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Class  PA420         
Date  062209 

 

Pg/ Slide  #   Re vis ion  

OLD NEW  S t u d en t  Gu id e  
NA   PA410  n o lon ger  exis ts . All n on -lea ve of a bs en ce 

referen ces  a n d  exercis es  (Non -BEACON to BEACON, 

Tra n s fer  Agen cy to Agen cy La tera l, Tra n s fer  Agen cy to 

Agen cy Prom otion  h a s  been  rem oved . PA420  con s is ts  

on ly of lea ve of a bs en ce m a ter ia ls  a n d  exercis es  with  

s om e n ew a dd it ion s .  

 

As  a  res u lt , n o referen ce is  m a de to th e pa ge n u m bers  of 

th e form er  PA410 . 

NA   All referen ces  to IT2003  (Su bs t itu t ion s ) h a ve been  

rem oved  a n d  rep la ced  with  IT0007  with  in s t ru ct ion s  to 

u s e D01N08GN for  FT (a ppropr ia te PT s ch edu le for  PT) 

a n d  to ch a n ge both  FT a n d  PT to pos it ive wh en  

a pp lica b le. 

 

In  gen era l, referen ces  to PMIS h a ve been  rep la ced  by 

―th e p reviou s  s ys tem ‖ 

NA 3   Add it ion  of PA300  a dded  to p rerequ is ites  

NA 5   Revis ed  gra ph ic to in clu de referen ce to PA300  

NA 6 , 10 , 

33 , 

42 ,46 , 

55  

 New Cou rs e Ma p  with  n ew ch a p ters  

 

NA 7   New cou rs e ob ject ives  

NA 10-32   New les s on  en t it led  ―Lea ve of Abs en ce Overview. New 

s lides  in clu de a n  exp la n a t ion  of ea ch  in fotype a s s ocia ted  

with  a ll lea ve of a bs en ce a ct ion s .  

 

   Removed the following note on IT0019 as it is no longer true: 

Caution! When you place an employee on LOA, it is important that 

you enter a monitoring of task for estimated return date. The 0019 

infotype is connected to the Benefits Confirmation form that is sent to 

employees. If you do not enter 0019 for estimated return date, the 

benefits coordinator will not be able to produce the Benefits 

Confirmation forms. 
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 26   Added  in form a t ion  a bou t  wh en  to u s e s pecific codes  on  

IT2001 : 

 

Code s  

It  is  im por ta n t  to s elect  th e code th a t  corres pon ds  to th e 

Rea s on  s elected  for  th e LOA Action . For  exa m ple:  

• 9620  – u s ed  wh en  p la cin g th e em ployee on  LOA 

Action  with  a  Rea s on  of Exten ded  Milita ry  

• 9630  –u s ed  wh en  p la cin g th e em ployee on  LOA 

Action  with  a  Rea s on  of eith er  Res erve Act ive Du ty 

(RAD), RAD (Lea ve), RAD (30  da ys ), or  RAD (Lu m p 

Su m ) 

• 9680  – u s ed  wh en  em p loyee h a s  retu rn ed  to work  

from  WC bu t  n eeds  to s ee doctor  or  go to reh a b  

rela ted  to in ju ry on  job  

• 9685  – u s ed  wh en  p la cin g th e em ployee on  LOA 

Action  with  a  Rea s on  of In ju ry Lea ve  

 27   A s ch edu le h a s  been  a dded  for  th e effect ive da te of th e 

m ilita ry t ra in in g exercis e: 

 

 

If Class is taught  Then use this as effective date of first 

LOA Action  
1st Quarter (January, February, March)  January 5.  

The holiday is MLK. Select the applicable 

Monday date for the holiday.  

2nd Quarter (April, May, June)  May 5  

The holiday is Memorial Day. Select the 

applicable Monday date.  

3rd Quarter (July, August, September)  July 1  

The holiday is July 4. Select the applicable 

Monday date.  

4th Quarter (October, November, December)  November 11 

The holiday is Veteran’s Day. Select the 

applicable Monday date.  
 

NA 33   Les s on  2  in clu des  a ll of th e p reviou s  m a ter ia ls  a n d  

exercis es  with  a dd it ion a l in form a t ion  ou t lin ed  below.  

 35   New gra ph ic em ph a s izes  th e job  a id  th a t  con ta in s  a  

deta iled  exp la n a t ion  of th e re as ons  for  th e LOA Action . 

Th e s u b ject  m a t ter  exper ts  wa n t  a dd it ion a l em ph a s is  

p la ced  on  s elect in g th e correct  re as on  before we do ea ch  

exercis e. 

 37   New exercis e. 2 .2  is  n ow a  Milita ry t ra in in g. In  th is  

exercis e th e em ployee (Ra y Crya r ) n eeds  to u s e 120  

h ou rs  m ilita ry t ra in in g. Stu den ts  will h a ve to ru n  PT50  

to determ in e if th e em ployee h a s  en ou gh  h ou rs  in  th a t  

ca tegory (h e does n ’t ). So em ployee will u s e a  com bin a t ion  
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of m ilita ry lea ve t ra in in g a n d  va ca t ion  for  th e 120  h ou rs . 

Stu den ts  will en ter  a ppropr ia te lea ve on  IT2001  du r in g 

th e Act ion  a n d  go in to PA30  to crea te a  n ew IT2001  for  

th e va ca t ion . 

 

A deta iled  exp la n a t ion  of Res erve Act ion  Du ty rea s on s  

h a s  been  a dded . 

 38   A deta iled  exp la n a t ion  of la w en forcem en t  a n d  

correct ion a l officer  WC rea s on s  h a s  been  a dded  a n d  a ls o 

a  referen ce a bou t  wh en  it  is  a ppropr ia te to u s e In ju ry 

Lea ve a s  a  rea s on . 

NA 40   Revis ion  to Diffe re nt ial Pay : Differen t ia l is  n ow pa id  

th rou gh  Pa yroll (a n d  n ot  Accou n ts  Pa ya b le). Th erefore, 

coord in a te with  you r  Agen cy Pa yroll Office to en s u re th a t  

you  s en d  th em  th e a ppropr ia te pa perwork  s o th e 

em ployee is  pa id  h is  or  h er  d ifferen t ia l wh ile ou t  on  

m ilita ry lea ve. 

NA 42   Lesson 3 is Reinstatement 
NA 45   New s lide – h ow to retu rn  em ployee from  WC pa r t -t im e. 

(Th e s teps  h a ve been  revis ed  from  th e on es  p reviou s ly 

deta iled  in  th e n otes  s ect ion  of th e Rein s ta tem en t  

Exercis e s lide in  PA410) 

NA 46   New s lide—h ow to retu rn  em ployee from  WC pa r t -t im e 

ba ck  to work  fu ll t im e 

NA 48-56   New les s on  4 : Ben efits  a n d  Lea ve of Abs en ce. A 

d is cu s s ion  a bou t  h ow ben efits  a re a ffected  wh en  HR 

p la ces  a n  em ployee on  LOA 

NA 59   Th e Cou rs e Eva l s lide n ow h a s  th e s teps  on  h ow to log 

in to LMS in  n otes  s ect ion .  

   Exerc is e  Gu id e  
   Added  to s evera l exercis es  th e followin g s teps :  

 

 

1. Enter PT50 in the Command field on the Easy Access screen and 

press or click Enter to verify that a record exists for the leave 

type. 

2. Enter the employee’s personnel number and press or click Enter. 

3. Click . 

4. Click . The Quota Overview screen 

displays. 

5 . Verify that the Rem. Column contains at least the hours you 

calculated were needed for leave type. 

   Rem oved  a ll referen ces  to IT2003  a n d  ―collis ion  of t im e‖ 

a s  th ey a re n o lon ger  pa r t  of LOA 

NA 8   Revised answer to Question 2 to delete reference to 0019 being tied 
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to LOA Benefits Letters. 

Question 2 

What purpose does the Monitoring of Tasks infotype serve? 

A. It acts as a reminder to prompt you that some activity involving 

an employee is coming up soon.  In the exercise you just 

completed, the activity was that the employee is expected to 

return to work, so that you could make sure the employee was 

reinstated appropriately.  
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 8   Added to Q3 the reference to B0099 in BI 

Question 3 

Where do you receive a list of the tasks that you have entered in the 

Monitoring of Tasks Infotype?  

A. Run the Date Monitoring (S_PHO_48000450) report from 

BEACON or B0099 in BI.  

NA 23   Revis ion  to s en ten ce a bou t  Diffe re nt ial Pay : NOTE: If an 

employee is eligible for differential pay, you must coordinate with 

your Agency’s Payroll office to ensure that you send them the proper 

paperwork so that the employee is paid the differential amount while 

out on military leave.  
 

NA 30   Answer to question changed: 

 

What step must be taken to ensure that an employee who is eligible 

for differential pay and is going out on Military LOA receives his or 

her differential pay?  

A.You must coordinate with the Agency Payroll office to see what 

paperwork they require for the employee to be paid the differential 

pay because differential pay is now paid by BEACON payroll. 

 9   New exercis e. 2 .2  is  n ow a  Milita ry t ra in in g. In  th is  

exercis e th e em ployee (Ra y Crya r ) n eeds  to u s e 120  

h ou rs  m ilita ry t ra in in g. Stu den ts  will h a ve to ru n  PT50  

to determ in e if th e em ployee h a s  en ou gh  h ou rs  in  th a t  

ca tegory (h e does n ’t ). So em ployee will u s e a  com bin a t ion  

of m ilita ry lea ve t ra in in g a n d  va ca t ion  for  th e 120  h ou rs . 

Stu den ts  will en ter  a ppropr ia te lea ve on  IT2001  du r in g 

th e Act ion  a n d  go in to PA30  to crea te a  n ew IT2001  for  

th e va ca t ion . 

 

A deta iled  exp la n a t ion  of Res erve Act ion  Du ty rea s on s  

h a s  been  a dded . 
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NA 30   In the Q&A for Kumar Reinaldo, removed the below question as it is 

no longer relevant: 

 

Question 2 

True or False:  You should never receive a Collision of Time infotype 

if you have properly entered a Substitution work schedule for an 

employee who is out on LOA and is using leave. 

A. 

NA 30   New a n s wer  to n ew qu es t ion  2  (wh ich  u s ed  to be 

Qu es t ion  3 ) 

 

What step must be taken to ensure that an employee who is eligible 

for differential pay and is going out on Military LOA receives his or 

her differential pay?  

A.You must coordinate with the Agency Payroll office to see what 

paperwork they require for the employee to be paid the differential 

pay because differential pay is now paid by BEACON payroll. 

NA 32   Qu es t ion  1  on  Rein s ta tem en t  wa s  deleted  a n d  re -writ ten  

to: 

 

Question 1  

When you reinstate an employee who has been out on LOA, what 

infotype should you check to make sure you restore correctly? 

A.  Planned Working Time.  Although an employee may not work the 

same schedule as before he or she went out on LOA, you must see if 

the Time Management status field was negative prior to LOA and 

make that change when returning the employee when applicable. 

 

   Dat a Se t  

   Da ta  s et  wa s  revis ed  to delete Non -BEACON to BEACON 

a n d  Tra n s fer  exercis es  a n d  to in clu de n ew Milita ry 

Tra in in g exercis e.  

 


