Title: Shared Leave Cross Agency DonationPA30)

Shared Leave Cross Agency Donation Transaction Code:
PA30
Purpose Use this procedure to donate shared leave when the donor and the recipient work

Trigger

Prerequisites

End User Roles

at different agencies.

Perform this procedure when one employee is donating shared leave to another
employee within a different agency.

e Absence Quota balance exists for the donating employee.

e If the donating employee would like to donate their Personal Holiday, it
must be converted into an hourly amount first.

e See the procedure Personal Holiday Convert into Hours.
e Both employee’s have eligibility established.
e See the procedure Shared Leave Establish Eligibility procedure.

Payroll Processor, Leave Corrections Processor

Change History Change Description

12/10/2009 Created

5/13/2010 Added note and Steps 19-25

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

Transaction Code

- Maintain

PA30

Helpful Hints

Payroll Processors and Leave Corrections Processors will use the Attendance
System Change Report (ZHR_RPTTMO084) to verify received, donated and returned
quota balances.
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Title: Shared Leave Cross Agency DonationPA30)

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: Q Make an entry in all required fields.

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

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

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

V] (Enter) to validate and proceed.

Confirmation (V] )
Example: ' Save your entries.

0 or Q Action: Perform the required action to proceed.

HR
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Title: Shared Leave Cross Agency DonationPA30)

Procedure

Scenario:

An employee (the donor) would like to donate 25 hours of annual leave to another state worker who
works in another agency (the recipient).

Both the donor and the recipient have their eligibility established on their Absence Pool (0696)

Both the donor and the recipient have their Based Rate established

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

| @ 1 IH e CHE nnon BRI B
Maintain HR Master Data

(D[] 1 ]

| [N I | personnet no. 40000132
Find by | MName COINS CLAIRE
= @@EFSDH PersArea (5400 Employment Security Dept EEGroup |0 | Permanent
Collective search ' : )
B Search Term PSubarea |OOFT | Agencywide EESubgroup |05 H-OT Elig=40hrsfwlk  Status  Active
Kl Free search
iy COTE
| I
I """ (B Infotype text |E | |—| Period
Actions o [2]| | @Period
Organizational Assignment v From To
| _|Personal Data 4 O Taday O Currweek
| |Addresses o CAll Q Current month
| [Planned‘arking Time v O From curr.date O Last week
_BaSiC Pay L4 O To Current Date O Last month
| |[COmiEE ElEmEmiE v O Current Period O Current Year
| |Date Specifications v = Chanss |
Family/Related Person =
Direct selection
Infatype 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.
: Enter the donor’s personnel number
Example: 40000132
30f13
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Title: Shared Leave Cross Agency DonationPA30)

Period R Enter the effective date of the donation into the From Date
field.

@The date should be the start date that the Recipient was
made eligible to receive Shared Leave.

If a date is not entered on this screen, the system will not
display the donor’s current quota balance.

@ By entering the effective date here, it will be carried over
to the Absence Donation Administration (0613) Infotype

Example: 12/9/2009

" Click @ (Enter) to validate the information. Verify you have accessed the correct employee

record.
4. Click the Vime eserting | tab to select.
5. Select the blue box to the left of " |ADSE”CE Donation Administration US 5 select

HR
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Title: Shared Leave Cross Agency DonationPA30)

HE master data Edit Goto Extras Utilities Settings  System  Help

| @ 10H e DHNE anon AR @M
Maintain HR Master Data
N ===l

IIEEH | | ||[ * | Personnel no. boooo13z
Find by | Mame COIMS CLAIRE
< @ Person Persdrea (5400 Employment Security Dept EEGroup @ Permanent
() Collective search | 'og o e Ta0FT| Agencywide EESubgroup [05| H-OT Elig=40hrsivk  Status  Active
) =earch Term
fHl Free search _
Basic Personal Data | Payroll - Benefits & Addtl. Personal Data I o=
[ [ (KT Y
[— Infotype text |E| |—| Berind
Employee Remuneration Infa [«]| | @ Period
_A\railabiliw (=] From |12/08/20039§8 To
Time Transfer Specifications O Today O Curr week
| |Time Events QAll O Current month
Leave Entitlement Compensatian O From curr.date O Last week
| [vWorkers' Comp. MA O Ta Current Date O Last month
(OSEMEE (PElE v QO Current Period O Current Year
Apsence Donation Administration US I = |E Chomea |
[~]
Direct selection
Infotype Ahsence Donation Administrati.| STy
7. Click IEI (Create) to donate leave to the RECIPIENT of shared leave. Select

| 0001 Donation/REtUmM  from the pop up window

8. Complete the following fields:

R=Required Entry 0O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description

Abs. quota type R It is a specific absence quota that is being donated by the Donor.

& If an employee would like to donate their Personal
Holiday, it must be converted into an hourly amount
first. See the procedure Personal Holiday Convert into
Hours.

Example: Annual Leave

Number/Unit R Enter the number of hours that are being donated to the
recipient.

Example: 25

External R Check this box.
Recipient

50f13
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Title: Shared Leave Cross Agency DonationPA30)

Ext. Person R The recipient’s personnel number

Example: 40000001
Absence Quota R This is a text field, type the quota type recipient is receiving:
Type

Example: Shared Leave

|E71nfotype Edit Goto Euxtras Systermn Help
| & 1 @lece CHE o0 0D @M
Create Absence Donation Administration US(0613)

E|Eps
| [= IS | personnel vo [40000132

MName Co]
Find by | EE group 0| Permanent Personnel ar |54 Daonor's ment Security Dept
= @B Person EE subgroup |05 H-OT Elig=40hrs/.. SSN 501 -50- 5081 oo ks Artive
1l Collective search Start h2 /0972008
(il Search Term
i Free search
Absence Donation Administration LIS /
Abs.guota type 31 Annual LeaveMvacation (1.3
II:DEE NumberUnit 2500 Hours
O Home Poal

Home Pool ID
O Foreign Pool

Foreign Pool 1D

Recipient g
O Employes

[ Amaunt Related Infarmation
Personnel no.

Target Abs. guota

@ Extarnal Racipient
" Ext. Person 40000001
Absence Quota Type SHARED LEAVE

Click @ (Enter) to validate the information.

10. )|
Click '- (Save) to save.

& HRMS will automatically create a Time Quota Compensation (0416) for the donor to
reduce their quota balance by the donated amount.

6 0f 13
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Title: Shared Leave Cross Agency DonationPA30)

If your employee is the recipient, you will need to manually create a Quota Correction (2013) to
increase the recipients Shared Leave Quota balance.
Use the Transaction code PA30 to access the Maintain HR Master Data

=
| HE master data Edit Goto Extras  Utilities  Settings  System  Help

| @ 10H e CHE fnon IR QF

Maintain HR Master Data

lEE'I | | ||[‘ Persannel no. hDUUBDmI

Find by | Marne BACHMAMN IREME
~ 4@ Persan Persarea |1110| Dept of Personnel EEGroup |0 | Permanent

() Collective search oo\ o 6001 | Non Represented  EESubgroup [01] Monthiy(M) OT Exe..  Status  Active
Kl search Term

Kl Free search

Basic Personal Data -l Payrall . Benefits | Addtl. Personal Data I oE
— B Infoty pe text |E| |—| eniod
Flanned Waorking Time ¥ [=l|] ® Periad
:Absences [+ Fram (12/09/20098T0
| (Absence Quotas OToday O Curr.week
| |Attendances QA QO Current month
Attendance Quatas C Fram curr.date O Last week
I Quota Corrections I O Ta Current Date O Last month
_SUDStitUtiDnS O Current Period O Current Year
_Time Cluota Compensation = |E e |
Crertime =
Direct selection
Infotype Cluota Corrections STy

11. 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
@ Enter the recipients personnel number
Example: 40000001

Period R Enter the effective date of the donation.
Example: 12/9/2009

12. Click IEI (Create) to donate leave to the RECIPIENT of shared leave.
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Title: Shared Leave Cross Agency DonationPA30)

13. Select I2 13 41 Shared LEaVE  gom the pop up
14. Complete the following fields:
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Quota Number R The actual hours being donated from the donor
:" You must first do a manual calculation to determine the
amount of shared leave donated by the donor based on their
hourly base rate. Follow the Office of Financial Management
calculation.
Example: 50
Verify this radio button is selected
Increase R
generated
entitlement
Transfer R Quota transfer
Example: Transfer collected entitlement immediately

HR
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Title: Shared Leave Cross Agency DonationPA30)

[=
| Infotype  Edit Goto  Extras  System  Help

| & »dBleee CHE ano0 BE @M

Create Quota Corrections (2013)

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

| | IL* | Persannel Mo | 48000801 Narne BAGHMAN..| Status  Active

Find by | EE group O Permanent Fersonnel ar 1110 Dept of Personnel
e @} Person WS rule RE15 4-105. M-.. S5M BE0-10 10061

Bl collective search Start 13/108/2009

{Hl Search Term

{Hl Free search

Absence guota type 41 Shared Leave
Il T[]

""" Change accrual entitlerment
Quata number 50 Hoursf

@ Increase generated entitlament I

O Reduce generated entitlement

O Replace generated entitlement

Change transfer time
Transfer ¥ Transfer collected entitement immediat.. 21 |

Hil
15. Click ; (Save) to save entries.
16. Run the Time Evaluation (ZT60) to transfer the donated time to the recipient
17. Enter /NZT60 into the command field

18. Complete the following fields:

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

Field Name R/O/C | Description
The employee’s unique identifying number.

Personnel R
Number

:" Enter the recipients personnel number

Example: 40000001

HR
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Title: Shared Leave Cross Agency DonationPA30)

[=
Program Edit Goto  Systern Help

| & 1 0H @@ BHE anon AR @M
HR TIME: Time Evaluation

| | Further selections || 5 Search helps || 5 Sart order |
Selection
Personnel Mumber hoooooEq

Personnel area
Personnel subarea

FPayroll area

Parameters for time evaluation
Forced recalculation as of

Evaluation up to 12/31/2009

Program options
[ Display log
] Test run (no update)
[] Stop at function/operation BREAK

(] Stop at fixed positions in time evaluation

19. Click (Execute) to generate the Time Evaluation
[=
| Log Edit Goto “iew Settings System  Help

| @ 100 e SHE D00 PR QB

Display Log Tree
%) [& Row |[E Subtree ][] e 0 e A

' Log: Time Ewaluation

— [ General data

Successful personnel numbers
Fersonnel numbers with errors
Personnel numbers ended early
Personnel MNumbers Rejected
Messages

— & Statistics

selected personnel numbers

successtyl runs for

including with errors

Processing not completed for

Rejected

Total number of messages and error messages

HR
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Title: Shared Leave Cross Agency DonationPA30)

@ To verify the Recipients Shared Leave quota balance, access their Absence Quotas (2006)

20. Enter /NPA20 into the command field:

=
= HE master data  Edit Goto  Extras  Utilities  Settings  Systern Help
& ndH @@ SR DtLo0 BE @m
Display HR Master Data
| [ [I[ETETE I | personneino.  [40o0a0at
Find by | MNarme BACHMANN IREME
~ @ Person Persdrea |1110| Dept of Personnel EEGroup |0 Permanent
(B} Collective search | o, 2oz (0801 | Non Represented  EESUbgroup [0 Monthiy(M) OT Exe.. Status  Active
H} search Term
Hi Free search _
Basic Personal Data . Payroll | Benefits @SNl Addtl. Personal Data I nE
II """ =D Infotype text |E| |—| FPeriod
Planned Working Time o [~]| | OPeriod
:ADSEHCES [ From |G01/01/1800 | To 12/31/9999
| |Absence Quotas O Taday O Curr.week
| |Attendances @ Al O Current month
| |Attendance Quotas OFrom curr.date O Last week
| |“Quota Carrections O To Current Date O Last maonth
_Substitutiuns O Current Period O Current Year
| |Time Quota Compensation ] |E Choose |
Cwvertime E
Direct selection
Infotype AbsEnce Quotas STy 41 | Shared Leave

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

Personnel R
Number

:" Enter the recipients personnel number

Example: 40000001

Time Recording

15. Click the | tab to select.

16. Select the blue box to the left of _I’E‘DSEHEE (Juotas to select.
17. Select the @Al to view all records created.

18. Enter quota type =Ty |41 Shared LEaYE 4 narrow the search results.
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Title: Shared Leave Cross Agency DonationPA30)

£
19. Click & (overview) to display all records.

=g
| Infotype  Edit Goto Extraz  Systern Help
| & 140 e@e SHE nnan FER @B
Overview Absence Quotas (2006)
| [= I L]y | Personrei o, (40080804 Marme BACHMANN IRENE
Find by | PersArea (1110 Dept of Personnel EEGroup 0| Permanent
= {i Person PSubarea |0004 | Non Represented  EESubgroup (81| Monthiy(M) OT Exe.  Status  Active

(] Collective search | gy cpopee  |ii/o1/2088[@)To  [61/31/2010 STy. [41
Al Search Term ’

[l Free search | Absence Cluotas
Lt tevt [ -
12/09/2008 12/08/20098 | 415hared Leave 12/09/2008 [12/31/9993 50. QOQO0 0. 00000

I ]

& If returning Sick Leave from a prior year, the original donors’ agency will need to create a
Text Note on the donors Quota Correction (2013).

By creating this text note on the Quota Corrections (2013) the sick leave will be included in the
donors sick leave balance but the employees current Year To Date Sick Leave Earned not be

impacted.

Example:
You need to process a shared leave return that will return sick leave to an employee who

donated Sick Leave in 2009.

You create the Absence Donation Administration (0613) record for the employee returning the
sick leave with an effective date of 5/1/2010. You create the Quota Correction (2013) record to
manually increase the hours being returned to the recipient (original donor). The recipient is
the employee who donated the leave back in 2009.

You are returning 10 hours of sick leave to the recipient (original donor). The recipient has
taken 40 hours of sick leave in 2010 and has at least 480 hours sick leave balance.

HR
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Title: Shared Leave Cross Agency DonationPA30)

@Access the Quota Corrections (2013) record that was during the return to add the note:

=g
| Infotype Edit Goto  Extras Systerm  Help

| & 2 HIee® CHE DDA PR @6

List Quota Corrections (2013)

@ EEE

m Personnel Mo | 40008132 Mame COINS C..|Status Active
Find by | EE group @ Permanent Personnel ar 5400 Employment Security Dept
= @B Person WS rule FULL 5-8s. M-F.. 55N 501 -50-5B882
(] Collective search Chonse |@1/01/1808| Ta  [12/31/9999 5Ty [30
il search Term
H Free search Quota Carrectians
Start Date End Date IAbQu... |Number Operation | Transfer |
06/16/2006 06/16/2006 30 2210000 + ¥ Transfer collected e. @ [4]
III n 05/01/2010; 05/0142010 30 9.72000 + Y Only transfer guota . El E

20. Select the Quota Correction (2013) that pertains to prior year donation

21. Click (Change) to add the Text Note
22. Go to the Menu bar-Edit- Maintain Text (or press F9)
23. Enter the **YYYY(four digit year)
=4
| Table Edit Goto Ltilities Swystem  Help

| @ 1 (ugjeae
Text

E E ERR B ERE E)

[ ] 4
24. Click .a (Save) to save text note
25. You have completed this transaction.

Results
You have donated shared leave from one employee to another within the different agencies.

HR o

WSD Personnel



