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Purpose

Use this procedure to remove accrued annual leave when an employee separates from state
service prior to completing six continuous months of employment.

The accrued amount will need to be removed so it is not accessible to the employee if they do
return to state service at a later date.

For example:

An employee was hired on March 1% and separated from state service on June 30". The
employee accrued four months of annual leave. Since the employee is not entitled to the leave
accrued the quota needs to be zeroed (0) out.

Refer to WAC 357-31-190 (When can an employee start to use accrued vacation leave) for
questions on accrued leave.

Trigger

Perform this procedure when an employee has voluntary or involuntarily separated from state
service prior to the completion of six continuous months and has accrued annual leave.

Prerequisites

Employee has separated from state service. See the Separation Action procedure for
processing an employee separation action.

Date Procedure Update Log

8/6/2007 Created

Transaction Code
PA30

Helpful Hints

e Refer to WAC 357-31-190 (When can an employee start to use accrued vacation
leave) for question on accrued annual leave.

e Refer to WAC 357-31-225 (Holidays and Leave) for questions on Leave Accrual.

e  When performing quota corrections never perform corrections for the same quota type
using the same “Start” date. If you do, it causes a time evaluation error, “Collision of
quota corrections,” and the quota corrections will not process.

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:
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Message Type Description

Error a

@ Example: Make an entry in all required fields.

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

Warning

@ 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.

a (Enter) to proceed.

Confirmation & i
Example: Save your entries.

i or @ Action: Perform the required action to proceed.
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1. Start the transaction using the transaction code PA30

Maintain HR Master Data

stern  Help

(2 EE DDon FHE | @b

oto  Extras  Utiliti
E] [ =N

Maintain HR Master Data
0|2 &) (o] @ | |2

I | I I || = I‘a Personnel no. | Eﬁh
Find by
= { Person
Collective search help
Search term
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\:llnfutype text |EI:I Period
""" | |Actions @ Period
\_|Orgamzatmnal Assignment Fr. To
| |Personal Data ) Today ) Currweek
| |nddresses Al i Current month
| |Planned Working Time ) From curr.date ' Lastweek
\_|ElasicF'ay (_'Up to Today ' Last month
\7|Comract EEens (! Gurrent Period ' Gurrent Year
\ |Date Specifications E Choose
\7|FamilyIRe\ated Person [+]
Direct selection
Infotype STy
I | RT0 (1) (520) =l ssvaphrtedci | OVR v
2. Complete the following fields:
Field Name R/O/C Description
Personnel no R This is a unique identifying number assigned by HRMS for
' identification purposes. This number will follow the employee

throughout his/her employment with the State of Washington.
This will replace the use of identifying employees by social
security number.

Example: 245432

3. Click & (Enter) to validate personnel number and bring employee’s record up.

4.  Click [ TimeRecording |,
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Maintain HR Master Data

Utilities

o = 4.|Q@&|Q@Eﬁl@@ﬁ@l.@l@.

Maintain HR Master Data
Ol 2| lsr ol 3 | L

|| + | Personnel no. 45432 [=)
Find by Mame THOMPSON AUSTIN T
= l%F‘ersor Persarea 1500 General Administration EEGroup @ Permanent

fHl Co | PSubarea 9OGC Cap Facilities EESubgroup @6 M-OT Elig=40hrsiwk  Status  Active

Hl se

[ Fre - : ; SR ; : :

Basic Personal Data | Payroll | Benefits Time Recording ¢ Addil. Person... ||, E“B
IC e | |Ir1fotype text [E..] || [ Period
""" | |F'Iar1ned Working Time o @ Period
| |Absences Fr. To
| |Absence quotas ' Today o currweek
[ |Atter1dances LA v Current meonth
| _|attendance Quotas ' From curr.date ' Lastweek
| |mm 'Up to Today ' Last month
| |S“b5t't“t'°"5 Current Period o Current Year
I |T|rr|e Quota Compensation o [=] |'E| Choose
| |Overt|rr'|e =]
Direct selection
Infotype Cuota Corrections STy 31 Annual Leavef/acation
5. Click | |QuotaCorfections to select.

; You can also access the Quota Corrections Infotype using the direct selection. In the
direction selection field enter Quota Corrections in the Infotype field and enter 31
(Annual/Leave Vacation) in the Sty field.

Direct selection

Infotype Quota Corrections STy 31  Annual Leave/MNacation

6. Click . (Create) to create a new record.
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Subty

for infotype "Quota Corrections” (1)

pes 14 Entries found

Restrictions |

— T
?HIHIEI ==
SG | PSG|AQT... | Quota text

10 30 Sick Leave

10 231 Annual LeavefVacation
10 34 Jus. Excess Leave

10 35 Compensatory Time
10 37 Exchange Time

10 38 Military Leave

10 38 Holiday Credits

10 40 Excess Vacation Acrual
10 41 Shared Leave

5% I 1% DO LV T T T Ve T VI S 6

10 42 FPersonal Holiday - Shift
10 43 Settl Leave WSP

10 44 Recognition Lv (mon-rep)
10 45 PH - Shared Lv. Donation
10 486 Sick Leave Pouol

14 Entries found

7. Select the quota type |2 10 31 Annual LeavelVacation

8. Click (Copy) to accept.
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Create Quota Correction (2013)

Infotype Edit Goto

& A @@ DHE ETLOas BE @
Create Quota Corrections (2013)
A2 | [ Personal work schedule | Activity allocation || Cost assignment || External semnvice |

|:Dl| v | Personnel Mo 245432 Mame THOMPSO.. Status Active
Find by | EE aroup @ Permanent Personnel ar 1500 General Administration
= @}Persof WS rule RO15 4-10s: M-.. 33N 232-32-3554

{(Hl Co| start 06 /30/2007

(= se

{5l Fre N :

Absence quota type 31|Ei’__ﬁnnual Leaveacation

|_|_|E||I| Change accrual entitltement

""" Quota number Hours

@ Increase generated entitternent
' Reduce generated entitlement
' Replace generated entitltement

Change transfer time
Transfer Do not change transfer time |

& For each month that the employee accrued leave, you will need to complete this
procedure.

9. Complete the following fields:

Field Name R/O/C Description

Start R Enter the last date of each month that the employee accrued
leave. Do not use any other date

@ This field defaults to the date of entry; you must
change this to the last day of the month.

For this example: the dates would be
4/30/2007, 5/31/2007 and 6/30/2007
Example: 6/30/2007

Type of Absence Quota
Example: 31 Annual Leave/ Vacation

Absence Quota Type R
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Field Name R/O/C Description

This specifies the number of hours or days of quota that an
employee has earned.

Quota Number R

@ Since the employee is not entitled to the leave
accrued the amounts accrued need to be
zeroed (0) out.

Example: 0

10. Q Click - Replace generated entilement .y, b tton. This will replace the accrued hours
of Annual Leave/Vacation leave to the number keyed in the Quota Number field.

11. Q Verify that Transfer Do not change transfer time & is
selected

Create Quota Correction (2013)

Create Quota Corrections (2013)

o | T Personal work schedule | Acti C ent || External services |
|| » Personnel Mo 245432 Mame THOMPSOD .. Status Auctive
Find by '| EE group O Permanent Personnel ar 1500 General Administration
= @0 Persor | WS rule RO15 4-10s5: M-.. SEN 232-32-3554
Co | Start @6/30/2007 |
) se
Fre ;
Absence quota type 31 Annual LeaveMNfacation

H—l_”I“Il Change accrual entitlerment

""" [ Quota number 0 Hours ]

“_‘Increase generated entitlerment
' Reduce generated entitlerment
|i® Replace generated entittemnent ]

Change transfer time
Transfer Do not change transfer time =l ]

12. Click & (Enter) to validate entries.

13. Click (Save) to save.
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Maintain HR Master Data

Help

nooo

HEE @ o

Maintain HR Master Data
Ol | 2|« m o3 [ | |2

—_—
=Y = EE B Personnel no. pasaz2 ©
Find by Mame THOMPSON AUSTIN T
= @ Person FPersArea 1500 General Administration EEGroup @ Permanent
ﬂﬂ Collective search help PSubarea ©0GC Cap Facilities EESubgroup ©6 M-OT Elig=40hrsfwk Status  Active

il search term
[} Free search

BasicPersonal Data | Payroll | Benefits ' Time Recording | Addtl Person ; [« =
|_|Ir1fotype text |E |_| Period
""" |_|Planned Working Time o []|| ® Perioa

|j|Absences Fr- To
|7|Absence Quotas ) Today ) Currweek
|_|Aﬁendances Al 1 Current month
| |attendance Quotas ) From curr.date ) Lastweek
|7|mm ' Up to Today ) Last month
| [Substitutions ' Gurrent Period ' Current Year
| _|Time auota compensation ¥ [«
| |overtime [~]

Direct selection

Infotype Quota Corrections STy

| & Record created & [ rRTO (1) (5213 ssvaphrtedci | OV

@ The system displays the message, "Record created."
& For each month that the employee accrued leave, you will need to complete this
procedure.

Time Evaluation

@ Run the ZT60 (Time Evaluation) to update the quotas records.
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Maintain HR Master Data

B Q.IG@&IQ@%I@@@@I.EI@.
Maintain HR Master Data
O &2 s a3 T | L

I\:I:I: » | Personnel no. pas432 @

Find by MName THOMPSON AUSTIN T
~ % Person PersArea 15080 General Administration EEGroup @ Permanent
{H} Collective searc | PSubarea 00GC Cap Facilities EESubgroup 08 M-OT Elig=40hrsiwk Status Active

{Hl Search term
{H} Free search

Basic Personal Data || Payroll | Benefts = Time Recording | Addtl Person... ||, /v ']
I )| | infotype tex [E.] | [Period
""" | |Planned Working Time v [ ||| @ Period
| |Ab5ence5 Fr. To
| |Ab5ence Quotas ) Today ) Currweek
| |ﬁttendances Al (' Current month
| |Attendance Quotas ' From curr.date (' Lastweek
| |mm ' Up to Today ' Last month
| ] |Sl-'t’5t't“t'°”S | | ' Current Period I Current Year
| |T|me Quota Compensation o E| |E| Choose
| ~ |overtime [=]

Direct selection
Infotype Quota Corrections STy 31 Annual LeaveMNacation

14. Enter the transaction code /NZT60 in the command field to close out the transaction PA30 and
open the transaction ZT60 (Time Evaluation).

15. Click @ (Enter) to start transaction.
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HR TIME: Time Evaluation

Program Edit Goto

& B4 @ @@ QG anas  BR @M

HR TIME: Time Evaluation
& [ =i

| Further selections ||Ei> Search helps ||Ei> Sort order |
Selection

Personnel Number ]

Personnel area
Personnel subarea H

Payroll area ]

Parameters for time evaluation

Forced recalculation as of
Evaluation up to 6/20/2007] Eﬂl

Program options

16. Complete the following fields:

Field Name R/O/C Description
This is a unique identifying number assigned by HRMS for
Personnel Number R identification purposes. This number will follow the
employee throughout his/her employment with the State of
Washington. This will replace the use of identifying
employees by social security number.
Example: 245432
Payroll Area R Groups and designates the employees whose payroll is run
on the same date.
@ The Payroll Area 11 is the default for the State of
Washington. Payroll Area 10 is the default for the Board of
Volunteer Firefighters only.
Example: 11
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Field Name R/O/C Description

Evaluation up to R

Example: 6/30/2007

Enter the date on which time evaluation must end.

Q Very important to enter the to date, otherwise the
system will transfer all future time entries.

& Using the last day of the last month that the
employee accrued leave, will transfer all entries that
were created up to this date.

HR TIME: Time Evaluation

HR TIME: Time Evaluation
Z> [ 1=0

| Further selections || (=43 Search helps || (=3 Sort order

Selection
Fersonnel Mumber 245432
Personnel area
Personnel subarea
Payroll area 11

Parameters for time evaluation

Forced recalculation as of
Ewvaluation up to EIEJSDIEBB?]I&{_]

Frogram options

17. Click © (Execute) to execute the process.
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Display Log Tree

H & e 5B EE ) 3T oA

Display Log Tree
c ™| EH Line number EE Subtree &F T2 5 [E

Log: Time Ewvaluation

—E General data

SuccessTul personnel numbers
Personnel numbers with errors
Personnel numbers ended earlwy
Rejected Personnel Numbers
Messages

— = Statistics

Selected personnel numbers

successtul runs Tor

Tncluding with errors

Processing not completed for

Rejected

Total number of messages and error messages

DD ==

18. Verify Successful personnel numbers run.

19. You have completed this transaction.

Result
You have successfully zeroed out the accrued Annual Leave/Vacation hours.

Comments

To verify the quota corrections were done successfully, use the transaction code PA20
(Display HR Master Data).

1. Select Quota Corrections (2013) to review corrections.
a. Select the All radio button in the period selection.
b. Enter the quota type 31 (Annual/Vacation leave) in the Sty. field in the direct
selection to display only Annual/Vacation leave.

o
c. Click <= (Overview) to view all Annual/Vacation leave.

d. Select the month(s) to view and click the ' “M295€  pytton on the application bar.
The quota number should now be zero (0).
2. Select Absence Quota (2006) to verify the quota balance is zero (0).
a. Select the Allradio button in the period selection.
b. Enter the quota type 31 (Annual/Vacation leave) in the Sty. field in the direct
selection to display only Annual/Vacation leave.

o
c. Click <= (Overview) to view all Annual/Vacation leave.
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d. Select the month(s) to view and click the ' ©N1295€  pytton on the application
toolbar. The quota number should now be zero (0).
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