Title: Shared Leave Returning Personal Holiday to Donor (PA30)

Shared Leave Returning Personal Holiday to Donor Transaction Code:
PA30
Purpose Use this procedure to return the unused hours of a Personal Holiday that was that

Trigger

Prerequisites

End User Roles

was donated to the Recipient.

Perform this procedure when the Recipient of shared leave has excess leave to
return to the donor as a Personal Holiday Shift for the donor to use.

e Verify the type of donated quota Personal Holiday that should be returned
to the donor.

e Verify the base rate with wage type 1010 on the Recurring
Payments/Deductions Infotype (0014), and the Absence Pools Infotype 0696
is still active for both the donor and the recipient.

Payroll Processor, Leave Corrections Processor

Change History

Change Description

9/22/2011

Created

Menu Path

Transaction Code

Human Resources = Personnel Management - Administration - HR Master Data
- 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 Returning Personal Holiday to Donor (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: 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.

e

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

V] (Enter) to validate and proceed.

Confirmation @ .
Example: Save your entries.

g or ] Action: Perform the required action to proceed.

HR
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

Scenario

A Donor donated their Personal Holiday to an employee in need of Shared Leave (Recipient).
The Recipient is no longer in need of shared Leave and has excess leave to return.

You need to return the remaining hours of the Donor’s Personal Holiday to them.

If Then

The donation and the return occur is different years Stop after step 28

Procedure

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

=g
| HE rmaster data  Edit Soto Extras  Uilities  Settings  System  Help
| @ 1 0H e SHNE pnoan IR @B
Display HR Master Data
| [= JEETE ] | personnet no. 40000200
Find by | MName KORZE JOZICA
~ @ Person FPersArea (5400 Employment Security Dept EEGroup || Permanent

(Kl Collective search
fHl search Term
Kl Free search

PSubarea [0AFT | Agencywide EESubgroup (81| Monthiy(M) OT Exe.. Status  Active

Personal Data Payroll i Benefits i Time Recarding i Addtl. Personal Data ||| gl

II:DE”I' Infotype text |E| |—| Feriod
Bctions: v [ | OPeriod
:Organizational Assignment 4 -] Fram |01/01/1800) To 12/31/9953
| |Personal Data 4 O Today QO Curr.week
| |Addresses L4 @ All O Current marth
| [Planned Warking Time v OFrom curr.date O Last week
| [Basic Pay v OTo Current Date O Last month
_CDntract Elements L4 O Current Period O Current Year
_Date Specifications [ 4 = |E| Thages |
Family/Related Person =]
Direct selection
Infotype STy

2. Complete the following fields:

R=Required Entry 0O=Optional Entry C=Conditional Entry
Field Name | R/O/ | Description
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

Personnelno | R The employee’s unique identifying number.

: Enter the recipients personnel number

Example: 40000200

3. |
Click @ (Enter) to validate the information. Verify you have accessed the correct
employee record.

4, Time Recording

Click the | tab to select.

5. Enter the date of the return.

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

6. Select the blue box to the left of " |At:|aer'n::e Danation Administration Us
to select

HR
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

7 L=
. | HE master data Edit Goto Extras  Utilities  Settings  Systern Help

| & DA e@ae U Dnon BF QM
Maintain HR Master Data
(D[] [T o3 ]

Lo T | personnel no. 4Q0A02E0
Find by || Mame KORZE JOZICA
~ G Person PersArea 5400 | Emplovrment Security Dept EEGroup |0 | Permanent
() Collective search | g ooo (00FT | Agencywide EESubgroup [01] Manthiyit) OT Exe.  Status  Active
(Hl Search Term
fHl Free search .
Basic Personal Data . Payroll . Benefits @il Addtl. Personal Data - Fl| OE
| 0]
[ — Infotype text |S | |_| Period
Ermployee Rermuneration Info [« | ®Period
_Availability [+] From (0970172011 | To
Time Transfer Specifications O Today O Curr.week
| |Time Events QA O Current manth
Leave Entitlement Compensation O From curr.date O Last week
| [Workers' Comp. NA O Ta Current Date O Last marnth
Ahsence Pools v QO Current Period QO Current Year
[+] | Choose |
[
Direct selection
Infotype STy
8. Click IEI (Create) to return unused Shared Leave to the donor.
9. select | 0001 Donation/Return | from the pop up window
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

=
Infotype Edit Goto Euxtras System  Help

G ndHeE® S HE Bnan BE @@

Create Absence Donation Administration US(0613)

E)=]LL]

| [['* | Personnel Mo (40000200 MName KORZE JOZICA

Find by | EE group g Permanent Personnel ar 5400 Employment Security Dept
F WEFSDH EE subgroup |01 | Monthly(M) OT Ex. SSN |500- 10 - Sk by A Ctive
Collective search Recipient
start 0a/s01/2011
(H} Search Term Information

(Hl Free search

Absence Donation Administration S

Ahs.ouota type ~
[ I [v] -
..... MumbernUnit E
@ Home Poaol
Haome Paal 1D on Poal [

QO Fareign Poal
Foreign Poal ID
O Employes
Personnel no.
I Target Abs. guota ]

i

QO External Recipient
Ext. Person
Apsence Quota Type

10. Complete the following fields:

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

Field Name R/O/C | Description

Abs. quota type R It is a specific absence quota that is being returned by the
Recipient.
Example: Shared Leave

Number/Unit R Enter the number of hours that are being returned to the Donor
Example: 3

Personnel no. R The employee’s unique identifying number.
@Enter the Donors personnel number
Example: 40000132

Amount Related R Check this box.

HR
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

& If the amount related box is not checked, the base rate
(salary/hourly amount) will not be considered into the hours
calculation of Shared Leave. The system will donate the actual
hours entered rather than calculate the base rate of each

employee.
Employee R Check this radio button
Target Abs. R This is the Absence Quota (Leave Type) that an employee
quota donates to (Shared Leave Quota) or receives back (the quota
type that was donated).

& Select the leave type that was originally donated by the
donor.

Example: Shared Lv. Donation

=y
Infotype  Edit Goto Euxtras  Systern Help

K DB eee BHE D000 PR QF
Create Absence Donation Administration US(0613)

EljE=

I ||| | I |||: * | Personnel No | 40000200 MName KORZE JOZICA
Find by | EE group 0] Permanent Personnel ar (5400 Employment Security Dept
= @ Person EE subgroup |01 Monthly(M) OT Ex.. S5N |500-10-1151 Status Active
% gg!'ﬁgﬁ“’f;fﬂam“ Start 08/01/3011

fHl Free search

Absence Donation Administration U3
Abs.quota type 41 Shared Leave [ §.25000 ..E
----- MNurmberUnit 3.00 Hours

]

OHome Paol

Hame Fool 1D &
O Foreigh Pool

Foreign Pool ID &
@ Employee [¥] Amount Related

Personnel no. 40000132 COINS CLAIRE

Target Abs. guota 45 PH - Shared Lv. Donation
O External Recipient

Ext. Person

Absence Quota Type

]

Click @ (Enter) to validate the information.
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

12. M}
Click .a (Save) to save.

& To return the leave back to the donor run the Time Evaluation (ZT60).

Enter /NZT60 into command field and Click q (Enter).

=
Program Edit Goto System  Help

& o dH a2 EE S DO EE G D
HR TIME: Time Evaluation

Donors Personnel

Number

| Further selections || =3 Search

Selection
| Fersonnel Mumber

Fersonnel area
Fersonnel subarea
Payroll area

FParameters for time evaluation
Forced recalculation as of

Evaluation up ta [9/30/72011

Program options
[ Display log
[ Test run (no update)
[] Stop at functionfoperation BREAK.

[] Stop at fixed positions in time evaluation

13. 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 donors personnel number

Example: 40000132

HR
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

14. Click (Execute) to run the Time Evaluation.
=
| Log Edit Goto “iew Settings System  Help

| & 100 @0 DHR anon BE @M
Display Log Tree

IEI|@ Row ||@ Subtree |

' Log: Time Ewaluation

— & General data

successful personnel numbers
Fersonnel numbers with erraors
Fersonnel numbers ended early
FPersonnel Numbers Rejected
Messages

— & Statistics

selected personnel numbers
I
including with errors
Processing not completed for
Rejected
Total number of messages and error messages

oo 0 3O —

@ To verify the leave returned to the original Donor, access their Absence Quotas (2006)

15. Enter /NPA20 into the command field:

HR
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

=
| HE master data Edit Goto Extras  Utilities Settings  Systern Help
| & HAEQCee DHE o0 BRI @E
Display HR Master Data
| I || | | ||[ * | Personnel no. MonEnt 32
Find by | Marne COINS CLAIRE
4 WEFSDH PersArea |5400) Employment Security Dept EEGroup|@| Permanent
Caollective search ' : )
PSubarea |[DOFT | Agencywide EESubgroup |O5 | H-OT Elig=40hrsiwk  Status  Active
{Hl =earch Term GENCyW group g
{Hl Free search
Basic Personal Data i Payrall { EEE0EST Time Recording Addtl. Personal Data ||| [v]E]
[ D]
— Infotype text |E | |—| Period
Planned Working Time  [*l| | ®Periad
_ADSEHCES [+ From |05/06/2008| To
| [Absence Quotas C Today O Curr.week
_Attendances Al O Current month
| |Attendance Quotas O From curr.date O Last week
_Quuta Corrections (O Tao Current Date (2 Last manth
| |Substitutions O Current Period O Current Year
Time CGuota Compensation ¥4 = | Chaose I
Owertime =]
Direct selection
Infotype Ahsence Quotas STy |31 Annual LeaveMacation

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 donor’s personnel number

Example: 40000132

Time Recording

15. Click the | tab to select.

16. Select the blue box to the left of _I’E‘DSE”':E (uotas to select.
17. Enter date of return.

18. Enter quota type SUY e P~ ENEREY (E7, DERE (Select the quota type that was

originally donated by the donor) to narrow the search results.

£
19. Click 22 (overview) to display all records.
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

=

Infotype  Edit Goto Extras  System  Help
(V] DA H @@ SHE ahoan BEE @M

List Absence Quotas (2006)

18|72 1 =Y

[=2 1 EE]E][ [ rersonneino.  [400a0132 Name COINS CLAIRE
Find by || Persarea |5480| Employment Security Dept EEGroup 0| Permanent
= @@ Person PSubarea [BOFT| Agencywide EESubgroup [05| H-OT Elig=40hrsiwk  Status  Active
%gg!'ﬁ‘fﬁf?ﬂamh @ chooss [p1/61/1806[3)To  [12/31/9998 STy, [45
) Free search Absence Quotas
‘ Start Date |End Date |A |Quota text IStan ded End ded. Mumber Deduction
| e LDQISDIQDH 09/30/2011 | 45PH - Shared Lv. Donation 09/30/2011 12/31/9999 3.13000 0. 0e000

%
20. Click = (back) button to return to the Maintain HR Master Data Screen.

22. Enter the date of the return in the From field.

=g
HR master data  Edit Goto Extras  Utilities Settings  Systern Help

(] fdH @@ DEE Do HEHE @
Maintain HR Master Data

D2k @]
[= I[ETETE] | personnel no. 40000132

Find by || Mame  [COINS CLAIRE

= @ Person PersArea 5400 Employment Security Dept EEGroup | 0| PeErmanent
[ Collective search

i Search Term PSubarea DOFT  Agencywide EESubgroup |05 H-OT Elig=40hrsfwk.  Status  Active
{Hl Free search )
Basic Personal Data |, Payrall . Benefits @G ERRERGTTTE Addtl. Persanal Data . 1)y DE
""" _an Infotype text IsI r‘ Period
Planned Warking Time o [2l| | @Perind
:Absences From |09/30/2011|To 1273119938
| |Absence Quatas O Taday O Curr.week
_AﬁendaﬂCBS O all O Current month
_Aﬁendame Quotas OFrom curr. date O Last week
| |Quata Carrections O Ta Corrent Date O Last manth
_SUbStitUtiDns O Current Period O Current Year
[Tirme Quata Corpensation: 174 = |E Choose |
Overtime
Direct selection
Infotype STy

23. Click IEI (Create) to create.
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

24. Select 1000 w. FTEE COMPENSANON  from the Subtypes for infotyp “Time Quota
Compensatin” screen.

25. Select quota type 45 in the Time Qouta Type field.

26. Enter the hours returned in the No. to compensate field, and check the do not account box.

=
Infotype Edit Goto Extras  System  Help

& 3 dH @@ CHRE ODOaND BRI @0
Create Time Quota Compensation (0416)

| @ Compensate ||®' Cormpensate all |
I || I I ||[ * | Personnel No 40000132 Name COINS CLAIRE

Find by | Persarea |5400| Employment Security Dept EEGroup |0 Permanent
= G Persan PSubarea QOFT | AQEncywide EESubgroup |05 H-OT Elig=40hrsiwk  Status  Active
{Hl Collective search Start 09/30/2011

H} search Term
H Free search
Comp. method 1000 | Free compensation

[ R

Compensation specifications

® Automatic compensation
) Manual compensation

| Time quota type 4
Compensation rule

0. to compensate 3.13
{¥] Do not account

Absence guotas
ATy |Qu0ta text |Enm|. |Umt |Comp. |Rem. |
305ick Leave 667272 Hours 0. 00oog 2825820

27. Click Q (Enter) to validate entries.

28. Click =2 (Save) to save.

0 If the original donation of the Personal Holiday and the return of the unused hours are in
different years you have completed the process of returning unused Personal Holiday hours.

: Please use the Maintain Text Function to create a note indicating the reason of reducing
the quota type 45 is because the Personal Holiday was donated and returned in different years
so that the returned hours are removed.
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

@ If the donation and the return occur in the same year continue:

@ As Quota type 42-Personal Holiday Shift is stored as day units, and not hours, you will
need to manually divide the hours returned by scheduled work hours on the day of the return.
For example:

Our donor received 3.13 hours back from their original donation of their personal holiday. On
the day of the return our employee is scheduled to work 10 hours. To determine the actual
hours to return to our employee 3.13/10 = .313

Create a Quota Correction (2013) to give 0.313 of quota type 42- Personal Holiday Shift back to
the donor.

@ A Quota Correction is needed to give the donor the remaining hours left of their personal
holiday.

Ciuota Corrections
29. On the Maintain HR Master Data screen, click the box to the left of "—I

=
HR master data Edit Goto Extras  UHilities Settings  System  Help

& A EHCEe (CEEIBDa0(EE @
Maintain HR Master Data

)] | 5

[ = ST | personneino.  [4oooo132
Find by | Mame COINS CLAIRE
= @@ Person PersArea 5400 Employment Security Dept EEGroup © Permanent
() Colective search | o ron [0aFT | Agencywide EESubgroup |05 H-OT Elig=40hrsiwk  Status  Active
[Hl search Term
fHl Free search _
Basic Personal Data . Payroll - Benefits @SIIGENE Addtl. Personal Data . Fl}, nE
I — g Infotype text |s| r‘ Period
Planned working Time o [*]| | ®Period
:Ahsences [ From |09/30/2011|To 1243179989
| |Absence Quotas O Today 2 Currweek
_Attendances QAll O Current month
| |Aftendance Quotas O Fram curr. date O Last week
| |Quota Corrections OTa Current Date O Last month
| |Substitutions O Current Period O Current Year
| |Time Quota Compensation 14 = |E Choose |
Owertime =]
Direct selection
Infotype Quata Carrections STy

30. Click IEI (Create)
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

31. From the Subtypes for infotype “Quota Corrections” select quota type 42- Personal Holiday-
Shift

(= Subtypes for infotype "Quota Corrections” (10 17

R L FE ey =) I =T

ESG/PSG... [AQTyp|Quota text

20 30 Sick Leave

an 31 “acation Leave

a0 34 Jus. Excess Leave

a0 35 Compensatory Time

an a7 Exchange Time

a0 38 Military Leave

a0 39 Holiday Credits

a0 40 Excess Wacation Acrual
an 41 Shared Leave

ag 44 Fersonal Haliday - Shift
a0 43 Settl Leawe WsP

a0 44 Recognition Ly (PMC)

an 45 FH - Shared Lv. Donation
a0 46 Sick Leave Poal

a0 47 Uniformed Sery Ly Pool
an 48 Fersonal Leave Day

a0 49 Temp Salary Reduction L.

U T i O G

32. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Quota Number | R The hours of the quota accrual

Example: .313

Increase R Select this radio button

generated

entitlement

Transfer R Specify how you want the quota correction to be processed.
Select:

¢ Do not change transfer time
The quota correction is not processed until the time at
which time evaluation normally transfers the calculated
entitlement to the Absence Quotas infotype (2006). In
this case, the quota correction does not appear
immediately in infotype 2006, so you cannot deduct an
absence or quota compensation from the value of the

HR

WSD Personnel



Title: Shared Leave Returning Personal Holiday to Donor (PA30)

quota correction.

¢ Transfer collected entitlement immediately
The quota correction is processed in the next time
evaluation run. If you run time evaluation directly for
the employee, the value of the quota correction and any
entitlement already accrued by time evaluation are
available for deduction in the Absence Quotas infotype
(2006) directly afterwards.

e Only transfer quota correction immediately
The quota correction is processed in the next time
evaluation run. If you run time evaluation directly for
the employee, the value of the quota correction is
available for deduction in the Absence Quotas infotype
(2006) directly afterwards.

Example: Transfer collected entitlement immediately

=
‘ Infotype Edit Goto Extras  System  Help

@ 100 eae CHE D000 AR
Create Quota Corrections (2013)

|:||:| DE Personal wark schedule | | Activity allocation || Cost assignment || External serices | |:|

I || I I Ill: * | Personnel No 40000132 Mame COINS C..|Status Active
Find by || EE group 0| Permanent Personnel ar 5400 Employment Security Dept
~ @ Person W3 rule FULL -85 M-F.. 55N 501 -50-5082
{El caollective search Start 9,30/ 2011

H} search Term
{Hl Free search
Apsence quota type thersunal Haliday - Shift

[ ]

Change accrual entitlement
Quota number 0.31300 |Days

@ Increase generated entitlement
O Reduce generated entitlement

O Replace generated entitlement

Change transfer time
Transfer ¥ Transfer collected entitierment immediat.. B

33. Click & (Enter) to validate the information.

34. Click =21 (Save) to save.
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

35. & To establish the quota balance for the employee, run the Time Evaluation (ZT60).
Enter /NZT60 in the command field.

36. 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
Example: 40000132
=
Program  Edit Goto System Help
& D A0 @@ BN anOaa BE @m

HR TIME: Time Evaluation

Further selections || 5 Search helps || 5 Sort order |
Selaction
Personnel Mumber haaEnq 32

Personnel area
FPersonnel subarea

Payroll area

Parameters for time evaluation
Forced recalculation as of

Evaluation up to n8/3a/z2011

Frogram options
[ Display log
[ Test run (no update)
[]5top at functionfoperation BREAK

[]5top at fixed positions in time evaluation

HR
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

37. Click (Execute) to run the Time Evaluation.
=
| Log Edit Goto “iew Settings Systerm  Help

| & 2 0H a6 CHE nnan AR QB
Display Log Tree

%] =] = 3 Row | 3 subree 5] ][] [0

' Log: Time Ewaluation

—[E General data

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

— = Statistics

Selected personnel numbers

successfyl runs for

including with errors

Processing not completed for

Rejected

Total number of messages and error messages

O o0 @ o= =

@ To verify the quota balance, access the employees’ Absence Quotas (2006) infotype
38. Enter /NPA20 into the command field:
@Hg master data Edit Goto Extras Utilities Settings  System  Help
(V] ol d @@ B EE SDhoao EE @
Display HR Master Data
Lol T Ty | Persannel na. [4B0aB132

Find by | Narme COINS CLAIRE
= 4§ Persan Fersarea |5400 Employment Security Dept EEGroup |0 | Permanent
] Collective search | oo oo [0EFT| Agencywice EESungroup |85 | H-OT Elig40hrsimk  Status  Active
{H} Search Term
] Free search )
Basic Personal Data . Payroll | Benefits g@NIERE L] Addtl. Personal Data . Fl|)
S— iy Infotype text Is | |—| Period
Planned YWorking Time o [2]| | @Perind
| |apsences =] From To
| |Absence Quotas O Today O Curr.week
_AﬁEﬂdanCES O Al O Current month
| |[Attendance Quotas QO From curr.date O Last week
_QUDta Carrections O Ta Current Date O Last month
_SUbStitUt‘U”S O Current Period O Current Year
| |Time Quota Campensation 14 =] ‘E Choose |
Cwertime =
Direct selection
Infotype Ahsence Quatas STy |42 | Personal Holiday - Shift

Time Recording

39. Click the | tab to select.

40. Select the blue box to the left of _I“E‘DSE”':E (Juotas to select.
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Title: Shared Leave Returning Personal Holiday to Donor (PA30)

41. Select the | @Al to view all records created.
4y STy 42 Personal Holiday - Shift

£
43. Click 22| (overview) to display all records.

=
‘ Infotype Edit Goto Extras  System  Help
@ 100 e@e SHE 8noD BE @B
Overview Absence Quotas (2006)
[= W T | Personrel no. [4a0a@132 Mame COINS CLAIRE
Find by || PersArea |5480 | Employment Security Dept EEGroup |@ | Permanent
4 WEFSDH PSubarea |DOFT | Agencywide EESubgroup (05| H-OT Elig=40hrsfwk  Status  Active
Collective search
B search Tem @ Choose [08/01/2011[8)Ta  [18/31/2011 STy, 42
{Hi Free search Absence Quotas
| Start Date |End Date IA. . |Quota text |Star1 ded End ded. Mumber Dieduction |
’ i LDSISDIQM 1 |09/30/2011 42Personal Holiday - Shift 09/30/2011 12f31/2011 0.31300 0. 0oooe
: You have completed the process of returning unused Personal Holiday hours back
to the original donor, when both return and donation are made within the same year.
Results

You have successfully returned the unused hours back to the donor, and removed the unused hours
from the donors quota balance as the donation and return occur in different years.
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