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Summary – 
[bookmark: _Toc264544656]Overview of the ESS Leave Tool Functionality  
This document will provide the ESS Leave Tool functionality that is implemented in ESS (Employee Self Service) to support the electronic submission, approval and posting of leave requests in the State of Washington HRMS (Human Resource Management System) Employee Self Service Portal.
[bookmark: OLE_LINK5][bookmark: OLE_LINK6]      
The major functionalities defined are:

· User Navigation in HRMS Portal for Leave Tool functionality
· Submission of  leave requests in ESS
· Approval of leave requests in ESS
· Email notification
· Posting of leave requests to Infotype 2001(Absences) in HRMS
· Error resolution for posting errors by the Leave Request Administrator
· Batch scheduling
· Position’s A002 Reports to Relationship Overrides the Chief Position 
· Double Filling an Chief Position
· Holder of Chief Position Transfers/Separates out of position
· Vacant Chief Positions
· Suggestions on handling future dated requests while Employee withdrawn or transfer to another agency 
· Professional User Lockout and Payroll Processing System Impact
· ESS leave tool security role definition and how to request ESS/MSS security roles during system implementation and maintenance
























High Level Process Flow
The high level flow of the process has been graphically explained below.  





User Navigation in HRMS Portal for Leave Request Functionality

Employee Navigation
When the employee logs into ESS in the HRMS Portal, they will see a new area named Leave Requests on the ESS Applications home page.  This link will display the Leave Requests area page when it is clicked on.  The Leave Requests area page has links for navigating through the leave request process.  When the employee selects the “Submit a Leave Request” link the Leave Request entry screen will display. The employee can also reach the Leave Request entry screen by clicking the quick link “Submit a Leave Request” on the ESS Applications page.

There are additional help files on the ESS Help Area to assist the user with the Leave Request processes.  The quick links for them are:

	[image: ]



 Screen 1. ESS Applications home page – Employee Navigation
[image: ]

 Screen 2.  Leave Request area page – Employee Navigation
[image: ]



         Screen 3. Leave Request entry screen
[image: ]

The leave request entry screen has three different views: Show/Hide Calendar, Show/Hide Time Accounts, Show/Hide Overview of Leave. The employee can submit leave using any one of the three views.



· Show/Hide Calendar: The default screen is “Show Calendar”, Screen 4. The Calendar view will identify leave that has been sent, approved or deleted.  


 Screen 4. Leave Request Entry screen – Show Calendar
[image: ]




· Show/Hide Time Accounts: The “Time Accounts” provide the real time leave balances, Screen 5. The system will automatically update the leave balance when the user submits a new leave request and refreshes the screen.


        Screen 5. Leave Request Entry screen – Show Time Accounts
       [image: ]




· Show/Hide Overview of Leave: The “Overview of Leave” provides the all the leave records stored in the database with the specific leave type, dates and status, Screen 6.  The default date for display is the first day of the current month.  Employees can view leave records from prior months by changing the date in the “Leave Since” date field and clicking[image: ].


    Screen 6. Leave Request Entry screen – Show Overview of Leave
         [image: ]


Supervisor Navigation
When the supervisor logs into ESS in the HRMS Portal, they will see a new area named Leave Requests on the ESS Applications home page.  This link will display the Leave Requests area page when it is clicked on.  The Leave Requests area page has three links on it. The first link, “Submit a Leave Request” provides the same functionality as the link in the Employee Navigation. The second link, “Approve/Reject Leave Requests” is for the supervisor to approve or reject leave requests from the employees who directly report to the supervisor. The third link, “Submit/Approve on Behalf of my Employee” is for the delegation tasks with which the supervisor can submit, approve or reject the request on behalf of their employee.



 Screen 7. ESS Applications home page  - Supervisor Navigation
[image: ]


 Screen 8. Leave Requests area page  - Supervisor Navigation
[image: ]















Supervisor Tasks – Approve/Reject Leave Requests
· When this link is selected, the Leave Request Approval screen is displayed, Screen 9. The Leave Request Approval screen has two different views: Show/Hide Team Calendar, Show/Hide Work list. The approver can click either of the links to approve or reject leave requests. 

 Screen 9. Approve/Reject Leave Requests - Worklist
[image: ]

Screen 10. Approve/Reject Leave Requests – Show Team Calendar
[image: ]



 Supervisor Tasks – Submit/Approve on Behalf of my Employee
On Screen 8, in Section 2.2 Supervisor Navigation, the 2nd link in the approver sub area is “Submit/Approve on Behalf of my employee”.  When this link is selected the approver will be taken to Screen 11, Supervisor Tasks – Submit/Approve on Behalf of my Employee that contains a list of employees that the approver has a span of control over.  When they click on one of these employees in the list they have the option to click one of two delegation tasks located at the bottom of the screen.  

·  “Enter Leave Request for Employee” link.  When this link is selected the approver will be presented with the Leave Request entry screen and is allowed to submit a leave request on their employee’s behalf. See Section 3 Submission of Leave Requests in ESS for how to use the Leave Request entry screen.
  NOTE:  Employee will not receive an email notification that leave has been entered on their behalf.  They will receive notification after leave is posted.


· “Leave Request Approval on Behalf of Your Employee” link.  When this link is selected the approver will be presented with the Leave Request Approval screen and is allowed to approve or reject requests on behalf of their employees. See Section 4 Approval of Leave Requests in ESS for how to use Leave Request Approval screen.


 Screen 11. Supervisor Tasks – Submit/Approve on Behalf of my Employee 
[image: ]

On Screen 12, Employee Search, there are two ways to search employees – Direct Reports and Employees from Organizational Structure. The Direct Reports selection lists the employees who directly report to the supervisor.

       Screen 12. Supervisor tasks – Submit/Approve on Behalf of my Employee – Employee Search – Direct Reports 
[image: ]


Screen 13 shows the search result of the Employees from the Organizational Structure selection. This search is based on the organizational hierarchy and lists the employees that the approver has a span of control over.

Screen 13. Supervisor tasks – Submit/Approve on Behalf of my Employee – Employee Search – Employees from    Organizational Structure
[image: ]


Helpful Hints:
1. On Screen 14, the user can click the [image: ] button to customize the data columns.
The user can also click the [image: ] button to filter through each column.


   Screen 14. Supervisor tasks – Submit/Approve on Behalf of my Employee – Employee Search – Personalize button
[image: ]






2. All navigation screens have History, Back, and Forward links at the upper right corner of the screen – Screen 15. The user can click these links to navigate to different screens. An icon that allows the user to Refresh or Print is also available – Screen 15a.


 Screen 15. ESS navigation – History, Back, or Forward  links	Screen 15a.  ESS navigation – Refresh and Print icon
[image: ]	[image: ]


[bookmark: _Toc264544661]Submission of Leave Requests in ESS
To initiate the leave request process, the employee will need to log into ESS.  After the employee navigates to the Leave Request area in ESS they will click on the link, “Submit a Leave Request” and the system will present Screen 3, Leave Request entry screen. Each of the subsections below describes the individual fields on the entry screen.

        Screen 16. Leave Request entry screen input fields
       [image: ] 




1. Type of Leave: The absence types are generic for statewide use and are in alphabetical order in the dropdown list.  Please note the system defaults to the first absence type in the list.

The employee can only select absence types from the list to submit leave in ESS.  Absence types that are not listed in the dropdown list can be entered through CATS or PA71 (Fast entry of time data) and are reflected as “display-only” status in all ESS/MSS screens. The ESS/MSS screens (Employee’s calendar view, Employee’s overview of leave, Approver’s team calendar view) display the absence types that are submitted through ESS or CATS/PA71. 

                  Screen 17. Leave Request entry screen Type of Leave drop down list
[image: ]

Based on the business requirement for Personal Holiday absence, the system is configured to provide a message when the leave type of Personal Holiday is selected.
“Personal Holiday hours should equal scheduled working hours unless authorized by supervisor.”  

            Screen 18. Personal Holiday message
[image: ]

· Date: The From and To date can be the same date for a single day request or different dates for a range of days request.

· Effective July 24, 2012, leave may submitted, changed, or deleted up to 6 months after it was taken (past).  This excludes Leave Without Pay (LWOP), which can be only submitted, changed or deleted up to 30 days after it was taken (past).  Otherwise the error message “change to far in payroll past, contact Leave Admin” will display.
The requestor may only enter requests for leave up to 12 months in the future. Otherwise, the error message "Leave cannot be requested more than 12 months in advance" will display. 

· [bookmark: _GoBack]Duration: The employee manually enters the duration as the total hours taken.  The system allows for partial hours in the duration field and partial hours can only be entered in tenths of an hour.
· Start Time/End Time: The Start Time and End Time are required fields and are informational only for the supervisor. The system will not auto populate these fields based off the Duration field. 

Notes:  The system provides an error when hours submitted are in excess of scheduled hours or no hours are entered in the duration field.  For employees with 24/7 schedule, they need to submit a leave request each day even if the leave is for range of days.


· Approver: The approver is predefined as the employee’s direct supervisor based on the employee’s organizational structure. This field may not be manually changed by the requestor. 
· Note for approver: The note is free text which contains information to the approver. This field is optional.


Submit Leave Request
The system provides the Roadmap [image: ] through the leave request process. 
After each field has been filled on the entry screen, click the   [image: ]button, then the system takes you from Step 1 – Display and Edit to the step 2 – Review and Send. Step 2 is to let the user confirm the input, if the user needs to correct any inputs, they can click the [image: ] button to return to Step 1. When everything is confirmed in step 2, the user will need to click the [image: ]button to go to Step 3 – Completed. In Step 3, the user can click the link [image: ]to send another request.



Screen 19. Submit Leave Request - Display and Edit
[image: ]

 Screen 20. Submit Leave Request - Review and Send
[image: ]



 Screen 21. Submit Leave Request - Completed.
[image: ]

Helpful Hints:

1. The legend for the Calendar helps the user to easily find out the leave request status.
 NOTE:  Rejected status not shown on calendar.

[image: ] The leave request has been approved.

[image: ] Multiple requests have been submitted on a certain day.

  The leave request has been sent and waiting for approval.

[image: ] The approved request has been deleted by the user.


 Screen 22. Submit Leave Request – Calendar Legend 
[image: ]



2. The employee can click the “Show Time Accounts” link to view the leave balance before submitting leave requests. The time accounts are also provided during the approval process so the supervisor can utilize the leave balance information for approval or rejection. The “Entitlement” and “Remainder” columns will be displayed for each type of leave. The “Entitlement” reflects the leave balance earned up until the last payroll process minus the leave posted to IT2001 or Quota Corrections created up to “today”. The “remainder” is the entitlement minus the unposted requests and future dated requests that posted to IT2001. 

Note: The Remainder = Entitlement (HRMS balance as of today) – unposted requests – posted future requests in IT2001 database.

   Note:  Entitlement/Remainder text labels are:
· The ‘Entitlement’ displays leave earned and approved leave taken as of today.
· The ‘Remainder’ includes all submitted leave requests that have not been deleted or rejected.

  Screen 23. Submit Leave Request – Show Time Accounts 
[image: ]

3. While the requestor submits leave requests, only one session in the portal at a time should be used. Submission through multiple sessions of portal at the same time could cause inconsistent results.















Change/Delete Leave Request
The requestor can change or delete a submitted leave request by clicking the link[image: ]  on the leave request entry screen. By selecting the box to the left of the leave request, the detail of the request will appear for user verification. The user can then click the[image: ] or the [image: ]button to follow the roadmap and complete the process.

screen 24. Change/Delete Leave Request – Show Overview of Leave
[image: ]






















Helpful hints:

1. Only the absence types that track by quota (leave balances) will show the hours used under the used column of the requestor’s Overview of Leave screen and the approver’s work list screen.  For example, the absence type 9021 – inclement weather shows blank under the used column in, Screen 25. .


screen 25. Change/Delete Leave Request – Show Overview of Leave – Absence type 9021
[image: ]


2. Things to know about changing or deleting a leave request::
· After the approver approves or rejects the submitted leave requests, the requestor will be notified in email if the request is rejected. The requestor will also be notified by email after the request is approved and posted.
· The leave requests that have been approved but not posted can’t be deleted by the requestor. The error is generated as "Leave request currently being processed. Please try again later.”  The requestor must wait for the original request to post to HRMS before requesting the deletion.
· The leave requests that have been approved but not posted can be changed by the requestor and the updated request will go through another approval process. Email notification will be sent to the approver for the updated request.
· The change or deletion of the posted leave request will go through another approval process. Email notification will be sent to the approver for the updated request.

Table 1. Change/Delete requests
	
	After request being submitted
	After request being approved
	After request being posted

	Can the request be deleted?
	Yes
	No
	Yes

	Can the request be changed?
	Yes
	Yes
	Yes



3. All absences will be displayed in the overview of leave including the absences that were created in CATS or PA71 (Quick entry of time data).  Employees are not able to change or delete leave requests created in CATS or PA71 and the error message "Leave processed outside of ESS. Contact your Leave Admin."  is displayed if this is attempted.


Approval of the Leave Requests in ESS
To approve the leave request, the employee’s supervisor will log into ESS through the HRMS Portal.  The approver will click on the Leave Request link on the ESS Applications home page.  This link will take them to the Leave Request page.  The page will contain a sub area for supervisor tasks.  The approver will click on the “Approve / Reject Leave Requests” link for approval of Leave Requests.  A worklist of leave requests that are assigned to them as the approver and that still require their approval will display. Once a request is processed (approved or rejected) it is removed from the worklist. The approver selects a record from the Worklist view or Team Calendar view to approve or reject a leave request 

 Screen 26. Approval of Leave Requests – Show Worklist
[image: ]



Screen 27. Approval of Leave Request – Show Team Calendar
[image: ]

Helpful Hints:

1. As showing in Screen 26, the leave requests are listed in the order of the “Date of Request” on the approver’s Worklist screen

2. The Team Calendar view, Screen 27, defaults to Direct Reports and the current month.  The approver can also display employees by selecting All Employees in the Display Data for field and clicking the [image: ]button.  The date defaults to the current month.  The approver can display other months by selecting a month from the drop down list and clicking the [image: ]button.

 Screen 28. Approval of leave request – Approve or Reject
[image: ]

Helpful Hint:

1. As showing in Screen 28, the Remainder of the leave balances already takes the submitted requests into account on the approver’s Worklist screen.



Email Notification

The standard program ZRPTARQEMAIL (Screen 29) is used for sending email for the leave request process. 

The program ZRPTARQEMAIL retrieves the email address for the recipient by reading the Infotype 0105 subtype 0010 record for the employee that the email is being sent to.  

The Requestor receives email when one or more of their requests has been approved or rejected. The Approver receives an email when requests submitted by their employees are in the worklist waiting for approval. 

Helpful Hints:

1. After the approver approves or rejects the submitted leave requests, the requestor will be notified in email if the request is rejected. The requestor will be notified with an email after the request is approved and posted to Infotype2001 (Absences).

2. Requestors and Approvers must have their correct work e-mail address updated in Infotype 0105 for the e-mail notification to be successful.

The program RPTARQEMAIL derives the email address for the recipient agency Leave Request Administrator (LRA) from the custom table ZHR_LRP_ADMEMAIL. This email address is provided to the DES Service Center by the agency.   It can be a single email address or an exchange distribution list. The Leave Request Administrator whose email address is stored in the above table will be notified of posting errors.

The RPTARQEMAIL program is executed hourly through the batch process everyday (Refer to the Section 8 Batch Scheduling for detail). The program will only send one email notification to the approver even if there are multiple requests to approve within the processing hour.  

      


  Screen 29.ZRPTARQEMAIL program
[image: ]

The content of the email notification includes a general statement, the hyperlink to the portal, and the detail of the absence (Absence type, Absence date, notes, etc.).  See a sample email notification to the approver in Screen 30. 

        Screen 30. Sample Email Notification to the approver
[image: ]


The ZRPTARQPOST program runs and identifies errors. An email will then be sent to the LRA informing them that there are errors and for them to run the ZRPTARQERR program to identify the errors for further action. The updated subject line is:  “ESS Leave Request(s) contain errors”



Screen 31. Sample Email Notification to the Leave Request Administrator for posting error





Posting of Leave Requests to Infotype 2001(Absences) in HRMS

The standard program RPTARQPOST (Screen 32) is used for posting approved leave requests to Infotype 2001 (Absences). The customized transaction code for the RPTARQPOST program is ZRPTARQPOST. This program is executed every 15 minutes through the batch process every day, except for Payroll Processing days (Refer to the Section 8 Batch Scheduling for detail). The RPTARQEMAIL program runs daily every hour through the batch process.


 Screen 32. ZRPTARQPOST program
[image: ]


           Screen 33. ZRPTARQPOST program Output
    [image: ]


Error Resolution for Posting Errors by the Leave Request Administrator

The ESS Leave Request Administrator will be notified by email of issues with the leave request posting process.  The ESS Leave Request Administrator will be required to log into HRMS to resolve the issues with the posting process.  

The ESS Leave Request administrator role includes the authorization to run transaction ZRPTARQERR, ZRPTARQLIST and ZRPTARQDBVIEW in HRMS. 

7.1	ZRPTARQERR – Leave Requests:  Process Posting Errors

The Leave Request Administrator will run this report when notified by email that there were errors identified when the Posting program ran. Screen 35 shows the output of the Error program. The output lists the leave requests erred during posting with the personnel number and dates. 

Screen 34. ZRPTARQERR report
[image: ]

Screen 35. ZRPTARQERR report output 
[image: ]


Helpful Hints:

1. Statewide variant SWV LR ERRORS has been created for the ZRPTARQERR program and will provide the layout as shown in Screen 34.

2. In the ZRPTARQERR and the ZRPTARQLIST program output, the two columns with header text “Customer Field” reflect the Start Time and End Time field value from portal. 
[image: ]

3. For the records erred during posting, the Leave Request Administrator will need to review the employees’ master data to do the necessary adjustment. If they are able to fix the issue, the record will be successfully picked up with the next posting. If they are unable to fix the issue, they can click the [image: ] button from the error program toolbar (Screen 35) to reject the request. The employee will be notified of the rejection of the leave request by email. 

4. The ZRPTARQERR program also provides [image: ] button from the report tool bar (Screen 35). If this button is clicked for the record in “error” status, the status will be changed to “posted” in the portal database and the Leave Request Administrator will need to create the record in HRMS IT2001 manually. Note:  This button should only be used for extreme scenarios since it will cause inconsistency if all steps involved are not completed. 

0. ZRPTARQLIST – Leave Request: Check

The Leave Request Administrator can run this report to identify the status of leave that has been requested. Screen 37 shows the output of the List program. The output lists the leave requests detail (Absence type, Absence hours, Status, Operation, etc.) which could assist the leave request administrator with reporting or troubleshooting. 

Screen 36. ZRPTARQLIST report 
[image: ]

 Screen 37. ZRPTARQLIST report output 
[image: ]


Helpful Hints:

1. The ZRPTARQLIST report has been developed to check leave requests of a relatively small number of employees. You should run the report for a maximum of approximately 50 employees.  If you need to run it for more than 50 employee’s you may choose to execute it in the background.

2. Statewide variant SWV LR CHECK has been created for the ZRPTARQLIST program and will provide the layout as shown in Screen 36.

0. ZRPTARQDBVIEW – Display Leave Requests (Database of Requests)

The Leave Request Administrator can run this report to identify the status of leave that has been requested. Screen 39 shows the output of the List program. The output lists the leave requests processing detail together with the time stamp of each processing step which could assist the leave request administrator with reporting or troubleshooting. 




Screen 38. ZRPTARQDBVIEW report 
[image: ]





Screen 39. ZRPTARQDBVIEW report output 
[image: ]

























Screen 40. ZRPTARQDBVIEW report output – Leave Record Detail
[image: ]


1. Batch Scheduling


	Description:
	Email notification job for leave requests (ZRPTARQEMAIL)

	Frequency:
	Every hour on the hour 24/7

	Variant(s):
	ZDPESSLR_EMAIL

	Est. Record Count:
	Less than 100 emails per run on average

	Other Expectations:
	



	Description:
	Posting program to update Infotype 2001 with approved leave data (ZRPTARQPOST)

	Frequency:
	 All days except Payroll Processing Days:  Every 15 minutes 24/7
Day 1, 2 & 3:  Every 15 minutes from 12am to 6pm.
Day 3 Payroll Processing:  After ZCATA (step 4.10 & 7.10)
Day 4:  Should not run at all

	Variant(s):
	ZDPESSLR_POST

	Est. Record Count:
	Less than 100 postings per run on average

	Other Expectations:
	1 - Should have a dependency on CATS transfer program.  Should only run after the hourly CATS transfer is finished.




Position’s A002 Reports to Relationship Overrides the Chief Position
Using the A002 “Reports to” relationship to override the Org Unit chief relationship does not allow full ESS functionality.

· “Reports to” supervisor can see and approve the employee’s request using the Worklist.

· “Reports to” supervisor cannot see employee on the Team Calendar.

· “Reports to” supervisor cannot submit leave on behalf of employee because employee’s position is not in the same Organizational Unit as the “Reports to” supervisor’s position.

· Employee’s request displays on the Team Calendar the Chief of Org Unit that their position is assigned to. This is an issue because this person is not their supervisor.

· The Chief of the Org Unit that the employee’s position is in can approve employee’s leave through the team calendar.

· The Chief of the Org Unit that the employee’s position is in can submit leave on behalf of employee.

· The employee’s request does not display on the worklist for the Chief of the employee’s org unit.

When this situation occurs we recommend assigning the employee’s position to the org unit that their supervisor is the chief of.

It is standard functionality for the A002 Reports to Relationship on a position to override the chief position.

Agencies that use this relationship will need to make sure the A002 Reports to Relationship is correct or the leave request will go to the incorrect approver.

Double Filling an Chief’s Position
When a chief’s position is double filled, HRMS will assign the chief to the employee with the lowest Personnel Number.

If the actual Approver is the Holder with the higher Personnel Number, they will have to use the Team Calendar to approve the request.

The request will not show on the supervisor’s worklist.

Screen 41. Overview of Organizational Structure that shows the Chief Position double-filled. The Chief is displayed as the Holder with the lower Personnel Number[image: ]

Holder of Chief Position Transfers/Separates out of position and there are pending Leave Request.

Leave Requests that are on the chief’s worklist will transfer with them if they are going to be hired in a new chief position if they are transferring to another agency that uses the ESS Leave.

If there is any pending ESS leave request when a holder of a chief position transfers or separates out of the position, the approver should to approve/reject the request prior to leaving.

If the request was not approved/rejected prior to approver leaving, the submitter can delete the request and then resubmit the request to go to the new chief.

The higher level chief can approve/reject the leave using their team calendar.


Vacant Chief positions

When a chief position becomes vacant, the Organizational Manager Processor will need to go to the chief’s position and end date the A012 Manages Org Unit relationship and the B002 Is line supervisor of a position relationship. The end date should be the same date as the supervisor’s last day.

Once these relationships are end-dated, ESS Leave Request for the employee’s that are in the Organizational Unit will go up to the Chief above the Organizational Unit.

When the position is filled, the agencies will need to create new A012 Manages Org Unit relationship and the B002 Is line supervisor of a position relationship relationships effective date as the new holder or change the end-date of the relationships to 12/31/9999.

If the relationships are not maintained, the higher level chief can approve/reject using their team calendar.





Screen 42. – This is what the Organizational Structure looked like prior to the chief (Jackson Whitlock) leaving the position ESS Test Position 3 Chief.
[image: ]




Screen 43. The end date of the position’s holder (Whitlock) was 02/29/2012. The end date of the A012 Manages Org Unit relationship was changed to 02/29/2012. The B002 is line supervisor relationship for each position was changed to 02/29/2012.
[image: ]

















Screen 44.This is a look at the Organizational Structure after the chief (Jackson Whitlocl) was transferred. There is no chief displayed for the Organizational Unit ESS Test Org 3. Leave request for employee’s that have a position in the Organizational Unit ESS Test Org 3 will go to Robert Stewart.
[image: ]



Screen 45. This displays that the Approver is Robert Steward who is the Chief of the Organizational Unit that is above Organizational Unit ESS Test Org 3.[image: ]

Suggestions on handling future dated requests

For a transferring employee or a work schedule change, a business process should be in place to identify future dated leave requests and notify employees to delete requests if requested through ESS. This can be included in the Payroll Checklist.

Professional User Lockout and Payroll Processing System Impact

1.  System Locked (Daily 8pm – 6am and all day Day 4)
1. Professional User:  No access (this is no different from what professional users experience today)
1. Non-Professional User:  No impact
1. Release for Payroll (8pm – 9:30pm Days 1, 2 & 3 and noon on Day 3)
1. Professional & Non-Professional User are able to access ESS and view their information.  
1. Professional & Non-Professional User receive hard error “Payroll Area 11 locked” when submitting or approving a leave request.  


1. ESS leave tool security role definition and how to request ESS/MSS security roles

ESS Leave Tool Role Definition:

SR3P_SOW_ESS_LEAVE_REQUESTOR (ESS leave requestor role): 
Description: The ESS LEAVE REQUESTOR role provides employees with the appropriate access to submit / change / delete their leave requests using the ESS Leave Request Tool. This access is only allowed for agencies that have been configured to use the ESS Leave Request Tool.

Assign at the agency organizational unit level to authorize the leave requestor functionality for the employees belonging to the organizational unit.

Activities: The ESSLEAVE REQUESTOR role will perform the following key activities in the ESS Leave Request Tool:
1. Submit Leave Request
1. Change a Leave Request
1. Delete a Leave Request
1. View status of leave requests submitted
1. View Leave Quota balances (show time accounts)

SR3P_MSS_LEAVE_APPROVER (MSS approver role): 
Description: The ESS LEAVE APPROVER role provides supervisory staff with access to manage their employees leave requests. This access is only allowed for agencies that have been configured to use the ESS Leave Request Tool.

Assign to the supervisor/chief’s position for each organizational unit to authorize the approver functionality 

Activities: The ESS LEAVE APPROVER role will perform the following key activities in the ESS Leave Request Tool:
1. Approve Leave requests submitted by their employees
1. Reject Leave requests submitted by their employees
1. View their team’s calendar
1. View their employees Leave Quota balances.
1. Submit Leave Requests on behalf of their employees


SR3P_DE_ESS_LR_ADMINISTRATOR (Decentralized Leave administrator role):
Description: The ESS LEAVE REQUEST ADMINISTRATOR role is provided to the professional users in each agency who are responsible for troubleshooting and resolving ESS Leave Request errors and issues. This access is only allowed for agencies that have been configured to use the ESS Leave Request Tool.

This is a supplemental role to SR3P_DE_T&A_PROC (Decentralized Time and Attendance Processor role).

Activities: The ESS LEAVE REQUEST ADMINISTRATOR role will perform the following key activities in the HRMS:
1. Run the following ESS Leave Request reports in HRMS for troubleshooting and resolving ESS Leave Request errors and issues. 
0. ZRPTARQERR (Leave Requests: Process Posting Errors)
0. ZRPTARQDBVIEW (Display Leave Requests (Database of Requests)) 
0. ZRPTARQLIST (Leave Requests: Check)



These roles are requested during the implementation process using Security Spreadsheet found at http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/EmployeeSelfService/AgencyLeaveReq/AgencyImplementationChecklist.doc

After an agency starts using the ESS Leave system they must continue to keep security roles updated as supervisor and time & attendance processor position responsibilities change.  These requests would be part of centralized security and should be sent to the DES Service Center by the Agency Security Requestor using the Professional User Access Request process and form. The procedures for this process can be found at http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/Security.aspx
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(1) Enter New 

Request 

(or update/delete 

existing request)

A) The system determines the approver or delegate for the 

approver

B) The request is stored in the database with a SENT status

C) The email notification program RPTARQEMAIL runs many 

times a day and notifies the approver of the new request

(2) Approve or 

Reject Request 

Sent for 

Approval

Rejected

(3) Post Request 

in Infotype 2001 

Approved

A) The approver accesses the SENT requests from their worklist

B) The approver selects the request to approve

C) The approver rejects or approves request and includes notes 

for the requestor

D) The request is updated in the database with a status 

REJECTED or APPROVED

E) The email notification program RPTARQEMAIL runs and 

notifies the requestor of the new status

A) The request posting program RPTARQPOST runs and 

updates Infotype 2001 with APPROVED requests

B) The request is updated in the database with a status 

POSTED or WITH ERRORS

C) The requests WITH ERRORS will be sent to the appropriate 

time administrator using the program RPTARQEMAIL

(4)Manual 

Process to Fix 

Posting Errors

Posting

Error A) The time administrator runs program RPTARQERR to display 

the requests with errors

B) The time administrator analyzes the situation in HRMS

C) If the time administrator is able to solve the problem, they run 

program RPTARQERR to set the status of the request to 

POSTED

D) If the time administrator is not able to solve the problem, they 

run program RPTARQERR and set the status of the request 

to REJECTED

E) The email notification program RPTARQEMAIL runs and 

notifies the requestor of the new status
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(1) Enter New Request 
(or update/delete existing request)


A) The system determines the approver or delegate for the 
     approver
B) The request is stored in the database with a SENT status
C) The email notification program RPTARQEMAIL runs many 
     times a day and notifies the approver of the new request


(2) Approve or Reject Request 


Sent for 
Approval


Rejected


(3) Post Request in Infotype 2001 


Approved


A) The approver accesses the SENT requests from their worklist
B) The approver selects the request to approve
C) The approver rejects or approves request and includes notes 
     for the requestor
D) The request is updated in the database with a status 
     REJECTED or APPROVED
E) The email notification program RPTARQEMAIL runs and 
     notifies the requestor of the new status


A) The request posting program RPTARQPOST runs and 
     updates Infotype 2001 with APPROVED requests
B) The request is updated in the database with a status 
     POSTED or WITH ERRORS
C) The requests WITH ERRORS will be sent to the appropriate 
     time administrator using the program RPTARQEMAIL


(4) Manual Process to Fix Posting Errors


Posting
Error


A) The time administrator runs program RPTARQERR to display 
     the requests with errors
B) The time administrator analyzes the situation in HRMS
C) If the time administrator is able to solve the problem, they run 
     program RPTARQERR to set the status of the request to 
     POSTED
D) If the time administrator is not able to solve the problem, they 
     run program RPTARQERR and set the status of the request 
     to REJECTED
E) The email notification program RPTARQEMAIL runs and 
     notifies the requestor of the new status



