Title: Attendance System Change Report ZHR_RPTTMO084

Attendance System Change Report

Purpose

Trigger

Prerequisites

End User Roles

Use this procedure to display date specific quota balances, view employees who
had attendance activities such as accrued leave, took or donated leave during the
selected reporting period.

Perform this procedure to view an employee’s quota balance during the selected
reporting period.

None.
In order to perform this transaction you must be assigned the following role:

Payroll Processor, Payroll Supervisor, Time and Attendance Processor, Time and
Attendance Inquirer, Time and Attendance Supervisor.

Change History

Date

Change Description

4/1/2012

Created

Transaction Code

ZHR_RPTTMO084
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Title: Attendance System Change Report ZHR_RPTTMO084

Procedure

1. Start the transaction using the transaction code ZHR_RPTTMO084.
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Attendance System Change Report

Selections from || 5 Search helps | = Org. structure

Period
O Today QO Current month QO Current year
O Up to today O From today
@ Other period

Period

Selection
Personnel Number

Employment status
Personnel area

Personnel subarea
Employee group
Employee subgroup

Business area
Payroll area

Cluota selection
Cluota type
Cieduction period 1401 /1800 To 12431493939

- JJJJJJJJ j

o

E [e]e]e]e]s]e]a] ] =

Display
|V Only EEs with selected quotas || All selected EEs

Only EEs with entitlerment

EEs wirem. ent. only

Only EEs w/compensation

EEs wigta used only

EEs wigta accrued only

Data format

Layout

Additional Data
| Field Selections |
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Title: Attendance System Change Report ZHR_RPTTMO084

In the Period section, complete the following fields:
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Attendance System Change Report

| Selections fram || 5 Search helps | 5 Org. structure
Period
O Today O Current maonth QO Current year
O Up to today O From today

@ Other period

Perind (=) To
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Today C This selection option will run the report using the system date

(current date).

Current Month

C This selection option will display employees who have leave
during the current month. The first and last day of the month
are used as the start and end dates for the person and data
selection.

Current Year

C This selection option will display employees who have had a
leave activity during the current year.

Up to today C This selection option displays employees entire leave history.

From to today C This selection option displays employees current leave activity
as of today.

Other Period C This selection allows you to specify specific dates.

(Recommended option)

O

Run this report in half month intervals (1-15) or (16- the end
of the month). If researching a quota problem it may be
easier to identify differences when running by pay period.
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Title: Attendance System Change Report ZHR_RPTTMO084
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Attendance System Change Report

| Selections from

|| v Search helps | 5 Ory. structure

Feriod
O Today
2 Up to today

C Current manth
O From today

O Current year

@ Other period
Feriod

107312010

10/16/2010 To

In the Selection section complete the following fields:

Selection

Status

Personnel Murmber E
Employment status o
Personnel area (=5
Personnel subarea =
Employee group o
Ernployvee subgroup 5
Business area o
Payroll area E
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel C The employee’s unique identifying number.
Number Example: 40000235
Employment C Describes the employee’s employment status with the agency.

Example: 3 (Active)

Personnel Area

C A specific agency/sub agency in the State of Washington.

Example: 3008 (Western State Hospital)

Personnel
Subarea

C A subdivision of Personnel Area that identifies bargaining units,
WMS, Exempt and non-represented positions.
Example: 0001- Non represented
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Title: Attendance System Change Report ZHR_RPTTMO084

Employee group C Status of an employee or position within the State of
Washington.
Example: O (Permanent)
Employee C A sub-division of employee group which defines work period
subgroup designation and salary rate unit.

Example: 00 Hourly (H) OT Exempt

Business Area C A specific agency in the State of Washington. This is associated
with each Employer Identification Number (EIN).

Example: 1000 (Attorney General)

Payroll Area C A payroll area groups and designates the employees whose
payroll is run on the same date.

; Payroll area 11 is the default for the State of Washington.
Payroll area 10 is the default for the Board of Volunteer Firefighters
only.

@ The Period section is used to restrict the employee selection based on the employee’s
Organizational Assignment Infotype (0001) record.

For example:

If you want to run the report for all active employees within your agency for a specific pay period
you would enter the start and to date of the pay period in the period selection and enter your
personnel area in the Selection section and using the value ‘3’ (Active) in the Employment status

field.

Selection
Fersaonnel Mumber E
Employment status 3 ?
PErsonnel area 1000 | =
Fersonnel subarea E
Employee group E
Emplowvee subgroup ?
Business area ?
Payroll area E

4. In the Quota selection section complete the following fields:
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Title: Attendance System Change Report ZHR_RPTTMO084

Cluota selection
Cluanta type to
Deduction period Ta

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description

Quota Type C Type of quota. To enter more than one quota type click on the

(multiple selection)
[ Multiple Selection for Cluota type

Select Ranges Exclude Single Values . Exclude Ranges
\
:I To view more than
:I To exclude a quota
one quota type select

:I the Select tabs Type (5) select the

:I Eclude Value Tabs

L]l

@ If you want to view all quota types, leave this field blank.
Example: 30 (Sick Leave)

Deduction R The entries in the deduction from date and deduction to date
Period determine the quota accrual period.
Tip:

Run this report in half month intervals (1-15) or (16- the end of the
month). If researching a quota problem it may be easier to identify
differences when running by pay period.

Example: 10/16/2010 to 10/31/2010

Cluota selection
Quota type a0 0
Deduction period 10162010 To 1053152010
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Title: Attendance System Change Report ZHR_RPTTMO084

5. In the Display section complete the following fields:
Dizplay
|V Only EEs with selected guaotas || All selected EEs

Only EEs with entitlernent

EEs w/rern. ent. only

Only EEs w/compensation

EEs wiyta used anly

EEs w/gta accrued only

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Only EEs with Selected C Use this option to display only employees with
guotas activity during the period for selected quota.

(Default selection)

Only EEs with entitlement C Use this option to display only employees who
have beginning balance during the period for
selected quota.

EEs w/rem. ent. only C Use this option to display only employees who
have an ending balance during the period for
selected quota. This option can help to identify
employees with negative leave balances.

Only EEs w/compensation C Use this option to identify employees who had a
guota buyout.

EEs w/qgta used only C Use this option to specify quota hours used.

EEs w/qgta accrued only C Use this option to display employees who accrued
selected quota.

@ Click the field you want to use to enter your desired information.
5.1 For Example: To view all employees who have a quota balance less than 0 click

EEs wirem. ent. only

|v’ EEs wirem. ent. only |
Amt of remaining entitternent | to E|

5.2 Place your curor into the first field and double click to display selection options:
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Title: Attendance System Change Report ZHR_RPTTMO084

I@Maintain Selection Optiong

Amount of entitlement

Sel..|Description

Single Value

Greater than or Equal to
Less than ar Equal to
Greater than

Less than |

NOt Equal o

]l 1w b i [0

D] [ [«][]

| @ Select | i@ E xclude from Selection |

5.3 Make appropriate selection and click v (Copy) to return to Attendance System
Change Selection Critieia screen

|w’ EE= wiremn. ent. only |
Amt Of remaining entitiement < to
6. In the Additional Data click the field selection to add additional data

Additional Data

Field Selections

7. Check the box to the left of the field to add and click the (Show/Hide selection) and click

li (copy) to return back to the report
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Title: Attendance System Change Report ZHR_RPTTMO084

I=Field Selection

IH

Seniority Date
Anniversary Date
Unbroken Service Date

Personnel Sub Ares code
EE Sub Group
Organizational Unit Text
Paosition Text

Job Text

Employment Status Text
Salary

| I T T [ 1]
(][] R [«][+]
z[+]=]~]
L [ [ 1 []
] ] s m— |

[a|[+] [Eeection 3/ 11]

Additional Data
o Field Selections

8. Click (Execute) to execute a process or action.
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Attendance System Change Report

1= 3

—
O Today O Current month O Current year
O Up to today O From today
@ Other period

Period 19;’16;’2819'5’ To 1043172010

| Payroll period |

Selection
Personnel Mumber

Employment status
Personnel area

Personnel subarea

Employee group
Employee subgroup
Business area

Payroll area

Quota selection

E [s]le]e]le]lele]le]lg]

A Ry

Quata type
Deduction period 10/16/2010 TO 1043172010

Display
||/ COnly EEs with selected guotas || All selected EEs

Only EEs with entitlement

EEs wirem. ent. only

Only EEs wicompensation

EEs w/gta used only

EEs wifyta accrued only

Data farmat

Layout

Additional Data
% Field Selections |
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Title: Attendance System Change Report ZHR_RPTTMO084

Screen Shot 1 of 2
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Attendance System Change Report

State of Washington - HRMS
Attendance System Change Report

RepertID: ZHR_RPTTI084

User: KELLYW

Run Date : 03/01/2012

Period:  10/16/2010 thru 10/31/2010

PersonnefPersonnel | org unit|org Unit A[EE Group|EE Graup Text |EE Sub Group Text [Personnel]SSh Narne Position|Pasitian 4] Joib)
1000 Man Represented 30000384 134 a Permanent M-OT Elig=40hrsiwk 40000027 500101027 SHRIVERSON, CAROL 70003275 0659 510005333
1000 Mon Represented 30000394 |13A B Civil Service Exempt | Monthiy(M) OT Exempt 40000028 200101028 FOSTER, JEANNETTE 70003239 0620 50003621
1000 Mon Represented 30000473 | R34 B Civil Service Exempt |Monthiy(M) OT Exempt 40000022 500101029 HEINZ, JOHN 70002920 0236 50003621
1000 MNan Represented 30000538 T84 a Permanent Maonthiy(M) OT Exernpt 40000030 500101030 OSHAUNESSY, MAUREEN 70116733 1860 50001548

Screen Shot 2 of 2
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Attendance System Change Report

State of Washington - HRMS
Attendance System Change Report

Report ID: ZHR_RPTTM084

User: KELLYW

Run Date : 03/01/2012

Period : 10/16/2010 thru 10/31/2010

Job Abbrev Quata Type[Quota Type[Leave Acer| Beginning] Earned|Received| Taken/Repa| Paid/Repor| Adjustment] Donated| Returned| Ending BallSeniarity  [Anniversar [Unbraken s

426E 30 Sick Leave 10/31/2010|122.60000 |8.00000 | 0.00000 000000 | 0.00000 | 0.00000 0.00000 000000 13060000 10/01/2002 04/24/1987 10/01/2002
Ex078 30 Sick Leawe 10/31/2010 28040000 8.00000 | 0.00000 000000 0.00000 | 0.00000 0.00000 000000 28840000 0%/26/2005 09/26/2005 09/26/2003
EX078 30 Sick Leave 10/31/2010) 644 28000 800000 | 0.00000 000000 | 0.00000 | 0.00000 000000 000000 65228000 10/02/198% 10/02/1989 10/02/1989
A26G 30 Sick Leave 10/31/2010 304.00000 800000 | 0.00000 000000 | 0.00000 | 0.00000 000000 000000 31200000 02/01/1930 02/01/1990 02/01/1990

To remove unwanted columns click the . (Change Layout) icon on the application toolbar.
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Title: Attendance System Change Report ZHR_RPTTMO084

I= change Layout

Displayed Columns

Sort Order - Filter .~ “iew | Display

BA][«]~[2]7]
Displayed Columns

Column Name

[=

Column Set

Column Name

Personnel Area Code
Personnel Sub Area Text
Org Unit

Org Unit Abbreviation
EE Group

EE Group Text

EE Sub Group Text
Personnel Mumber
S5

Mame

Pasitian

nlo|

LD

f

T D]

Use the | - I hd I 2 I ¥ |(Select Fields up/down) to rearrange the order of the columns

displayed on the report.

Use the

(Show/hide selected fields) to move unwanted columns into the Column Set. All

columns listed in the Column Set will not display on the report.
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Click Fj

13.

14.

Title: Attendance System Change Report ZHR_RPTTMO084

Il:l:’ Change Layout

d Columns

Sort Order - Filter - View - Display

Displayed Columns

Caolumn Mame | =
Personnel Area Code [=]
Persannel Mumher []
Marme (]
Seniority Date

Anniversary Date

Cuota Type

Cluota Type Text _|
Leave Accrual Date

Beginning Balance 1
Earned DE
Received DE|
E1jD| |[4][+]

Column Set

Colurmn Marmne

Personnel Sub Area Text
Qrg Unit

Qrg Unit Abbreviation
EE Group

EE Group Text

EE Sub Group Text
55N

Position

Position Abbreviation
Johb

Job Abbreviation
Unbroken Service Date

=

List Edit Goto Views Seftings Swstern Help

(Copy) to return to the report.
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Attendance System Change Report

g8V =k

Report ID: ZHR_RPTTM084

User: KELLYW

Run Date : 03/01/2012

Period:  10/16/2010 thru 10/31/2010

State of Washington - HRMS
Attendance System Change Report

Personnel|Name

|seniarity

|Anniversar | Quat..|Guota Type|Leave Accr | Beginning] Eamed| Receiv..| Taken

| Paicr...| Adjustm..| Danated| Retum..| Ending Bal|

40000027 | SHRIWVERSON, CAROL
40000028 FOSTER, JEANNETTE
40000029 HEINZ, JOHN

10/01/2002 04/24/1987
09/26/2005 09/26/2005
10/02/1989 10/D2/1989
40000030 OSHAUNESSY, MAUREEN 02/01/1990 02/01/1990

The report results display.

30 Sick Leave |10/31/2010 | 122.60000 800000 0.00000  0.000..

30 Sick Leave |10/31/2010 | 28040000 800000 0.00000 0.000
30 Sick Leave |10/31/2010 | 644 28000 800000 0.00000  0.000

30 Sick Leave |10/31/2010 | 304.00000 800000 0.00000 0.000..

You have completed this transaction.

0.00.

o000
000

0.00.

0.00000
0.00000
0.00000
0.00000

0.00000 |0.00000 13060000
0.00000 000000 288 40000
0.00000 |000000  &52 28000
0.00000 |0.00000 31200000

Results

You have generated the Attendance System Change Report to display an employee’s quota balance for

the selected reporting period.
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