Title: Shared Leave Returning Donation (PA30)

Shared Leave Returning Donation Transaction Code:
PA30
Purpose Use this procedure to return donated quota to an employee that was unused by the

Trigger

Prerequisites

End User Roles

Recipient

Perform this procedure when the Recipient of shared leave has excess leave to
return to the donors.

e Verify the type of donated quota (annual/sick) that should be returned to
the donor.

Payroll Processor, Leave Corrections Processor

Change History Change Description

8/26/2006 Updates

5/6/2009 Screen shots updated to match current system. Steps on running Time Evaluation
added.

3/9/2010 Updated step 5. Removed word donation and replaced with date of return

5/11/2010 Added steps 20-24 on how to create specifically formatted text note when
returning Sick Leave from prior year

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 Returning Donation (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 V] (Enter) to validate and proceed.

Warnin m
o & 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 @ .
Example: Save your entries.

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

HR

WSD Personnel



Title: Shared Leave Returning Donation (PA30)

Procedure

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

=4
| HE master data Edit Goto Extras  Utilities  Settings  System  Help
| & 1 dH S CHE DL BR 2W
Display HR Master Data
| L= D ] | personnel no. 40000200
Find by | MName KORZE JOZICA
7 WEI’SUH Persirea 5400 | Employment Security Dept EEGroup |0 | Permanent
Collective search ) )
PSubarea QOFT | Agencywide EESubgroup (@1 | Manthiy(M) OT Exe.. Status  Active
(Hl Search Term gencyw group ¥(M)
Hl Free search
Payroll - Benefits . Time Recording . Addtl. Personal Data I (5
[E ]l T [Period
v [=]| | OPeriod
_OrganizatiunalAssignment o =] From |©1/01/1800|To 1243175839
| |Personal Data L4 O Taday O Curr.week
| |Addresses L @ All O Current manth
| |Planned Warking Time L4 C From curr.date O Last week
_Basm Pay v OTo Current Date (O Last month
|| ot EIEmeiE v O Current Period O Current Year
Date Specifications W B |E| Choose |
Family/Related Persan =]
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.

: Enter the recipients personnel number

Example: 40000200

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

4. Click the Time Recording | tab to select.

3o0f11
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Title: Shared Leave Returning Donation (PA30)

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
guota balance.

6. Select the blue box to the left of " |At:|aer'n:e Donation Administration US ¢ select
7 |'I’ . .
. HE master data Edit Goto Extras  Utilities  Settings  Systern Help
| @ 1 0H e@e SNl anan AR @E

Maintain HR Master Data
Q][] ] o] 3]

| [= S I | personnel no. 40800200
Find by | MNarne KORZE JOZICA
2 mr;;rsun PersArea |5400| Employment Security Dept EEGroup |0 | Permanent
Caollective search ) )
PSubarea |DOFT | AQEnCywide EESubgroup (01| MonthlyiM) OT Exe.. Status Active
fHl Search Term gencyw groLp (M)
{Hl Free search
Basic Personal Data i Payrall i ECENEET Time Recording Addtl. Personal Data ||| nE
[ [ K
I """ Infatype text |E| |—| Period
Employee Remuneration Info [+]| | @ Feriod
_Availability (-] From |05/06/2008|To
Time Transfer Specifications O Today QO Currweek
| |Time Events O Al O Current month
Leave Entitlierent Cormpensation O From curr.date O Last week
_Wurkers' Comp. A (OTo Current Date (O Last month
| |Heseies Posl 4 O Current Period O Current Year
Absence Donation Administration US = | Choose |
[
Direct selection
Infotype Apbsence Donation Administrati..| STy
8. Click IEI (Create) to return unused Shared Leave to the donor. Select

| 0001 Donation/Returmn  from the pop up window
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Title: Shared Leave Returning Donation (PA30)

=
| Infotype Edit Goto  Extras  Systern Help

| & 1 0H Qe CHE fDoD AR @F
Create Absence Donation Administration US(0613)

BEl

| =V Iy | persanner o [4Ba00280 Name KORZE JOZICA
Find by | EE group O Permanent Fersonnel ar |B400 B Dept
= @@Erson EE subgroup |01 | Monthly() OT Ex. 55N |500-10-1151 Staf Recipient
Collective search Infermation
Start 05/06/2009
fHl Search Term @
fHl Free search
Absence Donation Administration US
Abs.quota type ~ o
4]k
“ ----- ElJb] Number/Unit ~
® Home Poal Donor's
Home Pool ID 0002 Shared Leave - Comm Information E
O Foreign Pool
Foreign Poal 1D z
O Employee [JAmount Related
Personnel no.
Target Abs. guota g
() Extarnal Recipient
Ext. Person
Absence Cluota TYDE
9. 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: 10
, ) . s
Personnel no. R The employee’s unique identifying number.
: Enter the Donors personnel number
Example: 40000132
Amount Related R Check this box.

Hn o
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Title: Shared Leave Returning Donation (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: Annual Leave

=

| Infotype  Edit Goto  Extras  Systern  Help

| @ 310 eae SR nnon R QB
Create Absence Donation Administration US(0613)

BjE

| L IS NIy | personnei no  [4BE00200 Narme KORZE JOZICA
Find by | EE group 0| Permanent Personnel ar 5400 Employment Security Dept
¥ @ Person EE subgroup |81 mMaonthiy(h) OT Ex.. SSN [580-10-1151 Status  Active
% gg!s;?v:;;arch Start o5/08/2004[)
{Hl Free search
Absence Donation Administration S
Ahs.quota type 41 Shared Leave ( 10.00000.. 2
II:DEII‘ MumberAinit 10,00 Hours
O Home Poal
Harne Paool ID 0002 Shared Leave - Commaon Poal |
O Foreign Pool
Faoreign Pool ID g
® Employes [v] Amount Related
Fersonnel no. 40000132 COINS CLAIRE
Target Ahs. guots 31 Annual Leaven/acation ]|
O External Recipient
Ext. PErson
" Absence Quota Type

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

11. M}
Click .'- (Save) to save.

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

=4
| Frograrm  Edit Goto  Systern  Help
| & 1 I HCEe BHE 000 PR QB
HR TIME: Time Evaluation r
Donors
Personnel

Number

| | Further selections || 5 Search helps

Selection
Personnel Mumber

Fersonnel area
Fersonnel subarea
Payroll area

Parameters for time evaluation
Forced recalculation as of

Evaluation up to p5/31,/2008

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

[]Stop at fixed positions in time evaluation

12. 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

13. Click (Execute) to run the Time Evaluation.

Hn o
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Title: Shared Leave Returning Donation (PA30)

=
| 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)

14. Enter /NPA20 into the command field:

HR
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Title: Shared Leave Returning Donation (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
= @ Person Persdrea |B400) Employment Security Dept EEGroup|@| Permanent

{Hl Collective search

[} Search Term PSubarea QOFT | Agencywide EESubgroup |05 H-OT Elig=40hrsiwk Status  Active
{Hl Free search
Basic Personal Data .l Payroll { EEETEST Time Recording Addtl. Personal Data ||| nE
II """ o Infotype text |E| |—| Period
Planned Working Time  [*l| | ®Periad
:ADSEHCES =] From |05/06/2008| To
| [Absence Quotas O Today O Curr.week
_Attendances Al O Current month
_Attendance Quotas O From curr.date O Last week
| |Quota Corrections O Ta Current Date O Last manth
_SUDStitUtiDns O Current Period O Current Year
_Time Cluota Compensation Y4 = | Choose I
Crvertime =]
Direct selection
Infotype Ahsence Quotas STy |31 Annual LeaveMacation

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 donor’s personnel number
Example: 40000132
15. Click the Time Recording | tab to select.

_IADSEHEE GILBEAS ¢+ select.

16. Select the blue box to the left of
17. Enter date of return.

STy (31 Annual LeaveMacation
18. Enter quota type s (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 Donation (PA30)

=
Infotype  Edit Goto Extras  Systern  Help
(V] Il A H @@ 20 E Bna EE @
Overview Absence Quotas (2006)
| L= IS TETE I > | persannei o, [40E132 Name COINS CLATRE
Find by | PersArea 5400 Employment Security Dept EEGroup @ Permanent
= @EPE?FSDH PSubarea DOFT Agencywide EESubgroup |B5 H-OT Elig=40hrsinl.  Status  Active
Callective search
Ch 05/06/2009 T 05/08/2008 STy. |31
[ search Term = nose d Y
[ Free search Absence Quaotas
Start Date |End Date |A |Quma text |Start ded |End ded |Numher |Deduction
i s 05/06/2008 05/06/2009 31Annual Leavesvacation 05/06/2009 12/31/9999 g. 33000 0. ooeao

: Our recipient returned 10 of unused Shared Leave to our donor yet the donor has
a total of 8.33000 hours listed in the number column. This indicates that the recipients
base rate is less than the donors. HRMS converts hours based on each employees’ base
rate.

If the Amount Related box is left unchecked on the Absence Donation Administration
(0613) the system will donate the actual hours entered rather than calculate the base
rate of each employee.

& If you are returning Sick Leave from a prior year, you will need to create a Text Note on
the original 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 Taken 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. 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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20.

21.
22.
23.

24.

Title: Shared Leave Returning Donation (PA30)

@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 (40000132 Mame COINS C..|Status Active
Find by | EE group @ Permanent Personnel ar 5400 Employment Security Dept
= @B Person WS rule FULL 5-85 W-F.. SSN 501 -50-5082

(] 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 |

| A 06/16/2006 06/16/2006 30 2210000 + X Transfer collected e. & [~]
II 05/01/2010; 05/0142010 30 9.72000 + ¥ 0Only transfer guota . =/ g

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

Click (Change) to add the Text Note

Go to the Menu bar-Edit- Maintain Text (or press F9)
Enter the **YYYY(four digit year)

=4
| Table Edit Goto Ltilities Swystem  Help

| @ 1 (ugjeae
Text

E E ERR B ERE E)

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

Results

You have returned unused leave back to the original donor.
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