Time Alert 

     2010-20
Issued July 22, 2010

Please distribute this Alert to any users within your agency who are responsible for attendance entry in SAP.

This Time Alert includes the following information:

  

· UNPROCESSED TIME SHEETS

Unprocessed Time Sheets.  A new report “Unprocessed  CAT2” has been uploaded to the HR Error Reporting Tool under Time Data Errors >Unprocessed CAT2.  The report was run on July 19, 2010 for the dates of 7/1/09-6/30/10 and identifies attendances submitted by employees but not resolved (Status 20, Released for approval). Reasons for the error and instructions on clearing the workflow items are included in the HR Error Reporting Tool and on the attachment.  

Future reports will be generated on a recurring basis every three pay periods and uploaded to the tool.    
T2/Z2- Report will run on 7/22/10 for the dates of 5/29-7/09/10

Z1-       Report will run on 7/22/10 for the dates of 5/30-7/10/10

T3/Z3- Report will run on 7/29/10 for the dates of 6/5-7/16/10
Clean up for the >11,000 records for the time period from Go-live – 6/30/09 will be done centrally by OA Operations.  In order to avoid future backlogs and increase pay accuracy, please follow the recommendations listed below. 
· Monitor attendances released for approval (status 20) by using Display Time Sheet (CAOR, Y_DC1_32000599) 
· Contact supervisor to request approval/rejection of work items in SSS.  If supervisor is unavailable, use Approve Time Sheet (CAT4) to approve or cancel attendance. 

· Remind supervisors/approvers to:

· Complete the two-step process when approving items in SSS (Approve and Save)

· Approve all items batched in the workflow

· Replace work items if open item is not acted on

If you have errors that you cannot resolve, please submit a Help Desk Ticket (http://oaiss.state.pa.us/HR-Pay_Help_Desk/Login.asp).  
Questions regarding this alert should be directed to Susan Doyle (sdoyle@ste.pa.us), Scott Coleman (sccoleman@state.pa.us), Laurie Cohrac (lcohrac@state.pa.us), or Jose Munoz (jomunoz@state.pa.us )
