Attachment to SPF Alert 2015-03

12.21.2015


Run Time Evaluation Messages Display Report (Y_DC1_32000670)
LWOP before Holiday – Chk Hol Quota (A1)

LWOP after Holiday – Chk Hol Quota (A2) Messages
Scenario:  SPF coordinator has employees on leave without pay (LWOP) surrounding a holiday.
1. Run Time Evaluation Messages Display Report (Y_DC1_32000670).  Select the “Other period” radio button and enter 01/01/12 in the “From” field and the present date in the “To” field.
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2. Select the “Multiple Selection” key [image: image2.png]


 across from “Personnel Number” and paste the personnel numbers of your employees using unpaid SPF leave into the “Personnel Number” field. 
a. Copy a list of personnel numbers 
b. Click in the first blank field

c. Select the “Upload from clipboard” icon  [image: image3.png]


 or use keyboard Shift +F12 to paste the personnel numbers into the “Single value” column
d. Click the Copy icon [image: image4.png]


 or F8
3. Use the “Multiple Selection” key across from “Number of message type” and enter “A1” and “A2” in the blank fields.  Click the Copy icon [image: image5.png]


 or “F8”.
4. Click the “Execute” icon [image: image6.png]


.
Results will populate.  This particular report indicates Bufalino Russell had LWOP on 05/27/15.  The Memorial Day holiday was on 05/25/15 (Holiday & Pay Calendar).  
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The SPF coordinator can confirm the LWOP absence was SPF by highlighting the line of the error message and using keyboard “Shift + F8”.  Display Time Data (PA51) will populate for the employee selected.  

Review absences via infotype 2001.  To be eligible for a paid holiday absence, the employee must be in an active paid status for the full half shift prior to the holiday and the full half shift after the holiday.
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In order to determine whether the employee is entitled to the paid holiday on 05/25/15, run the Personal Work Schedule (PT63) using the dates surrounding the holiday.
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Results indicate this employee’s observed holiday was on an “OFF” day.  It also indicates the following day (05/26/15) was an “OFF” day and the next scheduled shift was 05/27/15.
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Evaluation period: 05/22/2015 To 05/28/2015

Name Pers.No. [ Date Day [ Text End_[DWS Plrs | Daily WS [ Personal WS[HCr | Wk. time
Russel Bufaino | 00651608 | 05/22/2015 | FR 24:00 | M800 8.00 | 00000800 | MR08 zc 1
00651608 [ 05/23/2015 | SA 24:00 | M800 8.00 | 00000800 | MR08 z 1
00651608 | 05/24/2015 | SU_| Workload 24:00 | M800 8.00 | 00000800 | MR08 z 2
00651608 | 05/25/2015 | MO OFF 0.00 [OffDay | MR08 zc 0
00651608 | 05/26/2015 | TU | Workioad OFF 0.00 [OffDay | MR08 zc 1
00651608 | 05/27/2015 | WE 24:00 | M800 8.00 | 00000800 | MR08 z 1
00651608 | 05/28/2015 | TH 24:00 | MB0O 8.00 | 00000800 | MR08 < 1





Due to 05/27/15 being unpaid SPF leave, the employee is not entitled to the paid holiday absence for Memorial Day (05/25/15).  

Due to 05/25/15 being an OFF day, the SPF coordinator cannot use the Unpaid Holiday code (HO) and therefore should create a quota correction to decrease the holiday quota.

The SPF coordinator must review quota corrections via PA51, infotype 2013 to verify the quota correction was done.

The quota correction was not done and therefore the SPF coordinator will need to do a quota correction via Maintain Time Date (PA61), infotype 2013 to decrease the holiday quota (Q25) by 8.00 hours.
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Once the holiday quota has been reviewed and/or corrected, click the “Reviewed” box and select the “Save” icon [image: image12.png]


 to save the report.
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The reviewed message will disappear from the report.
Notes:  

To be eligible for a paid holiday absence, the employee must be in a paid status for the full half shift prior to the holiday and the full half shift after the holiday.

Intermittent use - When the SPF coordinator approves an unpaid absence that is the day before or after the holiday, the SPF coordinator should reduce the holiday quota by entering a unpaid holiday absence (HO).  If the holiday is also the employee’s OFF day, the SPF coordinator must create a quota correction to reduce the holiday quota.
Long-term – When an employee is on a long-term unpaid SPF absence and returns, the SPF coordinator will reduce any unearned holidays during the return PA40 action.  
SPF coordinators should run the Time Evaluation Messages Display report (Y_DC1_32000670) to clean up past messages and after each holiday in the future.  Retroactive actions to an employee’s record will cause the warning messages to repopulate.  The agency time advisor/timekeeper may select “reviewed” once they are sure the absence record is correct or necessary quota correction was entered.
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