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Overview

Trigger(s):
An employee wants to request time off from work or wishes to modify or delete an existing leave request.  Or, a supervisor or timekeeper needs to enter an absence for an employee.

	Business Process Description Overview

	This is a request for leave that is accessed through employee self-service.




	Input
	Comments

	Employee requests time off from work.   
	

	Steps
	Details

	1. Employee completes and submits the ESS form.
	Using Internet Explorer, employee accesses Employee Self Service.


	Output
	Comments

	The request updates the R/3 absence infotype 2001 if entered by anyone other than the employee, or is available for approval if entered by the employee.
	

	Steps
	Details

	1.  After it is approved, the employee receives notification of the approval.
	


Tips and Tricks

· The date must be entered in the format of mm/dd/yyyy.  The backslash must be included.

· Use the [image: image1.bmp] icon to select a date from the calendar that is displayed.

· Collisions  - A system error generated when an absence is requested for a period of time when another absence already exists.  To fix the error, resubmit the request.  Choose modify to change the dates/times of the existing request.  Choose create to create a new request with different dates/times.
· Retroactivity - Entries cannot be made for dates more than two weeks in the past, regardless of the role using the service.  Should an adjustment, deletion or new request be required for a prior period, a timekeeper or Time Advisor would have to make the adjustment for the employee using SAP transaction PA61, Infotype 2001.
Procedure Steps

1.1 Access transaction by:

	Via Menus
	Role(Employee Self-Service(Employee Self-Service User( Time Management(Create/Maintain Leave Request

	Via Transaction Code
	N/A


[image: image2.png]®

< | MET

[ InUse

2 startPage

@ CreateiMaintain Leave Request

[£) Workplace Favorites

2|

[ Roles

< EMPLOYEE SELF SERVICE
< Employee Self Senvice User
IDESS Use Folicy
FDESS Online Training
EDESS Help
b ofice
< Time Management
[ Create Time Sheet

i@Vacation Selection

[ Display Time Statement

[ Display Quotas

[ Display Work Schedule

@ warkers' Compensation Claim Form





1.2 On screen “Leave Request Maintenance” select a radio button.  After making a selection, click the Go icon [image: image3.png]Go



.  Note:  Only supervisors and timekeepers have authority/security to enter requests for other employees.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Self
	Yourself
	R/O
	Click the radio button.
	

	Employee Number for whom Leave is requested
	Other employee.
	R/O
	Click the radio button then enter personnel number.
	


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

1.3 On screen “Leave Request Maintenance” select a radio button then click the Go icon [image: image5.png]


.  If modifying or deleting, enter the specific date or a range.  Note:  deletions and modifications can only be made for the current and previous two weeks.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Create New Leave Request
	Creates a new leave request.
	R/O
	 Click the radio button.  
	

	Modify Leave Request
	Modifies an existing leave request.
	R/O
	Click the radio button.  Enter the From and To date to identify the specific request that needs modified.
	

	Delete Request
	Deletes an existing leave request.
	R/O
	Click the radio button. Enter the From and To date to identify the specific request that needs modified. 
	


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

1.4 If the modify or delete options were selected, on screen “Modify Leave Request” or “Delete Leave Request”, select the request to modify or delete. 
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Choose
	Radio button to select leave request.  
	R
	Click the correct radio button. 
	


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

1.5 On screen “Create Request for Leave” enter information in the fields as specified in the below table.  Note: Two separate leave requests can be completed on this screen.  The calculate [image: image8.png]Calculate



 button can be used to check the request for leave before saving and calculating the hours of the request.  After entering the selections, click the Modify [image: image9.png]Modify



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

	Absence Type
	Absence type for the particular leave request. 
	R
	Type the first letter of the absence type or use the drop down list.
	

	Meal Period for this Request
	Actual time of the meal period.
	O
	Enter only if changing the meal period in conjunction with the leave request.
	

	Anticipated Quota Balance
	Quota balance available through the end of the year.
	D
	
	

	Actual Quota Balance
	Current quota balance.
	D
	
	

	Leave Begin Date
	Date leave begins.
	R
	Enter date.
	

	Time
	Time leave begins.
	O
	Enter time or if left blank it will represent a full day.
	

	Leave End Date
	Date leave ends.
	R
	
	

	Time
	Time leave ends.
	O
	If left blank it will represent a full day.
	

	Absence Hours
	Actual hours absent based on the dates and times entered.
	O
	Will calculate automatically, when using the calculate button.
	

	Medical Appointment Time
	Time of medical appointment.
	O
	Enter time if request is for a medical appointment.  
	

	Family Relationship
	Family member relationship for which leave is requested.
	O
	Use the drop down list to select a family member.
	Must be completed for some leave types, i.e., SF, SB, SC, FL.

	Medical Certificate Available
	Medical documentation is available to support the leave request.
	O
	Click check box if medical documentation is available.
	

	Other Remarks
	Any additional remarks to support the leave request.
	O
	If necessary, enter text to further explain request.  
	


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

1.6 A message will be displayed after clicking the Create/Modify/Delete button.  The message will appear in a pop-up box over the form.  Read the message, and click OK to clear the message and process the request.
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1.7 If there is a collision with the request a message will be displayed after clicking the Create/Modify/Delete button.  The message will appear in a pop-up box over the form.  Read the message, and click OK to clear the message and resubmit the request.  For definition of collision, check the Tips and Tricks section.
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Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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