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Time Management Processes

Version 3, October 2004
The following document was prepared to highlight changes from the current process to the SAP process and provide specific business processes by the type of work typically performed by Timekeepers, Time Advisors, Work Schedule Assigners, and Workers’ Compensation Advisors.  It is not an all-inclusive manual, as it will continue to be updated.  .  Please be sure to use the BPP’s for specific instructions for using the SAP Infotypes.  

This manual only reviews processes.  It is not a replacement for policy manuals, such as the Leave and Holiday Programs Manual or directives.  This manual will be updated periodically.  The version control is at the top of this page.

This version entirely replaces Version 1, September 29, 2003





Version 2, December 15, 2003




Version 2.1, December 29, 2003




Version 2.2, January 5, 2004
General Information

Definitions


The definitions of many of the terms used throughout this manual are referenced in Appendix A.
Leave Calendar Year


1.  The leave calendar year definition has not changed.  It includes the first full pay period of the year through the pay period in which December 31 falls.


2.  For holiday quota, the leave calendar year is defined as January 1 through December 31.  Holiday quota will be generated on January 1 and removed on December 31.


3.  Quarters are defined as the first full pay period of the leave calendar year through March 31; April 1 through June 30; July 1 through September 30; and October 1 through the last full pay period of the leave calendar year.

Time Administrator (Timekeeper) Codes


1.  As in IPPS, timekeeper codes are not automatically assigned.  The HR Service Representative assigns the code with the action.  A list of the codes to be assigned to specific organizations should be provided to the HR Service Representative for use in this action.



a.  If the HR Service Representative does not know the proper time administrator code, the HR Service Representative should enter code TMK.



b.  The Time Advisor should use report PT65 to regularly review for employees mapped to the default code, TMK, to identify any that must be changed.  


2.  Security to update employees’ records is both by organization and time administrator code.  A timekeeper with the proper timekeeper code can update employee records in the same organization code and in organizations below his/her own.  To grant security to parallel or higher organizations, additional authorizations are required, which can be entered by the Organizational Management Authorization Security Assigner, via transaction PO13 using relationship B007.  Time Advisors cannot view role assignments.

3.  The Time Advisor can change the Time Administrator Code for an employee via PA61, Infotype 0001 (Organizational Assignment).  However, the Timekeeper role must be assigned by the Organizational Management Authorization Security Assigner.  There is a limit of 750 Timekeeper codes/roles per agency, and based on agency size, some agencies have been limited to a lower number.

FLSA Codes


1.  FLSA codes are built into the personnel subarea; it is the fourth character.  


2.  There is never a need to override an FLSA code, since the override is simply a change to the personnel subarea.  A Time Advisor does not have security to do this.  The change must be made on the position by the OM Processor and then on the employee record by the HR Service Representative via an employment condition change.

Time Management Status


1.  Previously known as pay method code, there are four time management statuses that can be assigned to an employee.  


a.  Positive time reporting requires all hours worked to be entered in order to be paid.  Previously this was known as wage reporting.  This is time management status 1.



b.  Negative time reporting will ensure that the employee receives pay for the hours scheduled to work, unless an exception entry is made, like overtime or an absence.  Previously this was known as salaried.  This is time management status 9.



c.  Quasi-positive reporting is a combination of the above two statuses.  It requires all entries to be made; however, full pay will be made, even if the hours of the regular work schedule are not accounted.  In such cases, a message will be displayed to inform the timekeeper that there may be an absence or work entry missing.  To use this status, consult IES staff to ensure it will meet the needs of the employees using it.  It works best for employee or vendor controlled work hours, when the employee does not have a set start/end time each day.  This is time management status 7.



d.  No time reporting is used for per diem, Health Registrar and National Guard employees.  It is used to bypass time evaluation.  Time for these employees is never entered to CATS.  Instead, time is entered directly to PA 61 Infotype 2010 (Employee Remuneration).  This is time management status 0.


2.  Time management status is defaulted from the contract field on Infotype 0001, which is the field that indicates if the employee, for budgetary reasons, is on the salary or wage complement.  A salary employee is automatically defaulted to a time management status 9 on Infotype 0007, and a wage employee is defaulted to a 1.  There are no defaults for status 0 or 7, and in some cases, it is acceptable to change the defaulted status for a wage employee to a 9 to avoid having to enter time to be paid.


3.  Time management status is used in time evaluation to determine how to process the time entered.  For negative and quasi-positive reporting, the hours on the work schedule are guaranteed to be paid each pay period.  If a data entry error or a work schedule error cause the hours generated to not equal the planned time on Infotype 0007, the hours will be adjusted and a PT_ERL00 Time Evaluation error message will be generated.  

4.  To change the time management status, use PA61, Infotype 0007 (Planned Working Time).

Adjusted Leave Date


1.  This date is contained on Infotype 0041 (Date Specifications) and can be updated if needed via PA61, Infotype 0041, Date type Z2.  It is the date that drives all aspects of time, and it performs very similarly to the Leave Appointment Date used in IPPS.


2.  In many cases, this date is the same as the hire date.  In fact, the date defaults to the hire date in the action for all new hires, but it must be manually entered or changed for re-hired employees by the HR Services Representative. The date should be equal to the most recent hire date, the date the employee began with an agency with a reciprocal leave agreement, or the date the employee transferred from a job not eligible for leave service credit to one that is eligible.

3.  The date is required for all employees, whether or not they earn absence quota. Therefore, an employee that is not eligible to earn quota must also have a Z2 date. It has two main purposes in SAP:


a. It determines when an employee is able to anticipate quota, if they are eligible to earn quota.



b. This date will also be used in the future to determine the correct accrual rate in the event that the Commonwealth negotiates a two-tier quota accrual system.

Leave Service Credit


1.  Leave service credit accumulates automatically as it did in IPPS, with no rule changes.  It can be tracked in SAP using report PT_BAL00, with the time types radio button, subtypes 6015-6017.  Current leave service credit is also shown on report PT_DOW00.

2.  Leave service credit is maintained in SAP as pay periods only, even though it is displayed on the pay statement, time statement, and report PT_BAL00 in both years and pay periods.


3.  To adjust leave service credit, a Time Advisor first determines the total amount of leave service credit pay periods that the employee should have at the time of the effective date of the adjustment.  Note:  Timekeepers cannot perform adjustments to leave service credit, but they can view changes via PA51, Infotype 2012 (Time Transfer Specifications).



a.  Convert the years and pay periods to only pay periods.  Remember, 26 pay periods equals one year.  Note:  Include both the service at the time of the adjustment and the amount to add.



 

 
c.  Create/change PA61 Infotype 2012 (Time Transfer Specifications) using subtype 6010.  Enter the total number of pay periods to be entirely replaced (it does not increase/decrease the credit).  Enter comments supporting the adjustment and actual effective date(s) using the maintain text feature.



1.  If the effective date precedes the date of go-live, use the go-live date as the effective date of the change.  Note:  Although users should not ordinarily change conversion records, Time Advisors must use the change icon (not the create icon) when entering a leave service credit adjustment with the go-live effective date, since two Infotype 2012 records should not exist on the same day.  



2.  Otherwise, use the create icon and the most recent hire date or the date prescribed in a grievance/arbitration settlement as the effective date in both the “from” and “to” fields.


d.  If applicable, absence quotas difference will update automatically, after time evaluation is run nightly.  Do not update quotas manually, unless there is a quota difference for time before the go-live date.

4.  As in IPPS, leave service credit will not accrue during periods of leave without pay.  Except, employees will automatically accrue leave service credit while on long-term military leave without pay; therefore, no manual leave service credit adjustment is required.  

Seniority





1.  Seniority calculations result from time data and updates to an employee’s personnel record.  In order for seniority to be maintained accurately, both Time and PA records must be correct.

2.  Seniority days for employees covered by bargaining unit agreements or memorandum are maintained via time types.  


a.  Job seniority days can also be viewed via IT0552, Time Specification/ Employment Period, subtype JOB.  JOB seniority is maintained on time type 6018.  Biweekly transfers of the latest seniority earnings to IT0552 JOB are completed on the Wednesday evening after the employee’s payday.  


b.  Bargaining Unit seniority is maintained by pay period end date in time types 6020 through 6160.  Any bargaining unit seniority updated after the pay period end date is updated nightly after time evaluation runs. 

3.  The HR Service Representative has primary responsibility for seniority records.  However, the agency Time Advisor may need to research and correct time errors that adversely affect seniority. 

4.  Manual updates to seniority are required for a number of situations and are completed by the HR Service Representative using a PA30 transaction and IT2012, (Time Transfer Specifications).  Additional information regarding maintenance of seniority records can be found in BPP Time Specification/ Employment Period and Security Calculation, IT0552 which is located under the Personnel Administration and Recruitment section of the IPA HR and Payroll Web site.
Transfers/Promotions/Demotions


1.  It is important to enter and approve all time entries before the employee transfers employment.  If an entry is not processed before the effective date of the transfer, the adjustment must be made by the new Timekeeper or Time Advisor.  

2.  Before the transfer occurs, run report PT_ERL00 and the CATS Transfer Error Report to ensure there are no outstanding errors, since the new Timekeeper will not have details to correct outstanding/leftover errors.

3.  There are several types of quota corrections that may be required if an employee transfers to a position with a different quota entitlement.  


a.  For transfers from positions that earns quota to positions that do not earn quota, and the transfer is effective in the middle of a pay period, quotas must be manually created for the last pay period via PA61 Infotype 2013 (Quota Corrections).



b.  For transfers from bargaining units using annual quota to bargaining units using combined quota, personal quota must be manually added to/subtracted from combined quota via PA61 Infotype 2013 (Quota Corrections) effective the last day in the annual quota earning position.  Personal quota (quota subtypes 30, 31, and 32) on PA61 Infotype 2006 (Absence Quotas), must also be delimited.  

            



c.  For transfers from permanent positions to non-permanent positions holiday and personal quota must to be deleted for the remainder of the year via PA61 Infotype 2013 (Quota Corrections).  It is also necessary to reduce anticipated quotas for annual and sick to match the actual quota values via PA61 Infotype 2013 (Quota Corrections).



d.  Bereavement quota must be delimited for H1 and D4 employees when moving to any other job via PA61 Infotype 2006 (Absence Quotas).  Note:  If this is not done, the employee will not be able to request any absences.


e.  For transfers from full-time to part-time positions or vice-versa anticipated quota must be adjusted manually via PA61 Infotype 2013 (Quota Corrections)



f.  For transfers from 7.5 to 8.0 hour positions or vice-versa, personal anticipated quota must be adjusted via PA61 Infotype 2013 (Quota Corrections).



g.  For transfers from a non-permanent to permanent position, military quota is not automatically established.  If the employee needs to use military quota, the quota can be established manually via PA61 Infotype 2006 (Absence Quotas), quota subtype 75, and then populated via PA61 Infotype 2013 (Quota Corrections), quota subtype 75.


h.  For transfers to a different payroll area or for transfers from the D4 bargaining unit to any other unit, quotas with end of the leave calendar year expiration dates will have to be changed to reflect the new pay group’s end of calendar year date via PA61 Infotype 2006.  This should be done near the end of each leave calendar year, if it is not done after each transfer.


i.  For transfers from a temporary position to a permanent position and back to a temporary position (or from permanent to temporary back to permanent) in less than four weeks time, all quotas should be reviewed for accuracy, and adjustments should be made as needed.


4.  When an employee changes from full-time to part-time or vice versa, review all posted absences and holidays to adjust absences to the correct number of hours in the work schedule.


5.  During the transfer action, the HR Service Representative has the option to delete all absences and attendances occurring after the effective date.  The new supervisor should be consulted before taking action to delete them.

6.  Accrued compensatory or holiday quota should be paid before transferring by the Time Advisor with an effective date the day before the action using PA61 Infotype 0416 (Quota Compensation).  This also applies to personal quota for an employee who is transferring from a position that earns quota to one that is not eligible for quota.  Note:  Annual and sick quota are not paid when transferring to non-quota earning positions.


7.  With all transfer actions, holiday quotas should be reviewed by the HR Service Representative as part of the action.  The holiday quota correction is part of the transfer action, and updated by the HR Service Representative via Infotype 2012, subtype QHOL, so no manual holiday quota adjustment is necessary by the Time Advisor, unless the HR Service Representative enters a wrong amount.


8.  For retroactive promotions where higher class or overtime must be adjusted or deleted because the promotion negates the eligibility for such compensation, this adjustment must occur before the promotion action takes place.  It is recommended that a procedure be established for HR Service Representatives to communicate these changes to Time Advisors.  Note:  If this is not done, a Transactions Submission Form must be completed and the HR Service Center will need to be involved.


9.  For employees transferring to an agency with a reciprocal leave agreement, the HR Service Representative should use the “Manual Leave Payout” reason (code 90) with the separation action.  This will not generate an IT2012 QSEP time type.  The quotas must be “zeroed” via PA61 Infotype 2013 (Quota Corrections).  If holiday or compensatory time is due, enter the payment via PA61 Infotype 0416 (Quota Compensation).  The text on the infotype should note that the reason for the quota correction is the reciprocal agreement.
Separations  

1.  It is important to enter and approve all time entries before the employee separates employment.  It is even more important than it was in IPPS, since quotas payment is part of the separation action.  Therefore, all time entries must be complete before pay is processed.
2.  Effective on Saturday, May 15, 2004 (for separations entered on or after this date (even if it is a retroactive action for a date before May 15, 2004), a new business process was developed.  The new process requires the Time Advisor to take action on EVERY separation, and it requires more communication between the HR Service Representative, the Time Advisor and the Benefits Advisor.  The HR Service Representative must notify the Time Advisor of all separations.  Each agency should determine how this notification will occur, since it is not automated in SAP.  

3.  When the HR Service Representative enters the PA40 Separation action, an Infotype 2012, subtype QSEP, QRET, etc. is generated automatically (in the background).  This subtype will be locked.  (Reference:  the lock icon on the infotype or an “X” in the LI field when using the overview icon (see screen shots below).

CAUTION:  This new process does not affect employees whose separation processed between Go-Live and May 14, 2004. Time type QHPY was created to identify these records.  IT2012 will include this additional time type for only those employees whose separation action processed prior to May 15.   To avoid errors, do not delete this record.

4.  When a record is locked, it will not process until it is unlocked; in other words, annual, sick and personal quotas will not be paid until it is unlocked.    However, do not unlock the record until the below steps are completed:

a) Ensure all outstanding Central Support Transaction (CST’s) involving Time activity are completed in SAP.   

b) Confirm with the supervisor that all time (absences and attendances) is entered and all pending entries are approved.  

· If the supervisor does not approve time on the last date of employment, and the separation action has been processed, the supervisor loses security to the employee’s records and will not be able to approve the time.  Instead, deadline monitoring will have to move that item to the supervisor’s supervisor and then to the Time Advisor, who has security to approve it.  

Example:  Supervisor does not approve absence entered on Friday (the last date of employment).  Therefore, it routes to the supervisor’s supervisor in 48 hours, and to the Time Advisor in another 48 hours.  Therefore, the Time Advisor cannot approve it until Wednesday, which is after the payroll has processed for the employee’s last check.

· If time activity was not entered by the last date of employment, the Time Advisor must enter absence activity via PA61-IT2001 and attendance activity via CATS due to the loss of security as described above.

c) Review holiday quotas, since the new process requires holiday quota to be manually paid or recouped at separation.

· If holiday quota payment is due, see step 7.

· If the employee has used more holiday quota than earned, change the ineligible holiday absences to annual, personal or regular leave without pay via Absences PA61-IT2001.

d) Review PT_ERL00 messages and enter corrections as necessary.

e) Perform a final review of quotas to insure records appear accurate.  If discrepancies are found, enter appropriate corrections.

f) Notify the Benefits Advisor that all time activity has been completed and coordinate the effective dates taking into consideration the pay processing date.  Note:  This notification allows the Benefits Advisor to enter the appropriate deferred compensation transactions before the record is unlocked.  

g) After receiving notification from the Benefits Advisor that either there is no deferred compensation on the leave payout or the deferred compensation transaction is completed, enter the holiday payment via Quota Compensation PA61-IT0416 with an effective date equal to the last date of employment, if due, and then unlock the record.  (Note:  If these three steps are not processed within the same pay period, the Benefits Advisor must change the action date of the deferred compensation catch-up.) 

To unlock the record:
1. Enter transaction PA61, Infotype 2012.

2. Click the All radio button.

3. Click the Overview button.

4. Select the record to be unlocked, click the lock icon [image: image1.bmp], located next to the trash can 

5. On the infotype screen, save the record.

6. Verify quota payment after time evaluation is run over night via PT_BAL00.  Quota payments cannot be viewed on PT_BAL00 until after the separation date.  If there are errors, relock the record (i.e., QSEP) on IT2012, notify the Benefits Advisor and make necessary corrections.

Note:  It is recommended that the record not be unlocked on a pay processing day (usually Tuesday) if there is any doubt that the quotas are not correct, since there will be no opportunity to correct records before payroll is processed.

If, after the record is unlocked, an additional annual, personal or sick absence must be entered:

1. Enter transaction PA61, Infotype 2012.

2. Click the All radio button.

3. Click the Overview button.

4. Select the record to be locked, click the lock icon [image: image2.bmp], located next to the trash can.

5. On the infotype screen, save the record.

6. Notify the Benefits Advisor of the re-locking of the record.

7. Allow time evaluation to run over night.  This will repopulate all quota amounts.

8. Enter/adjust the absence the following day.

9. Immediately unlock the record using the steps identified above.













Furlough


1.  An employee may, in accordance with policy, elect to freeze their quota or be paid for it upon furlough.  In SAP, there is no function to “freeze” quota; instead, the quota is just not paid, which allows it to remain until it is later paid or until the employee returns.


2.  Ordinarily with a separation action, Infotype 2012 (Time Transfer Specifications), subtype QSEP, is created in the background.  However, with furloughs, depending on the reason chosen by the HR Service Representative, this subtype may not be created.  
3.  If the employee has not yet made the decision to have quota frozen or paid, keep the QSEP locked (if one exists).  Note:  There is no need to create a QSEP if none exists.  
4.  If the employee elects to have quota paid use PA61, Infotype 2012 (Time Transfer Specifications), unlock the QSEP time type if it exists.  If QSEP does not exist, use PA61 Infotype 2012 (Time Transfer Specification), subtype QSEP with an effective date of the last day of employment in both the “from” and “to” fields.
5.  If an employee chooses to have quota frozen, the Time Advisor must ensure there is no QSEP on Infotype 2012 (Time Transfer Specifications), or if one exists, delete the QSEP,.  
Reinstatement of Sick Leave


1.  In accordance with policy, an employee rehired within one year is eligible for reinstatement of sick leave.  However, it will not be automatically reinstated if the employee has not been active since go-live.  Therefore, the quota will have to be researched manually, and anticipated and actual quota must be entered manually via PA61, Infotype 2013 (Quota Corrections) using the effective date of the re-hire in both the “from” and “to” fields.


2.  After one year from the go-live date, it will be necessary to determine if an employee has been rehired within one year, because SAP will always reinstate the sick leave.  If the separation is more than one year prior, all sick quotas should be deleted at the time of the re-hire by the HR Service Representative by saving the QSIC time type on IT2013 when it appears in the action.  If the quota should not be deleted, the QSIC should be bypassed in the action by the HR Service Representative.  If the HR Service Representative saves (or does not save) this time type correctly, the Time Advisor may directly update it by either creating or deleting PA61, Infotype 2012, subtype QSIC with an effective date equal to the date of re-hire in both the “from” and “to” fields.  Note:  Eventually, sick quotas will be removed after one year, but this functionality is not available at go-live.
Dual Employment


1.  In SAP, dual employees have separate employment records, including separate records for time.  


2.  It may be necessary to identify dual employees using the reference number, which is found on Infotype 0031.  And, periodically review the records to determine if the leave service credit is correct on both records and the hour’s accumulator for the 750 hours is accurate.  Note:  Some Time Management roles may not have security to view Infotype 0031; however, the HR Service Representative could provide the information if needed.



a.  It may be necessary to update service credit for a dual employee.  The Time Advisor will manually enter a PA61, Infotype 2012 (Time Transfer Specifications), using subtype 6010.  Coordination between agencies must occur when the dual employment is within two different agencies.  Note:  If applicable, absence quotas update automatically based on the leave service credit adjustment.



b.  Regular hours year to date must also be adjusted periodically via PA61, Infotype 2012 (Time Transfer Specifications, subtype 6300.  


c.  It may also be necessary for the HR Service Representative to manually update seniority.


3.  As in IPPS, overtime rules will be separate, and audits may need to occur to ensure there are no FLSA violations.

Temporary Clerical Pool and Other Rotational Employees


1.  Temporary clerical pool employees enter time through CATS as other employees; however, a temporary clerical pool employee’s temporary supervisor is unknown.  Therefore, the employee must enter the supervisor’s user id to ensure the time sheet is directed to that individual for approval.  If the temporary supervisor is not ordinarily a supervisor, then the employee must enter the supervisor’s supervisor’s id.  Reference the Appendix for the detailed process.


a.  The workflow for deadline monitoring will process to the supervisor’s supervisor in the agency where the employee is working.  



b.  The second deadline monitoring will process to the Time Advisor of the agency where the employee is working.  However, this individual does not have security to approve the time.  Therefore, if deadline monitoring reaches the Time Advisor, he/she must forward it to the Time Advisor of the Office of Administration or the Supervisor of the Temporary Clerical Pool in the Office of Administration.


2.  To ensure approval for an absence, Human Resources Management Trainees and Pennsylvania Management Associates will request approval for an absence from the rotational supervisor via an e-mail Leave Request.  Once approval is received, that document will be forwarded by e-mail to the employee’s permanent supervisor.  The employee will then enter the request via ESS, and the permanent supervisor can then approve it.

Retroactivity for Dates Before Go-Live


1.  Only data for dates on or after go-live can be entered by users in SAP.


2.  A procedure has been developed to enter adjustments into a new application for dates before go-live and effective when IPPS was the active system.  This procedure requires  transactions effective prior to go-live be submitted by central office staff via the Central Services Transactions Form at the following web address: http://oaiss.state.pa.us/CSTForm/Login.asp.  Once logged, tickets can be tracked via the status page included in the CST form web site.  Tracking includes completion by OA Operations and BCPO, if required.

3.  OA Operations staff will effect the IPPS correction in SAP on the appropriate infotypes.  The ticket number and details will be included in the remarks of the infotype.

4.  Updates to the retro replacement system are real time.  Once a retroactive transaction has been input by OA Operations, the change can be viewed through the web based inquiry screens (http://oaiss.state.pa.us/tahistory/Login.asp).   The following Time and Attendance Histories will be maintained after go-live:  PTA112 (Time History), PTA115 (Attendance Usage History), PTA118 (Leave Freeze and Payment History), PTA119 (Working Out of Class History), and PTA055.


5.  Security must be obtained prior to accessing the web applications via web address: http://oaiss.state.pa.us/hrisdauthorization/Requester_Login_Page.asp


6.  Time data for dates before go-live can be viewed with the following link, http://oaiss.state.pa.us/tahistory.  
Labor Distribution


1.  Employees that are required, as determined by the agency, to record their time to funds, cost centers, internal orders, WBS elements, and activity codes for federal or other reporting must enter the financial data with the time via CATS in ESS.


2.  All financial codes are available from the drop downs; however, agencies should develop charts for employees to use, since the drop downs include other agencies’ data.  Selecting a wrong code in conjunction with another will display as an error, and the employee will not be able to save the entry.


3.  If labor distribution data is entered in CATS, it overrides the default cost center data on Infotypes 0001 and 1018.  The labor distribution data is transferred to Infotypes, evaluated through time, passed to payroll, and ultimately received by the financial module of SAP.


4.  The Financial/Fiscal Office should provide employees with the valid codes to enter for each activity performed.  There are four financial fields and one activity field available in CATS.  They are not defined because agencies may use one or a combination of codes for different reasons—Fund, Receiving cost center, Receiving (internal) order, Work breakdown structure, and Activity code.

5.  For more information on labor distribution or CATS labor distribution errors, contact the agency’s fiscal or budget office.


6.  If labor distribution is not entered timely, it can be entered later.  However, it will cause retroactivity in SAP, which will slow processing and could delay the request/receipt of federal funding.
Quota Information

Quota Types

1.  There are three different types of quota for annual, personal, combined, sick, and long-term sick leave—actual, anticipated, and extension quotas.  There are also paid quotas for military, bereavement (applicable only to certain bargaining units), holiday and compensatory.  Unpaid FMLA quotas are established when needed.  

2.  Quotas can be viewed via transaction PT50 and PA51 Infotype 2006 (Quotas).  Transaction PT50 also shows hours generated, which is the SAP term for accrued.  Employees can view quotas via ESS, under the Display Quotas menu.  Only actual quotas are printed on the paper Remuneration Statement.

3.  Temporary employees will not earn quota until they reach 750 hours, at which time the quota will be granted at the end of that pay period.  Temporary employees will be able to use quota carried forward from the previous year.

4.  The following absence types do not have a quota associated with them.  



a.  Although sick family does not have a separate quota, sick family is tracked, and not more than five days can be used.  Note:  Because the go-live date is not at the beginning of the leave calendar year, SAP will not consider any sick family used before go-live when performing this validation.  This validation considers changes in work hours.  


b.  There is no quota for Additional Sick Family leave.


c.  There is no quota for Educational leave.


d.  There is no quota to track donated leave.  Instead, it is added to an employee’s regular sick quotas.


e.  There is no quota for any of the injury absences.

6.  Quotas are accrued differently for each quota type.  The accrual rate and rules are determined based on the position held on the last day of the pay period.

Actual Absence Quotas


1.  Actual quota is the same as the leave balance that was maintained in IPPS.  It accumulates at the end of each pay period based on the regular hours paid and paid absence hours during the pay period.  


2.  Actual quota is the quota that is paid (or recouped) when the employee separates employment.


3.  Only actual absence quota will be displayed on the paper pay statement that some employees receive in the mail.


4.  Personal quota is earned based on working 20 days in each quarter.  The quarters are defined as the first full pay period of the leave calendar year to March 31, April 1 to June 30, July 1 to September 30, and October 1 to the end of the last full pay period of the leave calendar year.  Only the beginning of the first and the end of the fourth quarters are based on exact pay period dates.

5.  When an employee is rehired within one year, in accordance with policy, sick quota is reinstated automatically.  If the rehire date is beyond on year, the HR Service Representative saves time type QSIC on IT2012 to delete the quotas.  Note:  During the first year of go-live, if the employee was never active in SAP, the Time Advisor must manually enter the sick quotas based on IPPS records via PA61 Infotype 2013 (Quota Corrections).  Both actual and anticipated quotas must be entered.
Anticipated Absence Quotas


1.  Anticipated quota is actual quota plus the amount that could be earned during the current leave calendar year.  Note:  This quota does not actually have the word anticipated in its name.


2.  The employee will not be able to request an amount of quota that exceeds the anticipated quota amount.  Therefore, there is never a need to make restitution for absence quota, even if this quota or the actual quota should contain a negative amount at year end.  If such quota is negative at the end of the leave calendar year, it will be offset by the anticipated quota granted at the beginning of the next leave calendar year.  Agencies should not change approved paid absence to unpaid absences just to avoid an over-anticipated quota.
3.  Absences scheduled for future dates are deducted from anticipated quota, but the actual quota is not reduced until the absence is used.

4.  If the employee separates from employment, the quota payment is not based on the anticipated quota amount.  It is based on the actual quota amount.


5.  If a Leave Request is completed on paper, and upon entry to SAP, it is not accepted due to insufficient quotas, the Timekeeper should notify the Supervisor that there is not sufficient quota and request that the supervisor reject or ask the employee to cancel a future-dated request to “free-up” quota for the current request.


6.  If a request is made for the following year and the current year’s quota is less than the hours of the absence request, the request can be made on paper and entered by a Timekeeper or the employee on the first day of the new leave calendar year, or enter absence code VS (vacation selection) and then change it to the proper code after 1/1..


7.  Employees in their first year of employment (except Troopers and Management employees) are not eligible to anticipate quota.  Therefore, the anticipated quota is populated with the same value as the actual quota.

8.  If by policy or leave restriction, an employee is not permitted to anticipate quota, the supervisor must reject the absence, since SAP does not maintain information relating to the allowance of anticipation for reasons such as workers’ compensation, parental, or leave restriction.
9.  Anticipated annual and sick quota is granted at the beginning of the leave calendar year based on the leave service credit that is in effect at the beginning of the year.  Should the employee earn enough leave service credit to advance to the next level of quota accrual earnings, the additional anticipated quota will be granted at the end of the pay period in which the leave service credit is achieved.  Note:  Anticipated annual and sick quota is calculated based on a different formula than used in IPPS; this formula produces a minor decimal  difference than IPPS.  This calculation should not be considered incorrect and no manual changes should be made.


10.  The personal quota entitlement is granted at the beginning of each leave calendar year based on the leave service credit that is in effect at the beginning of the year for employees eligible to earn quota.  If an employee becomes eligible to earn quota at another time throughout the year, the entitlement is still based on the service at the beginning of the year.  

11.  For newly hired employees, anticipated personal quota does not consider the number of pay periods remaining in the earning period when determining the hours to generate.  While there are some measures in place to prevent this, there is a possibility that an employee may have an overstated anticipated personal quota if hired near the end of an earning period.
12.  Anticipated personal quota is reduced at the end of the quarter if the eligibility requirements were not met.  This will reduce the probability that an employee could over-anticipate this quota.
13.  Anticipated annual and sick quota is reduced for any leave without pay usage entered during the year.  The reduction calculation is slightly different than that of IPPS.  It is rounded up, and the employee receives a slight advantage from what occurred in IPPS.

Extension Absence Quotas


1.  Extension quota is granted automatically for most employees, in accordance with policy, if those employees have an annual, personal or combined leave quota in excess of the maximum carryover amount.  It is available for the first seven pay periods of the leave calendar year.


2.  The extension quota is added to the actual quota, but not to the anticipated quota.  Deductions for absences are first made to the extension quota until that quota is exhausted.  It is also deducted from the actual quota.

3.  Should the employee separate with an extension quota, it is paid automatically since it is included in the actual quota.


4.  Extension quotas are automatically removed at the end of seven pay periods if not used.  The remaining annual quota after seven pay periods is automatically converted to sick leave up to the maximum sick carryover amount that was in effect at the end of the leave calendar year.  Remaining personal quota is lost.  

5.  Extension quotas removed are captured in wage types.  To produce a report of all employees who did not use the full amount of extension quotas granted, use report PT_BAL00 and select the Day balances radio button with a range of time types 2801 through 2805. Depending on the collective bargaining agreement, not all of these time types apply, but the range will ensure all applicable ones are included. 

6.  If a retroactive change to an absence request is entered after the extension period ends, there is no automatic correction of the extension quota.  The absence will, instead, be deducted from the actual and anticipated quotas only.  If the extension quota must be re-adjusted, a help ticket can be logged.  Note:  It is expected that configuration will be changed to avoid this issue in calendar year 2005 and subsequent years.
Unpaid Quotas


1.  The first time an employee uses sick, parental or family care leave without pay the quota must be established using PA61, Infotype 2006 (Absence Quotas).  In addition, FMLA quotas require population of the hours via PA61, Infotype 2013 (Quota Corrections). Use the maintain text area to record special remarks about the quota.  An absence cannot be entered until the quota is updated during nightly time evaluation, unless the date of the absence is 12/31/9999.

2.  Sick leave without pay quota renews automatically based on the policy.  However,   Family Care Leave and Parental Leave must be set-up each time it is renewed.


3.  Quotas are not deducted for absences with an end date of 12/31/9999, until the actual return date is entered.  Therefore, quota usage must be tracked manually to ensure it is not over used.  Note:  In the future, a time evaluation message will be created to help monitor this.
Military Quota


1.  All employees, even if not in the Guards, receive Military Quota (quota type 75) with validity dates equal to the leave calendar year.  If an employee is rehired or transfers from a non-permanent to permanent position, military quota is not generated automatically until the following year.  However, if such employee needs to use military quota, it can be created via PA61 Infotype 2006 (Absence Quotas), quota subtype 75 and then the quota be added via PA61 Infotype 2013 (Quota Corrections).

2.  Unused military quota is not reduced to zero at the end of the leave calendar year.  However, quotas for a prior year are not available for use in the current year because they are date delimited by the end of the leave calendar year.


3.  Part-time employees are eligible for 15 days at the full-time rate.  This is not automated in SAP, and must be added manually if needed via PA61 Infotype 2013 (Quota Corrections).


4.  To grant additional military quota, authorized by the Executive Board, use PA61, Infotype 2006 (Absence Quotas), quota subtype 76, and enter the hours provided.  Note:  It is not necessary to use Infotype 2013, since hours can be added directly to Infotype 2006.


5.  There is no quota for long-term military leave without pay.
Holiday Quota


1.  All employees, even those that observe the holiday on the day of the holiday, receive holiday quota at the beginning of the year.  Therefore, it is not necessary to track holiday time earned when an employee works on a holiday.


a.  New employees receive holiday quota during the hiring action performed by the HR Service Representative by entering IT2012, subtype QHOL with the hours of holidays remaining in the current year.  It is important that the “from” and “to” dates on the infotype are both equal to the effective date of the action.


b.  Part-time employees’ holiday quota is pro-rated.

2.  Holiday quota is available based on the exact calendar year 1/1/xx to 12/31/xx.  Unused holiday quota expires on 12/31/xx, and is not carried forward to the new year.  


a.  Although the quota is not reduced to a zero balance, it cannot be used in the following year because it is date delimited.  


b.  If the holiday is earned and not used during the current calendar year, and it is to be carried forward, a holiday extension must be entered.  Watch for details on this new procedure.


c.  For years when the 1/1 New Year’s Day holiday falls on a Saturday, it will be observed on Friday, 12/31, for employees on Monday through Friday work schedules.  Therefore, holiday quota will include one additional day in the year and one less day in the next year for employees with work schedules ending in 5.


d.  Because holiday quota is immediately deducted when holiday absences are entered, at the end of the year, if all holidays were recorded/used, the quota should be zero.


3.  Holiday quota must be reduced when leave without pay is entered instead of a holiday absence.  Use PA61, Infotype 2013 (Quota Corrections) to make this adjustment, when report PT_ERL00 generates an alert that the employee had leave without pay the day before or after a holiday absence or when the employee returns from leave without pay.

4.  Holiday quota can also be reduced by using absence code HO (Holiday leave without pay) when using short-term leave without pay.

5.  For intermittent use of leave without pay (reduced-time schedule) for a period of 60 calendar days or more, holiday absences are pro-rated.  


a.  If the employee is scheduled to work on the day of the holiday and the pro-rated holiday absence is entered as a FMLA absence, the hours between the absence hours due and 7.5 or 8.0 hours must be reduced from the Holiday Quota via PA61, Infotype 2013 (Quota Corrections).  If the pro-rated holiday absence is entered as absence code HO, the quota will be automatically reduced.


b.  If the employee is not scheduled to work on the holiday, the work schedule can be changed, the holiday absence hours may be used on another day, or the hours can be paid via Infotype 0416 (Quota Compensation).  Regardless, of the agency policy for this, the holiday quota must also be reduced via PA61, Infotype 2013 (Quota Corrections).

6.  For time worked on a holiday outside of the shift when additional time off is due, enter the additional hours as an attendance (CLE1, CLE6, etc.) to generate compensatoryquota, and not holiday quota.  Holiday quota is established only at the beginning of the year and shall not change throughout the year, except to be reduced for leave without pay.

7.  If an employee does not use earned holiday quota, most contracts require payment within 90 days.  There is no automatic payment or reminder that quota must be paid if not used.  It must be tracked manually, and when due, entered via PA61 Infotype 0416 (Quota Compensation) using the effective date of the day payment is due.

8.  When an employee transfers, holiday quota transfers with the employee.  If the employee’s new position earns more or less holiday quota, the Time Advisor should communicate with the HR Service Representative to ensure the QHOL time type is updated during the transfer action.  If it is not entered by the HR Service Representative, the Time Advisor can change it directly using PA61 Infotype2012 (Time Transfer Specifications), subtype QHOL with the appropriate number of hours, or it can be adjusted via PA61 Infotype 2013 (Quota Corrections).


9.  At separation, holiday quota earned and not used must be paid via PA61 Infotype 0416 (Quota Compensation).  If holiday quota was overused, absences recorded as holiday absences must be changed retroactively to another absence type.
Compensatory Quota


1.  Compensatory quota is created via entry of attendance code CLE1, WBC1, CLE2, WBC2, etc. on CATS.  After time evaluation is run, it is available for use via ESS Leave Request.  Note:  Employees should enter CLE1 or WBC1 on CATS, and the timekeeper will code the time to the time and one-half or double time code as necessary.


2.  SAP does not monitor the 90-day requirement to use or be paid for unused compensatory time.  This is the only manual process that remains.  Each agency should determine a business process to monitor and communicate when compensatory quota payment is due.  When due, it is paid via PA61 Infotype 0416 (Quota Compensation) using the effective date as the date payment is due.

3.  To view compensatory quota earned and used to determine if payment is due, use transaction PT50.


4.  Compensatory quota must be manually updated if working extra hours while working out of class.  Reference the Attendances section of this manual for more details.


5.  If an employee works outside the assigned shift on a holiday, additional hours are recorded as compensatory time earned, to add the time to compensatory quota and not holiday quota.  Note:  Hours worked during the shift on a holiday are automatically available on another day without an attendance entry.
Adjustments to Quotas


1.  To adjust quotas, enter the number to increase, reduce, via PA61, infotype 2013 (Quota Corrections).  Use the drop down icon to determine the correct quota subtype.  Use the maintain text area to indicate the reason for the adjustment.  The “from” and “to” dates must be the same, and the “from” and “to” dates should be the effective date of the adjustment (not the current date).


2.  To create or delimit quotas, use PA61 Infotype 2006 (Absence Quotas).  Be sure the validity dates are the same as the usage dates. 


3.  If adjusting annual, personal, combined, sick or long-term sick, remember to adjust both the actual, anticipated, and if applicable, extension quotas.  If an extension quota exists and the adjustment date is within the first seven pay periods, it is usually necessary to adjust actual and extension quotas only, and not anticipated quotas.

4.  There are several manual quota adjustments that could be required when employees transfer to positions with different quota entitlements, reference the Transfers/Promotions/ Demotions section of this manual for a complete list and instructions.

5.  An employee in bargaining unit D4 who returns from sabbatical leave may require quotas to be entered manually for the semester/school year.  This may require the establishment of the quota via PA61 Infotype 2006 (Absence Quotas) and PA61 Infotype 2013 (Quota Corrections).

6.  When an employee returns from long-term leave without pay, holiday quota should be reviewed and quota corrections should be made as needed.  Personal anticipated quota should be removed automatically if the employee did not work enough hours in the earning period, so manually adjustments should not be necessary.
Quota Payments


1.  It may be necessary to pay quotas to active employees.  All payments to active employees are made via PA61, Infotype 0416 (Quota Compensation).  Use the maintain text area to indicate the reason for the payment.  


2.  Commonly paid quotas to active employee include holiday and compensatory quota if not used within 90 days.  Note:  There is no tracking mechanism to notify the Timekeeper or Time Advisor when payment is due.  Therefore, this continues to be a manual process.

3.  When paying annual, combined, sick or personal quotas, the payment is made from the actual quota, but anticipated quotas must be manually adjusted via PA61 Infotype 2013 (Quota Corrections).  Note:  If the quota payment is effective during the extension period, and an extension quota exists, extension quotas should be deducted instead of anticipated quotas.

4.  Quota payments to separating employees are somewhat automated.  Reference the section on Separations in the first part of this manual for details.  If an employee has a negative actual quota at separation, recovery of the quota will be made automatically from the last pay check, or it will be recovered by BCPO from the State Employees’ Retirement System.
Freezing Quota


1.  In SAP, quotas cannot be “frozen.”  However, if an employee transfers to a non-quota earning position, quotas will not be permitted to be used.


2.  Upon separation, frozen quotas will not automatically pay.  Quotas frozen before go-live are recorded on the maintain text area of Infotype 0001.  Check this infotype to determine if there is a quota to be paid.


3.  Frozen quotas are paid via PA61 Infotype 2010 (Employee Remuneration) by the Bureau of Commonwealth Payroll Operations upon submission of a CST Ticket, if the employee is in a non-quota earning position at the time of separation.  
Special Extensions of Sick Leave


1.  Special extensions of sick leave are entered via PA61 Infotype 2013 (Quota Corrections).


2.  Remarks should be added to the maintain text to document the adjustment as a special extension of sick leave. 
Quota (Leave) Donation

1.  Quota can be donated from one employee to another in accordance with the Leave Donation policy.  


2.  To donate quota, reduce the donor employee’s Annual Quota via PA61 Infotpye 2013 (Quota Correction).  Both the Anticipated (quota subtype 10) and Actual (quota subtype 11) Quotas must be reduced.  Note:  If an Extension Quota (quota subtype 12) exists, that quota should be reduced instead of anticipated quota subtype 10.  Include in the text of the infotype the reason for the adjustment.


3.  To add donated quota, increase the recipient employee’s Sick Quota via PA61 Infotype 2013 (Quota Correction).  Both Anticipated (quota subtype 20) and Actual (quota subtype 21) Quotas must be increased.  Include in the text of the infotype the reason for the adjustment.  If the employee has had leave without pay processed.  First, delete these absences, allow time evaluation to run over night, then enter the paid absence the next day and re-enter leave without pay.  Caution:  Do not do this if pay will process in the next two days because the employee could receive an overpayment for leave without deleted and not re-entered.
Absence Information

Absence Codes


1.  There are several new absence codes.  The Absence Definitions Table is referenced in Appendix B. 

2.  Although CATS does not show absence time or absence codes, the planned hours are reduced by the hours of an absence.  

3.  There are no validations in CATS if overtime is coded incorrectly when certain absence types do not count for hours worked for overtime purposes.
ESS Leave Request and Workflow


1.  All paid/unpaid absences are requested via ESS Leave Request, except for Vacation Selection.  It would be an exception, rather than the rule, to enter the absence directly to Infotype 2001 (Absences).


a.  Absences entered by employees are not created in Infotype 2001 (Absences) until they are approved.  However, if a Supervisor, Timekeeper or Time Advisor creates the absence, it is automatically saved.



b.  A meal period can be changed in conjunction with a Leave Request.  When the absence is approved, Infotype 2003 (Substitutions) is also automatically created.


c.  Remarks can be added to the request which are automatically saved to Infotype 2001 text.  There are no validations to require remarks.  Some remarks can be entered with drop down choices; however, there are no validations to prevent a wrong choice.


d.  If a partial day absence is requested in conjunction with a full day request, two separate requests must be completed.



e.  An absence surrounding a holiday requires two separate leave requests.


f.  An ESS Leave Request could be entered from home.  However, time entry is considered a work-related activity which should be performed at work.


2.  When an employee saves the request, it is routed via workflow to the supervisor for approval.  A supervisor has 48 hours to approve the absence.  At the expiration of 48 hours, it is routed to the supervisor’s supervisor for approval.  Even though it routes to the next level supervisor, it also remains in the supervisor’s workflow.  If neither the supervisor nor the supervisor’s supervisor approves or rejects the absence within the next 48 hours, it is routed to the Time Advisor.  Note:  Requests made on Friday a.m. have the potential to route to the supervisor and supervisor’s supervisor before Monday morning.  At go-live, Time Advisors may get many workflows.  The workflow process will be monitored closely and as necessary modifications could be made in the future.  


a.  If a Timekeeper, Supervisor, or Time Advisor enters the Leave Request there is no workflow generated.  It is automatically saved to IT2001.


b.  For FMLA absences, disciplinary-type absences, long-term absences without pay, and work-related injury absences, a supervisor does not have approval authority.  Instead, the workflow is routed to the supervisor who cannot reject it, but can acknowledge it.  After the acknowledgement, it is routed to the Time Advisor (or Workers’ Compensation Advisor for work-related injury absences) for final approval.  This step is in place to ensure that all policies are followed.  The Benefits Advisor also receives an informational workflow to verify eligibility for benefits during the absence.



c.  A supervisor can change some absence types in the workflow if the employee selected the wrong code.  However, long-term leave without pay, disciplinary leave without pay, FMLA, and work-related injury absence types cannot be changed.  If there is an error, the supervisor can request the employee make the change or contact the Time Advisor to change it.


d.  If the “Process Later” button is used on the workflow, it has no affect on deadline monitoring for the supervisor or the supervisor’s supervisor.  The Time Advisor (or Workers’ Compensation Advisor in the case of injury type absences) is the last role to receive the workflow; therefore, it will stay in that individual’s In-Box until acted upon. 



e.  If an employe submits multiple Leave Requests at one time, and anticipated quota was available at the time of the request, but is not available when the request is approved, an error will occur and the request will not update.  Supervisors should then reject the request and ask the employee to resubmit a different absence type.  Note:  Quotas are not displayed on the workflow.  

3.  While a Leave Request is in process in the workflow, only the individual with the item in their in-box can approve/reject the request.  Even the Time Advisor cannot take action on the item.  However, a Timekeeper or Time Advisor can enter the same absence request directly in PA61, IT2001 if it is important to ensure the absence is entered before pay processing.

4.  After the Leave Request is approved or rejected, the employee receives an e-mail notification of the action taken.  If the employee does not have e-mail, verbal or written notification of approval/rejection should occur.  Note:  If the original entry was not made by the employee, the employee will not receive an informational workflow.  However, the employee can view the entry when using the Modify Service in the ESS Leave Request function, the Time Statement and the Remuneration Statement.

5.  For employees unable to complete an ESS Leave Request (because they are not at work), the supervisor is responsible for entering the absence on the employee’s behalf.  Supervisors can obtain the Personnel number from the timekeeper or use the My Organization service of ESS to obtain the number.


a.  Timekeepers are not responsible for entering absences on behalf of employees that ordinarily have access to ESS, since Timekeepers may not be in a close proximity to employees to know when they are/are not at work.  However, timekeepers have security to enter absences on behalf of employees within the time administrator (timekeeper) security if requested to do so.



b.  Absence code COFF can be used when an employee calls off, if the Supervisor does not know what type of absence the employee wishes to use.  Code COFF can be deleted by the employee and a new entry can be added to the correct absence code upon his/her return to work.


6.  Timekeepers have very little involvement in absence processing.  They receive no workflows, and are only advised of errors after running report PT_ERL00.

7.  For shifts spanning midnight always enter a full day absence on the day the shift begins.



a.  If a partial day absences begins before midnight, use the date the shift begins.



b.  If a partial day absence ends after midnight, use the date the shift ends.  SAP will automatically check the previous day box on IT 2001 when this occurs to keep the absence with the correct shift.

8.  Collisions occur when attempting to enter an absence for a date that already contains another absence or sometimes an attendance.  To replace the previous entry, click the green check to acknowledge the deletion of the entry shown on the collision screen.  However, if the new entry is the one in error or further research of the collision is necessary before deleting the entry, click the red x.  If the red x is chosen, it is necessary to also cancel the absence entry by using the back icon or the cancel icon.


9.  There is no need to maintain a paper Record of Absence (C336L) since the data is maintained in SAP electronically.

Paid/Unpaid Absences

1.  Absences may be requested for any periods based on clock times in increments as small as one minute.  However, the policy has not changed; absences, in most cases, should be recorded in 15 minute increments  If more than one absence or a combination of RT and absences are not in quarter hour increments, the total decimal equivalents for the day may not exactly total 7.5 or 8.0 hours.  For example, it could total 7.49 or 7.51.  This is considered acceptable rounding and should not be changed.  Note:  This rounding issue has been reviewed with OA Labor Relations and approved as acceptable.  Reference the Leave and Holiday Programs Manual Appendix for the correct minute to decimal calculations.

2.  Remarks can be added, and absences for family members documented using the drop down on the ESS Leave Request form.  However, there is no validation based on the absence type selected to the family members listed in the drop down feature.


3.  The definitions of short and long-term leave without pay have not changed.  However, workflow is generated to the Time Advisor based on 14 calendar days instead of the definition of long-term leave without pay.


4.  For long-term leaves without pay, both an action and an absence must be entered.  The action does not stop pay; only the absence entry via ESS Leave Request stops pay.  



a.  The action affects benefits and certain automatic pay deductions.  



b.  It is important to enter the correct effective date for Leave Without Pay.  The start date on IT2001 (created via PA61 or via an ESS Leave Request) should always reflect a regular work day, never an off day.  Whereas, the start date on IT0000 (created via the PA40 execution) should always reflect the 1st day after the last day in compensable status.  When the absence involves a paid WRI/disability, the start date on IT000 (created via the PA40 execution) should always reflect the 1st day after the last day worked.  Because the PA40 action may have an impact on the benefits, it is critical that the correct effective dates be entered.  In addition, BCPO uses IT0000 in conjunction with IT2001 to monitor paid WRI/disability absences.    Example: An employee is scheduled to work Mon-Fri and the pay period starts on a Saturday.  The employee is going on a long-term Leave Without Pay without Benefits at the beginning of the week (Monday), the effective date of the PA40 action should be Saturday not Monday,   which means the Leave Without Pay without Benefits starts on an “off” day (Saturday).  The absence record on IT2001 should reflect Monday.


c.  When entering a long-term absence without pay, both the leave request and the PA40 action use the “to” date of 12/31/9999 to ensure that pay is not accidentally granted to the employee while on leave.  



d.  At the time 12/31/9999 is entered, it may be necessary to delete future dated absences.  Before deleting them, record each collision in the text area of the absence infotype by recording the date, clock times, and absence code.  This information will be used to re-enter future dated absences upon delimiting the 12/31/9999 end date.  



e.  Leave service credit and seniority automatically accrue for employees on long-term military leave and other leaves without pay prescribed in the contract.


f.  The Payroll Processor also has responsibility to delimit specific wage types when a leave without pay action is generated.

5.  There is no indicator to recognize an employee is on leave restriction.  It continues to be the supervisor’s responsibility to reject requests for anticipated leave to which the employee is restricted.


6.  It is not necessary to report absences without pay for positive time reporting employees unless such employees earn benefits.  There are absences available for this use if tracking of absences is desired.  Remember, do not enter both RT and an absence.  In SAP, enter either an absence or an attendance, but not both for the same hours.


7.  Emergency requests for leave and requests for appointments where the end date is not known may be approved verbally or in writing outside of SAP, since a return date and time is required for each request.



a.  Such absences may be entered upon return to work.  



b.  For emergency requests, the Supervisor could enter the absence.  



c.  For medical appointments an estimated return time can be entered and adjusted upon return to work.


8.  A suspension absence will be routed to the Time Advisor via work flow.  There are no requirements to enter a short-term suspension as a PA40 action.


9.  The actual date of release can be entered in SAP, even if that day is an OFF day.  SAP does not charge time on an OFF day.  

10.  When an employee is absent for an extended time, their CWOPA and SAP security password may need to be reestablished upon return to work.


11.  Absence data is maintained in SAP until archived.  The archiving structure has not yet been defined.  After it is archived, it can be unarchived if needed.


12.  If an employee is on paid leave for an extended period of time, the absence must be entered each pay period or with a future dated end date.  Do not enter paid absences with a 12/31/9999 date.


13.  If an employee is absent intermittently, it may be more efficient to use PA71 Fast Entry to enter a group of absences at one time.

14.  The entry of an action for a long-term absence does not affect pay.  It is important to enter the absence through ESS or PA61 IT2001.  Reference the “Tips for Entering LWOP Absences” found in the Appendix.

15.  When an employee returns from long-term leave without pay, holiday quota should be reviewed and quota corrections should be made as needed.  Personal quota should be removed automatically if the employee did not work enough hours in the earning period.

16.  When an office closing is authorized, absence code POC or UOC must be entered for all employees covered by the closing, using PA61, IT2001 or PA61, IT2001.  If the employee works any portion of the closing and is eligible for overtime due to the other time worked during the week, the employee can notify the Supervisor to change the absence request.
Absence Adjustment/Change/Deletion


1.  Modifications and deletionscan be done in ESS, if the end date is not more than 14 days from the current date.  This service works for both approved and pending leave requests.  They are performed by selecting the appropriate radio button on the second screen of the ESS Leave Request.  Simply select the Request to change or delete, and then enter the change or acknowledge the deletion.  Note:  Do not use a minus sign to zero-out a previous entry.


2.  A request to modify or delete an existing absence is deleted immediately, and the supervisor receives a workflow.  However, the supervisor cannot reject a deletion.  And, if the modification is rejected, the original entry is not restored.  If, in either case, the record should not be deleted, a supervisor must re-enter it.  

3.  Retroactive changes to an ESS leave request in either create, modify, or delete mode will not be accepted for periods older than two weeks.  If such an entry is necessary, it must be completed through PA61, Infotype 2001 (Absences).  This restriction applies to all roles.

4.  Absence types cannot be changed, only the date and times of the request can be changed.  Instead, if an absence type must be changed, the original request must be deleted and a new one entered.

5.  After the change or deletion is made, the original entry is gone.  Only the new record remains.  In other words, there is no history of how the absence originally stood, unless Infotype Logging is reviewed, transaction S_AHR_61016380.

6.  All changes and deletions entered by the employee are routed via workflow to the supervisor.  If the entry is made by a Timekeeper, Supervisor, or Time Advisor, no supervisor approval is needed.


7.  If an action was entered for a leave without pay and must now be changed, changes can be made by the Time Advisor, only if Infotype 0008 is not affected.


8.  Adjustments to absences for dates before go-live cannot be made in SAP.  Such adjustments must be requested through CST forms.

9.  When an employee is separating or transferring, it is important for the Supervisor to approve all workflows before the last day of employment with that supervisor.  In addition, the Timekeeper must also complete all time entry, if ESS is not available.  Security to access the employee’s records terminates once the employee transfers or separates.  If an absence was not entered timely, the Time Advisor must enter it.  If the IT2012 QSEP, QRET, etc. record is unlocked, it must be re-locked and time evaluation must process before the entry can be made.  As soon as the late entry is made, the IT2012 record must again be unlocked.  This action will cause payroll to retroactively adjust money paid.

10.  Adjustments to absences where an extension quota was involved and a change is made after the extension period require submission of a help desk ticket to correct the quotas.  It is expected that this is only a process needed during the first year of go-live, and will be corrected for subsequent years.
Benefits While Absent


1.  Benefit rules while absent have not changed.  The absence codes entered have no impact on the benefits the employee actually receives.  Communication between the Time Advisor and Benefits Advisor is especially important where long-term leave without pay is involved.


2.  The time management module maintains “buckets” of hours for tracking benefits eligibility for certain employee groups that must obtain a certain threshold of hours in order to be eligible for benefits.  The Benefits Advisor must run reports to obtain these values and properly update SAP to provide benefits due.

Office Closings


1.  Office closings are entered as an absence in SAP using fast entry.  There are two codes to use for an unpaid (UOC) or paid office closing (POC).


2.  It will be important to know each employee’s start or end time since office closings are usually granted based on hours in relation to the employee’s work start or end time and the clock times must be entered.



a.  Fast entry, transaction PA71, can be used to enter office closings using a report by Time Administrator (timekeeper) code, selecting the period and absence code.  Each record will then need to be reviewed to determine who is eligible for the closing.



b.  For delayed starts all employees’ records can be updated at once since entering the hours will record, by default, to the start of the shift.  Note: Caution—for employees with pre-recorded absences, this method will not work.  For full-day absences that are pre-recorded, collisions will occur, so the record for that employee should not be saved.  Instead, click the X to exit the pop-up box and then use the red X to exit the infotype.


c.  Clock times must be entered for each employee when an early release is authorized.  Use PT63 to identify all employees’ ending times, and then enter the appropriate time for each employee in fast entry.

3.  Each agency should decide if office closings should be entered by the timekeeper or centrally by the Time Advisor.  
Holidays


1.  In SAP, holidays are considered an absence, and therefore, and an Infotype 2001 (Absences) must be created for each one.  
2.  For entering attendances on a day when a holiday is ordinarily observed, refer to the Appendix for “Tips for Entering Time Worked on Holidays.”

3.  Holidays for employees who always (or almost always) observe the holiday on the day in which it occurs should be entered at the beginning of the leave calendar year using fast entry.



a.  Each agency should decide if the Timekeeper or the Time Advisor performs the entry.  We recommend the Time Advisor perform the entry.



b.  PA71 (Fast Entry) IT2001 (Absences) can be used.  Use the variant HOLIDAYS, which uses the work schedule rule as a key to finding all employees who normally observe the holiday on the day in which it falls.  The work schedule for these types of employees should be *******5.  The asterisk represents a wild card.  This variant excludes employees on alternate work schedules (AWS) and part-time schedules.  For employees on these schedules, it is important to review the hours they were scheduled to work on each holiday before entering it through PA61, Infotype 2001 (Absences).


c.  Although entry at the beginning of the year is recommended, an agency may decide not to enter holidays until they occur.  

4.  Holidays must be entered for all new employees.  The HR Service Representative creates the holiday quota as part of the hire action.  Coordination should occur between the Time Advisor and HR Service Representative to ensure that the Time Advisor enters the holiday absences via PA61 Infotype 2001 (Absences).  


5.  When an employee works on a holiday, there are several entries that are required.



a.  It is necessary to enter the RT time plus the HT6 to pay time and one-half or CLE6 for compensatory time during the planned normal working hours.  If appropriate, shift differential must also be manually entered.  


b.  For an employee who usually observes the holidays on the day of the holiday, it will also be necessary to delete the holiday absence.  The deletion of this absence will allow quota to be restored to the employee’s record to be used on a future date.  If the absence is not deleted, a report PT_ERL00 message will generate.


c.  If the employee did not receive the benefit of a full shift of holiday absence, enter time worked outside of the shift, up to the hours of a full shift, as compensatory leave earned, CLE1, CLE2, etc.  This entry could be in addition to a T2 (time and one-half) entry for working on a holiday.  This will allow the use of COMP absence on another day.

6.  Should the employee not earn a holiday because he/she was not in a compensable status the half day before and/or half day after the holiday, an error message will appear on the Time Evaluation Error Log PT_ERL00.  If the employee is not eligible for the paid holiday, change the absence code to HO, holiday leave without, to deduct the hours from the holiday quota, unless the absence is to be recorded as an FMLA-type leave without pay.  In which case, enter the appropriate FMLA absence and deduct the hours from the holiday quota.  Reference the Holiday Quota section of this Manual.  Code HO is not used for recording holidays for non-permanent employees.

7.  If an employee is on long-term absence without pay, future dated absences, including holidays will be deleted.  Upon return from leave without pay, it is necessary to adjust holiday quota for all missed holidays.


8.  Employees in the Pennsylvania Conservation Corps earn holidays; therefore, it is important to enter the holiday absence if not working or to delete the quota for the holiday, if the employee works on the holiday.


9.  For employees using intermittent absences for FMLA, holiday absence hours must be pro-rated in accordance with policy.  Because holidays are entered for most employees at the beginning of the year, it will be necessary to change the holiday absence hours.  Reference also the Holiday Quota section of this Manual for instructions to reduce the quota.

10.  If an employee wants to use annual or personal leave surrounding a holiday, two leave requests must be entered; one for the date(s) before the holiday absence and one after the holiday absence.
Vacation Selection


1.  Vacation selection is an optional time function that must be “turned on” by the Time Advisor via transaction ZH_VACREQ.

2.  If it is used, the employee requests time off using the vacation selection form in ESS.  If the employee does not have access to ESS, a paper request must be submitted and entered by the Timekeeper.  Absence code VS is recorded automatically in Infotype 2001 (Absences) after the request form is saved.  


3.  At the end of the vacation selection period, the Timekeeper will generate the PT91 report (Attendance/Absence Multiple Employee View), for the supervisor, which will show all vacations requested.  The supervisor can either approve or reject the requested vacation.  


4.  All vacation approvals or rejections must be changed by the Timekeeper via Infotype 2001.  Approved vacations are changed from a VS code to a VA code.  Rejected vacations are changed to a VR code.

                      5.  The VA code remains until the vacation period ends.  The Time Advisor will run the Vacation Selection Batch Update Program via transaction Y_DC1_32000465 to see the employee’s available quota.  If the vacation is in the same year as it is requested, the code is then changed automatically to A or CP as appropriate.  If the vacation is in the following year, it remains VA until the beginning of the new year when the Time Advisor runs the Vacation Selection Batch Update Program, at which time it is then changed to A or CP.

Letters

1.  There are several standard letters that can be generated in SAP for FMLA absences and work-related injury absences.  These letters are optional use.

2.  To access the letters, Time Advisor and WC Advisor enter transaction ZH_LWOP_LTR and enter data in all required fields.
Work-Related Injuries

Reporting Injuries

1.  Supervisors with access to ESS must report workers’ compensation claims through ESS.  If a supervisor is absent, a Workers’ Compensation Service Representative or Workers’ Compensation Advisor may complete the ESS form based on information provided by the supervisor in charge.  Note:  The accident investigation form is not on-line.



a.  Some data on the claim form is pre-populated.  If the information is incorrect or missing, ESS can be used to update it, or the WC Service Representative can note the correct information in the comments.  Common items that must be noted are the telephone number, if the employee has not entered it via ESS, and the work start time may not be accurate.



b.  Descriptions provided on the form should be succinct, and grammar is not important.  Note:  The field size on the vendor’s screen may be shorter; therefore, lengthy descriptions will be truncated.  See Appendix for a list of common workers’ compensation abbreviations that can be used.


c.  To ensure the Commonwealth is charged correctly, be sure the correct type of claim is selected.



d.  It is not appropriate to fax claims to the Workers’ Compensation vendor in lie of entering them via ESS, nor should a claim that has been entered be faxed.

2.  Both the Workers’ Compensation Advisor and Safety Advisor in both the field and central offices receive notification of work-related injuries via workflow.  The version that the Safety Advisor receives does not contain personal information about the employee.  This allows the safety advisor to forward the injury information to safety committee members without revealing details of the injured employee.


3.  Each night (except Saturday and Sunday) the information entered or changed during the day (except for near miss and incident only claims) is forwarded by an interface to the workers’ compensation vendor.  However, for catastrophic claims, it is important to immediately contact them by telephone to report the injury.  


a.  Since the information is sent via an interface, do not fax the claim form to them.  


b.  There is no approval on the workflow, so the data will be sent to the vendor, regardless of whether or not the Workers’ Compensation Advisor views the workflow.  


c.  If changes are needed after viewing the claim and after it has already been interfaced to the vendor, such changes can be made as noted in the Changes to Injury Date section of this Manual.  

4.  An injury report can be viewed after the claim is saved in ESS by viewing it in PA51 Infotype 0082.  It can also be printed using transaction ZH_PRINT_WC_CLAIM.

           5. For all injuries occurring before the go-live date of SAP (even if a recurrence occurs after the go-live date), those will have to be completed on paper and faxed to the Workers’ Compensation Vendor.


6.  To ensure that the correct average weekly wage information is provided to the workers’ compensation vendor, always use the AWW variant when running the wage type reporter.  The “For Period” radio button is selected automatically with this variant to ensure that retroactive adjustments are captured within the data.


7.  To export the results of the AWW report, click List>Export, then choose the Table radio button, and finally choose Excel.  Once Excel is displayed on the screen, save the file to a location on your hard drive, local drive, or shared drive.  Attach the file to an e-mail and forward tothe Workers’ Compensation Vendor.  Note:  For claims up to one year after the date of go-live, both the Access report and the wage report will have to be sent to the workers’ compensation vendor.


8.  Recurrence should not be reported to the workers’ compensation vendor via a claim form or through a change on Infotype 0082.  Instead, telephone the vendor to notify them of a recurrence.

9.  SAP is configured to allow the reporting of near misses and incident only claims.  Neither of these types of claims will be interfaced to the workers’ compensation vendor.


10.  All paper forms must be entered in SAP.  The Workers’ compensation vendor will no longer accept faxed forms after the implementation of SAP.  If the supervisor does not have access to ESS, the Workers’ Compensation Service Representative or Workers’ Compensation Advisor should enter the data to SAP.

Changes to Injury Data

1.  If information on the form has been changed or is noted as incorrect when viewing the workflow, it may be changed using PA61, Infotype 0082, (Additional Absence Data) even if the claim was sent to the workers’ compensation vendor through the interface on a previous day.  


a.  Changes are also interfaced to the workers’ compensation vendor each night, except Saturdays and Sundays.



b.  If it is necessary to delete the claim, change the injury date or injury leave type (also known as subtype and event type), it can be deleted/changed, but notification must also be provided via e-mail or telephone to the Workers’ Compensation Vendor and the Commonwealth’s Workers’ Compensation Advisor.  Deletions and changes to injury dates will not be interfaced.  If an entire claim is deleted, it is necessary to contact the Commonwealth’s Workers’ Compensation Advisor in the Office of Administration to ensure the Commonwealth is not charged for the claim.  If a claim is changed from incident only to medical or indemnity, those changes can be made and the claim will interface to the vendor.  An injury leave type (example Heart & Lung was entered, but it should have been Injury Leave type) cannot be changed directly in the infotype. Instead, the original claim must be copied with a change to the injury type.  Then, the claim with the wrong type must be deleted.  



c.  For any of the above changes, send an e-mail to both OA, Galen Dorman and Comp Services, Norm Yacko to alert them of the change. This does not apply to changes on any other fields. For example, a change from incident only to medical can be made directly on the variable data screen.

2.  No workflow is generated when data is changed on IT0082.


3.  The workers’ compensation vendor reviews changes from the interface and updates their system manually.
Injury Absences


1.  Absences can be requested for work-related injuries by the employee, Timekeeper, Supervisor, Time Advisor or Workers’ Compensation Advisor.  If entered by the employee, it will be routed to the supervisor for acknowledgement; the supervisor cannot reject the request.  All requests, changes, updates, and deletions receive final approval from the Workers’ Compensation Advisor to avoid inappropriate use of work-related injury absences.



a.  As mentioned above, work-related injury absences are forwarded to the Workers’ Compensation Advisor for approval.  If a field Workers’ Compensation Advisor, by agency policy, does not have authority to approve the absence, it may be routed to the central office Workers’ Compensation Advisor by clicking on the forward icon (the icon that looks like a letter and a mail slot) to the SAP id of the central office Workers’ Compensation Advisor.  


b.  An absence can be approved or rejected.  If it is rejected, comments can be added to explain the reason for the rejection. 


c.  The employee receives notification of the approval or rejection via e-mail, if the employee has an e-mail CWOPA account.  


d.  The process later button makes the workflow the responsibility of the individual who first clicked the button and it is removed from others’ mailboxes if more than one individual received it.  Instead, the subject line should be reviewed to determine whose responsibility it should be to take action on the workflow absence.


2.  There is no assumption of eligibility.  It is expected that the workers’ compensation vendor will be able to act on the claims much quicker as a result of the interface of data to them, and in turn, the eligibility decision can be made by them much quicker.  When notification of the decision is received, the leave election form is sent to an employee.  The vendor will continue to provide the notification of the acceptance/denial of the claim in the same manner.


3.  Employees who work in transitional/modified duties may have their time tracked by using absence code MDWR (modified duty work-related).  This type of absence is paid like RT (regular time).  For employees on Act 632/534 and receiving two different rates of pay, the valuation basis field on CATS must be used to enter the additional time due to the employee, since the Infotype 0008 (Basic Pay) will reflect the difference in salary at the time the injury occurred and present salary.  When an absence occurs for time that is supposed to be worked, the pay will have to be added to the absence infotype 2001 using the different payment icon and the valuation basis.  It is important for partial Act 632/534 absences only that the return transaction is not entered until the employee returns to work on a full-time basis.


4.  Workers’ Compensation Advisors are responsible for linking absences related to the injury to PA61 Infotype 0082 (Additional Absence Data).  Ordinarily the absence will exist.  However, where an absence was not entered via the leave request and does not appear in SAP, the entry made to Infotype 0082 will update the absence records on Infotype 2001 (Absences).  Note:  Do not link partial day absences, because if they are linked the absence will be changed to a full day.

5.  Injury leaves do not have a quota.  There is no automatic mechanism to monitor the duration of the absence.


6.  Standard letters that are sent to employees when an injury occurs have changed slightly because the process has changed.  Access letters through transaction ZH_LWOP_LTR.


7. If pay is changed retroactively after a claim is sent to the workers’ compensation vendor, the vendor will not receive the pay change via the interface.  If the change is significant, complete the wage reporter and e-mail it to the vendor.


8.  When paid leave is changed to injury leave, quotas are immediately restored to the employee’s account.

9.  When processing the action, IT2003 will be displayed if the employee is on a work schedule with inconsistent hours.  It is necessary to save the infotype to ensure no more than 75/80 hours are generated for the pay period.

10.  When an employee returns from an injury absence, the WC Advisor must review all holidays missed to determine if the holiday quota is correct.  If the quota is not accurate, use PA61, IT2013 (Quota Corrections) and the text on the infotype to document the reason for the adjustment.
Attendance Information
Attendance Codes


1.  There are several new attendance codes.  The Attendance/Premium Definitions Table is referenced in Appendix C. 

2.  There are no combination attendance codes, such as shift differential and overtime.  Each code must be entered separately on a new line.  However, higher class codes do pay regular hours and the higher differential based on the entry of the higher class code.

3.  Attendance code TOM pays the $8.00 meal allowance.  It was previously paid on the travel expense voucher, and it remains a non-taxable payment.  It must be entered for the exact hours in which the overtime was worked, as one entry, which could overlap both T1 and T2 entries.  No payment will be generated unless the time is more than two hours.
ESS CATS Entry


1.  Employees, Supervisors, Timekeepers, and Time Advisors all have security to enter time for employees.  Employees (including non-permanent employees) are required to enter their own time, in accordance with the ESS policy, if they have easy access to a computer at or near their work location.  



2.  An employee will use ESS CATS to record their time.  A Timekeeper, however, will likely use CAT2 in R/3 which has a quicker response time.


3.  Each role has security to different profiles.  Employees can access profiles beginning with the letters EE, except EE-WOC or ones that are designed for specific agencies.  Timekeepers and supervisors can access profiles beginning with the letters TO and also the EE-WOC profile.  Time Advisors can access profiles beginning with the letters TA.  If a Timekeeper is entering time for her/himself, the profile beginning with the letters EE should be used.  If a Timekeeper uses profiles beginning with the letters EE- for other employees, the request will workflow to the Supervisor for approval, which could delay the application of an absence or payment of time.  

4.  The key date in CATS must be entered.  Enter any date in the pay period to display the current pay period.  In ESS each employee is given a default profile based on the type of time that would ordinarily be reported for that agency.  If the default is incorrect, a different profile can be selected from the drop down list.  The key date, when CATS is first entered defaults to the beginning of the year.  If any date is entered, it will default to the first day of the pay period when the enter key is selected.

5.  Employees using ESS time entry are instructed to enter only one of five attendance codes—RT, WBR1, WBC1, CLE1, or HC.  Timekeepers must then evaluate the time manually and re-code it to the proper overtime, compensatory, and break time codes.  Absences are never entered on CATS.  Note:  If an agency wishes to allow employees to enter other attendances, such as the meal allowance, hazard duty premium or shift premium on an unscheduled day off, Time Advisors may provide instructional materials to teach employees how/when to enter those codes.



6.  CATS has several validations to prevent common errors.  However, there is no validation to ensure that an employee is eligible for overtime based on absence entries since some absence types do not count toward hours worked for overtime purposes.  The following validations are performed in CATS. 




a. Return an error message if any alternate payment information is entered on a non- higher class attendance type. 


b. Return a warning message if alternate payment information is missing on a higher class attendance type.  Example:  Missing “+”, position, or valuation basis.


c. Return an error message when attendance types that are not permitted to overlap are entered for the same times. Example: RT cannot overlap with HC.


d. Return a warning message if an attendance entered overlaps with an absence record recorded in infotype 2001.

7. Before entering data to CATS, the work schedule should be reviewed to ensure it is correct.  If it is not correct, overtime may not be paid correctly.


8.  Employees are encouraged to enter time daily.  After an employee completes the CATS form, it is routed to the supervisor for approval.  If the supervisor rejects it, a message is sent to the employee (no message is sent for approved time sheets).  It is incumbent upon the supervisor to review the entries made by the employee to verify the times and codes.  If the employee enters a wrong code or time, the supervisor may choose to correct it or reject it entirely for the employee to correct.

9.  If a supervisor, Timekeeper or Time Advisor creates the CATS entries no workflow is generated, since it assumes there is a paper documentation approving the time.  If a paper CATS form is required to be used, a template is available to be printed and copied for use as needed.  This form is available on the IES website.

10.  All attendances are entered on the literal day and time of the attendance, regardless of whether it is to be paid and evaluated based on the day the shift begins or ends.  SAP evaluates/pays the time based on the work schedule rule.  The time is moved after time evaluation is processed, and the results can be viewed on PT_BAL00.

11.  To force overtime to be paid on a specific day, the timekeeper will check the previous day indicator by double clicking the cell of the record that needs to be assigned to the previous day and clicking the previous day check box.  


a.  Work schedules that begin with the letters C, E or K never require a previous day indicator since the time is evaluated based on the actual entry date/time.



b.  Work schedules that being with the letter B and the shift does not span ,midnight, always use a previous day indicator for time worked before the shift begins.



c.  Work schedules that begin with the letter B and the shift crosses midnight always use a previous day indicator for time worked after the shift ends.


12. To determine what attendances have not been approved, there are a few different reports that can be run.  CAT3 might be helpful, as well as CADO, transaction Y_DC1_32000599 or CAOR.  These reports show entries that were approved, rejected and pending approval.  To find entries not approved, enter status 20 on the report selection screen.  If an attendance has not been approved by pay processing, it will not be paid.  If not approved, a Timekeeper could contact the Supervisor to remind him/her to approve it, or a Time Advisor can use transaction CAT4 to approve the time, as an exception.

13.  Entries made in CATS, once approved, are transferred to IT2002.  Information in CATS, but not yet on IT2002 will not be paid.  It would be a very unusual exception if it was necessary to enter any attendances directly to PA61 Infotype 2002 (Attendances) instead of CAT2.  Before entering directly to Infotype 2002, consult with OA Systems Staff since CATS will become out of synchronization and cause errors if changes are later made through CATS.


14.  If any approved entries are in error or require overtime coding, after time evaluation is run, the next morning the employee’s name will appear on the PT_ERL00 report.  This will notify the timekeeper that the time must be coded to overtime hours and provide other alerts about the time processed.  The timekeeper does not get a workflow, instead he/she must be proactive and review this report.  If the timekeeper is absent, the Time Advisor will also monitor this report to ensure that no entries requiring action are missed.  Note:  If no action is taken, the auto adjust rule will be invoked and the employee will not be paid for the overtime hours.
Attendances

1.  Attendances can be made for any clock times as small as one minute.  If more than one absence or a combination of RT and absences are not in quarter hour increments, the total decimal equivalents for the day may not exactly total 7.5 or 8.0 hours.  For example, it could total 7.49 or 7.51.  This is considered acceptable rounding and should not be changed.  Note:  This rounding issue has been reviewed with OA Labor Relations and approved as acceptable.

  
2.  When an employee works on a holiday, it is necessary to record the RT time and the HT6 time to pay the holiday at time and one-half.  If shift differential is also due for the shift, it must also be entered manually.  Refer to the Holiday Quota and Holiday Absence sections of this manual for more information about recording time on a holiday.

3.    Code WBR1, WBC1, WBR2, WBC2, etc. are available for use only if the agency permits payments or compensatory time to employees who work through paid or unpaid meals or breaks.  It is important to enter the exact times of the meal period; if the meal is unpaid, 0.00 hours will be reflected in CATS, even though the time entered will generate pay.  .  If shift differential is also due, it must be entered manually.  If using time through an unpaid break or meal, 0.00 hours should be reflected in the hours field.  If it is any other value, the work schedule should be reviewed for accuracy or a substitution, PA61 Infotype 2003 (Substitution) should be entered.

4.  If an employee has an unpaid break/meal during a period of overtime, it is necessary to make two entries in CATS.  The first entry will be through the meal start time.  The second entry will begin at the break/meal end time.


5.  Insufficient time, also known as lap time, is not automatic in SAP.  It must be entered by the Timekeeper using code IT6 when due.  

6.  An employee can choose to accumulate compensatory time or be paid for overtime.  To choose compensatory time, employees should enter code CLE1 or WBC1 on CATS.  Compensatory time cannot be used for time worked during breaks and lunches.  After this code is approved, compensatory absence quota is created for use on another day.

7.  When an attendance is entered during planned time, RT must also be entered, except if the attendance is for higher class or working through a break.  This is required because time evaluation considers these entries to be an override to what would automatically be generated for the day.
Adjustments

1.  In CATS, an employee can only enter time for two pay periods back.  An employee cannot make changes to data after it is approved, but additional entries can be added.  A Timekeeper or Supervisor can make adjustments for four pay periods back.  And, a Time Advisor has unlimited access.  The employee is the only role that cannot change approved entries.  

2.  To correct an error, simply delete or change the entry.  Do not use minus signs.  Changes made by employees will be re-routed to the supervisor for approval.


3.  If an attendance is rejected, it can only be changed by the Timekeeper or Time Advisor by double clicking the cell of one of the rejected entries.  Times can then be deleted from the pop-up, which will allow a new entry to be recorded for the correct time.

4.  If an employee is retroactively promoted and no longer eligible for a specific type of overtime or higher class payment, it is necessary to delete or change those entries before the promotion occurs.  Otherwise, the promotion must first be deleted to allow the correction.  If the HR Service Representative is not comfortable with this process, a CST ticket can be created to have OA Systems do this.

5.  If retroactively entered absences or actions affect time entered, it is incumbent upon the Timekeeper and/or Time Advisor to make necessary adjustments.  Until the full functionality of time evaluation is deployed to all agencies, the corrections to these must be calculated and entered manually.


6.  If an attendance is entered and overlaps with planned time, the RT hours for the day will be reduced and a report PT_ERL00 message will be displayed since the auto adjust rule will be invoked.


7.  To view adjustments made, CADO can be helpful as well as Logged Changes to Infotypes.


8.  When adjustments are entered, retroactivity will pick-up the changes and payroll will process the difference due or amount to be recouped.
Differentials


1.  When entering differentials, two fields are used on the CATS screen.  Enter attendance code DIFF and use the drop down to select the appropriate premium code in the premium field.  Using the drop down will automatically enter the 001 in the id field, which is required for differentials.


2  Shift differential for negative time employees is paid in accordance with the work schedule or substitution.  Therefore, shift differential does not need to be entered for planned hours.  However, it is necessary to enter the shift differential for overtime shifts and whenever any attendance overlaps with planned time.  For positive time employees, it is necessary to enter both RT and shift differential.  



a.  For substitutions, reason code 02 (Shift Swap) when used for negative time employees will not generate shift differential.   



b. If shift differential is entered for a regular shift, it overlays the regular time hours and the employee is not paid regular hours for the day, which causes an auto adjust (A3) time evaluation error message.


3.  There are no combination differential and overtime codes in SAP.  Each code must be entered on a separate line.  This is an interim step to eliminate system re-configuration when the full functionality of automated time evaluation is implemented.


4.  There are also other types of differentials for hazard duty, training, and others.  These are entered also with code DIFF and the correct premium code.

Per Diem


1.  CATS is not used for employees who receive per diem rates.  Instead, the timekeeper must enter the time using PA61-Infotype 2010.  


a.  It is recommended that one day be entered at a time, since this infotype does not have a date range.  The copy icon could be used for faster entry.



b.  Or, several entries can be made using the beginning of the pay period as the effective date.  If this option is chosen, details of each day worked should be stored in the text.


2.  Fast entry could be used by the timekeeper if several per diem entries are required.  To access Fast Entry, use transaction code PA71.

Labor Distribution


1.  Some employees are required to record their time to different financial cost objects.

2.   For regular time worked, enter attendance code RT in the A/A field of each line 
of different distribution.

3.  If the time worked is due to overtime, an employee will enter RT, but a timekeeper will have to break the RT entry into one or more lines to properly code the overtime.  This is a slightly different process than for coding overtime without labor distribution, since the RT line must remain the regular hours distributed to financial cost objects.
Working Out of Class


1.  All pre-approvals to work out of class occur outside of SAP.  There is no infotype to update to indicate that the working out of class assignment was approved.  It is necessary to provide the employee who is working out of class with the position number for which he/she is working, or if not working in a specific position, it is necessary to provide the dollar difference that should be paid to the Timekeeper, since employees are not permitted to enter the dollar difference.


2.  The quarter as defined for working out of class is the first full pay period of the leave calendar year through March 31, April 1 through June 30, July 1 through September 30, and October 1 through the last full pay period of the leave calendar year.  Only the first and fourth quarters are defined by exact pay periods.

3.  All SAP Roles that must temporarily be assigned to the individual working out of class must be entered manually by the Organization Management Security Authorization Assigner role.  And, at the conclusion of the assignment, the roles must be removed.  Note:  Agencies may want to develop a log to ensure that roles are removed at the end of the assignment.


4.  Each day that the working out of class assignment is performed, the employee must enter the attendance code HC in CATS along with the position number and justification code (field OC).  If there is no position number, the timekeeper must become involved to enter the additional hourly amount due and a + in the extra pay indicator field  to the employee using CATS profile TO-WOCSA (or TO-WOCSU for Department of Corrections or Liquor Control Board).  The same position number could be used by several employees at one time, including filled positions.  Note:  While there are validations to ensure a position or valuation basis is entered, there is presently no validation to ensure a justification code is entered.

5.  Upon saving the CATS record, a workflow is generated to the supervisor for approval.  The time is held in the time management module until the required days are accrued (if needed). Then the time is passed to the payroll module where the pay is determined based on the job classification of the position in which the employee is working.


6.  There is no validation to be sure that the position entered is the one that was provided on the approval letter as noted in 1 above.  Therefore, it is very important that the supervisor ensures it is correct before approving the entry to avoid an incorrect payment to the employee.


7.  If an employee works a shift spanning midnight and that shift is recorded based on the end of the day, the working out class time will be paid based on the day in which the shift begins.  Note:  The only impact is that time worked on the last day of the pay period will not be paid with the regular time for that shift.


8.  Overtime for higher class simply needs to be entered as H1, H2, etc. which represents both higher class and overtime with one code.  There is no configuration to enter compensatory time earned during a higher class assignment.  If agreement to earn compensatory quota instead of pay is reached, enter a compensatory quota adjustment via PA61, Infotype 2013 (Quota Corrections) then enter a Help Desk Ticket to authorize the difference due which will ultimately be recorded on Infotype 2010 (Employee Remuneration) by BCPO staff.

9.  If the employee is entitled to higher class pay on an absence or a holiday, the Timekeeper must enter the higher class information using the different payment icon found on PA61, Infotype 2001.  Note:  If any of this information is not completed accurately, the day will not be paid.


a.  If the employee is working in a specific position, the fields required on the different payment screen are:  HC, position number, id 0001, and object S.



b.  If the employee is not working in a specific position, enter the valuation basis and + in the extra pay id field.  

10.  If an employee is promoted retroactively, the higher class must be deleted from CATS, and nightly time transfer and time evaluation must occur before the promotion action occurs.  If it is not deleted, it could become a complex transaction.

11.  If an employee enters an HC attendance on a day where an absence is recorded, a time evaluation error message will be displayed in report PT_ERL00.
Work Schedules

Basic Information


1.  A work schedule consists of a meal period, a daily work schedule, a period work schedule, a starting point and holiday designation.  When all of these components are added together, it is recorded as a work schedule rule on Infotype 0007.

2.  The daily, weekly, monthly and annual working hours fields on IT0007 are always calculated and mean very little with the Commonwealth’s configuration.


3.  Work schedules are not attached to the position.


4.  Work schedule can be viewed in SAP several ways.



a.  An employee view it in ESS by clicking on the Display Work Schedule function.


b.  A Work Schedule Assigner, Timekeeper and Time Advisor can view it in SAP via PT63, Y_DC1_32000361, or by clicking the Personal Work Schedule icon found on most time infotypes.  When viewing a holiday, sometimes a numeric digit appears to identify the holiday.  Class 1 is a regular holiday.  Class 2 is a day when only straight time is due.


5.   When an employee is hired, transferred, promoted, or demoted, the work schedule rule is part of the action.  The HR Service Representative must be notified of the correct work schedule for entry during the action.  If the correct entry is not known, a default work schedule can be entered.  However, an employee cannot remain on a default work schedule, since it will cause pay errors if absences or attendances are entered.

6.  The time management status is entered with the work schedule rule on IT0007.  For more information on time management status, reference General Information/Time Management Status found earlier in this manual.


7.  If the employee’s biweekly working hours are not changing but the work days and/or start and stop times are, a Work Schedule Assigner can make the change via PA61, Infotype 0007 (Planned Working Time).  If the biweekly hours are changing, the Benefits Advisor must make the change to ensure benefits eligibility is considered and to ensure that Infotype 0008 (Basic Pay) is updated with the change in hours.

8.  Work schedule choices are available from the Work Schedule Look-Up tool found on the IES website.  The rule is comprised of four components.



a.  The first character is either a B, C, E, or K.  A “B” represents a work schedule that is recorded and paid based on the start of the shift and overtime is paid based on 24 hours from the start of the shift.  A “C” represents a work schedule that is recorded and paid based on the beginning of the shift and overtime is paid based on the calendar day the time is worked.  An “E” represents a work schedule that is recorded based on the beginning of the shift, but paid based on the day of the end of the shift and overtime is paid based on 24 hours from the start of the shift.  A “K” represents a work schedule that is recorded based on the beginning of the shift, but paid based on the day of the end of the shift and overtime is paid based on the calendar day the time is worked.  


b.  The next four characters represent the period work schedule which is found in the Work Schedule Look-Up tool.  A period work schedule beginning with the letter “B” is a basic work schedule, with the same start and end times and work days each week.  If the first letter is a “P”, it is a part-time basic work schedule.  The letter “A” represents an alternate work schedule.  The letter “R” is a rotating work schedule where the start and end times are always the same but the days of the week worked rotate.  A schedule with a “V” is a variable schedule, and the start and end times and days of the week are variable.  There are also special schedules for flexible working hours, statutory schedules, or employees with no hours.



c.  The next two characters represent the starting point in relation to the period work schedule.  The starting point is in relation to the fixed date of ______.  A spreadsheet located on the IES website defines current dates that relate to this original date.



d.  The final character is either a 5 or 7.  A “5” represents that the employee is eligible for holiday quota and works a standard, Monday through Friday work schedule.  A “7” is used for an employee not eligible for quotas and works any seven days of the week.

9.  If a work schedule does not exist in SAP, but does exist in the the Look-Up tool, a Help Ticket should be submitted to request that it be added.  If a work schedule does not exist in the Look-Up Tool, it can be requested to be added by contacting the Office of Administration Compensation Division.  Or, a work schedule that has the same number of hours can be used and substitutions can be entered daily.
Substitutions


1.  A substitution temporarily overrides the work schedule on Infotype 0007 (Planned Working Time) and is entered via PA61, Infotype 2003 (Substitution).  



a.  The appropriate subtype should be chosen to ensure that the time is recorded on the proper day and shift differential is paid as needed.



b.  Substitutions should be entered for clock times or with a work schedule rule.  It is not recommended that substitutions be made with daily work schedule codes.


2.  It is important to complete the substitution before entering an absence or an attendance on the day to avoid any errors with the time entries.  If substitutions are routinely required each pay period, it is a good practice to enter them a few weeks in the future to avoid the potential for this problem.

3.  When a substitution is entered/changed and saved, absences and attendances that are on the same date(s) as the substitution are displayed.  


a.  As noted above, attendances should never be updated directly to the infotype.  Therefore, do not save any of these entries.  Instead, note the change, click the X icon, and then correct it via CAT2.  Because a Work Schedule Assigner does not have security to update CAT2, it may be necessary for a Timekeeper or Time Advisor to adjust these attendances.  One of the reasons this is important is because a work day could become an off day or a shift could end earlier, when time entry was made based on the old work schedule.


b.  If an absence is displayed, review the information on the request in accordance with the substitution and save it, if required.  If this changes the record, inform the employee and supervisor.

4.  Never delete a substitution, unless a mistake was made on the entry.  Deleting a substitution that was appropriate for a date in the past will retroactively change the work schedule and could cause pay errors.  To end a substitution, delimit it by entering the correct end date.

5.  Substitutions are created automatically when an employee changes a meal period in conjunction with a leave request in ESS.

6.  Caution should be used when entering substitutions spanning multiple days to avoid entering work time on an off day.

7.  When an employee is on a FLX schedule, substitutions must be entered when an absence occurs on an off day or when a partial day absence is requested.  It is also a good idea to do them when overtime is worked.


8.  When an employee starts a leave without pay, a substitution is created when an employee is on an AWS, LCB, or MOR work schedule.  If there is time in Time Type 5160 (the AWS bucket), the time will be paid/recouped when placed on leave without pay.

9.  When an employee returns from leave without pay, the Work Schedule Assigner should verify with the employee and supervisor what the work schedule hours should be.  It may be necessary to place the employee on a basic work schedule and use substitutions until the employee can be placed back into the rotation of an AWS.
Alternate Work Schedules (AWS)


1.  Alternate work schedules are configured.  All time accumulated for the AWS day off can be viewed in time type 5160 on report PT_BAL00.


2.  For full day absences, the total absence hours can be entered based on the AWS schedule for the day, even if it exceeds 7.5 hours.


3.  On holidays and other absences such as civil absence, it is necessary to enter the additional amount of hours over and above the 7.5 hours.


4.  If an AWS day off is switched or work hours are changed as a result of a holiday, it is important that the supervisor or the employee communicates the change with the Work Schedule Assigner to temporarily correct the work schedule for the affected days.


5.  If an employee separates or begins/returns from leave without pay in mid-cycle of the AWS rotation, the quota accrual should be verified.  In most cases it will be incorrect, and it will require a manual quota adjustment via PA61 Infotype 2013 (Quota Corrections).  


6.  When an employee begins on an alternate work schedule for the first time or after a leave without pay, be sure to change the work schedule at the beginning of a pay period.  Otherwise, pay and quota accrual could be incorrect.


7.  An employee who is on an AWS schedule cannot be on such scheduled during a leave without pay.  The employee must be changed to a default or basic schedule during this time.  The employee cannot again be placed on the AWS until the beginning of a pay period.


8.  If an employee begins leave without pay, separates, or changes to a non-AWS work schedule, the time type holding the extra hours will empty.  A balance in this time type means that the employee ended the AWS cycle in mid-rotation, the correct accumulated hours were not loaded at go-live, a substitution was entered incorrectly, or an absence or attendance overlapped working hours.
Flexible Schedules


1.  All employees must be on a work schedule in SAP.  A flexible work schedule is one that begins with 00:00 (midnight) and continues 24 hours.  However, the core time which is shown on CATS begins at 0900 with no lunch. through 07:30 or 08:00 (75 or 80 hour employee) with no lunch.  Such schedule will allow a negative time reporting employee to receive 7.5 or 8.0 hours of pay each day, if no exceptions are entered.


2.  For accurate reporting, substitutions are recommended each day for employees on such schedules.  However, this is not a requirement.  In fact, if an employee has numerous start/stop times throughout the day, as in the case of employee/vendor controlled work hours, substitutions cannot be entered for more than two start/stop times.  If the employee does not have vendor controlled hours, enter substitutions on all days where there is a partial day absence or any attendance.

3.  If substitutions are not entered, exceptions can be entered in CATS for the correct times of the exception.  Note:  If such time overlap planned times a time evaluation warning message will appear in report PT_ERL00.  In such case agencies have two choices, enter the times after the planned times with remarks that include actual times worked or enter a substitution for the day.  Such message can be ignored for flexibly scheduled employees, but should not be ignored for employees on other work schedules.
Shift Planning


1.  Shift planning is an optional module available for use after consultation with the IES Time Management Team.  It requires configuration and set-up to use it.  


2.  There are roles for Shift Planning Administrators and Shift Planners who are responsible for this functionality.


3.  When shift planning is used, it automatically creates substitutions on Infotype 2002 (Attendances).  Also, when a substitution, absence, or attendance are entered directly to Infotype 2002 (Attendances), shift planning is updated.
Meal Periods and Breaks


1.  Based on the work schedule, SAP knows the employee’s scheduled meal time.  It will always assume the employee is not working during that time and deduct the hours from the total hours for the day, if the meal is unpaid.


2.  Meal periods can be changed via a substitution using PA61, Infotype 2003 (Substitution), subtype 13.

3.  The “NOHR” or “FLX” work schedules used by non-permanent, time management status 1 employees require two entries if a meal is observed during the shift.  This is required to ensure the meal is not paid, since there is no meal built into these schedules.  Example:  08:00 – 12:00 and 13:00 – 16:30.

4.  A flexible meal period is always 3.5 hours from the beginning of the employee’s shift.  This must be considered when entering a partial day absence or any attendance overlapping this time frame.
End of Shift Work Schedules

1.  There are two different types of work schedules for shifts that span midnight.  The one processes the time based on the day the shift ends—end of shift (E*******) work schedules. SAP is configured to “move” time to the next day.  Consider the move when determining the starting point for the work schedule.

2.  SAP is very literal in its interpretation of the date and time.  SAP requires that shift times be mapped/recorded based on the day the shift starts, regardless of when the shift ends or when it is considered for payment.  Example 1:  Shift starts at 2300 on Friday night and ends at 0700 on Saturday.  Enter/map all time on Friday with shift times of 2300 to 0700.  This is required even if the agency historically considers or pays this time on Saturday


a.  SAP requires this literal interpretation of time to properly understand the relation to the pay period, and in the future, to the full calculation of overtime automatically.  Therefore, time cannot be entered based on what may have been the old way of entering it on a STD-929 form.  The entry of the time as required for entry in SAP results in no change to pay or business practice of when the time is paid.  


b.  Absences are recorded as follows:  Full day absences are recorded on the day the shift starts.  Partial day absences beginning before midnight (regardless of the end time) are recorded on the day the shift starts.  Partial day absences beginning after midnight are recorded on the day the shift ends.


c.  Attendances are recorded in CATS based on the day the shift or overtime is ACTUALLY worked, regardless of what day it is to be paid.  Note:  Previous day indicators are never used for shifts paid based on the end of the shift.
Time Transfer, Evaluation, and Reporting

Time Transfer 


1.  Time entered to CATS is transferred to the Infotypes at approximately 10 p.m. Wednesday through Saturday.  On Sunday it is run at 4:00 p.m., Monday at 6:00 p.m., and Tuesday at 12:00 noon to facilitate payroll processing.  This schedule applies to all pay groups, even those groups that are not processing during the current week.  This process occurs automatically in a batch program.  Note:  When a holiday occurs near pay processing, this schedule is altered and communicated to agencies.

2.  Errors can occur during this process.  Use transaction Y_DC1_32000598 to view CATS transfer errors.  While these errors will not stop RT hours from paying for salaried employees, any extra pay will not be paid.  For wage employees, not even RT hours will process if they are in error.  

3.  Each error has a description to help the user identify the cause of the problem.

Time Evaluation


1.  After time transfer occurs, time evaluation is run to evaluate the time data entered in the Infotypes.  It occurs automatically after the Time Transfer is complete.


2.  Time evaluation is a program that processes all time data.  Examples of the processing:  updates to quota, seniority, and time monitoring.  Eventually, it will calculate the raw time entered to appropriate overtime codes.


3.  After time evaluation is complete, a file is generated that includes wage types that payroll will process for the period.  To view the results that will be used by payroll, use report PT_BAL00.


4.  Errors and warning messages are also generated after time evaluation is run.
Time Evaluation Warning and Errors Messages


1.  It is the Timekeeper’s and Time Advisor’s responsibility to daily, or at least once a week, check the Time Evaluation Error Log (PT_ERL00) report for all time evaluation error and warning messages.  This report is not generated automatically.    It is important that these warnings and errors are reviewed carefully and adjustments are made before payroll processes.  Do not ignore errors.  If after researching the records, the warning or error cannot be identified, please contact the Time Advisor or IES staff via the Help Desk Tool.  





2.   A complete list of custom error/warning messages is found in the Appendix of this manual.  There are also standard error/warning messages that SAP generates; those are not identified in this manual since it will be rare that these will occur.

3.  In IPPS, there were fatal errors.  It is not likely that there will be many fatal errors in SAP.  A fatal error is called a hard error in SAP.  



a.  Hard errors result from incorrect or incomplete data in Infotypes.  A hard error will cause the employee to receive no pay, even if the employee is a negative reporter.



b.  OA Systems Support staff will review all hard errors, and provide the errors in the Error Reporting Tool each Monday and Tuesday.


c.  Time Advisors and Timekeepers can view hard errors using report PT_ERL00 and entering an E in the Message type field.

4.  If a message is a warning and nothing requires correction, the message will continue to be displayed, but it can be ignored.

5.  A common error that should not be ignored is the “auto-adjust” (A3) error.  This time evaluation rule fills or deducts regular (RT) hours to guarantee an employee with a time management status of 7 or 9 the biweekly working hours (weekly working hours field times two) identified on infotype 0007.


a.  The causes of these errors could be varied, but commonly the employee is mapped to a wrong work schedule starting point, a substitution(s) was entered incorrectly, an absence overlaps with an attendance, or an absence was entered outside of the daily work schedule start or end time.



b.  The time adjusted is stored in time type (sometimes called a bucket) 5172 that can be viewed on PT_BAL00 using the day balances radio button.  If at separation or transfer to time management status 1, the employee’s records will produce a “hard error” until the auto adjust error is corrected.  When it is corrected, the error disappears.  Note:  If the value in this time type becomes positive or negative by two days, a second report PT_ERL00 message will be generated.  



c.  If after review and consultation with IES staff, the error cannot be corrected and it must be paid/recouped, enter time type WADJ via Infotype 2012 with an effective date of the last day of employment (or last day as a time management status 7 or 9).  This time type is a flag, and therefore, no hours should be entered.  If hours are entered, time evaluation will ignore those hours.  Note:  It would be under very rare circumstances that this value would be paid/recouped; usually, the correction noted in b. above must be made.  
Trouble Shooting Errors/Issues/Problems

1.  Below are some suggestions for trouble shooting errors.  Depending on the type of error, or how the error was discovered, could require the use of any one of the tools listed in this section.  


a.  The wage type reporter shows time data that was paid in the period (includes retroactivity) or for the period (shows data by pay period regardless of when it was paid).  For time, the RETRO-AUDIT variant is recommended, which shows data by the “in” period.  


b.  After reviewing the wage type reporter, PT_ERL00 can be run to find any errors that may have been overlooked.


c.  Based on the date of the error or the information in the wage type reporter, use report PT_BAL00 to include the pay period dates of the date of the error and the wage type button.  To avoid confusion, it is a good idea to review only one pay period at a time.  Note:  Data on PT_BAL00 is always current; therefore, original entries that were passed to payroll are not available to view.  


d.  To see data that was originally entered, what was deleted, or changed, the logged changes to infotype data can be viewed.  Try to narrow the search by selecting on the infotype and changed by dates to be reviewed.



e.  Use the infotypes and CATS to view the details of the PT_BAL00 report.  The infotypes that are typically reviewed are 2002, 2001, 2003, and 0007, when auditing for errors.

2.  Some other tips that may help you identify problems, similar to the tips provided above, include:  



a.  Always review the work schedule when reviewing a problem.  Remember to check both the start/end times and meal periods.  Compare absences and attendances entered to the hours of the work schedule.



b.  The hours of absences PA51 Infotype 2001 (Absences) and attendances PA51 Infotype 2002 (Attendances) should be reviewed.  Be sure that none are overlapping and times are correct.  Note:  It is not necessary to review CATS entries, since CATS data is transferred to the infotypes.  It is sometimes easier to review infotype data, rather than CATS data.



c.  Review the quotas to determine if accruals (PT50) are correct based on the absences and attendances entered or generated.



d.  Review adjustments to time types PA51 Infotype 2012 (Time Transfer Specifications) to determine if any occurred during the pay period, if the validity dates were entered correctly, and if the correct time type was selected.



e.  Review quota corrections PA51 Infotpye 2013 (Quota Corrections) to determine if any occurred during the period and that the validity dates were entered correctly.



f.  Review Infotype 0001 or 0000 to determine if any employment conditions changed.  



g.  Look for substitutions PA51 Infotype 2003 (Substitutions) to determine if that had any affect on the issue being researched.


3.  There are three payroll research tools available.  The remuneration statement and PC pay results are only available to Time Advisors.  The wage type reporter is available to both Timekeepers and Time Advisors.  The wage type reporter is the report that is most helpful for reviewing time issues.
Reporting


1.  There are several reports available to monitor absences and attendances.  Refer to the BPP’s for reports for information about each report.  Although Supervisors do not have R/3 access to execute the reports, they were provided information about them during web training.  That training indicates that a Timekeeper could run the report for the Supervisor.

2.  Many times a user may want to use the same type of settings/parameters each time the report is run.  These settings can be saved through a variant.  



a.  Variants exist for many of the common uses for the reports.  To access variants, click the “Get variant” icon, which is located beside the “execute icon”.  



b.  To create a variant, first select the settings you want the variant to remember.    Click on “Goto” on the tool bar, then “Save as variant.”  Enter a variant name and description, then click the save icon.  Please be sure to click the box to make it your own variant.  Do not click the default box, which will change all users standard variant.  If creating a variant, please use your agency abbreviation as a prefix to the variant name.  


c.  To delete a variant that is no longer used, click Goto on the top line of the report screen, select Variants, then select Delete.  Note:  Take care when deleting variants because anyone can delete any variant unless it is protected.


3.  The Logged Changes in Infotype Data Report (S_AHR_61016380) can be run to show changes made to the infotype.  Unlike IPPS, changes are not stored on the infotype.  Instead, they are logged, and the report can be run to view any changes or deletions.  This is helpful on audit and to restore entries accidentally changed or deleted.

4.  To report on bargaining unit, use the personnel subarea in the selection criteria and use an * to replace any fields that are not required.  For example, the correct personnel subarea for AFSCME clerical rank and file is AA11, but you only need to type *A1* in the search criteria to find all employees in AFSCME clerical rank and file.


5.  The PT_BAL00 report can be used for analysis of time data using the day types radio button (instead of the wage type radio button which is more commonly used with this report).  Some of the descriptions of the time types on this report may be misleading.  



a.  Quota accrual percentages are available on this report by entering types ZALR and ZSKR.  Note:  Percentage rates are not changes until the last day of the pay period, even though a higher earnings rate may be achieved on the first day of the pay period.



b.  Leave service credit accrual is show in a time type on the report.  



c.  Hours used for quota accrual are shown on the report.



d.  FMLA hours are tracked on this report.


6.  Most reports can be exported to Microsoft Word or Excel or a text delimited file.  Icons are provided to do this exporting.  Note:  Microsoft XP (the newest version of Microsoft) requires a one-time set-up change to export the data.  To do this, click on Tools / Macros / Security / Trusted Source, then click both Trusted Source check boxes.  Exporting and printing from Excel is the recommended way to print most reports.

7.  Pay data is available on the Remuneration Statement, Pay Results, and Wage Type Reporter (variant RETRO-AUDIT).  Although time data is always displayed with current information, the Wage Type Reporter is helpful in tracking changes made.  The remuneration statement available is not formatted the same as the one that the employee receives from Treasury through the mail.

8.  To view overtime data by employee, Report PT90 or PT91 can be viewed.


9.  IRIS can be used, which is an extract of SAP time data before it is evaluated.  

10.  Report Y_DC1_32000458 (Employee Locator) is available for the Time Advisor to view limited information for all employees.
Appendix A

Definitions

Absences – Time not at work.  Formerly known as leave codes.  Some examples are annual and sick leave.

Alternate Work Schedule (AWS) – A pre-established work schedule permitting employees to work pre-established additional hours (beyond the normal 7.50 or 8.00 hours per day) on certain work days during a cycle in order to accumulate a pre-established full or partial day off during that cycle.

Attendances – Time worked that is represented by codes.  Formerly known as time codes.  Some examples are regular time and overtime.

CATS – Abbreviation for cross application timesheet.  Only attendances are entered to the time sheet.  It is a replacement for the previously used paper STD-929.

Delimit – Ending a record that is dated with a 12/31/9999 infinity date.  Sometimes it also refers to the actual deletion of a record.
Flexible Schedule – A work schedule where employees work five days per week, 7.50 or 8.00 hours per day, but may vary their beginning and ending work times on a daily basis around pre-established core hours with or without supervisory approval.

Full functionality of time evaluation - Full functionality of time evaluation allows an employee/timekeeper to record/enter start and end times and labor data for each day via ESS/CAT2.  Based on the hours entered, time is automatically evaluated and the proper payment of wages is calculated based on rules, legal regulations, collective bargaining agreements or other internal policies. The coding of hours and attendance types will not be needed once the full functionality of time evaluation is implemented.  This only applies to LCB at go live.

Hard error – A time evaluation error that will prevent any pay from being generated for the employee.  A hard error is displayed on PT_ERL00 in red highlight, and it is also forwarded to the agency in the Error Reporting Tool near pay processing dates. 
Human Resources Office – The office that handles all of your personnel records.  In this office, there is usually an individual with an SAP Time Advisor role.  This individual reviews time processed in SAP and can assist you with the time management questions.

Labor Distribution – Activity codes used when dividing an employee’s work time across various funds.  This is not applicable to all employees.

Negative Reporter – Known as a salaried employee in IPPS, this employee will receive their planned working hours each week regardless of time entry.  This is sometimes also referred to as an Exception Reporter.  This particular employee is assigned a time management status on Infotype 0007 (Planned Working Time) of 9.

Payroll Area – A grouping of Personnel Areas whose payrolls are processed on the same processing date.  Employees in a particular Payroll Area have the same pay period and are paid on the same pay date.

Positive Reporter - Known as a wage employee in IPPS, this employee will receive no pay unless time is entered.  This particular employee is assigned a time management status on Infotype 0007 (Planned Working Time) of 1.

Premium – Additional pay due for time worked.  Formerly known as differential.  Some examples are shift differential and hazard duty pay.

Quota – Balance of absence available for use.  Formerly known as leave balance.  Some examples are sick and compensatory balances.

Time Evaluation - Time Evaluation reviews and evaluates absences and attendances recorded to determine the correct wage types for payroll to pay the time properly.  Uses rules based on legal regulations, collective bargaining agreements and/or other internal policies.  Updates quotas and determines planned working times.

Appendix B

Absence Definitions Table

	OLD

TARS CODE
	DESCRIPTION
	SAP R/3 A/A CODE
	PREMIUM ID
	WAGE TYPE

	Unpaid Absences

	AO
	Approved Absence Without Pay
	AO
	
	2900

	AW
	Unauthorized Absence Without Leave
	AW
	
	2910

	CY
	Cyclical Leave Without Pay With Benefits
	CY
	
	2915

	FL
	Family Care Leave Without Pay With Benefits
	FL
	
	2905

	New
	Unpaid Holiday
	HO
	
	2929

	IM
	Work-Related Injury LWOP/WB Medical Appointment
	IM
	
	2907

	IO
	Work-Related Injury LWOP/WB
	IO
	
	2906

	New
	Work-Related Injury LWOP/WOB
	IW
	
	2916

	LS
	Legal Strike Absence
	LS
	
	2913

	MO
	Military Leave Without Pay With Benefits
	MO
	
	2461

	MW
	Military Leave Without Pay Without Benefits
	MW
	
	2918

	CO
	Parental Leave Without Pay With Benefits
	PO
	
	2902

	CW
	Parental Leave Without Pay Without Benefits
	PW
	
	2914

	SO
	Sick Leave Without Pay With Benefits
	SO
	
	2901

	SP
	Suspension
	SPO
	
	2912

	New
	Suspension W/O Benefits
	SPW
	
	2931

	SW
	Sick Leave Without Pay Without Benefits
	SW
	
	2917

	T
	Tardiness
	T
	
	2911

	New
	Unpaid Office Closing
	UOC
	
	2932

	UB
	Union Business
	UB
	
	2903

	New Unpaid Codes to be used by Non-Permanent Employees

	New
	Unpaid – Non Perm - Bereavement
	NPB
	
	2925

	New
	Unpaid – Non Perm - Office Closing
	NPC
	
	2922

	New
	Unpaid – Non Perm – Family Illness
	NPF
	
	2924

	New
	Unpaid – Non Perm - Holiday
	NPH
	
	2926

	New
	Unpaid – Non Perm – Employee Ill
	NPI
	
	2920

	New
	Unpaid – Non Perm – Personal
	NPP
	
	2921

	New
	Unpaid – Non Perm - Unauthorized
	NPU
	
	2923

	Paid Absences

	A
	Annual Leave
	A
	
	2800

	AI
	Annual/Work-Related Injury
	AI
	
	2881

	AL
	Administrative Leave
	ADMN
	
	2830

	AM
	Annual/Work-Related Injury Medical Appointment
	AM
	
	2887

	BL
	Bereavement Leave
	BL
	
	2840

	New
	Paid Call-Off (to be replaced later)
	COFF
	
	

	C
	Civil Leave
	CIVL
	
	2850

	New
	Combined Leave Non-Prescheduled 4th or More Occurrence Forgiven
	C4F
	
	2857

	New
	Combined Leave Non-Prescheduled 4th or More Occurrence Unforgiven
	C4U
	
	2858

	
	
	

	
	

	CI
	Combined Injury Leave
	CI
	
	2882

	CL
	Compensatory Leave taken
	COMP
	
	2852

	CM
	Combined Leave Medical Appointment
	CM
	
	2895

	New
	Combined Leave Non-Prescheduled Forgiven
	CNF
	
	2855

	New
	Combined Leave Non-Prescheduled Unforgiven
	CNU
	
	2856

	CP
	Combined Leave Prescheduled
	CP
	
	2854

	CS
	Combined Leave Stress Day
	SS
	
	2880

	DA
	Act 632/534
	DA
	
	2878

	DH
	Heart & Lung
	DH
	
	2879

	DL
	Work-Related Disability
	DL
	
	2877

	ED
	Educational Leave With Pay
	ED
	
	2860

	H
	Holiday Leave/Comp lieu Holiday
	H
	
	2870

	HI
	Holiday/Work-Related Injury
	HI
	
	2883

	IE
	Independent Medical Examination
	IE
	
	2891

	M
	Military Leave With Pay
	M
	
	2875

	MA
	Act 632/534 Medical Appointment
	MA
	
	2888

	MH
	Heart & Lung Medical Appointment
	MH
	
	2889

	ML
	Work-Related Disability Medical Appointment
	ML
	
	2892

	New
	Military Special Governor’s Act (state of emergency)
	MASG
	
	2876

	NO
	Failed to Report (Dept 081)
	N/A
	
	N/A

	P
	Personal Leave
	P
	
	2820

	PI
	Personal Work-Related Injury
	PI
	
	2884

	PM
	Personal Work-Related Injury Medical Appointment
	PM
	
	2893

	New
	Paid Office Closing
	POC
	
	2807

	S
	Sick Leave
	S
	
	2810

	SA
	Long-Term Sick Medical Appointment
	SA
	
	2896

	New
	Paid Sabbatical W/Benefits
	SAB
	
	2865

	SB
	Sick Bereavement
	SB
	
	2811

	SC
	Additional Sick Family Leave
	SC
	
	2812

	SD
	Sick Bereavement 4th or More Occurrence
	SD
	
	2813

	SF
	Sick Family Illness
	SF
	
	2814

	SI
	Sick Work-Related Injury
	SI
	
	2885

	SJ
	Long-Term Sick Injury Leave
	SJ
	
	2886

	SL
	Long-Term Sick - Employee Illness
	SL
	
	2815

	SM
	Sick Work-Related Injury Medical Appointment
	SM
	
	2894

	New
	Suspension Remove Annual (020)
	SRA
	
	2808

	New
	Vacation Selection Approved
	VA
	
	N/A

	New
	Vacation Selection Rejected
	VR
	
	N/A

	New
	Vacation Selection
	VS
	
	N/A


Appendix C

Attendance/Premium Definitions Table
	OLD TARS CODE
	DESCRIPTION
	SAP R/3 A/A CODE
	PREMIUM ID
	WAGE TYPE

	Regular Salary Codes

	R1
	Regular Time Civil Service - Test Center Administrator
	R1
	
	2101

	R3
	Regular Time Civil Service - Test Center Proctor
	R3
	
	2102

	R4
	Regular Time Civil Service - Oral Examiner (General)
	R4
	
	2103

	R5
	Regular Time Civil Service - Oral Examiner (Special)
	R5
	
	2104

	R6
	Regular Time Civil Service - Assistant Test Center Administrator
	R6
	
	2105

	R7
	Regular Time Civil Service - Mid Level Oral Examiner
	R7
	
	2106

	RT
	Regular Time
	RT
	
	2100

	Overtime Codes

	T1
	Straight Time Overtime
	T1
	
	2400

	T2
	Time and One-Half Overtime
	T2
	
	2410

	T3
	Double Time Overtime
	T3
	
	2420

	T5
	Quarter Time Overtime
	T5
	
	2451

	T6
	Half Time Overtime
	T6
	
	2440

	T7
	Double Time & ½
	T7
	
	2435

	New
	Holiday Time Worked @ .50
	HT6
	
	2443

	New
	Holiday Time Worked @ 1.00
	HT1
	
	2444

	New
	Insufficient Time @ Straight Time
	IT1
	
	2400

	New
	Insufficient Time @ Time and One-Half
	IT2
	
	2410

	New
	Insufficient Time @ .50
	IT6
	
	2445

	Higher Class Codes

	H1
	Higher Class Overtime  @ 1.0
	H1
	
	2505 & 2400

	H2
	Higher Class Overtime @ 1.5
	H2
	
	2510 & 2410

	H3
	Higher Class Overtime @ 2.0
	H3
	
	2515 & 2420

	New
	Higher Class Overtime @ 2.5
	H4
	
	2518 & 2435

	New
	Higher Class Overtime @ .25
	H5
	
	2517 & 2451

	New
	Higher Class Overtime @ .50
	H6
	
	2516 & 2440

	New
	Higher Class Holiday Rate @ .50
	HH6
	
	2520 & 2443

	New
	Higher Class Holiday Rate @ 1.0
	HH1
	
	

	HC
	Higher Class Regular Base Time
	HC
	
	2500 & 2100

	New Attendance Codes

	New
	Comp Leave Earned @ 1.0
	CLE1
	
	N/A

	New
	Comp Leave Earned @ 1.5
	CLE2
	
	N/A

	New
	Comp Leave Earned @ 2.0
	CLE3
	
	N/A

	New
	Comp Leave Earned @ 2.5
	CLE4
	
	N/A

	New
	Comp Leave Earned @ .25
	CLE5
	
	N/A

	New
	Comp Leave Earned @ .50
	CLE6
	
	N/A

	New
	Call Time (for full time-evaluation
	CT
	
	

	New
	Work Lunch (LCB)
	LNCH
	
	N/A

	New
	Modified Duty Non-Work Related
	MDNW
	
	2109

	New
	Modified Duty Work Related
	MDWR
	
	2108

	New
	Travel Overtime Meal – Flat $8.00
	TOM
	
	2458

	New
	Worked Break Overtime @ 1.0
	WBR1
	
	2400

	New
	Worked Break Overtime @ 1.5
	WBR2
	
	2410

	New
	Worked Break Overtime @ 2.0
	WBR3
	
	2420

	New
	Worked Break Overtime @ .50
	WBR6
	
	2440

	New
	Code to be used with entering DIFF
	DIFF
	
	

	Combination Code Breakdown

	*T4
	Time & 1/2 With Shift Differential
	T2
	
	2410

	*T4
	Time & 1/2 With Shift Differential
	DIFF
	S4
	L1=2478, Other= 2482

	
	
	
	
	

	*T8
	Double Time & 1/2 With Shift Differential
	T7
	
	2435

	*T8
	Double Time & 1/2 With Shift Differential
	DIFF
	S8
	2484

	
	
	
	
	

	*T9
	Double Time Overtime With Shift Differential
	T3
	
	2420

	*T9
	Double Time Overtime With Shift Differential
	DIFF
	S9
	2483

	
	
	
	
	

	*TD
	Double Time Overtime With Premium Shift Differential
	T3
	
	2420

	*TD
	Double Time Overtime With Premium Shift Differential
	DIFF
	P6
	2488

	
	
	
	
	

	*TH
	Time and One-Half Overtime With Premium Shift
	T2
	
	2410

	*TH
	Time and One-Half Overtime With Premium Shift
	DIFF
	P5
	2487

	
	
	
	
	

	*TX
	Double Time and One-Half Overtime With Prem Shift
	T7
	
	2435

	*TX
	Double Time and One-Half Overtime With Prem Shift
	DIFF
	P7
	2489

	Premium/Differential Codes

	D1
	Training Differential - Straight Time
	DIFF
	C1
	2495

	D2
	Training Differential @ 1.5
	DIFF
	C2
	2432

	D3
	Training Differential @ 2.0
	DIFF
	C3
	2419

	New
	Training Differential @ 2.5
	DIFF
	C7
	2429

	New
	Training Differential @ .5
	DIFF
	CH
	2430

	New
	Training Differential @ .25
	DIFF
	CQ
	2431

	D4
	OAG Differential Pay – Straight
	DIFF
	O1
	2497

	D5
	OAG Differential Pay @ 1.5
	DIFF
	O2
	2416

	D6
	OAG Differential Pay @ 2.0
	DIFF
	O3
	2426

	HF
	Hazard Duty - Flight Pay
	DIFF
	HF
	2551

	HG
	Hazard Duty Flight @ 1.5
	DIFF
	HG
	2412

	HH
	Hazard Duty Flight @ 2.0
	DIFF
	HH
	2425

	HM
	Hazard Duty - Mine Inspection and Rescue
	DIFF
	HM
	2554

	HN
	Hazard Duty Mine @ 1.5
	DIFF
	HN
	2411

	HP
	Hazard Duty Mine @ 2.0
	DIFF
	HP
	2421

	HS
	Hazard Duty - High Rise Structures
	DIFF
	HS
	2550

	HT
	Hazard Duty High Rise @ 1.5
	DIFF
	HT
	2418

	HU
	Hazard Duty High Rise @ 2.0
	DIFF
	HU
	2428

	HX
	Hazard Duty Mat Chem @ 1.5
	DIFF
	HX
	2413

	HY
	Hazard Duty Mat Chem @ 2.0
	DIFF
	HY
	2423

	HZ
	Hazard Duty - Materials/Chemical Exposure
	DIFF
	HZ
	2555

	S1
	Regular Shift Diff @ 1.0 and PSP 5%
	DIFF
	S1
	L1=2485, Other= 2480

	S2
	Shift Diff PSP 6%
	DIFF
	S2
	2486

	S3
	Premium Shift Diff @ 1.0
	DIFF
	P3
	2481

	New
	Shift Diff PSP 6% @1.5
	DIFF
	S3
	2479

	S4
	Regular Shift Diff @1.5 and PSP 5%
	DIFF
	S4
	L1=2478, Other= 2480

	S5
	Premium Shift Diff @ 1.5
	DIFF
	P5
	2487

	S6
	Premium Shift Diff @ 2.0
	DIFF
	P6
	2488

	S7
	Premium Shift Diff @ 2.5
	DIFF
	P7
	2489

	S8
	Regular Shift Diff @ 2.5
	DIFF
	S8
	2484

	S9
	Regular Shift Diff @ 2.0
	DIFF
	S9
	2483

	New
	Premium Shift Diff @ .5
	DIFF
	PH
	2494

	New
	Premium Shift Diff @ .25
	DIFF
	PQ
	2493

	New
	Regular Shift Diff @ .5
	DIFF
	SH
	2492

	New
	Regular Shift Diff @ .25
	DIFF
	SQ
	2491

	Retired Codes

	TT
	Standby Time At 10%
	N/A
	
	

	EL
	M1 Bargaining Unit Payment for Earned Annual Leave
	N/A
	
	

	NS
	Non-Scheduled Time (Dept 012)
	N/A
	
	

	WD
	Weekend Differential - Welfare
	N/A
	
	


*  For attendance types with multiple line items, two entries with the same hours should be made in CATS.

Appendix I

Time Evaluation Error/Warning Messages


Below is a listing of time evaluation and warning messages.  All messages should be reviewed to be certain there are no pay errors.  Some messages require a correction, while others are simply messages for users to double check an entry.  
	ERROR CODE
	ERROR TEXT
	ERROR DESCRIPTION

	General Time Evaluation Errors

	HJ
	Emp may need OT hours for the day
	Generates if the employee's paid absence hours plus WBR1, CLE1, RT and HC hours are greater than the planned hours.  

	A4
	Wkly Wrk Hours are 0 for Q-Pos Emp
	A Quasi-Positive employee's weekly working hours from the work schedule (infotype 7) is zero.  As such, the quasi-positive fill rule cannot be performed because it does not know how many hours the employee is guaranteed.  

	HF
	Call Time attend invalid, deleted
	Call time, code CT,  is only used for employees on full time evaluation.  If any other employee uses CT the system will delete the attendance and notify the timekeeper.

	HD
	T1,T2 hrs added as RT for time type
	An employee did not meet their planned working time for RT hours for the week.  T1 and/or T2 hours were used to fill the "buckets" for the week for Leave Service Credit, Seniority, etc. in place of the RT.  (DOT only)

	A3
	Paid Hrs Auto-Adjusted for TMS 7or9
	Hours were filled or reduced automatically to ensure payment of planned hours.  Review entries for time entry errors.  

	A5
	Auto-adj bucket is >= 2 or <= 2 days
	Generated after the total of the A3 messages exceeds two days.

	A6
	Auto-adj bal must be paid or recvrd
	HARD ERROR that generates when an employee separates or changes to TMS 1 and has an unresolved A3 error(s).

	
	
	

	HP
	RT + Abs Hrs < Pay Period Plan Hrs
	The working hours and absence hours are less than the planned hours for the pay period.  The timekeeper should review the employee's time entry to see if something is missing or entered incorrectly.

	HQ
	RT + Abs Hrs > Pay Period Plan Hrs
	The working hours and absence hours are greater than the planned hours for the pay period.  The timekeeper should review the employee's time entry to see if something is missing or entered incorrectly.

	HR
	Not enough RT Hrs to convert to T1
	This is used when an employee's total RT Base hours are over 37.5 and some hours should be converted to T1 but the employee does not have enough RT hours to convert to T1.  This would be a very unusual situation and probably is the result of incorrect data entry.  This situation could occur if for the week, 40 hours of absence was entered and no RT hours were entered.  (DOT only)

	HS
	< 37.5 RT Base Hrs for the week
	This is an information message indicating the employee has less than 37.5 RT Base hours for the week.  The employee's record should be validated to ensure that this is correct.  (DOT only)

	JA
	Check Comp Lv Code
	Compensatory leave earned code was entered, be sure to check that it is coded correctly for overtime.

	JB
	TOM is <= 2 hours is not paid
	TOM must have clock times representing more than 2 hours.  Therefore, entries for less than 2 hours will not generate a payment.

	Vacation Selection Messages

	H4
	Emp has Apprv Comb Leave - Run Prgm
	After a vacation selection period - The employee's vacation selection has been approved.  The time advisor should run the program to update leave types.

	H5
	Emp has Apprv Annual Leave,Run Prgm
	After a vacation selection period - The employee's vacation selection has been approved.  The time advisor should run the program to update leave types.

	J9
	TMS 1 Employee with no RT Hours
	 Message is generated at the end of the pay period when a Time Mgt Status 1 employee has no RT hours for the pay period to alert timekeepers that a time entry may be missing.  

	Holiday Related Messages

	A1
	LWOP before holiday -Chk Hol Quota
	The employee was on LWOP the day before a holiday.  Check to see if the employee is entitled to the Holiday pay.  If the employee is not entitled to the Holiday pay, delete the Holiday (H) absence and enter HO or other appropriate LWOP code.  

	A2
	LWOP after holiday -Chk Hol Quota
	The employee was on LWOP the day after a holiday.  Check to see if the employee is entitled to the Holiday pay.  If the employee is not entitled to the Holiday pay, delete the Holiday (H) absence and enter HO or other appropriate LWOP code.  

	H1
	Missing some/all Hol Hrs on Holiday
	The holiday absence is either missing or incomplete on a holiday.  This will only be generated for employees on a 5 day work schedule, 24/7 operations will not be affected.

	AWS Related Messages

	H3
	Emp not paid for AWS Off day
	No RT hours were generated on the employee's AWS Off Day because the employee did not have enough "credited hours" from other work days.  Charge the appropriate LWOP code for the AWS off day.

	H8
	Emp on AWS has LWOP hrs in the pp
	An employee on an AWS has LWOP hours in the pay period.  Address whether the employee should be removed from the AWS.

	Quota/Absence Related Messages

	J1
	Payroll area not supported in ZFLY
	Only employees in payroll areas Z1, Z2, and Z3 are supported in the Leave Accrual calculations.  Other payroll areas, such as Z4, should have Time Management Status 0 - No Time Eval.  If this is not the case, Time Eval will error for the employee. This will have to be resolved by Human Resources.  

	J2
	Partial Pay pd prorate. failed ZPPP
	For partial pay period proration.  If the system check returns more than 13 days, this action will fail.  This will have to be resolved by Human Resources. 

	J3
	Quota PSG not accounted for
	In cases where a new Personnel Area and/or Personnel Sub-Area is created and no grouping has been assigned, this error will occur.  This will have to be resolved by Human Resources.

	J4
	Q ESG for such PSG not supported
	For groupings with only 75-hr employees, if an employee is an 80-hr employee, this message is issued because the time eval rule will by-pass this employee.

	J5
	Q Lv Service Credit is negative!
	Since quota rules use Lv Service Credit extensively, the rules have exception handling to deal with negative Lv Service Credit.  This should never happen but the handling is there in cases of e.g. erroneous corrections via IT2012.

	J6
	Only ES P3,4,7 8 valid in Q ESG 3
	This message generates if an instructor in the D4 bargaining unit is assigned to the incorrect quota grouping.  This would only happen during a hire or reassignment and will have to be resolved by Human Resources.

	J7
	Edu:EG/ESG not supported
	For Education - This message is specifically for D4 instructors because of their unique quota rules.  All of these employees have ESG 06 and PSG 45, 46, or 47.  Any other ESG in these PSG will cause this error message to be issued.

	J8
	< 7.5 hrs Personal Lv used by 6/30
	This message is specific to Liquor Control Board.  For Permanent Full-time employees, they must have used at least 7.5 hours of their personal leave by 06/30.  If they have not used the leave, the system will automatically remove it from the balance.   This is a warning message and does cause time eval to stop processing for the employee.  

	HA
	Emps Sick LWOP Quota is near zero
	Employee's Sick LWOP Quota, which is used to monitor FMLA, is near zero.

	HB
	Emps Parental LWOP Quota is near 0
	Employee's Parental LWOP Quota, which is used to monitor FMLA, is near zero.

	HC
	Emps Fam Care LWOP Quota is near 0
	Employee's Family Care LWOP Quota, which is used to monitor FMLA, is near zero.

	H7
	Replace Call Off Time w/Leave Type
	The employee has absence type COFF in their records.  Replace this with the appropriate type. 

	HH
	Absence hours > scheduled hours
	The employee's absence hours for the day are greater than their planned working time.

	H2
	> 5 mths nonstop SL – contact BCPO
	The employee has greater than 5 months of continuous sick leave.  The payroll office must be notified to take the appropriate action. 

	H6
	Reset Tax stat,Retrn frm cont sk lv
	The employee’s tax status should be change back to taxable if it had previously been changed to non-taxable.  The payroll office must be notifed to take the appropriate action. 

	IE
	Abs entry overlaps with Att Entry
	Used for all agencies.  This message indicates that an absence entry overlaps with an attendance entry.  The time entry should be reviewed by the timekeeper to determine what correction is necessary.

	WOC Related Messages

	ZT
	WOC not worked before/after leave
	This message indicates an employee was not in a WOC status the day before or after their leave and therefore a possibility exists that they won't be paid for their absence at the WOC rate.

	ZU
	WOC assigned: < scheduled hours
	This message indicates an employee was schedule for less than a normal full day of WOC, and therefore should not be paid WOC for the day.  Check the attendance to ensure compliance with applicable rules.  

	ZV
	No Entry in Diff. Payment for WOC
	This message indicates that there is no entry in the Different Payment or Positions fileds in relation to WOC.  

	ZX
	WOC worked before/after leave
	This message indicates an employee was in a WOC status the day before or after their leave and therefore a possibility exists that they should be paid for their absence at the WOC rate.   Check the absence to ensure that the HC premium has been added.

	ZM
	Temp. Assignment on Sun/Hol/SDO
	This messaged indicates that WOC has been worked on a Sunday, Holiday or Scheduled day off but not on any other day of the week.  Review the employee's record to make sure this is accurate. 

	LCB Only Related Messages

	HE
	Entry before 3 am chngd to prev day
	For LCB employees - if an attendance is entered (i.e. Call Time) that starts between midnight and 2:59 am inclusive; the system automatically flags the time as belonging to the previous day.  This may not be correct and will need to be updated by the timekeeper.  

	HG
	Mgr has OT but < 37.5 hrs in week
	For LCB managers - the manager has OT for work on a Sunday but has less than 37.5 straight time hours paid during the rest of the week.  If the Sunday time should not be paid at time and one-half change the entry to T1 time.

	HK
	Hrs added to "fill" total up to 75
	For the LCB 11-day/9-day rule when an employee works less than 75 hours in the pay period (excluding T2 time).

	HL
	Hrs subtracted to reduce total to 75
	For the LCB 11-day/9-day rule when an employee works more than 75 hours in the pay period (excluding T2 time).

	HN
	RT hours entered on a Holiday
	RT hours have been entered on a holiday.  This is either an error or the time should have been entered in the POS system with code 44 (work on a day off or a holiday) rather than code 11.

	HO
	Call Time Entry may need correcting 
	The LCB interface of time from their POS splits call time entries that cross 4:00 am.  This can cause an error in SAP because the entries are then processed on two different days.  The time keeper should go to CATS and extend the one entry that starts before 04:00 and delete the entry that starts at 04:00 am.

	HV
	< 4 hrs activity reprtd for the day
	Used only for LCB part-time employees.  Provides a warning when an employee has less than 4 hours of activity for a day.

	HW
	CLE1 hours changed to RT hours
	Used only for LCB to indicate when CLE1 hours are changed to RT.  This lets then know that comp leave was requested when it should not be requested.

	HX
	Not eligible to earn/use Comp Time
	Used only for LCB to indicate when an employee not eligible for comp time has entered a request for comp time.

	HY
	Call Time Deleted, Emp Ineligible
	Used only for LCB to indicate when than Call Time was entered for an employee not eligible for Call Time.  The system does not process the Call Time.

	HZ
	Six "Code 11's" in one work week
	Used only for LCB to indicate that an employee has six "Code 11's" which are considered to be scheduled days.

	I1
	Hrs on SDO & less than 4 "Code 11's
	Used only for LCB Bottlepick locations to indicate that an employee has hours on an SDO andless than 4 "Code 11's".

	IA
	Hrs on SDO & less than 5 "Code 11's
	Used only for LCB to indicate that an employee has hours on an SDO and less than 5 "Code 11's".

	IB
	> 4 Scheduled Days in Bottlepick
	Used only for LCB Bottlepick locations to indicate that an employee has greater than 4 scheduled days in a week.

	IC
	Other than Code 44 on a Sunday
	Used only for LCB to indicate that an employee has time entry other than a "Code 44" on a Sunday.

	ID
	Hours worked + paid leave > 9.5 hrs
	Used only for LCB Bottlepick locations to indicate that an employee has hours worked plus paid leave greater than 9.5 hours.

	ZR
	WOC: HC Threshold reached   > 1
	FOR LCB WOC - This message indicates that an LCB exempt employee has reached WOC eligibility for the second (third, ...) time in the same quarter. In such cases the eligibility flag for paying HC must be set manually for the day when the second (third, ..) HC compensation starts. This eligibility flag is time transfer type ZWOL and must be set in info type 2012. From date and to date have to be the same.

	ZW
	Assignment of FLSA Code failed
	For LCB WOC - This message indicates the assignment of the WOC higher class FLSA has failed.  The Human Resources office should review the WOC to ensure that it is compliant with LCB's rules.  These rules state that the current positions FLSA should be either 1 or 3 and the higher class position FLSA should be either 4 or 5.  

	MORIS Only Related Messages

	H9
	Chng hrs on SDO to T1
	For MORIS employees - If an employee received double time for working two days in a row but during the week did not work a scheduled day, the double time must be changed to the appropriate OT code by the timekeeper.


Appendix G

Report Descriptions by Name and Transaction Code

	Time
	Attendance/Absence Data: Calendar View
	PT90
	Calendar view of one or more employee’s attendance and/or absence records for a defined period of time.

	Time
	Attendance/Absence Data: Overview
	PT64
	To view one or more employee’s absences or attendances for a defined period of time.

	Time
	Attendance/Absence: Multiple Employee View
	PT91
	To view attendance and/or absence records for a defined period of time for several employees.

	Time
	Cumulated Time Evaluation Results: Time Balances/Wage Types
	PT_BAL00
	To compare daily balances determined in time evaluation, cumulated balances, or time wage types for various organizational units of the same category (personnel sub area or supervisor area).

	Time
	Display Absence Quota Information
	PT_QTA10
	To view or audit absence quotas for employees. 

	Time
	Display Time Sheet Data
	CADO
	To review the time sheet data by personnel number of one or more employees for a specific time period.  Run before the pay processes to determine if the supervisor has approved all time for the pay period.

	Time
	Display Time Sheet Data
	CAOR
	To review the time sheet data for an organization for a specific time period.  Run before the pay processes to determine if the supervisor has approved all time for the pay period.

	Time
	Display Work Schedule
	PT03
	To view a specific work schedule rule to determine hours worked on a specific day.

	Time
	Overview Graphic of Attendance/Absences
	PT65
	Graphical view of one or more employee’s attendance and/or absence records for a defined period of time.

	Time
	Personal Work Schedule
	PT63
	To view the schedules of one or more employees for a specific time period, to determine if the employee is mapped to the correct work schedule.

	Time
	Quota Overview
	PT50
	To review quota earned.

	Time
	Shift Plan: Entry Screen
	PP61
	To plan and manage staffing to cover requirements of the operation.

	Time
	Time Accounts
	PT_DOW00
	To display an employee’s current leave service credit or regular hours year to date.

	Time
	Time Evaluation Messages Display
	PT_ERL00
	To review time evaluation data to determine if any errors or warning messages exist.

	Time
	Time Statement Form
	PT61
	To review the time statement of one or more employees for a specific time period.

	Time
	Personal Work Schedule Abbreviated
	Y_DC1_32000361
	To view the schedules  (includes meal period) of one or more employees for a specific time period, to determine if the employee is mapped to the correct work schedule.


Appendix H

Security to Transaction Codes and Infotypes
	TRANSACTION CODE
	INFOTYPE
	DESCRIPTION
	TIMEKEEPER
	TIME ADVISOR
	WORK SCHEDULE ASSIGNER

	
	
	
	
	
	

	
	
	
	
	
	

	PO03D
	 
	DISPLAY JOB
	 
	x
	 

	PO13D
	 
	DISPLAY POSITION
	 
	x
	 

	 
	9105
	Detail Position Attributies
	 
	di
	 

	 
	9106
	Detail Job Attributes
	 
	di
	 

	PA40
	 
	PERSONNEL ACTIONS 
	 
	x
	 

	 
	 
	ZJ - Begin LWOP with Benefits
	 
	x
	 

	 
	 
	ZK - Begin LWOP without Benefits
	 
	x
	 

	 
	 
	ZL - Return from LWOP
	 
	x
	 

	 
	 
	ZV - Begin Sabbatical Leave W/Pay
	 
	x
	 

	 
	 
	ZW - Return from Sabbatical Leave
	 
	x
	 

	 
	 
	ZQ -Supplemental One-Time Payment (05- GPI Cash Payment, 20 - Longevity Cash Payment)
	 
	x
	 

	PA51
	 
	DISPLAY TIME DATA 
	x
	x
	x

	PA61
	 
	MAINTAIN TIME DATA 
	x
	x
	x

	PA71
	 
	FAST ENTRY OF TIME DATA
	x
	x
	x

	 
	0000 
	Actions
	 
	x
	 

	 
	0001
	Organizational Assignment
	 
	x
	di

	 
	0002 
	Personal Data
	 
	di
	 

	 
	0006
	Addresses
	 
	di
	 

	 
	0007
	Planned Working Time
	 
	x
	x

	 
	0008
	Basic Pay
	 
	x
	 

	 
	0014
	Recurring Payments/Deds.
	 
	x
	 

	 
	0015
	Additional Payments
	 
	x
	 

	 
	0019
	Monitoring of Tasks (prob end date)
	 
	x
	 

	 
	0021
	Family Related Persons
	 
	di
	 

	 
	0031
	Reference Personnel No.
	 
	di
	 

	 
	0041
	Date Specifications
	 
	x
	 

	 
	0167
	Health Plans (LWOP Action)
	 
	x
	 

	 
	0168
	Insurance Plans (LWOP Action)
	 
	x
	 

	 
	0171
	General Benefits Info (LWOP Action)
	 
	x
	 

	 
	0302
	Additional Actions
	 
	x
	 

	 
	0416
	Times Quota Compensation 
	di
	x
	 

	 
	2001
	Absences 
	x
	x
	x

	 
	2002
	Attendances
	x
	x
	di

	 
	2003
	Substitutions
	x
	x
	x

	 
	2006
	Absence Quotas
	di
	x
	 

	 
	2010
	Remuneration
	di
	x
	 

	 
	 
	subtype: 2250 - per diem
	x
	 
	 

	 
	2012
	Time Transfer Specifications 
	di
	x
	 

	 
	2013
	Quota Corrections
	di
	x
	 

	 
	2050
	Annual Calendar
	x
	x
	x

	 
	2051
	Monthly Calendar
	x
	x
	x

	 
	2052
	Weekly Calendar
	x
	x
	x

	CAT2
	 
	TIMESHEET: MAINTAIN TIMES
	x
	x
	 

	CAT3
	 
	TIMESHEET:  INITIAL SCREEN
	x
	x
	 

	CAT4
	 
	TIMESHEET:APPROVE TIMES SELECTION BY ORG ASSIGNMENT
	 
	x
	 

	CAOR
	 
	DISPLAY TIME SHEET DATA
	x
	x
	 

	CADO
	 
	DISPLAY TIME SHEET DATA
	x
	x
	 

	PT03
	 
	DISPLAY WORK SCHEDULE
	 
	x
	x

	PT50
	 
	QUOTA OVERVIEW
	x
	x
	 

	PT61
	 
	TIME STATEMENT FORM
	x
	x
	 

	PT63
	 
	PERSONAL WORK SCHEDULE
	x
	x
	x

	PT64
	 
	ATTENDANCE/ABSENCE DATA OVERVIEW
	x
	x
	 

	PT65
	 
	OVERVIEW GRAPHIC ATTENDANCES/ABSENCES
	x
	x
	 

	PT90
	 
	ATTENDANCE/ABSENCE: CALENDAR VIEW
	x
	x
	 

	PT91
	 
	ATTENDANCE/ABSENCE: MULTIPLE EMPLOYEE VIEW
	x
	x
	 

	PT_DOW00
	 
	TIME ACCOUNTS
	x
	x
	 

	PT_QTA10
	 
	DISPLAY ABSENCE QUOTA INFO
	x
	x
	 

	PT_ERL00
	 
	TIME EVALUATION MESSAGES DISPLAY
	x
	x
	 

	PT_BAL00
	 
	CUMULATED TIME EVALUATION RESULTS: TIME BALANCES/WAGE TYPES
	 
	x
	 

	PC_00_M10_CEDT
	 
	REMUNERATION STATEMENT
	 
	x
	 

	S_AHR_61016471
	 
	INFOTYPE OVERVIEW REPORT
	 
	x
	 

	S_PH9_46000172
	 
	WAGE TYPE REPORTER
	 
	x
	 

	S_AHR_61016380
	 
	LOGGED CHANGES IN INFOTYPE DATA
	x
	x
	x

	Y_DC1_32000465
	 
	VACATION SELECTION BATCH UPDATE REPORT 
	 
	x
	 

	Y_DC1_32000361
	 
	PERSONAL WORK SCHEDULE ABBREVIATED REPORT
	x
	x
	x

	Y_DC1_32000458
	 
	AGENCY EMPLOYEE LOCATOR
	x
	x
	x

	Y_DC1_32000459
	 
	AGENCY EMPLOYMENT DATA
	 
	x
	 

	ZH_LWOP_LTR
	 
	PRINT LONG-TERM UNPAID LEAVE APPROVAL LETTERS
	 
	x
	 


Appendix D

Processing Absence and Attendance Adjustments For Dates Before Go-Live

This process becomes effective for transactions known about on or after January 21, 2004 (for effective dates on or before Go-Live in SAP--January 9 for pay group 3; January 16 for pay group 2; or January 17 for pay group 1).

A—Adjustments to:  IPPS Time (Attendances) and Attendance (Absences) History 

	Timekeeper
	1.  Notifies the Agency Central Time Advisor of the adjustment that must be made. 

	Agency Central Office Time Advisor
	2.  
a.  Researches and verifies the adjustment received from Timekeeper.  

b.  Enters adjustment using the new Submission form.  

Note:  Neither Timekeepers nor field Time Advisors have security to the Submission form.

	Central  Support 
	3.  Adjusts  (copy and paste feature can be used) the IPPS Suzuki Time and Attendance History view manually, which generates an audit trail.

	BCPO
	4.  
a.  Calculates the dollar value of the adjustment (if any).

b.  Using the effective date of SAP go-live, enters the dollar value and the wage type to SAP Infotype 2010.  Enters detailed text (copy and paste from the Submission form) to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.

Note:  Ideally this step (step 4) and step 5 should be done during the same pay period.

	Central Support
	5.  
a.  Determines if a quota adjustment and/or time type adjustment is 

needed.  If a quota adjustment is required determines the impact on all three (anticipated, actual and extension) quotas in reference to maximum carryover and extension periods and enters necessary adjustments.

b.  Using the effective date of SAP go-live, enters the adjustment to SAP Infotype 2013 and/or 2012, as necessary. Enters detailed text (copy and paste from the Submission form) to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.    

Note:  Ideally this step (step 5) and step 4 should be done during the same pay period.

	Employee
	6.  Receives impact of adjustment on time statement or pay statement.

Note:  Depending on the volume of adjustments, it could be four to six weeks before the employee is impacted by the adjustment.  Therefore, it is very important that agencies make ALL adjustments by the last pay processing date in IPPS, January 20, 2004.


B--Adjustments to:  Long-Term Leave Without Pay Actions.

	Agency Central Office Time Advisor
	If the employee was absent on a long-term leave without pay at the time of conversion:

1. Enters the absence record (IT2001) so that the employee’s pay is stopped.  Note:  If the employee has since returned, also enter the last absence date on the infotype.

2. Enters the PA40 Long-Term LWOP Action using the effective date of SAP go-live.  Note:  If the employee has since returned, also enter the return action.

3. Enters action using the Submission form for dates before go-live.

If the employee was absent only during effective dates before go-live:

      1.  Enters action using the Submission form.

Note:  Neither Timekeepers nor field Time Advisors have security to the Submission form.

Note:  Because long-term leave without pay actions did not require an absence entry in IPPS time history, no entries should be made in the Time History Submission form for these corrections, unless a paid absence should now be subtracted or added as a result of this transaction.

	Central  Support 
	2.  Adjusts (copy and paste feature can be used) the employment history view manually, which generates an audit trail.

	BCPO
	3.  
a.  Calculates the dollar value of the adjustment (if any).

b.  Using the effective date of SAP go-live, enters the dollar value and the wage type to SAP Infotype 2010.  Enters detailed text (copy and paste from the Submission form) to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.

Note:  Ideally this step (step 3) and step 4 should be done during the same pay period.

	Central Support
	4.  
a.  Determines if a quota adjustment and/or time type adjustment is 

needed.  If a quota adjustment is required determines the impact on all three (anticipated, actual and extension) quotas in reference to maximum carryover and extension periods and enters necessary adjustments.

b.  Using the effective date of SAP go-live, enters the adjustment to SAP Infotype 2013 and/or 2012, as necessary. Enters detailed text (copy and paste from the Submission form) to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.    

Note:  Ideally this step (step 4) and step 3 should be done during the same pay period.

	Employee
	5.  Receives impact of adjustment on time statement or pay statement.

Note:  Depending on the volume of adjustments, it could be four to six weeks before the employee is impacted by the adjustment.  Therefore, it is very important that agencies make ALL adjustments by the last pay processing date in IPPS, January 20, 2004.


C--Adjustments as a result of:  Late ET (Employment Transactions) Actions, which Could Impact Time (example:  overtime, higher class, quota payouts for separations, etc.).
	Agency Central HR Service Rep
	1.  
a.  Notifies the Time Advisor that an action will be entered.

b.  Enters the adjustment using the Submission form.

c.  Using the effective date of SAP go-live, enters the action in SAP.  Enters detailed text to the infotype that includes at a minimum the actual effective date and a reference to the Submission form entry.    

Note:  This process is not designed to cover all of the steps for updating an action.  It only provides the high level process to understand how the absence and attendance adjustment process is integrated.

	Agency Central Office Time Advisor
	2.  
a.  Reviews the adjustment to be made and determines if there is an 

impact on overtime, working out of class, or other time entered.  If the action is related to a separation, it is important that the quota payout be recorded on the PTA118 Submission form.

b.  After the action is entered by the Central HR Service Rep, enters the appropriate adjustment and references the action in the comments. 

Note:  Neither Timekeepers nor field Time Advisors have security to the Submission form.

	Central  Support 
	3.  
a.  Determines if there are any time adjustments to be entered with the 


history adjustment.  

b.  Adjusts the employment history view manually (copy and paste feature can be used), which generates an audit trail.

c.  Determines if a quota adjustment and/or time type adjustment is 

needed.  If a quota adjustment is required determines the impact on all three quotas in reference to maximum carryover and extension period.

d.  Using the effective date of SAP go-live, enters the adjustment to SAP Infotype 2013 and/or 2012, as necessary. Enters detailed text to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.    

Note:  Ideally this step (step 3) and number 4 should be done during the same pay period.

	BCPO
	4.  
a.  Calculates the dollar value of the adjustment (if any).

b.  Using the effective date of SAP go-live, enters the dollar value and the wage type to SAP Infotype 2010.  Enters detailed text to the infotype that includes at a minimum the actual effective date, hours of the adjustment, and a reference tracking number from the Submission form entry.    

Note:  Ideally this step (step 4) and number 3 should be done during the same pay period.

	Employee
	5.  Receives impact of adjustment on time statement or pay statement.

Note:  Depending on the volume of adjustments, it could be four to six weeks before the employee is impacted by the adjustment.  Therefore, it is very important that agencies make ALL adjustments by the last pay processing date in IPPS, January 20, 2004.


Appendix F

Temporary Clerical Pool Process


The below process provides details related to employees who work on temporary assignments under the Temporary Clerical Pool (TCP).  Most of the responsibilities lie with the Office of Administration.

	OA
	1. All TCP employees are in positions within the TCP organization and are not moved from this organization when assigned to their temporary position. 

	OA
	2. TCP employees do not need any special roles, but will be assigned CWOPA accounts and e-mail accounts to receive change and rejection notices.  Note:  Some TCP employees are not assigned to positions where computers are readily available.  In which case, e-mail is not needed since time will be recorded on paper and entered by the OA TCP staff.

	OA
	3. During new employee orientation TCP employees will be trained to enter their time via CATS.  

	OA
	4. TCP employees are mapped to work schedule BB120015.  



	OA
	5. When TCP employees are assigned to an agency, a substitution is entered in SAP to assign the employee to the working hours for the particular assignment.  This substitution is done for the length of the assignment or to infinity, if the actual end date is not known.  

	OA
	6. TCP employees are provided with the specifics of the assignment, including the supervisors ID and the “file number” or “work order number” to which they are assigned. Note:  Chris Albright maintains these numbers in an SAP table.  

	OA
	7. The work order is provided to the TCP supervisor along with basic instructions about time approval.  

	EE


	8. Upon reporting for assignment, the TCP employee verifies their supervisor’s ID.  

	EE
	9. Employee works hours as scheduled or requests to be absent.  Each day the employee enters absence and attendance hours into the CATS timesheet.  The employee must also enter the “file number” or “work order number” which was provided by the OA.  When the time is saved the employee will see a pop-up box, as illustrated below, to enter the ID of their current supervisor.  

a. If the TCP employee has no access to a PC, time will be recorded on a paper timesheet. 

b. This time would have to be entered into the system by the identified supervisor since the agency timekeeper will not have access to the TCP employee’s records.  Alternately, a member of the TCP staff could also enter the time record.  If this is the case, skip steps six through eight.  Note:  It has not yet been determined which of the two is the preferred method.

c. For both processes the employee’s absence is entered directly into CATS.  This is a departure from the normal business process due to the logistical difficulties these employees would have in submitting a Leave Request.



	SUP
	10. The identified supervisor receives the workflow.  An informational email, requiring no action, is also sent to Chris Albright (or whomever is responsible for this process) informing him of the employee’s hours for the day.  Note:  The informational message will allow Christ to monitor time reported and minimize the chance of mistakes or fraud. 

	SUP
	11. The identified supervisor approves or rejects the employee’s time using ESS workplace inbox.  Note:  If the identified supervisor does not hold the SAP role of Supervisor, that individual must forward the workflow to his/her supervisor to approve the time, because SAP security will not allow a non-supervisor to approve time or absence for another employee.  

	EE

OA
	12. If time is rejected, both Chris Albright and the employee receive e-mail notification.  If the time is approved, only Chris receives the email notification.  

	OA
	13. If, after approval, a problem is identified with the approved time or an employee’s absence/attendance record must be updated for any reason, Chris Albright or a timekeeper within the TCP organizational unit will have the authority to do so.  

	OA
	14. When an employee completes an assignment, the work schedule substitution must be delimited.

	SAP
	15. An interface program is run bi-weekly to provide absence and attendance data to the OA so that it can be loaded into their database system.


Illustration:
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TCP Time Entry Codes:

RT – Regular Time Worked


NPC – Unpaid Leave for Office Closing

NPB – Unpaid Leave for Bereavement 

NPH – Unpaid Leave for Holiday

NPF –Unpaid Leave for Family Illness 

NPI – Unpaid Leave for Employee Illness

NPP – Unpaid Leave for Personal Use

NPU – Unauthorized Unpaid Leave 

Appendix E

Instructions for Running Reports in the Background

For reports that take a considerable amount of time to process, those reports can be run in the background.  Running long reports after hours reduces the load on the SAP servers and improves response time for routine transactions that are executed during normal business hours.
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Enter the selection values for the report period.
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Click on “Program” from the menu bar.
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Click on “Execute in background” from the submenu.
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Uncheck the “Print immediately” box.
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Uncheck the “Delete after output” box.
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Click on the continue (green check) icon.





Click on the “Immediate” box.



Click on the save (disk) icon.



You will receive this message, “Background job was scheduled for program _________” if your save was successful.



To view the executed report, click on “System” from the menu bar.



Click on “Own spool requests” from the submenu.




Click on the ABAP list.






To print the document, click on the print directly icon.


To export the data into an Excel spreadsheet, click on the save to local file icon and continue to follow steps 16, 17, 18, and 19.






Click on the “Spreadsheet” radio button.



Click on the continue (green check) icon.






Add the file name extension that appropriately describes your file.



Click on the “Transfer” box.



 Appendix J

Leave Service Credit Years and Pay Periods to Just Pay Periods Conversion

	Years
	Pay Periods
	Total Pay Periods
	
	Years
	Pay Periods
	Total Pay Periods

	1
	0
	26
	
	3
	0
	78

	1
	1
	27
	
	3
	1
	79

	1
	2
	28
	
	3
	2
	80

	1
	3
	29
	
	3
	3
	81

	1
	4
	30
	
	3
	4
	82

	1
	5
	31
	
	3
	5
	83

	1
	6
	32
	
	3
	6
	84

	1
	7
	33
	
	3
	7
	85

	1
	8
	34
	
	3
	8
	86

	1
	9
	35
	
	3
	9
	87

	1
	10
	36
	
	3
	10
	88

	1
	11
	37
	
	3
	11
	89

	1
	12
	38
	
	3
	12
	90

	1
	13
	39
	
	3
	13
	91

	1
	14
	40
	
	3
	14
	92

	1
	15
	41
	
	3
	15
	93

	1
	16
	42
	
	3
	16
	94

	1
	17
	43
	
	3
	17
	95

	1
	18
	44
	
	3
	18
	96

	1
	19
	45
	
	3
	19
	97

	1
	20
	46
	
	3
	20
	98

	1
	21
	47
	
	3
	21
	99

	1
	22
	48
	
	3
	22
	100

	1
	23
	49
	
	3
	23
	101

	1
	24
	50
	
	3
	24
	102

	1
	25
	51
	
	3
	25
	103

	2
	0
	52
	
	4
	0
	104

	2
	1
	53
	
	4
	1
	105

	2
	2
	54
	
	4
	2
	106

	2
	3
	55
	
	4
	3
	107

	2
	4
	56
	
	4
	4
	108

	2
	5
	57
	
	4
	5
	109

	2
	6
	58
	
	4
	6
	110

	2
	7
	59
	
	4
	7
	111

	2
	8
	60
	
	4
	8
	112

	2
	9
	61
	
	4
	9
	113

	2
	10
	62
	
	4
	10
	114

	2
	11
	63
	
	4
	11
	115

	2
	12
	64
	
	4
	12
	116

	2
	13
	65
	
	4
	13
	117

	2
	14
	66
	
	4
	14
	118

	2
	15
	67
	
	4
	15
	119

	2
	16
	68
	
	4
	16
	120

	2
	17
	69
	
	4
	17
	121

	2
	18
	70
	
	4
	18
	122

	2
	19
	71
	
	4
	19
	123

	2
	20
	72
	
	4
	20
	124

	2
	21
	73
	
	4
	21
	125

	2
	22
	74
	
	4
	22
	126

	2
	23
	75
	
	4
	23
	127

	2
	24
	76
	
	4
	24
	128

	2
	25
	77
	
	4
	25
	129

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	5
	0
	130
	
	7
	0
	182

	5
	1
	131
	
	7
	1
	183

	5
	2
	132
	
	7
	2
	184

	5
	3
	133
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Appendix __

Questions and Answers - Tips for Entering LWOP Absences

Does a LWOP absence require a quota (IT2006) before an absence (IT2001) can be requested?

All FLMA LWOP (SO, SW, PO, PW, and FL) requires an absence quota.  Only create one quota for each absence type.  Multiple absence quotas for the same absence type should never occur and will cause errors.  If this is the first time that the employee is requesting an absence, the quota must be created before the employee can submit the leave request. Note:  Although an absence with an end date of 12/31/9999 does not necessarily require an absence quota it is important to establish it as soon as possible.  If the quota is not created and the employee returns from LWOP and/or separates, payroll errors can occur.

When creating a quota (IT2006) for any FMLA LWOP, what is the appropriate absence quota end date for SO, PO, and FL?

The end date should be:


(  SO/SW – 12/31/999


(  FL – The last day of the current calendar year.

(  PO/PW – 1 year from the date of birth, adoption or custody placement.

Is a leave request (IT2001) required for both short-term and long-term LWOP?  

Yes.  Be sure that the leave request is approved before pay is processed, because it will not stop the employee’s pay until it is approved.

Does a Time Advisor need to approve all FMLA leave requests?  

All FMLA LWOP absence requests (short-term and long-term) require the approval of the Time Advisor.  An Injury LWOP absence requires the approval of the WC Advisor.

Is an action (PA40) required for short-term LWOP?  Is an action required for long-term LWOP?  

For short-term LWOP, do not enter an action.  All long-term LWOP absences require a personnel action (PA40).  IT0000 (Actions) must reflect a Begin LWOP record.  The PA40 action does not stop the employee’s pay; therefore, as noted above a leave request is also required.

What end date is used on a short-term LWOP leave request (IT2001)?  What end date is used on a long-term LWOP request (IT2001)?
For short-term LWOP, enter the actual end date.  For long-term LWOP, enter only one leave request with an end date of 12/31/9999.  Do not enter separate leave requests each pay period or each day the employee is absent for long-term absences.

When returning from long-term LWOP, how is pay started?

The return date must be entered on the leave request or IT2001 to allow pay to process.  It is also important to remember to remove the wage type override on IT0008 and overlay the pay level “ZN” with the appropriate pay level when processing the PA40 action.
LWOP PA40 Actions & Infotype (IT) 0008 Basic Pay

IT0008 stores information about an employee’s basic pay.  

The following steps must be followed on IT0008 when entering a Begin LWOP PA40 Action or a Begin Pd WRI/Disability PA40 Action that involves Act 632/534.

1. Verify that the employee’s pay level is changed to ZN; this will stop payments during mass pay increases.

2. Click the OVERVIEW [image: image3.png]bo



 icon.

3. Make a note of the hourly rate of pay that was in effect at the time the employee began long-term leave without pay/date of injury.

4. Click green arrow [image: image4.bmp] to return to the detail on IT0008.

5. The Wage Type (i.e., 1100) should indicate “0.00” as the hourly rate.

6. Enter the appropriate Override Wage Type (i.e., 1101) and hourly rate of pay obtained in Step 3. 

	If: Wage Type
	Use:  Override Wage Type

	1100 - Regular Hourly Comp
	1101 - Override Regular Hourly Comp

	1122 – Regular Salary Comp - 22
	1102 – Override Reg Biwkly Comp

	1126 – Regular Salary Comp - 26
	1102 – Override Reg Biwkly Comp

	1127 – Regular Salary - 26
	1102 – Override Reg Biwkly Comp

	1210 – Patient Resident Worker
	NONE

	1250 – Per Diem (Daily) Wage
	1103 – Override Per Diem Comp

	1251 – Statutory Pay
	1102 – Override Reg Biwkly Comp


7. Once the data is entered, click on the Enter icon [image: image5.bmp], or hit the enter key.

8. Verify that the information presented is correct and click on the SAVE [image: image6.bmp] icon on the top of the screen, this will accept the data.

The following steps must be followed on IT0008 when entering a Return from LWOP PA40 Action or a Return from Pd WRI/Disability PA40 Action that involves Act 632/534:

1. Click the OVERVIEW [image: image7.png]bo



 icon to obtain the employee’s pay level at the time of the begin leave without pay action.  
Note:  On the “Begin” action, the hourly “amount” was obtained – On the “Return” action; you need to obtain the “Level” of pay.

2. Click green arrow [image: image8.bmp] to return to the detail on IT0008.
3. Change the level of the pay scale from ZN to the appropriate level (obtained in Step 1).  The pay level must be changed to the pay level of the employee at the time of the Begin LWOP action.  Exception: If the employee is also due a pay increase, enter the level, which includes the increase.   For Act 632/534, enter the pay level for which the employee would be at had the injury not occurred.
4. Delete the Wage Type and Amount.

5. Click on the Enter [image: image9.bmp] icon.  The hourly rate of pay is automatically populated based on the pay scale level entered.

6. Verify that the information presented is correct and click on the Save icon [image: image10.bmp] on the top of the screen, this will accept the data.
Begin and Return LWOP PA40 Action Errors. Many PA40 LWOP Actions have been entered incorrectly causing pay errors. While the PA40 LWOP Action is not the mechanism that actually stops/starts the employee's pay, the employee's pay is determined by the information entered on IT0008 during the PA40 Begin and Return from LWOP Actions. Therefore, it is critical that the Time Advisor/WC Advisor use caution when entering PA40 Actions and ensure that the information entered on IT0008 is accurate. If the Time Advisor/WC Advisor does not update IT0008 correctly, the employee could be paid incorrectly. Below are examples of common errors: 
1) The Time/WC Advisor failed to save IT0001 when entering the PA40 Begin and/or Return Action. RESULT: If IT0001 is not saved, IT0008 is not populated during the PA40 action and the Pay Level and Wage Type are incorrect on IT0008. There is the potential that the employee will be paid incorrectly.
2) When entering the PA40 Return from LWOP Action, the Time/WC Advisor updated the pay level, but failed to remove the wage type override and amount. RESULT: The results vary dependent on whether the employee is due a full pay or a partial pay. In one case, two times the hourly rate was paid because both wage types (1100-Regular Hourly Comp Wage Type & 1101-Override Wage Type) were added together to determine the hourly rate of pay. In another case, payroll rejection occurred, and the employee received no pay. 
3) The Time/WC Advisor entered an incorrect pay level (entered 02 instead of 20). RESULT: The employee was underpaid.
Below is a summary of instructions for updating IT0008 during PA40 LWOP Actions.
BEGIN LWOP. ALWAYS remember to SAVE IT0001, even if a change was not made to IT0001. If IT0001 is not saved, then IT0008 will not populate for the Time/WC Advisor to update. When the Time Advisor/WC Advisor places an employee on long-term LWOP via the PA40 Begin LWOP Action, the employee's pay level on IT0008 should default to "ZN". The "ZN" code in the pay level field stops payments during mass pay increases. In addition, the Regular Hourly Comp Wage Type (i.e., 1100) on IT0008 should indicate "0.00" as the amount. The Time Advisor/WC Advisor is responsible for entering the appropriate Override Wage Type (i.e.,1101) and Amount (hourly rate of pay) before clicking save icon.
RETURN FROM LWOP. ALWAYS remember to SAVE IT0001, even if a change was not made on IT0001. If IT0001 is not saved, then IT0008 will not populate for the Time/WC Advisor to update. When the Time/WC Advisor returns an employee from the long-term LWOP via the PA40 Return from LWOP Action, the employee's pay level ("ZN") on IT0008 must be updated by the Time/WC Advisor to reflect the pay level of the employee at the time of the Begin LWOP action. (Exception: If the employee is also due a pay increase, the pay level entered by the Time Advisor/WC Advisor must include the increase.) The Override Wage Type (i.e., 1101) and Amount (hourly rate of pay) that was originally entered by the Time/WC Advisor as part of the PA40 Begin LWOP Action must be removed. The appropriate hourly rate of pay will be updated and reflected under the Wage Type (i.e., 1100) once the Time/WC Advisor hits the enter key. The updated amount is based on the Pay Level entered by the Time/WC Advisor.
Appendix __
Tips for Entering Time Worked on Holidays
Does the employee have an absence recorded for the same hours that the employee worked?


Yes.  Delete the absence hours for the time the employee worked.

Did the employee work during the scheduled shift?

Yes.  Enter both RT and HT6 for the hours worked during the scheduled shift.  (If the employee is also entitled to shift differential, enter that too.)

Was the employee working in a higher job classification during their scheduled shift?  

Yes.  Enter both HC and HH6, and shift differential if appropriate

Did the employee work hours outside of the scheduled shift?

Yes.  Enter the hours worked outside of the shift using the appropriate overtime (CLE1, CLE2, T1, T2, T3, etc.) attendance code.

Is the employee entitled to additional time off because the employee did not receive the benefit of 7.5/8.0 hours of holiday absence?

Yes.  If the hours were worked during the employee’s scheduled shift, do nothing because the holiday quota absence is available for use on another day.  If the employee is entitled to additional time off because the hours were worked outside of the employee’s scheduled shift, enter CLE1 for hours worked up to 7.5/8.0.  Enter this in addition to overtime (T1, T2, etc.). 

________________________________________________________________________

Common errors to avoid:
· DO NOT use T6 (the correct code is HT6) to record hours worked during the employee’s scheduled shift.

· Remember to enter RT whenever any other attendance code is entered for hours worked during the employee’s scheduled shift, unless the code is for higher class.

· DO NOT enter hours worked during the employee’s scheduled shift as T2.  T2 is only used to pay employees for work outside the employee’s scheduled shift (i.e., for hours where the employee was not scheduled to work, and an overtime shift is recorded.)

· If entering higher class DO NOT also enter RT or T1, T2, etc.  Regular time (RT), straight time (T1), time and one-half (T2), etc. are included in the higher class entries.

Appendix __
Help Desk Tickets vs. Central Services Transaction Forms

The following is excerpted from a message sent to Transaction Chiefs on March 11, 2004.  If you are responsible for submitting Help Desk Tickets or Central Services Transaction Forms, please follow these guidelines.  Issued By:  Office of Administration, Bureau of Systems, Policy and Program Planning, Operations Division.
Submit a CST for:
·     ICS retroactive time or employee transactions were never completed.  (i.e. transactions/time effective:  prior to 1/10/04 for Payroll Areas, Z3 & T3, prior to 1/17/04 for Payroll Areas Z2 & T2, prior to 1/18/04 for Payroll Area Z1). 

·     Transactions have an effective date earlier than the last record on IT0008, Basic Pay; or, to delete or correct Basic Pay (IT0008).  

·     Change to effective date of leave without pay action.
·     Change to effective date of disability leave action, reason Act 632/534 Disability.
·     Processed an action on the wrong employee.  

·     Back pay award or grievance settlement.  

·      Retroactive change impacts benefits.  

Submit a Help Desk Ticket if you:
·     Know how to process an action, but SAP will not accept it and clarification is needed on what to do.  

·     Receive error messages when trying to process an action and do not understand the error or an infotype was displayed/did not display as intended.  
·     Receive an error report and do not understand the suggested solution.  Do not know how to complete an action such as:  changing work schedule, creating an “AZ06” relationship so an agency can complete a department transfer, changing employee or position conditions, etc.


When submitting central services transaction forms, please include detailed comments.  In the area of Time and Attendance requests, the comments must coincide with the before and after lines of detailed history you are submitting.  This will reduce the need for further communication between our group and your agency to request additional clarification. 

Appendix 
Previous Day Indicator Reminders

This is to provide clarification regarding the use of the previous day indicator. The previous day indicator is used to identify overtime hours that are to be applied to the previous day. Note: SAP is calendar day based. Therefore, the previous day indicator would not be used for employees that are assigned to a work schedule beginning with "C" or "K", since overtime is entered based on the calendar day and not a 24 hour basis. In addition, the previous day indicator would not be used for employees assigned to an end of shift ("E") work schedule. The end of the shift ("E") work schedule already applies the 24 hours based on the end of the shift. 
SCENARIO 1: An employee's normal work shift is 8:30 to 17:00 (work schedule begins with "B"). The employee worked Monday from 8:30 - 17:00. On Tuesday the employee worked from 7:00 - 18:00. 
The overtime hours worked from 7:00 - 8:30 are recorded on Tuesday, but applied as hours worked during the 24 hour period from the start of the shift (8:30) on Monday through the start of the employee's work shift (8:30) on Tuesday. The previous day indicator must be checked since these are hours worked prior to the start of their work shift on Tuesday and must be applied to Monday. 
The overtime hours at the end of the shift, 17:00 - 18:00 are recorded on Tuesday and applied as hours worked during the 24 hour period from the start of the shift (8:30) on Tuesday through the start of the employee's work shift (8:30) on Wednesday. The previous day indicator is not checked since these hours are worked at the end of their work shift on Tuesday and must be applied to Tuesday.
SCENARIO 2: An employee's normal work shift is 23:00 to 7:00 (work schedule begins with "B"). The employee worked Monday from 23:00 - Tuesday 7:00. The employee worked Tuesday from 22:00 - Wednesday 8:00.
The overtime hours worked from 22:00 - 23:00 are recorded on Tuesday. The previous day indicator must be checked since these are hours worked prior to the start of their work shift and must be applied to Monday. 
The overtime hours at the end of the shift, 7:00 - 8:00 are recorded on Wednesday. The previous day indicator must be checked since these are hours worked at the end of the shift and must be applied to Tuesday. 
Appendix K

Instructions for Recording Time on the End of the Shift

This process should be used for employees who are mapped to a beginning of shift schedule, sometimes working end of shift.  When the employee works a shift that crosses midnight, it will be necessary to create a substitution for that shift and indicate that their time should be paid on the next day.  

A. The substitution may be made directly via the Shift Planning Module.  To do this, click inside a cell, then choose the appropriate Indicator.  
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B. After the shift assignment is made in the Shift Planning module, the substitution that was created in shift planning must be changed using Infotype 2003.



Select Infotype 2003.





Enter the period of time for which you want to change the substitution.

Click change Icon.
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Select the appropriate Next Day Substitution Types (Numbers 36-40; Number 38 – Work Load is the most commonly used Substitution Type.)


Click the Enter [image: image14.bmp] Icon.


Click on the create (paper) icon.


Enter the hours of the substitution. 

Click on the save [image: image15.bmp] icon.  After you save, a “3” will automatically be inserted in the “Daily WS Class” which will make the time record on the next day.
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C.  Create the Substitution Via PA61.



Select Infotype 2003.





Enter the period of time for which you want to create a substitution.

Click in the Sty (Substitution Type) field and select the Multiple Selections [image: image17.bmp]                             icon to view the list of possible substitution types.
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Select the appropriate Next Day Substitution Types (Numbers 36-40; Number 38 – Work Load is the most commonly used Substitution Type.)


Click the Enter [image: image20.bmp] Icon.


Click on the create (paper) icon.


Enter the hours of the substitution. 

Click on the save [image: image21.bmp] icon.  After you save, a “3” will automatically be inserted in the “Daily WS Class” which will make the time record on the next day.
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The PT_BAL00 report confirms that the time recorded on the next day.
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Appendix
Workers’ Compensation Abbreviations
	ABBREVIATION
	MEANING/DESCRIPTION

	AWW
	AVERAGE WEEKLY WAGE

	C or CLMT
	CLAIMANT

	DR
	DOCTOR

	EE
	EMPLOYEE

	ER
	EMPLOYER OR EMERGENCY ROOM (READ IN CONTEXT)

	F/U
	FOLLOW UP

	FD
	FULL DUTY

	FROI
	FIRST REPORT OF INJURY

	FX
	FRACTURE

	HX
	HISTORY

	I or INSRD
	INSURED

	IO
	INCIDENT ONLY

	IW
	INJURED WORKER

	L-
	LEFT

	LD
	LIGHT DUTY

	LT
	LOST TIME

	LTW
	LOST TIME FROM WORK

	MD
	MODIFIED DUTY

	MO
	MEDICAL ONLY

	MVA
	MOTOR VEHICLE ACCIDENT

	OOW
	OUT OF WORK

	OV
	OFFICE VISIT

	P/C  
	PHONE CALL

	PH#
	PHONE NUMBER

	R-
	RIGHT

	RTW
	RETURN TO WORK

	RX
	PRESCRIPTION

	S/F
	SLIP AND FALL

	S/W 
	SPOKE WITH

	SX
	SURGERY

	T/F
	TRIP AND FALL

	TX
	TREATMENT or TREATING

	VM
	VOICE MAIL


OTHER ABBREVIATIONS USED
	
	

	ABBREVIATION
	MEANING/DESCRIPTION

	ADJ
	ADJUSTER

	ATTY
	ATTORNEY

	C/P
	CLAIM PETITION

	C/R
	COMPENSATION RATE or COMPROMISE & RELEASE 

	CB
	CALL BACK

	EM
	E-MAIL

	IME
	INDEPENDENT MEDICAL EXAM

	NCP
	NOTICE OF COMPENSATION PAYABLE

	NOATRTW or NOA
	NOTICE OF ABILITY TO RETURN TO WORK

	NOD
	NOTICE OF DENIAL

	NOS
	NOTICE OF SUSPENSION OR MODIFICATION

	PPD
	PERMANENT PARTIAL DISABILITY

	R/O
	RULE OUT

	RCVD
	RECEIVED

	REQ
	REQUEST

	ROM
	RANGE OF MOTION

	RTO
	RETURN TO OFFICE (DOCTORS OFFICE)

	SA or S/A
	SUPPLEMENTAL AGREEMENT

	SOW
	STATEMENT OF WAGES

	TPD
	TEMPORARY PARTIAL DISABILITY

	TTD
	TEMPORARY TOTAL DISABILITY

	URO OR UR
	UTILIZATION REVIEW 

	W/DRAWN
	WITHDRAWN

	WC or W/C
	WORKERS' COMPENSATION

	WNL
	WITHIN NORMAL LIMITS

	WT/WK OR WP
	WAITING WEEK or WAITING PERIOD
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