Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (PA30)

Quota_Create YTD Sick leave earned and taken for YTD buyout Transaction Code:
PA30
Purpose Use this procedure when an employee transfers into your agency from an agency

Trigger

Prerequisites

End User Roles

that does not maintain leave balances within HRMS.

You will need to create records to capture the Year to date (YTD) sick leave earned
and taken for the employee which is used for the YTD sick leave buyout calculation.

Perform this procedure to create the YTD Sick leave earned and taken.

Employee transfers from an agency that does not maintain leave balances in HRMS
into your agency and needs sick leave earned and taken balances created.

Payroll Processor, Leave Corrections Processor

Change History Change Description
11/13/2007 Created
4/22/2010 Screen shots updated to match current system.
Helpful hint added
3/4/2013 Added note to step 17 and added steps 18-24
Menu Path Human Resources = Personnel Management = Administration = HR Master Data

Transaction Code

- Maintain

PA30

Helpful Hints

: This procedure does not establish the accrual balance for the
employee, it captures the sick leave hours taken and earned hours for
the employee that is used in the sick leave buyout calculation.

@ Refer to the OLQR user procedure “Appointment Change Action —
Transfer” for additional information regarding transfers.
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Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (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
Example: @ Make an entry in all required fields.

&

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

Warnin m
o & Example: _@ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.
_(_D_ Action: If an action is required, perform the action. Otherwise, click

V] (Enter) to validate and proceed.

Confirmation @ .
Example: Save your entries.

g or V] Action: Perform the required action to proceed.
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Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (PA30)

Procedure

1. Start the transaction using the above menu path or transaction code PA30.
=
| HE master data Edit Goto Extras Utilities Settings  System  Help

| & 2100 e@e CHE fnon AR QF
Maintain HR Master Data

DjlZ)s]@/m]
EE3[E EEID

Personnel no. 40000084

Basic Pay
Contract Elements

O To Current Date
O Current Period

O Last month
O Current Year

Find by | Mame SAMNCHEZ FORREST
~ @ Person Persarea |3026| DSHS Region & EEGroup 0| Permanent
[ Collective search | g ares [aJE| EconvSocialSves  EESubgroup [08] M-OT Elig-40hrsiwk  Status  Active
Hl search Term
) Free search
Basic Personal Data Payrall i Benefits i Tirme Recording i Addtl. Personal Data ||| II|
II:DEE Infatype text |E | |—| Period
Actions: v [2l| | @Periad
_Organizatiunal Assignmert From To
" |Personal Data O Curr week
2 Current manth
O Last week

Date Specifications
FamilyRelated Person

|E Choose |

v
14 O Today
Addresses 14 QA
_F'Ianned Warking Time w 3 Fram curr. date

v

o

in

v [-]

Direct selection
Infotype STy

2. 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: 40000084

Click Q (Enter) to validate the information. Verify you have accessed the correct employee
record.

Time Recording

Click the | tab to select.

Click ||_| AZENCE LINDIEES to select.
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Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (PA30)

6. Enter the last day the employee worked at the losing agency into the Period Selection.
=
HE master data  Edit Goto  Ewxtras  Wilities  Settings System Help
@ o dH @@ SR nhoan BEE @

Maintain HR Master Data

.EEH I I |||: * | Personnel no. Moooons4
Find by | MName SAMCHEZ FORREST
~ @ Person Persirea |3026|DSHS Region & EEGroup |0 | Permanent
() Collective search |'oo - oo 9a0E | Econvsocialsves  EESubgroup [B8] M-OT Eligra0nrsik  Status  Active
{Hl =earch Term
{Hl Free search _
Basic Personal Data . Payroll - Benefits 8Nl Addtl. Personal Data I oE
— OO Infatype text |E| |—| Period
Planned YWarking Time o [<] | ® Period
| |Absences [-] From |03/31/2010| To 03/31/42010
Absence Quotas || "O Today O Currweek
| |Attendances Q Al Q Current manth
_Attendance Quotas O From curr.date O Last week
_Quota Corrections OTo Current Date O Last month
_SUDStitUtiDnS O Current Period O Current Year
| _|Time Quota Compensation v [ |E Choose |
Overtime =
Direct selection
Infotype Ahsence Quotas STy
7. Click . (Create) to create a new record.
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Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (PA30)

=
| Infotype  Edit Goto Extras  System  Help

| & 308 eEe CHE anoan B @B
Create Absence Quotas (2006)

|E Default values | Personal work schedule |

Personnel Mo. 40000084 Name SANCHEZ FORREST

Persirea |3026 DSHS Region 6 EEGroup B | Permanent

PSubarea |O0JE | Econ/SocialSves  EESubgroup (06| M-OT Elig=40hrsiwk  Status  Active

Absence Quotas
Tyne |Cuota text |Number |Unit |Slan Date |End Date |Deduct\0n fram |Deduction ta |Fr0m |T0 | =] |
. 4 & O ]

] & & O

] ~ o] O

N ] ] O

] ] ] O

] ™ ™ O

] ] ™ O

N ~ ] O

] o1 o] O

] ~ o] O

N ] ] O

] ] ] O

] ™ ™ O

] ™ ™ O

N ~ ] O

] - “ allg

~ & O [
[0l |[41[+]
Choose |03/30/2010| - |03/30/2010

8. Complete the following fields:

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

Field Name R/O/C | Description

Type R The absence quota type
Example 90- Sick Leave Conversion

Number R This is the Year to date total number of sick leave hours earned
from the start of the year until the employee’s last day with the
losing agency.
Example: 32

Valid From R The employees’ last day at the losing agency
Example: 3/31/2010

End Date R The employees’ last day at the losing agency

HR
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Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (PA30)

Example: 3/31/2010

Deduction from R The employees’ last day at the losing agency

Example: 3/31/2010

Deduction to R This is the date on which the deduction record should end, or

cease being effective

Example: 12/31/99999

|II7

nfrtype  Edit Goto  Ewxtras System  Help
) ileee ChE DA DR @B
Create Absence Quotas (2006)

|E Default values | Personal work schedule |

Personnel Mo, 40000084 Marme SANCHEZ FORREST
PersArea |3026| DSHS Region 6 EEGroup 0| Permanent
PSubarea |00JE|Econ/SocialSves  EESubgroup (08| M-OT Elig=40hrsiwk  Status  Active
Abszence Cuotas
Type |Qu0ta text |Number |Unit |Star1 Date |En|:| Date |Deducti0n fromlDecIuction to
t=lo] 32 EIS'IIQB'ID EIS'HQB'ID 373172010 12/31/5999
™ 4
™ 4
~ E4
~ E4

e A AR R R A R A A AN E e
IR R

LBl

Choose |03/31/2010) - |03/31/2010

4

Click @ (Enter) to validate the information.
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Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (PA30)

10. 1

Click =i (Save) to save.

11. to select.

cliek | [Time Quota compensation
=
| HE raster data Edit Goto Extras Utilities  Settings  Systern  Help

| @ 2100 eae DHE fDnan|

EE | @ m

Maintain HR Master Data

EEEEE

Personnel no. 40000034

Find by | Mame SANCHEZ FORREST
~ @B Person Persirea |3026| DSHS Region 6 EEGroup |3 | Permanent
() Collective search |' o oo [08E | EconsSacialSves  EESubgroup [06] M-OT Elig=40nrsik  Status  Active
{Hl =earch Term
{Hl Free search _
Basic Personal Data i Payroll i Benefits_ 41l Addtl. Personal Data |I|
II =an Infatype text |E| |—| Barind
Planned Warking Time o [+l | @Period
:Absences (] From |03/31/2010| Tao 0373142010
| _|Absence Quotas O Today O Curr.waeak
| [Attendances OAl O Current month
_Attendance Quotas C From curr.date O Last week
_Quuta Corrections O To Current Date O Last month
Huhafiiufions O Current Period O Current Year
Time Quota Compensation WIB |E Choose |
Certime =
Direct selection
Infotype Tirme Quota Compensation STy
12. Click (Create) to create a new a record
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Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (PA30)

Subtypes for infotype "Time Quota Compensation" (1) 14 Entries found

Compensation® (1) 14 Entries found
Restrictions

[ W

o | B4 | (e | (3 | B 0z

ESG PSG|Comp.meth. Description

2 10 1000 Free compensation

2 10 9001 Sick Leave Buyout - Tax

2 10 9002 Sick Leave Buyout -Mo Tax

2 10 9003 Annl Leave Buyout-Ret

2 10 9004 Annl Leave Buyout -MNo Ret

2 10 9005 Sick Leave Buyout-Annual

2 10 9006 Comp Time Buyout

2 10 9007 Sick Leave Buyout - VEBA

2 10 9008 Comp Time Buyout-Mo Ret

2 10 9009 Holiday Credit Buyout W3P

2 10 9010 Settl Lv Buyout W3SP-MoRet

2 10 9011 Settl Lv Buyout WSP-Ret

2 10 9012 Hol. Cr. Buyout WSP-MoRet
FZ 10 9999 |‘r'TD Sick Lv Taken - Conv I

13. Double- CIicklE 10 9999 ¥TD Sick Lv Taken - Conv
R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Start R This is the date on which a record begins.

Q This field defaults to date of entry. This date needs to
be the same date that was used when creating the
employee’s Absence Quotas (2006). The last day the
employee worked for the losing agency.

Example: 3/31/2010

No. to R This allows the user to enter the number of hours or days a quota
compensate type to be paid out to an employee.

@ Enter the employees YTD sick leave taken up to the
transfer in this field.

Example: 12
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Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (PA30)

=
Infotype Edit Goto  Extras  System  Help

] djiBlece CHE Do AR QB
reate Time Quota Compensation (0416)

Personnel Mo, | 40000054 Name SAMCHEZ FORREST
PersArea |3026| DSHS Region 6 EEGroup |0 | Permanent
PSubarea |00JE| Econ/SocialSves  EESubgroup (06| M-OT Elig=d0hrsiwk  Status — Active
Start Bas31/2810 (=)
Comp. method 9988 ¥TD Sick Lv Taken - Conv
Compensation specifications
Time guota type 80| |Sick Leave Conversion
Compensation rule 000
Ino. to compensate 12. 00oea)
E Do not accuuml
Absence guotas
ATy [Quota text |Emn|. |Un|l |Cump Rem. |WT |Amuunt |Curr .. | 5% |Deduchun fr.. |Deduchun to |
90Sick Leave Conversion 32.00000 Hours 0. 0o0a0e 32.00000 0.00 03/31/2010 |12/31/3933
K|

16. Click V] (Enter) to validate entries.

]
17. Click (Save) to save.
& Agencies will need to create a Quota Correction (2013) Leave Type 30- Sick Leave to establish

the employee’s sick leave balance from the losing agency.

@Once you have created the Quota Correction (2013) you will need to create a Text Note on the
employees Quota Correction (2013) to indicate this as a prior year adjustment so it will be excluded
from the employees’ Year-to-Date sick leave earned from the sick leave buyout reports.
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Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (PA30)

18. Access the Quota Correction (2013) that was created

& Infotype Edit Goto  Extras Systemn Help
& I dEH @@ CHE DL BE
List Quota Corrections (2013)
Ospaa
E“ & P Personnel Mo 40000084 harne SANCHEZ .| Status Active
Find by EE group 0 Permanent Personnel ar 3026 DSHS Region 6
~ @ Person  ws e FULL S-Bs: M. 330 500-10-1085
* [l colec B choose |04s01s2010| To  [Das0lsz010 aTy.
- [Hl seard ;
. [H] Froe 4 Quota Corrections
Start Date  End Date Ab0,.. Humber Opera... Transfer
I :Dq,fnl,fznlu :D4fle2DlD an S00,00000 + Transfer collected e. ¥ =
L st
19. Click the (Change) to add the Text Note.
20. Go to the Menu Bar\Edit\Maintain Text (or press F9)
& Infotype | Edit || Goto  Extras  System  Help
|
F g Lreate B @ CHE &haa
“hange 1
Change ooy shift+Fg |3')
Delete
= E — activity alocation  Cost assignrmer
Lockfunlock Shift+F12
@ =/l | Mantan text o | Narnie SANCHEZ.. ©
Find by Dizplay text Personnel ar 3026
- mpme]rsun Revaluate data © MFL 33N 500-10-10%
J Coll
. Cancel F1z Chg. |03/0¢
+ (Ml Free < P
Ahsence guota type LEJ Sick Leave
LI Change accrual entitlernent
Cuota nurmber 500.00000 | Holrs
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Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (PA30)

21. Enter the **YYYY (four year digit)
= Table Edit  Goto  Utilities(M)  System  Help
@ - qU]ece CHE nD O
Infotype Text

HEE i FE
=%z009| | r

]
22. Press (Save) to Save.

a. You will be taken to the Quota Correction (2013) infotype

[ Infotype Edit Goto  Extras  System Help

@ -e@e DM cDo0 BE @B
Change Quota Corrections (2013)

& B A% i} mpersonal work schedule @

| =]l Personnelbo 40000082 Narrie SANCHEZ.. Status  Artive

Find by EE group 0 Permanent Personnel ar 3026 DSHS Region 6

~ @ person  ws e FULL 5-8s: M-F.. 330 500-10-1085
g L - 04/01/2010 Chy. |03/04/2013 | LEARNINGO6Z | 2 |
+ [l seard e
. ﬂﬂ Free =

Tyt
Ahsence guota type LﬂJ Sick Leave

14 ¥ | Change accrual entitlement

Quota number 500.00000 | Hours

s Increase generated entitliement
Reduce generated entitlernent
(CReplace generated entitiement

Change transfer time

Transfer ¥ Transfer collected entitliement immedia ...+

=l
23. Press (Save) to Save.

@The system displays the message, "Record Created."

24. You have completed this transaction.
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Title: Quota_Create YTD Sick leave earned and taken for YTD buyout (PA30)

Results

You have created the records to capture the Year to date (YTD) sick leave earned and taken for the
employee which is used for the YTD sick leave buyout calculation.
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