Title: EVA _ldentifying incorrect balances

EVA Identifying incorrect balances

Purpose

Background

Trigger

Prerequisites

End User Roles

Use this procedure to identify the employees within your agency who have
incorrect Excess Vacation Accrual (EVA) balances.

EVA Process in HRMS:

During payroll processing, the EVA process runs on Day 5 after leave
accruals have been created. The EVA process checks the Vacation Leave
balance of employees to determine if it is over 240 hours as of the accrual
date (effective date of leave earned).

If the Vacation Leave balance exceeds 240 hours the system reduces it to
240 hours and applies the excess hours to the EVA balance. This process
does not have retroactive calculation capability, nor does it account for
future- dated vacation leave requests entered through the ESS/MSS online
System. It only considers the Vacation Leave balance as of that date.

The system will not redistribute the EVA adjustment once it is completed.

Application of Request:

When Vacation Leave is requested and processed in HRMS, the system
applies the request to the first available accrual in the system in the following
order 1) JEV, 2) EVA, 3) Vacation. If there is no JEV or EVA established
when Vacation Leave is requested, the system posts the leave request to
Vacation Leave. The request will remain attached to that leave type
regardless of any leave types which accrue between the time the request is
approved and the actual requested leave date. It requires a manual
transaction to redistribute a leave request.

Perform this procedure after a retro or future date record has been created
that impact an employees’ EVA and/or Vacation Leave balances.

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

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

Change History

Date Change Description
04/05/12 Procedure Created
01/07/13 Added note to helpful hint re: the new EVA process for agencies using the

ESS Leave Tool.
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Transaction Code

Title: EVA _ldentifying incorrect balances

ZHR_RPTTMO084

Helpful Hints

@ Effective 1/1/2013 agencies using the ESS Leave Tool have a new EVA
Process. For further details check out the Enterprise Services
Communication (ESS Leave Tool agencies moving to new EVA

process).

Agencies are still responsible for identifying incorrect balances prior to
1/1/2013 and making any corrections.

Two Statewide Variants have been created to help agencies capture
incorrect EVA balances for each payroll cycle:

SWV VAC BAL will identify employees who have Vacation leave (31)
balances in excess of 240.0 hours or below 240.0 depending upon the layout
option selected.

SWV EVA BAL will identify employees who have EVA balances.
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Title: EVA _ldentifying incorrect balances

Scenario:
Run the Attendance System Change Report to identify the Personnel Numbers within your
agency that have incorrect balances with their EVA and/or Vacation Leave accruals.

Procedure

1. Start the transaction using the transaction code ZHR_RPTTMO084.

=g
| Prograrn  Edit Goto  Swstern  Help

| & 1 @ SR nnos BE @B

Attendance System Change Report
Selections fram || = Search helps | = Org. structure

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

Period

Selection
Personnel Number
Employment status

I
[ ]
_|
Personnel area _|
]
_|
_|
[ ]
_|
[ ]

Personnel subarea

Employee group
Employee subgraup
Business area

[ele]elelele]w]e]

Payroll area

Guota selection

Quota type to

Deduction period o01/01/1800 To 1243178998

Dizplay
‘V Only EEs with selected guotas || All selected EEs

Only EEs with entitlerment

EEs w/rem. ent. only

Only EEs w/compensation

EEs wigta used only

EEs wiyta accrued only

Data format

Layout

| Additional Data

Field Selections |
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Click | | (Get Variant) to access the variants. Remove the data in the created by field
and key SWV* into the Variant Name Field.

= Find “ariant
wariant Sl * E
Environment 5
Created by =
Changed by =
COriginal language 5

Click (Execute) to display all Statewide Variants created for this report.
III?AEIAF': “ariant Directory of Program ZHR_RPTTMOS4

a]F[#[E][S]

variant catalog for program ZHR_RPT ThOS4

variant name |Short description | .|..|changed by
Sy EYA BAL SWW Employee with EVA Balance (A

|5y wAC BALSWY Employes with Wac Balance Al

[l oD

i
Select m and click ‘J| (Choose) to return to the Attendance System
Change Report selection criteria screen.
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5.

Title: EVA _ldentifying incorrect balances

(=4
‘ Program Edit Goto System  Help
@ 108 eaa DHE HNo PEIQE

Attendance System Change Report

Selections from || 5 Search helps | 2 Org. structura

Period
O Today Q Current month O Current year
O Up ta today O From today
@ Other period

Period To

| Payrall period |

Selection
Personnel Mumber
Employment status 3
Personnel area
Personnel subarea
Employee group
Employee subgroup
Business area
Payroll area

B I I e e e e Y

Cluota selection

Cluota type i to
Deduction period 01/01/1800 To 12/31/9933

Display
|w’ Only EEs with selected guotas || All selected EEs

Only EEs with entitlement
W EEs wirem. ent. only
Amt of remaining entitiement =] to

COnly EEs w/compensation

EEs wigta used only

EEs wigta accrued only

Data format
Layout

Complete the following fields:

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

Field Name R/O/C | Description

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

Example: 11/16/2010 to 11/30/2010

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

Example: 1650(WA Board of Accountancy)
Business Area C A specific agency in the State of Washington. This is

associated with each Employer Identification Number
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(EIN).

Example: 1000 (Attorney General)

Deduction
Period

The entries in the deduction from date and deduction to
date 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: 11/16/2010 to 11/30/2010

Layout

Enter /BAL > 240
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=4
Program Edit Goto Systern Help

|& | 1 JBIeGeDHE anon AE @m
Attendance System Change Report

Selections from || = Search helps | | = Org. structure
Feriod
C Today QO Current month O Current year
O Up to today O Fram today
@) Uther penod
Period [11716/2010] To  [11/38/2010]
FPayroll period |
Selection
Personnel Number —| =
Employment status 3 E
Personnel area [1650] E
Personnel subarea E
Employee group —| E
Employee subgroup _| E
Business area —| E
Payroll area _| E
Cuota selection
Cluota type ?‘ to _|

|Deducti0n period 11/16/2010 To 11;’38;’2010'

Display
|¢ Only EEs with selected quaotas || All selected EEs
Only EEs with entitlement
o EEs wirem. ent. anly
Amt of remaining entitlement i to

Only EEs w/compensation

EEs wigta used only

EEs wigta accrued only

Data format
| Layout | /BAL=240 [=

6. Click (Execute) to generate report.
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=2 =1 # &
List Edit Goto ‘views Settings Systemn  Help

@ p AH ISR OHE Do BRI @
Attendance System Change Report

Attendance System Change Report

Report ID: ZHR _RPTTMO084

User: KELLYW

Run Date : 04/08/2012

Period:  11/16/2010 thru 11/30/2010

| Per. | ﬂersuﬂneﬂr\lame |Qunta |Quuta Type Text |Leave Accr | Eegmmng| Eamed| Receiv...| Takern/Re Pald!ﬁepmd Adjustm | Donated| Return | Exp\re[ﬂ Ending Eal|
1680 143111 SEXTON, . 30 Sick Leave 11/30/2010 1,452.90000 | 8.00000 0.00000 0.00000 0.00000 | 0.00000 000000 000000 0.00000 1.480.90000
1680 143111 SEXTON, 31 vacation Leave 11/30/2010 228 50002 14 66667 0.00000 0.00000 0.00000 | 0.00000 0.00000 000000 0.00000 243168669

1650 143111 SEXTOMN, 472 Personal Holiday - Shift 11/30/2010 1.00000  0.00000 0.00000 0.00000 0.00000 | 0.00000 0.00000 0.00000  0.00000 1.00000
1650 143111 SEXTON, 90 Sick Leave Conversion 11/30/2010 3000000 0.00000 0.00000 0.00000 0.00000 0.00000 0.00000 0.00000 0.00000 30.00000

|| State of Washington - HRMS
|

The report results display all employees who have Vacation Leave Balance in excess
of 240.0 hours.

@You must correct the identified employee’s quota balances. Refer to the
user procedure EVA-Adjusting Incorrect Balances to make the
necessary adjustments.

To determine the cause for the employees balances to be out balance,
you should:

e Access each employees Absences 2001 to identify retro or future dated
postings.

e Access Quota Corrections (2013) for each employee to see the
effective date of the correction

Next is to identify employees with an EVA balance and Vacation Leave balances less
than 240 hours.
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. -
9. Click the . (Back) button to return to the Attendance System Change Report
selection screen.

[alelalala]e]a]sl

12031 /5588

90f 19
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10. Click | | (Get Variant) to access the variants. Remove the data in the created by

field and key SWV* into the Variant Name Field.
= Find “ariant

Yariant Sl *

Ernvironment
Created by
Changed by
Original language

[zle]e]e]g]

11. Click (Execute) to display all Statewide Variants created for this report
:III?AEEAF': “Yariant Directory of Program ZHR_RPTTHOE4

E ] B =)
| variant catalog for program ZHE_RFPTTMOS
variant name |Shart description .|...|changed by

J| S EA BAL 5w Employee with EvA Balance
SwWA WA BAL SWWN Employee with vac Balance A

BD] Oy
[v]|x]

v
12. Select @ click ‘J| (Choose) to return to the Attendance System Change
Report selection criteria screen.
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13. Complete the following fields:
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description

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

Example: 11/16/2010 to 11/30/2010

Personnel C A specific agency/sub agency in the State of Washington.
Area
Example: 1650(WA Board of Accountancy)

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

Example: 1000 (Attorney General)

Deduction R The entries in the deduction from date and deduction to
Period date 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: 11/16/2010 to 11/30/2010

11 of 19



14.

Title: EVA _ldentifying incorrect balances

=g
Frogram  Edit Goto  Systern Help

@ 1 48 CEe OHE anas BE @m

Attendance System Change Report

P

| Selections from || = Search helps | = Ory. structure
Period
O Today C Current month O Current year
O Up to today O From today

@ Other period

FPeriod 1141642010 To 1143072010

Selection

Personnel Mumber
3

Employment status
Personnel area 1650 [=)
Personnel subarea

Employee group
Employee subgroup

_|
_|

Business area —|
|_|

FPayroll area

Cluata selection

&
E [ele]e]e]e]c]e] o]

Quota type
Deduction period 11416/2010 To 1143072010

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

Only EEs with entitlement

EEs wirem. ent. only

Only EEs wicompensation

EEs wigta used anly

EEs wigta accrued only

Data format

Layout

Click (Execute) to generate report.
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Title: EVA _ldentifying incorrect balances

= E & &=
List Edit Goto “iews Settings Systern Help

& 1 dH @@ CHE anas BE @ m
Attendance System Change Report

State of Washington - HRMS
Attendance System Change Report

ReportID: ZHR_RPTTM084

User: KELLYW

Run Date : 04/09/2012

Period : 11/16/2010 thru 11/30/2010

Personnel[Name | -.]auota Type Text Leave Accr | Beginning| Earned| Receiv...| Taken/Re. | PaidiRepar| adjustment| Danated| Return..| Expired| Ending Ballanniversar

143111 |SEXTON, CH.._| 40| Excess Vacation Acrual | 11/30/2010 0.00000 |0.00000 0.00000 0.00000 0.00000 3 16663 0.00000 0.00000 0.00000 3 16669 |05/08/1978

249286 ZOLMAN, LI 40 Excess Vacation Acrual|11/30/2010 | 14 00001 0.00000 0.00000 2 00000 0.00000 | 14 BEEET 0.00000 0.00000 000000 26 G&GEGES 08/08/1994
400000635 ELLIOTT, M... | 40 Excess Vacation Acrual|11/30/2010 | 26.66668 0.00000 0.00000 0.00000 0.00000 | 6666669 0.00000 0.00000 0.00000 9333337 07/04/2001
40000066 WMEAKER, LI... | 40 Excess Vacation Acrual|11/30/2010 | 4266668 0.00000 0.00000 0.00000 0.00000 | 74 66669 0.00000 0.00000 0.00000 11733337 07/04/2001
40000068 PHILLIPS, B A0 |Excess Vacation Acrual|11/30/2010 | 42 66FFS  0.00000 0.00000 0.00000 0.00000 | 74 BEEES | 0.00000 0.00000 0.00000 117 53357 \07/04/2001
40000069 JACOBSEN, 40 Excess Vacation Acrual| 11/30/2010 | 42 66FES  0.00000 0.00000 0.00000 0.00000 | 74 BEEES  0.00000 0.00000 0.00000 117 53357 07/04/2001
40000130 THOMPSON,...| 40 Excess Vacation Acrual|11/30/2010 | 37.79486 0.00000 0.00000 0.00000 0.00000 | 6590208 0.00000 0.00000 0.00000 10370394 03/22/1991

15. Select the Personnel Number column header and right click.

16. Select Copy Text to copy personnel numbers of the employees who have an EVA
Balance.

=4
List Edit Goto “iews Settings System  Help

| & 200 €60 CHE D000 BEG
Attendance System Change Report

State of Washington - HRMS
Attendance System Change Report

Report ID: ZHR_RPTTM084

User: KELLYW

Run Date : 04/09/2012

Period : 11/16/2010 thru 11/30/2010

Personnef ame [ Tounta Twne Text |Leave accr | Beginning| Earmed

143111 | Copy Text nAcrual | 11/30/2010 0.00000 |0.00000
2492868 Hide nAcrual 11/30/2010 | 14.00001  0.00000

17. Click the < (Back) button to return to the Attendance System Change Report
selection screen.

18. Click | | (Get Variant) to access the variants. Removed the data in the created by
field and key SWV* into the Variant Name Field.
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1= Find “ariant

variant Shitf

Environment
Created by
Changed by
Original language

[e]le]le]c]g]

19. Select the variant SWV VAC BAL.

This will help identify employees who have an EVA balance, yet their Vacation
Leave balance is below 240 hours.

III?AEIAF': “Yariant Directory of Program ZHR_RPTTOZ4

(&[F[H[E] (2]

“ariant catalog for program ZHRE_RPT TOS4
variant name |Short description [.]. ]t

SV EVA BAL L SWY Emplovee with EVA Balance |A
SV VAL BAL ISW\/ Employee with Yac Balance A

LD

1%
20. Click ‘J| (Choose) to return to the Attendance System Change Report selection
criteria screen.
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21.

=

Title: EVA _ldentifying incorrect balances

Program  Edit Goto  System  Help

@ A H SeEa SHE fTo8 (BR @ m
Attendance System Change Report
Selections from || 5 Search helps | = Org. structure

Periad

O Today O Current month O Current year

O Up to today O From today

@ Other period

| Payrall period I
Selection -

Personnel Mumber 5

Employment status 3] =

Personnel area =

Personnel subarea =

Employee group —| 2|

Ermnployee subgraup _| o

Business area =

Payrall area _| 5
Cluota selection

Quota type 31 m ]

Deduction period

01/01/1800 To 12431733398

Display
|V Only EEs with selected guaotas || All selected EEs
Only EEs with entitlement
[V EEs wirem. ent. only
Amt af remaining entitlement =l to

Only EEs w/compensation

EEs wigta used only

EEs wigta accrued anly

Data format
Layaut

[ ]

Complete the following field:

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

Field Name

R/O/C|  Description

Other Period

R This selection allows you to specify specific dates.

Example: 11/16/2010 to 11/30/2010
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22.

Title: EVA _ldentifying incorrect balances

Under the Section, place cusor into Personnel Number filed and click (multiple

selection) to paste ther Personnel Numbers from the report results.

Selection

Persannel Mumber |15’:|

Employment status

3
Personnel area 1650

III?' Multiple Selection for Personnel Mumber

Select Single Yalues

O..|Single va...

LAl [ [« ][]

[0 T | E

| Multiple selectian.. |
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23.

24,

25.

Title: EVA _ldentifying incorrect balances

=

Put the cursor into first available field and click (Upload from Clipboard).
ll:D'MuItipIe Selection for Personnel Nurmber
Select Single Yalues (B) Select Ranges . Exclude Single Values - Exclude Ranges
0. |Single va...
_ |uoooo167 =) ]
_ jsnonotes
_|soonns7o
" |aoooos72
| |s9379266
| |o9925523
e E
| []
[«][+]] L[]
Click (Execute) to return to the Attendance System Change Report.
Complete the following fields:
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Deduction R The entries in the deduction from date and deduction to
Period date 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: 11/16/2010 to 11/30/2010
Layout R Enter /BAL < 240
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=
Brograrn  Edit Goto  Systern Help

@ D d B e@@ SHE SO0 BR @B
Attendance System Change Report

Ol

Selections fram || =2 Search helps | = Org. structure
Period
O Today O Current month O Current year
OUp to today O From taday
@ Other period

Period 11/16/2010 To 11/30/2010

| Fayrall period I

Selection
Personnel Mumber 40000167
Employment status

0]

Personnel area

Personnel subarea

Employee group

Employee subgroup

Business area

Payroll area

[ols]s]o]e]s]w]y]

JJJJ

Quota selection

Quota type 31 w ||
Deduction period 1171672810 To  [11/30/2018

Display
|V Only EEs with selected quotas || All selected EEs
Only EEs with entitlement
(¥4 EEs wi/rem. ent. only

Amt of remaining entitiement >l to

Only EEs w/compensation

EEs wigta used only

EEs wigta accrued only

Data format

Layaut kBAL<240 [=

26.  Click (Execute) to generate report
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=g EEE
List Edit Goto “iews Settings Swstern Help

& NAH e@e 2HE aton AR @M
Attendance System Change Report

State of Washington - HRMS
Attendance System Change Report

ReportID: ZHR_RPTTM084
User: KELLYW

Run Date : 04/09/2012

Period : 11/16/2010 thru 11/16/2010

Personnel Name |a..Jauota Type [Leave a. [Beginn..| Eamed[Recel. [Taken/R..| PaidiRe.. | Adjustm...| Dona..| Return...[ Expired|_Ending Ballanniversar]
40000314 BRADY, TONYA 31 Wacation L 2123 0.00000 0.00 0.00000 | 0.00000 0.00000 0.00 0.00000 0.00 212.30000 (03/01419
40000315 FRANKLIM, DENMIS M 31 Wacation L 135.3 0.00000 |0.00 0.00000 | 0.00000  0.00000 0.00 0.00000 |0.00 135.30000 P2/1519
40000316 ZIMMER, ALICE 31 wacation L 214.0... 0.00000 |0.00... 0.00000 | D.00000  0.00000 0.00 0.00000 0.00... | 214.00000 JO7/13/19

27.  The report results display all employees who had an EVA balance and who have Vacation
Leave Balance below 240 hours.

@ Refer to the user procedure EVA — Adjusting Incorrect Balances for correcting
identified employees.

@ To determine the cause for the employees balances to be out balance, you should:

e Access each employees Absences 2001 to identify retro or future dated
postings.

e Access Quota Corrections (2013) for each employee to see the effective date of
the correction

Results

You have successfully generated the Attendance System Change Report to:
¢ |dentify employees who have Vacation Leave balances in excess of 240 hours.
¢ Identify employees with an EVA balance and Vacation Leave balance below 240.
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