Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

Personal Holiday- Convert to be donated as Shared Leave

Transaction Code: PA30

Purpose Use this procedure to convert a donor’s personal holiday from a daily
measurement to an hourly measurement so it may be donated as shared
leave to a recipient

Trigger Employee would like to donate their personal holiday to a recipient as shared
leave

Prerequisites The employee is active in HRMS and have a current year Personal Holiday
(quota type 42- Personal Holiday- Shift) to donate.

End User In order to perform this transaction you must be assigned the following role:

Roles Payroll Processor, Payroll Analyst, Time and Attendance Processor

Change History Change Description

3/30/2009 Procedure created.

Menu Path Human Resources = Personnel Management = Administration = HR Master Data
- Maintain

Transaction Code PA30

Helpful Hints Personal holidays are measured in days, but must be converted to hours for
shared leave donation
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types of
messages and responses are shown below:

Message Type Description
Error (%) ) ) )
Q Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click & (Enter) to validate and proceed.

Warning

(D Action: If an action is required, perform the action. Otherwise, click

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

& (Enter) to validate and proceed.

Confirmation & .
Example: Save your entries.

o or & Action: Perform the required action to proceed.

The procedure includes field descriptions along with their conditions. Their definitions are
shown below:

R/OIC Definition
R designates a “required” entry necessary to proceed in this transaction.
0] designates an “optional” entry.
C designates a “conditional” entry that may be required under certain conditions.
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

Procedure
1. Start the transaction using the above menu path or transaction code PA30.

=4
| HE master data Edit Goto Ewxtras  Utilities Settings  System  Help

| @ 2 0H e@@CHE a0 AR QB
Maintain HR Master Data

D[] e ]

| I |||_|_ ¥ | Personnel no. MnnEn213
Find by Narme TIEM PENG
= @@ Person _| Persarea |5400 | Employment Security Dept EEGroup |0 | PErmanent
% gggf;:" PSubarea |DOFT | Agencywide EESubgroup |01 Monthly(M) OT Exe..  Status  Active
fHl Free se
Basic Personal Data Fayroll . Benefits . Time Recording . Addtl. Personal Data I nE
I@ Infatype text |E| |—| Feriod
Actions v [+ | @Period
_Organizatiunal Assignment o [~] From TO
:F'ersunal Data 4 O Today O Curr.week
| |Addresses o O Al O Current month
H | |Planned Warking Time L O From curr.date O Last week
| |Basic Pay L4 OTo Current Date O Last month
_CDntraCt Elements v O Current Period O Current Year
_Date Specifications o = |E Elheaes |
Family/Related Person [+
Direct selection
Infotype STy
2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnelno | R The employee’s unique identifying number.

Example: 40000213

3. : | : : : :
Click e (Enter) to validate the information. Verify you have accessed the correct
employee record.
4. Click the | Time Recarding tab to select.
. Select the blue box to the left of |_|T|me Quoiz Compenssion ¥ {0 select.
6.

Click IEI (Create) to create a Time Quota Compensation.
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

Select Free compensation from the Subtypes for infotype Time Quota Compensation
IIZ-" Subtypes for infotype "Time Qluota Compensation” (11 1

=
v]E|#EliR[ =] ] Bin]
ESG|PSG... [Comp.me..]Description
e 10 1000 Free compensation
2 10 Q001 Sick Leawve Buyout - Tax
2 10 2002 Sick Leave Buyout -Mo Tax
b 10 90035 Annl Leave Buyout-Ret
2 10 9004 Annl Leave Buyout -MNo Ret
2 10 2005 Sick Leawve Buyout-Annual
2 10 S006 Zomp Time Buyout
2 10 9007 Sick Leawve Buyout - wEBA
2 10 S00s Comp Time Buyout-HMo Ret
2 10 2008 Holiday Credit Buyout WsP
b 10 S010 Settl v Buyout WWSP-RoRet
2 10 9011 Settl Lv Buyout WSP-Ret
2 10 9012 Hol. Cr. Buyout YWS5P-MNoRet
2 10 9999 Y TD Sick Lw Taken - Conw
Create Time Quota Compensation (0416)
=
Infotype Edit Goto  Extras  Systern Help
& ndHI@E@@ SHE 8hoaa HE @@

Create Time Quota Compensation (0416)

| | Compensate |

--- * | Personnel Mo, 40000213 Marme TIEN FENG
Find by PersArea 5400 Employment Security Dept EEGroup |0 | Permanent

Campensate all |

= WEFSD” FSubarea |OOFT | Agencywide EESubgroup |01 Monthly(M) OT Exe.. Status  Active
Collect®
Start 05731420089
Ml search
H) Free se
Comp. method 1000 | Free compensation
L E[«D]

Compensation specifications

@ Autoratic compensation

O Manual compensation

Time guata type |
Compensation rule

Mo, to compensate

[]Da not account

Absence guotas

ATy |Cuota text |En1it|. Unit Comp. Rem.

305ick Leave 395.30000 Hours 0. 0eaon 34.30000
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

7. Place your cursor in the Time quota type field and select the match code to display
guota types.
Valid absence quota types
III?'\/alid absence quota types (13 16 Entries found

W i |
=
RACIEE=E
ESG|PSG... AQTyp|Quota text Start Date |[End Date
2 10 30 SickLeave 01/01/1300 12/31/3999
2 10 3 Annual Leave/vacation  01/01/1900 12/31/3999
2 10 34 Jus.Excess Leave 01/01/1900 12/31/3999
2 10 38  Compensatory Time  01/01/1900 12/31/3999
2 10 37  Exhange Time 01/01/1300 12/31/3999
2 10 38 Miltary Leave 01/01/1300 12/31/3999
2 10 39  Holiday Crecits 01/01/1900 12/31/3999
2 10 40 EwxcessVacation Acrual  01/01/1900 12/31/3989
2 10 41 Shared Leave 01/01/1300 12/31/3953
[2_ 1042 Personal Holday - Shift__01/)1/1500 12/31/5999)
2 10 43 oeill Leave wop 0170171900 1243179999
2 10 44  Recognition Lv (non-rep) 01/01/1900 12/31/3999
2 10 45  PH-Shared Lv. Donation 01/01/1300 12/31/3989
2 10 46  Sick Leave Pool 01/01/1300 12/31/3999
2 10 47  Uniformed ServLy Pool  01/01/1900 12/31/3959
2 10 90  SickLleave Conversion  01/01/1900 12/31/3999
8. Selectlz 10 42 Personal Holiday - shift - 01/01/1900 12/31,/9999
9. Complete the following fields:

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

Field Name R/O/C | Description

Start R Actual day of the donation
Example: 3/31/2009

No. to R The number to reduce the quota balance by
compensate

@ Personal Holidays are stored as “day units”

Example: 1

Do not account R Check this box to ensure that the employee will not be
compensated for their Personal Holiday
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

=4
| Infotype  Edit Goto Extras  Systern Help
| @ P IE e SHE DnoaD AR @6

Create Time Quota Compensation (0416)

||§ Compensate ||@!‘ Compensate all |

--- * | Personnel Mo. 40000213 Mame TIEW FEMG
Find by PersaArea 5400 [ Employment Security Dept EEGroup |0 | Permanent

= WEFSD” PSubarea |QOFT | Agencywide EESubgroup |01 | Monthhy(h) OT Exe.. Status  Active
Collectt:
— ——| Start 03/31/2009
] search
) Free se
Comp. method 1000 | Free compensation
L E«][]

Cormpensation specifications

@ Automatic compensation

O Manual compensation

Time guota type 42 EHSONAL HOLIDAY - SHIFT
Caompensation rule
Mo, to compensate 1

[v] Do not account

| Ahsence guotas

| ATy |Quotatext |Entit|. Linit Comp. Rem.
| 30sick Leave 395 30000 Hours 0. 000AD 84 30000
10. : . .
Click @ (Enter) to validate entries.
11.

[ ]
Click (Save) to save.

You will be back to the Maintain HR Master Data screen.

F@ Fecord created

@ The system displays the message, “

The next step is to create a Quota Correction to create the quota type 45- PH
Shared Leave

Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel no R The employee’s unique identifying number.

Example: 40000213

From R The actual date of the donation

Example: 3/31/2009
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

=
HE master data Edit Goto Extras  Utilities Settings  Systemn  Help
& DA H @@ SEE STO0  ERE &
Maintain HR Master Data
Im Personnel no. 40000213
Find by Marme TIEM PENG
= @@EFSUW FPersarea (5400 Employment Security Dept EEGroup 0| Permanent
Collect ] )
A search PSubarea |0OFT | Agencywide EESubgroup |01 Monthly(M) OT Exe.. Status  Active
Hi Free se
Basic Personal Data .l Payrall q EC T Time Recarding Addtl. Personal Data ||| OE
l """ [e]+] Infotype text |E| |_| Feriod
| _|Planned Working Time « [~ | @ Period
_ADSEHCES [~] From |03/31/2003§To
| |Apsence Quatas O Today O Curr.week
| |Attendances QA O Current month
(EEMEEINEE CIUGEE OFrom curr.date O Last week
Quata Corrections | O Ta Current Date O Last maonth
| [Bulosiiiiemns O Current Period O Currant Year
_Time Cluota Compensation w =] |E Claase I
Oreertirne =
Direct selection
Infotype Quota Corrections STy
12. | [Ructa Correct ions;
Select the blue box to the left of =0 L OrTEEos) to select.
Subtypes for Infotype “Quota Corrections”
I@Subtypes for infotype "Cuota Corrections” (1)
7l
AR EEEE
ESG|PSG... [AQTyp|Quota text
2 10 30 Sick Leave
2 10 31 Annual Leaved/acation
2 10 34 Jus. Excess Leave
2 10 35 Compensatory Time
2 10 37 Exchange Time
2 10 38 Military Leawve
2 10 e Holiday Credits
2 10 40 Excess vacation Acrual
2 10 41 Shared Leave
2 10 42 Personal Holiday - Shift
2 10 43 Setl Leave WsP
2 10 44 Recognition Ly (non-regq)
2 10 45 PH - Shared Lv. Donation
2 10 46 Sick Leawve Pool
2 10 47 Uniformed Sery Ly Fool
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

13. Selectl 2 1o 43 PH - Shared Lv. Donation fom the Subtypes for Infotype
“Quota Corrections”

=

| Infotype  Edit Goto  Extras  Systemn  Help

| & 200 a8 CHE snns AR
Create Quota Corrections (2013)

DD Dl Persanal work schedule | |Activity allacation || Cost assignment || External services | |:|

--- ¥ | Personnel Mo | 40000213 Mame TIEN PE. | Status ALCtive
Find by EE group 0| Permanent Personnel ar 5400 Employrment Security Dept

= WEFSD“ W3 rule FULL 5-8s5. M-F. 55N 500-10-11864
Caollect:
Start 034312008
fH search
fHl Free se
Absence guota type he F'H - shared Lv. Donation
| I e [

Change accrual entitlerment
Ciuota number Hours

@ Increase generated entitlernent
O Reduce generated entitlament

O Replace generated entitlement

Change transfer time
Transfer Do not change transfer time e

14. Complete the following fields:

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

Field Name R/O/C | Description

Quota Number R Actual hours of the employees work schedule
Example: 10

Increase R Default radio button.

generated

entitlement

Transfer R What the system will do to the quota
Example: Transfer collected entitlement immediately
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

=4

| Infotype Edit Goto Extras  Systern Help

| @ 2000/0@¢ SHE Hnas AR @B
Create Quota Corrections (2013)

DD Dl Personal work schedule | |Activity allocation || Cost assignment || External services | |:|

| I || l:[ * | Personnel No | 40000213 Mame TIEN FE..| Status Active
Find by EE group 0| Permanent Personnel ar (5400 Employment Security Dept
= WEEFSUH WS rule FULL 5-83 M-F.. 55N 500-10-1164
Collecti
Start 03/31/2009
Bl search
{Hl Free se
Absence quota type ks PH - Shared Lv. Donation
| s K73,

———— L Chanae accrual entitlerment
Ciuota number 10. 00000 | Hours I

@ Increase generated entitlement I

OReduce generated entitlement

OReplace generated entitlament

Change transfer time
| Transfer ¥ Transfer collected entitlerment immediat.. 2 |

15. Click @ (Enter) to validate entries.

16. Click (Save) to save.

@ The system displays the message, "Record created.”
To make the employees quota balance available for donation, you must run the Time

Evaluation (ZT60). A shortcut to the Time Evaluation (ZT60) is using /N in front of the
transaction code.
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

=g
| Frogram Edit Goto  Systerm  Help
| & 100 @@ SHE D00 AR @B
HR TIME: Time Evaluation
| Further selections || & Search helps || & Sort order |
Selection
Personnel Nurmber 40000213 [3)

Personnel area
Personnel subarea
Payroll area

Pararmeters for time evaluation
Forced recalculation as of
Ewvaluation up to 0473072008

Pragram options
[]Display log
[JTest tun (no update)
[]Stop at functionfoperation BREAK

[]Stop at fixed positions in time evaluation

17. Complete the following fields:

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

Field Name R/O/C | Description

Personnel R The employee’s unique identifying number.

Number
Example: 40000213

18.
Click (Execute) to generate the report

Display Log Tree
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

=
| Log Edit Goto Wiew Settings Systern Help

| & 1 0H a0 LHE DDon BE QB
Display Log Tree

5] f== |63 Row /&3 subtree ||H] ] [Pe] [ [ [N

|
Log: Time Ewaluation

— @ General data

Successful personnel numbers
Personnel numbers with errors
Personnel numbers ended early
FPersonnel Mumbers Rejected
Messages

— 3 Statistics

Selected personnel numbers
Successtul runs for
including with errars
Frocessing not completed for
Rejected

Total number of messages and error messages

Lors Iy v e IR

: Once you have verified the successful run of the Time Evaluation, you will want to view the
employees’ Absence Quota (2006) to verify that the correct hours were given to the employee.

19. Enter the transaction code /PA20 into the command field on the Display Log Tree screen
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

=g
HE rmaster data  Edit Goto  Ewtras  Utilities  Settings  System Help

@ B d HS@E@  CHE Bnaa I EE @ 0
Display HR Master Data

: ED| I I ||[ * | Personnel no. MBoEn213
Find by | Name TIEM PENG
= @ Person : Fersfrea 5400 Employment Security Dept EEGroup |8 | Permanent
% gg!f;;"’f;fﬂamh PSubarea [DOFT | Agencywide EESubgraun [@1] Monthiy(M) OT Exe..  Status  Active
{Hl Free search
Basic Personal Data .l Payroll * Benefits gNUEREERGIGTT] Addtl. Personal Data In OE
II """ 00 Infatype text |E| |_| Period
Planned Warking Time v [2]| | OPeriod
| |apsences -] From |01/01/1800| To 12/431/9998
E@ O Today O Curr.week
_Attendances @ Al I O Current manth
| (Attendance Quotas O From curr. date O Last week
_Quuta Corrections CTo Current Date O Last month
_Substitutiuns O Current Period O Current Year
| [Time Quota Compensation v B |E Choose I
Owertime =
Direct zelection
Infotype Ahsence Quotas STy |45 | PH - Shared Lv. Donation

20. Complete the following fields:

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

Field Name R/O/C | Description

Personnel R The employee’s unique identifying number.

Number

Example: 40000213

21. Select the blue box to the left of ~ [ARSENCE QUALES 14 gelect
22. Select @A under the Period selection
23. To narrow the search results enter the quota type 45- PH Shared Lv. Donation into the
subtype.

24, Click | (Overview) to display all.

12 of 14

Personnel



Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

Parsonnel No.  |4D8GB213. lame TIEN PENG:

PersArea (5400 Employmart Security Dept EEGroup ) Permanent

e

PSubarea OGFT Agencywide EESubgroup .61 ]Mnmm/(M)OTE:m Status  Actve
B choose [h1/01/1800[FT0 12/31/3098 STy, 45 |
Date  [End Date | Qoota text art ded 0 dad. Numbst Deduction
e 1/2003 0351/2003  45PH- Shared Lv Donation  0G/1/2009 12/31/8995 | 10.03060 008080

@ Note: Once you have verified that the quota balance for quota type 45- PH Shared Leave
Donation, you will want to verify that the quota type 42- Personal Holiday has been reduced.

=
Infitype  Edt Gotn  Esbras  System Help

) __ © 00 0@ CHE 0000 00 OF
Overview Absence Quotas (2006)
L== 1SS 0= | persorner o, [26eaE213 tame  [TIEN PENG

Find by || Persarea (S4B Empiyment Security ept E=Group|3| Permanert
= @Persoin PSubaraz [BAFT Agencywice EESubgroup [31] MantnhiMi OT Exe_ Status  Adtive
B Cotecte seath (g " oronse [nmitenn] To [1wavssE] sty Bs [9

B search Term

WFreeseacn  ([Bbssnce Buiss ~
SiariDate  [EndDsbe  [A [Cuota text Siaided  [Endded.  [Humber [Deduction
K0 (31009 03312009 45PH-Sharedlv Dangfion 03312009 1343159999 10_BAAE3 A.0366
[

25. Enter quota type. 42 (Personal Holiday) into the STy. field

26. Click - (Enter)

Pemnnsl No. [4D0B6213] Name  TIEN PENG |
PersArea [S@_Enwyment Securty Dept EEGroup ) Permanent
__ | Psuparea [06°T Agencywae EESubgroup 1] Monthiy(M) OT Exe_ Status _ Active

M Choose wumaaa'ro {12431 9908 STy. |42

[ ABsence Cuotes

12/31/2007 123172008 42Personal Hollday - Shit DI/D1/2008 1m1mna J 1.796_@89_1 1-00000
12/31/2006 12/31/2007  42Personal Holiday - Shift 01012007 12/31/2007 | 1. 00000 1 06000
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Title: Personal Holiday- Convert to be donated as Shared Leave (PA30)

Results

You have successfully reduced a Personal Holiday quota type 42 and increased the quota
type 45- PH Shared Leave donation for an employee who wants to donate their Personal
Holiday as Shared Leave

Comments

Refer to the user procedures Shared Leave Create Eligibility, Shared Leave Donation
and Shared Leave Returning the donation for assistance.
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