less duplicate data. 
The report also gives users the opportunity to obtain information on the cause of the error for a particular employee by providing links to PA51 and specifically Infotypes 2001 (absences), 2002 (attendances), (2006) Absence Quotas by selecting them with the cursor.  The report also provides access to Document View.   Document View displays all the time data available for the existing employee for the day of the message.


	Input
	Comments

	A need arises to check off or mark Time Evaluation messages as reviewed or processed.
	

	Steps
	Details

	1. The report selection criteria is entered.
	

	2. The time evaluation error messages are reviewed and corrective action to eliminate the error is taken.
	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 push button [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



.

· Time evaluation runs nightly.

· 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 selecting the appropriate icons at the top of the screen.  [image: image8.jpg]FNAFF QO HSRATR Boa A



.

· There are several Message types that cannot be marked as reviewed:

· A3 - Paid Hours Auto-Adjusted for TMS 7or 9.
· A5 - Auto-adjust bucket is >=2 or <= -2 days.
· A6 - Auto-adjust balance must be paid or recovered.
· HQ - RT + Absence Hours > Pay Period Plan Hours.
· The type of messages mentioned above should be fixed by correcting the master data and they will not disappear from the report until the error is corrected.  Once the source of the error has been corrected, Time Evaluation will re-process and remove the error from the report.
· There are times when IES will retroactively process time evaluation to a date in the past.  If this occurs, all time evaluation error messages back to this date will be recreated if the scenario that triggers the error still exists.
Procedure Steps

1.1 Access transaction by:

	Via Menus
	Information Systems ( COPA ( COPA Human Resources ( Time Management ( Reports ( Time Evaluation Messages Display

	Via Transaction Code
	Y_DC1_32000670


Selection screen “Time Evaluation Messages Display” appears. Enter information in the fields as specified in the below table.  After entering the selections, select the Execute icon [image: image9.bmp] or F8.
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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
	Select Up to today, 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).
	R
	Enter time administrator (timekeeper) code.  
	

	Personnel administrator
	Code identifying Human Resources Administrator responsible for updating employee information.
	N
	Do not use.
	

	Category of message type
	Code representing type of message.
	O
	Do not enter code, unless searching for specific types of messages.
	

	Number of message type
	Code further identifying message.
	O
	Do not enter code, unless searching for specific types of messages.
	

	Message type
	Code further identifying message.
	O
	Do not enter code, unless searching for specific types of messages.
	

	List indicator
	Code identifying category/severity of error.
	O
	Do not enter code, unless searching for specific types of messages.
	

	User text
	Text of specific message.
	O
	Do not enter text, unless searching for specific types of messages.
	

	PDC message number
	Sequence number of message.
	O
	Do not enter number, unless searching for a specific message.
	

	Historical record flag
	Flag indicating a special action on the record.
	N
	Do not use.
	

	Time
	Specific time of messages to view.
	O
	Do not enter time, unless searching for specific records at a specific time.
	

	Status Code
	Specifies the extent to which the message has been processed
	O
	Do not enter code, unless searching reviewed messages

Valid options:

Blank = outstanding messages

2        = Reviewed messages 
	

	Changed Date
	Date message was marked as reviewed
	O
	Do not enter date, unless searching for a specific message.
	

	Changed by
	User that marked message as reviewed
	O
	Do not enter a user name, unless searching for a specific message.
	

	Display variants
	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 “Time Evaluation Messages Display”, review the information.  If no messages appear, no action is required.  If a message appears, review the reason for the message and if necessary, review the infotypes to correct the error.
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Color coding errors:

Yellow:  Warning but will process

Pink – Directional – May result in incorrect pay

Red – Hard error will not pay unless corrected

Icons:

[image: image14.bmp] - Time Data 

[image: image15.bmp] - Document View

[image: image16.bmp] - Details
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 - Save

1.2 To mark a message as processed or reviewed, select the box to the right of the message and select the save icon [image: image18.png]


.
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Selecting the Save Icon will update the data and the reviewed messages will no longer display.  In the background, the status of the message changed to “2”.  If you need to run a report on reviewed items, use status code = 2 on the selection screen.

1.3 To access PA51, just select [image: image20.bmp] - Time Data.
1.4 To access information about a message, select [image: image21.bmp] - Document View.
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This view has drill down functionality.  For example, double click on a row in the Attendances section or selecting a row and then selecting the Choose Icon [image: image24.png]@



 (Paper and Magnifying glass) will allow you to drill down to the specific Attendance entry, PA51 Infotype 2002- Attendances.  Selecting the green arrow once will take you back to the Document View report.  
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 - Selecting the Absence Icon will access PA51 Info Type 2001 Overview.

[image: image26.png]Attendance



 - Selecting the Attendance Icon will access PA51 Info Type 2002 Overview.
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 - Selecting the Absence Quota Icon will access PA51 Info Type 2006 Overview.

The following Icons are not being used by IES:
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[image: image29.png]Attendance quota




Selecting the green back arrow will take you back to the Time Evaluation Messages Display report.

1.5 Selecting the Details Icon [image: image30.bmp] opens a window with more information on the specific employee and error message.  You will be able to see information like Work Schedule rule and time management status.
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Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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