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Introduction

Introduction

Lesson 1° Leave of Absence Overview

Lesson 2: Creating a Leave of Absence
Lesson 3° Reinstating an Employee from LOA
Lesson 4 Benefits and Leave of Absence
Lesson 5° Course Review

Overview

The course introduction is an opportunity to get to know others who are attending class as well as to
agree on classroom courtesy. The instructor will inform you about the building facilities and when
breaks will occur.
Pre-requisites
PA210 - Personnel Administration Terms, Concepts, and Display Data
PA310 - Create and Maintain Employee Data
+  PA313 - Modifying Position/Employee Data and Reporting

There are three prerequisites that you must take before attending this course. Attending these
prerequisites ensures that you are adequately prepared with the new processes, concepts and terms
needed for successful completion of the PA420 Leave of Absence course.

PA210 and PA313 can be taken either virtually or through an instructor-led classroom.

PA310 is a two-day instructor-led classroom course.

Post-class Offering
These courses may be helpful to you but are not required for the HR Master Data Maintainer Role.
BN200 - Benefits
+  PA370 - Short-Term Disability
BOBJ410 - Business Objects Reporting
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OSC Training Team Curriculum
Organizational
Minagemnt Payroll Benefits

The OSC Training Team program comprises several courses and different modules. Based on your HR
role, you will attend courses in the Personnel Administration module.

PA Curriculum by Security Role
Personnel Administration Courses

PA Terms, Concepts and Display Data

Create and
Maintain Leave of Short-Term
Employee Absence Iﬁu.ha‘hty
Data
HR Master HR Master Short-Term
Data Mt Data Min. Dis. Spec.
Warnings E-Recruit OSHR)
urnan {through
Vacancy
Post. Min_

Within the Personnel Administration module, there are several courses. Your position/security roles
determine which courses you may be required to attend.

Tategrity
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Strategy for Training

Tell Me (Concepts)

Instructor will discuss the process, responsibilities, and describe the transactions —
LISTEN

Show Me (Demonstrations)

+  Instructor will demonstrate job-related tasks performed in the OSC HR/Payroll system —
HANDS OFF.

Let Me (Exercises)

+  Student will complete the exercises which allows for hands-on practice in class —

HANDS ON
Support Me (Availability)

*  Instructor will be available to answer questions while the students complete the exercises

Course Map

You can see the Course Map of the class at the beginning of each lesson. The bolded and larger text
indicates which lesson you are beginning.

The lessons covered in this class include:
Lesson 1: Leave of Absence Overview
+  Lesson 2: Creating a Leave of Absence
Lesson 3: Reinstating an Employee from LOA
Lesson 4: Benefits and Leave of Absence
*  Lesson 5: Course Overview

The Leave of Absence Student Guide can be used as a reference when you return to the workplace.
For example, you can use the exercises for practicing in the HR/Payroll system training environment.

Course Objectives
Upon completion of this course, you should be able to:

Describe the various reasons for a Leave of Absence and determine when each is applicable to
use

Execute a Leave of Absence
*  Run the Date Monitoring Report

Reinstate an employee from Leave of Absence
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Reference Materials

+  Student Guide
+ Job Aids
+  Business Process Procedures (BPPs)

— Work instructions
*  Quick Reference Guides

— PA Quick Reference Guide

— HR/Payroll Basics Quick Reference Guide
*  What’s New

Additional Resource

The materials above can be accessed through the OSC Training HELP
website. Use the following link to access the HELP website:

http://www.osc.nc.gov/training/osctd/help/index.html

SUMMARY

This course is intended to give HR professionals an understanding of the HR/Payroll system
Personnel Administration module. This course will provide you with demonstration and practice for
creating, modifying and tracking Leave of Absence actions.
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Leave of Absence Overview

Introduction
Lesson 1° Leave of Absence Overview

Lesson 2: Creating a Leave of Absence
Lesson 3° Reinstating an Employee from LOA
Lesson 4: Benefits and Leave of Absence
Lesson 5: Course Review

Lesson 1 Objectives

This lesson focuses on the process and infotypes that are applicable to all Leave of Absence Actions.

Describe the checklist tasks you should perform before entering a Leave of Absence (LOA)
Action

+ Identify the transaction code and various infotypes associated with an LOA

Describe the interaction of the infotypes within the LOA Action and with the Time, Benefits,
and Payroll modules

List the reasons associated with an LOA Action

*  Describe the FMLA steps that are not part of the LOA Action

I~ NOTE: LOA is the acronym for Leave of Absence.
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Actions

Non BFACON
o BEACON

D e monon

"‘“‘"

—

Cancel Salsry
Adymer
Lesve of
Absmoe

As discussed in the PA Terms, Concepts and Display Data course, the life cycle of an employee
comprises many different events. The OSC HR/Payroll system defines those events as a specific
infotype called Actions (IT0000). Actions for the State of North Carolina are shown above.

Investyratory

An Action combines logically related infotypes into one infogroup. The infotypes in the infogroup are
sequentially arranged and automatically display. This helps to simplify the data entry for the Action.
You don’t have to remember whether a particular infotype should be included—the OSC HR/Payroll

system automatically includes the infotypes that are associated with a particular Action. Depending
upon the employee’s specific data, you may not need to enter data on each of the infotypes presented
in the Action.
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LOA in the OSC HR/Payroll System

There is only one Leave of Absence in the OSC HR/Payroll system. That one action is used for both
leave with pay and without pay. The combination of the Action/reason and data entered on the
infotypes indicate to the OSC HR/Payroll system whether to pay the employee or not.

In the OSC HR/Payroll system, an employee out on leave of absence, both paid and unpaid, is still
active in the system (the employee is not in withdrawn status). Time, benefits, payroll, State Service
and longevity are programmed to act in specific ways depending upon the entries made on the Action/
Reason and the infotypes that are part of the Action.

The OSC HR/Payroll system is designed for one person, usually Personnel (PA) Administration, to be
responsible for time entry for an employee on leave of absence. However, while it is a best practice
that time is entered in PA, each agency can make an agency-wide (not individual user) decision that
time is entered by the Time Administrator when the employee is on LOA. Regardless of which
decision the agency makes (entered by PA or Time), it should be remembered that:

* An employee should make no time entries while on LOA. The entries are to be made only by
the agency (either PA or Time).

+ Under no circumstances should code 9500 (time worked) be entered when an employee is on
LOA. An employee should not be on LOA and also be working.

Best Business Practice

Time (leave) is entered only by agency; employee does NOT enter time (leave)
+  ONE agency person should be responsible for both Time and Personnel Administration
— Agency can make agency-wide decision that time is entered by Time Administrator

Only applicable leave codes or 9400 (unpaid leave) is entered; NOT code 9500

“Field Trip” to OSC Training Team HELP page

Follow your instructor’s directions as he/she shows you how to access the following job aids on the
OSC Training Team HELP website.

PA Actions Reasons Definitions job aid

+  LOA Checklists

Before You Begin: LOA Checklist

PA20
— IT0000 — Actions

« View employee’s last Action

% Verify eligible for requested leave
+  CATS_DA to see if time prior to LOA has been entered, released and approved.

If employee is using leave for LOA, access PT50 to ensure that employee has enough in quota
balance.

Communicate with the Benefits Representative

Before processing any type of Leave of Absence (LOA) use the above checklist.
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+ Actions

View Actions to verify that the employee has a hire date and is in a status that qualifies him
or her for LOA.

+ CATS_DA

All time prior to LOA must be entered, released and approved before an employee goes out on
LOA. After the LOA Action has been entered, the employee should not be entering and
releasing time. It is especially important for time to be entered, released and approved if the
employee plans to use any leave accruals while out on LOA.

- PT50

If the employee has indicated a certain type of leave usage while on LOA, use this transaction
to verify that enough of that quota type is available to use.

+ Benefits

The Benefits Representative will have to take certain steps to communicate with the employee
who is going out on leave, especially unpaid leave. Be sure to inform the Benefits
Representative when an employee is out on LOA (more about Benefits in a subsequent lesson).

Leave of Absence Process

# .| Personnel Actions

®
Personnel no. 20001038
Hame Peter Whitley
EEGroup A SPA Employees PersA. 4801 Natural and Culkural Resources
EESubgroup 'Bl| FT S-ALSAOQT Perm CostC 4699999953 CULTURE RESOURCES
From 02/01/2016

Personnel Actions
Action Type Personn... EE group  EE subg... [7]
New Hire (NC) a
Promaotion (NC)

A Leave of Absence occurs when an employee is out of work on paid or unpaid leave. You will observe
there is only one LOA Action with no indication about whether it is paid or unpaid (LOA replaces
LWOP).
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Reasons associated with the Leave of Absence Action

- FMLA ¢ Short-Term Disability 60 day waiting period
+  Parental (not FMLA) Short-Term Disability (Leave)

+  Family Illness Leave «  Short-Term Disability (lump sum)
+  Extended Illness »  Short-Term Disability Regular

*  Reserve Active Duty (leave) Short-Term Disability Extended

*  Reserve Active Duty (lump sum) +  Other

«  Reserve Active Duty (30 days) +  Emergency Layoff

* Reserve Active Duty * Extended Military

« WC 7 day waiting period * Military Care Giver

+ WC Leave of Absence w/supplement + Military Training

* WC Leave of Absence »  Civil Air Patrol

+  WC Salary Continuation Pay » State Defense Militia Duty

+ WC Continuation Pay for Teachers Only +  Long-Term Disability (Leave)

+  Education

IMPORTANT: Per OSHR, ALL Agencies are to create an LOA
action for employees out half the workdays in a month. The
exception 1s when an employee is on vacation. They must be
exhausting leave.

Although the reasons are shown in the OSC HR/Payroll system in a list, you can mentally group them
into four categories as illustrated above.

The Short-term Disability reasons are not discussed in this course. It is covered in a separate course
entitled PA370 Short-Term Disability.

Time/Leave Administration and FMLA

It is very important for HR to enter the LOA Action before the Time/Leave Administrator enters the
event into the FMLA Workbench. The LOA Action is not automatically connected to the FMLA
Workbench; therefore, HR should coordinate with the Time/Leave Administrator when an LOA Action
is entered. Time/Leave Administration is responsible for the tracking of FMLA eligibility and number
of hours that the employee has used related to FMLA.

When the FMLA event is entered into the FMLA Workbench by Time/Leave, the Workbench
automatically checks an employee's eligibility for FMLA. Based on OSHR policy, an employee's
eligibility is related to his or her length of total State Service and hours worked during the previous
12 months.

After an employee has exhausted all of his or her leave entitlement, the FMLA Workbench will also
manage the employee’s eligibility for subsequent leave entitlements.

Intermittent FMLA

If an employee is absent intermittently on FMLA, you do not execute a LOA Action. In that case, the
Time Administrator enters the FMLA event using PTFMLA. The Leave Administrator tracks
absences associated with the FMLA event.
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Additional Resources

Training
Table of Contents: By Functional Area

Expand &0 Collapse &l

_d Benefits

L Bl R&porting

L3 ESS and MS3

. Finance

 General information

d Organization Management

_dl Payroll

e Personnel Administration
» BFPs

b By Sling

iy A

J0b Aigg

Paz noge Yo

_dl Conference Cals and VWebinars
A Student Guides

P&30 Date Specifications

Pa30 Maintan iglin Action,

BA3D Maintan Gridvances
P4 Actiong B n finiign

P& FAQ

P& BFP Tips and Tricks

P& Infotvpes

It is very important to choose the correct reason associated with each LOA. The PA Actions-Reasons
Definitions job aid, located on The OSC Training HELP website, contains a detailed explanation of
each reason for LOA.

Additional Resource

http://www.osc.nc.gov/training/osctd/help/index.html

Use the following path to locate the job aid:

Personnel Administration > Job Aids
. PA Actions Reasons Definitions
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Leave of Absence Workflow

Manager or HR receives

Employee notifies supervisor notifies empgl:%rﬁ:rgata;

manager. HR and sends additional info as
employee data. needed.

HR receives . sas
approval via b e HR validates

approval Workflow
e;;::::::gR in HR/Payroll . leave balances.

HR executes HR explicitly
Leave of Absence completes the
Action. Work Item.

LOA is used to track various activities regarding an employee’s leave of absence. As a result, you may
need to make more than one entry for the Action (along with the associated reason) when an employee
is on LOA (refer to the LOA BPP online at the OSC Training HELP website). In the OSC HR/Payroll
system you will now have a complete history of the activity for a particular LOA (because of the
various entries) whereas in the previous system, there was only one entry. Comments can be entered
during the Action on many of the infotypes (for example IT0000, IT0019, IT2001). Also, you can run
reports based on reasons. Take, for example, an OSC HR/Payroll system employee who is going on
FMLA leave. The employee has enough leave for one month but will be out for up to three months,
meaning they will be on leave without pay for up to two months. In OSC HR/Payroll, Your agency will
need to enter all time for the employee while they are out.

7~ Reminder...FMLA is only 12 weeks!

Remember that adjustments may be needed to account for any leave earned/taken (including holiday
leave) if the employee is in an active pay status.
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ZPAAQO76 - Workflow
Employee Action Request 4 . Employee Action Request
|'_‘| & oy u Intate WF
PR Mormber 100003 N85
Persorinal Humbe ECOU1C4]] Thomas Mogregsr Ao IC Salety Adpustrment (NC)
Last 4 dEs[S5N) Raaxson: 27 ACtrg Pay
Effectve on Ching 02725/14 INTINOMFALAZ St: D Created
T FE— = CUREE —
3 . Pers Ared £821]  Natural and Cultoral Résounted PariAred Patursl aed Cultural Bsourced
- Subares ¥CAL! ey Nomm Subharea L= h] Tday Morm
Last 4 digis (S5M) First
mﬂ : mTLTETT EEGroup A SPA Emplovess EGmp A SPA Erpiayees
£ kb EE Subgroup (B1)  FT SALSADT Peem EE Subgrp 81 FT SFLSADT Parm
Action Type
Org. Unt R (0% ALH HIS STTES FRM Qg Unit DOO161TY R 005 ARM HES SITES FA&M
Job Carpanter Supsnvsor [ =ih IHGCITLY Carpaniter Supervieo |
£E Postun Carpanter Supenvecr | EE Poston cxwd.« Suparv |
Fay 500 Ty i Graded
Fay Scal Area 1 Aewnigal Salares
Current EE /[Position data : — —
- Py Scalm Grosp REd Lavel SR
will be populated to the
Proposed column. . oo S e i
Calc Map - 1 Calc Itep - © M.02 -
Min 35 .00
Han 48, BBG . O Mt e Date

Don’t forget to enter a
salary!

Last Sy worisd

All Leave of Absence actions must be initiated using transaction code ZPAA076.

As indicated in PA310 Create and Maintain Employee Data, transaction code ZPAAQ76 is the
OSC HR/Payroll system electronic approval process, referred to as Workflow (WF).

7 NOTE: Make sure there is no work time recorded on the proposed effective date of the Action. If

work time has been recorded on the proposed effective date, make the next day the effective
date of the Action.

On the initial Employee Action Request screen enter the applicable data. After the Action type and
Reason is entered, the second Employee Action Request screen is displayed. This screen has two

columns. The left column displays the current status of the employee. On the right, enter the salary
information.

When you initiate Workflow, you will receive a Personnel Change Request (PCR) number. Be sure to
make a record of the PCR number so that you can track it.

After all the data is entered and WF is initiated, the OSC HR/Payroll system sends the request to the

appropriate Approver who can approve or reject the request (there may be more than one level of
approval).
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Inbox

SAP Easy Access 1=
Business Workplace
2o g -

Business Workplace of Angela Apple

[ tirw message |/ (B #na sosar |[(M) Fina socurmant | [ Apposament catendar |[Bh Disteuson et |

= gwmmu-w- [ ﬁ-'@' ﬂ'ﬂ[g E BB CE
5 Iniyom i
] Ueie g Dotumants § Workflow 14
| Datumants 4 ™y
b wondow 14 ()
B cverdue enirien 0 2 - . _ : - =
B Cesdtine Messages 0 M 1500 Create New Hir PA Achon lor Touls Walson - PCR 100000 @0 1000007 133030 & I
L @ Change PA AN - Naw Hite (NC) for Dd een - PCRC 10000005 @ 10002007 105247 & R
B . Criange PAACSIN - Nw Hite (NC) e Josy Faile - PCR 100000 @0 1002007 071812 &
I ¢ Redubmission B | Crange RHA LA el i il - = - = ~
b B Privabe iokiars @ 1501 Creste PAAcDON - BeparabinfayContnuabonNC) I ODE @0 10082007 154534 4 F
b o @ 1501 Creste PAADON - BeparabinPayContnuabon(NC) T MAYT G 1DODRD0OT  12a24T 4 R
W 1500 - Corate PAACKON 24 or Holy Contrecion - 1000000517 (- R TR R
. Chatgs PA Afon Cuick Eny (9 led - PCR 1000000518 (-] IDRI00T 320 5 Iﬁ
@ 1500 - Croate P& ACSon T4 for Wilie Contrmion - 100000041 4 @  00R000T oRaTER & e
W 1501 - Craate P& AcBON IF o MOROAM ORAUEL - 1000000510 @0 10042007 150128 4 R
Inbox > Workflow @ - Change PAAmon Guspention (NC) for JEROMWY POMDEXTER: @0 10062007 1029044 & .
. Changs PAASon Promabon (MC) for STACEY MONTANADRELE @ IELI00T 121398 & Iﬁ
1500 - Create PR Ackon I1 for VALENTINE DORHAM - 10000004 @0 10050007 110801 & ]
OiE ]
[ =l

The second part of the Workflow is to see if your Workflow item has been approved or rejected. Go into
the SAP Business Workplace from the Easy Access screen.

From the Business Workplace screen, click Inbox > Workflow. All the approved or rejected PCRs that
you have initiated are listed on the right. Double-click the approved PCR and the applicable screen
automatically displays for the Action. You are now ready to execute the appropriate Action.

Workflow is always the first step before you initiate an Action. You do not use Workflow for PA30
transactions. If you are ever in doubt whether Workflow is needed, access the Personnel Actions
screen using PA40. If the Action is on the list, it must be processed through Workflow. If you attempt
to bypass Workflow for an Action, you will receive an error message and not be allowed to continue.

LOA Infotypes

Personnel Actions IT0000
+ Create Organizational Assignment IT0001
+  Create Monitoring of Tasks IT0019
*  Delimit Objects on Loan IT0040
*  Planned Working Time IT0007
+  Absences IT2001
*  Time Quota Compensation IT0416

When you create an Action (such as LOA) OSC HR/Payroll presents the applicable infotypes. The
LOA infotypes are listed above and discussed on subsequent pages. You may or may not need to enter
data in all of them, depending upon the circumstances of the leave you are processing.

(—_\_ ) Updated 5-20-16 Page 13
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PA420

As indicated in previous courses, you should always save a pre-populated infotype that is part of an
Action, even if you do not enter or change the data.

Actions (IT000)

Display Actions (0000)
L

I T
Pers.No. 50000326
= 4]
Mame Kumar Beinaldo0l
EEGroup A SPA Employees PersA 4601 Matural and Cultural Resources
EESubgroup 21| FT N-FLSAOT Perm
Start 01/01/2008 to 12/31/9999 Chng |06/09/2008 | ECATT

Personnel action

Action Type MNew Hire (NC) v

Reason for Action 01f New Hire

Status

Customer-specific et
Employment Active -
Special payment Standard wage type -

Organizational assignment

Position 65001574 Historic Sites Specialist
Personnel area 4601 Natural and Cultural Resources
Employee group A SPA Employees

Employee subgroup Al FT N-FLSAQT Perm

Additional actions

Start Date | Act. Action Type ActR  Reason for action
01/01/2008 Z0  Mew Hire (NC) 01 News Hire

The Actions I'T0000 infotype indicates the events that occurred on the employee’s personnel record.
The infotype shows the employment status. Time, Payroll and Benefits use information from IT0000.

The information on this infotype should pre-populate based on the data you entered when initiating
Workflow ZPAA076. Enter and Save the infotype.

Page 14 Updated 5-20-16 K’—\: )
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PA420

Leave of Absence Overview

Organizational Assignment (IT0001)

Display Organizational Assignment (0001)

o Org Structure

I sl
Personnel No LBGGGGS:GJ Mame
EEGroup A SPA Employees
EESubgroup [R1  FT N-FLSAOQT Perm

Kumar Reinaldco0l
4601 Natural and Cultural Resources
Active

Start 01/01/2008 to 12/31/9999 Chng |06/09/2008|ECATT
Enterprise structure
CoCode NCO01l| STATE OF NC
Pers.area 4601 Matural and Cuftural Resour.. Subarea NCO1,  7day Morm
Cost Ctr 46999999499 CULTURE RES0OUR.. Bus. Area 4600 DMCR
Fund 469999999 CULTURE- SUSPEN ..

Func. Area F000000000000001

Personnel structure

EE group L SPA Employees
EE subgroup (A1 FT N-FLSAOQT Perm

Organizational plan
Percentage 100.00
Position 65001574 800904000514

Historic Sites Spedcialis..

Jab key 30001542 His 5t 5 Spl

Historic Sites Specialis..

Org. Unit 20010138| 48020102049

CR CDS Eastern Regio..

Org.key 460146999539399

Enter and Save the infotype.

General Government

Payr.area 01,  NC Monthhy
Contract b

Time, Payroll and Benefits pull information from Organizational Assignment IT0001. All of the fields
on this infotype default from the position assigned to the employee.

The Contract field is only used for LOA for Short-Term Disability (discussed in PA370 Short Term
Disability). For example, if the leave is for Short-Term Disability, it is necessary to use the Contract
field to indicate that the employee has fewer than five years of service for retirement. This determines
if the health insurance will be paid partially by the State or solely by the employee. For STD LOA, if
the employee has five or more years of service for retirement, leave the field blank.

"OSC Trammg
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Monitoring of Tasks (IT0019)
Create Monitoring of Tasks (0019)

2

Personnel Mo |8000032& Mame Kumar Reinaldo0l
EEGroup R SPA Employees PersA |4601| Natural and Cultural Resources
EESubgroup 21 FT N-FLSAQT Perm Statu  Active

Task

Task T I -

ask Type Il i}

Date of Task [+ Processing indicator Mew task -
Reminder

Reminder Date

Lead/follow-up time For specific task type -

Comments

This infotype is like a tickler file and is date-driven. Select an applicable task type and enter a date
that a task is due.

To keep track of the various tasks, run either the Date Monitoring report (S_PH0_48000450 in the
0OSC HR/Payroll system or B0099 in BOBJ) to view the various tasks due for a week. If the task is

completed prior to the due date, it will still display on the reports unless you delimit the Monitoring of
Tasks infotype.

Objects on Loan (IT0040)

List Objects on Loan (0040)

5 & [0 1T =
Personnel No |2000032& Marmne Kumar Reinaldo0l
EEGroup i SPA Employees PersA 4801 MNatural and Cultural Resources
EESubgroup A1 FT M-FLSAQT Perm Statu  Active
B2 choose 0170171800 To 12/31/9999 STy.
Overview
Start Date | End Date Object on l... |Name Mo. |Loan object number E
01/01/2008 12/31/9999 01 State ID 15551451 ol

-

Either skip or delimit depending upon whether or not (1) your agency uses this infotype (2) your
agency requires employees to return items while out on leave, or (3) the employee returned items if
required to do so.

Page 16 Updated 5-20-16 (’f\; )
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Planned Working Time (IT0007)

Create Planned Working Time (0007)

5 ha [T work schedule

Personnel No  [BO000326 NHame Humar Reinaldall
EEGroup A SPA Emmployees PersA |4601| Natural and Cukural Resources
EESubgroup [R1| FT N-FLSAQT Perm Statu  Active
Start S/1/2016 To 12/31/9939 Full Time:
Place on DO1NOBGN or
Work schedule rube applicable 5x8 achedunle

Work schedule rule DO1NOEEH F-8,535-0 BT Part-Time: .

Time Mgme status 1-Postie Tme Recordng Place o0 appEOPIHELE
part-time schedule.

Working week Wk - Sun (mdnt) - 5at

Working time

Employment percent 100. 00 B‘"tP‘FT a{'d PT must Lhﬂ

o s e e Positive Time Recording.

Weekly working hours 40. 00

Monthly waorking hrs 173.33

Annual working hours 2080.00
Weekly workdays

All full-time employees must be on a 5-day 8-hour per day work schedule. The easiest way to

accomplish this is to use DO1INO8GN. Part-time employees can be kept on their applicable part-time
schedule.

All employees, whether full-time or part-time, must be positive time recording.

7 NOTE: When you reinstate an employee, the IT0007 infotype displays as part of the
Reinstatement/Reemployment Action as well. You will at that time assign the employee to the
applicable full-time or part-time work schedule, and also change the Time Mgmt Status field
back to negative time if the employee was negative time prior to LOA.

(—_\_ ) Updated 5-20-16 Page 17
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Subtypes for Absences Pop-up

v |[E][&]E&]s] 2]

PSG AfAType Att./abs. type text

10 9000 Approved Leave

10 9100 Bonus Leave

10 9200 Sick Leave

10 9300 Holiday Leave

10 9400 Leave without Pay

10 9540 Other Mgmt Approved Leave
10 9545 Adverse Weather Leave
10 9547 Communicable Disease
10 9550 Civil Leave - Jury Duty

10 9560 Community Service Leave
10 9565 Community Srvc-Tutoring
10 9566 Literacy Volunteer Leave
10 9570 Educational Leave

10 9620 Military Training Leave

10 9630 Military Active Duty

10 9680 Injury Absence WC

10 9685 Injury Leave

10 9690 Investigatory Leave

10 9712 Special Leave

Subtypes

Use the applicable leave type to indicate if the employee is to receive pay and if so from which type.
Another option is to indicate that the employee is not to accrue leave or longevity while on unpaid
leave. The codes are selected as follows:

+ If the employee has requested to use leave while on LOA, select the appropriate type from the
list.

+  Important!- If the employee is on unpaid leave and the employee’s longevity or leave balances
are to be stopped, select code 9400 (not applicable for Military and Workers Comp leave).

+ If the employee is not using leave and code 9400 is not applicable, click the X to close.
Codes

It is important to select the code that corresponds to the Reason selected for the LOA Action. For
example:

* 9620 — used when placing the employee on LOA Action with a Reason of Extended Military

* 9630 —used when placing the employee on LOA Action with a Reason of Reserve Active Duty
(30 days)

* 9680 — used when employee has returned to work from WC but needs to see doctor or go to
rehab related to injury on job

* 9685 — used when placing the employee on LOA Action with a Reason of Injury Leave

Page 18 Updated 5-20-16 K—\_— )
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Leave of Absence Overview

Absences (IT2001)

Manually enter

Create Absences (2001) The “from” and
= (il Personal work schedule “to” dates.
Personnel Mo /20001036 Hame
EE group A SPA Employees  Personnel Natwral and Cultural Resources
WS rule DOIHOEGH MTWHF-8,525.0 Status Active
Start h2/12 :a:sJ'D To *”101/06/2016
Absence
Absance bype 9200 Sicki Leave
Tirme -
Absence hours 144.00 v
Absence days 18.00
Calendar days 26.00 SAP antomatically
Quota used 144.00 |Hours caleulates the
hours/days
Advance payment

Off-cycle reason
Payment date
Payrol Identifer
Payrol type

The Absences infotype only displays if you selected a leave type from the subtype for Absences pop-up

(see previous page).

The Absences infotype (IT2001) indicates the number of hours the employee wants to use for leave
and deducts from the leave quotas as applicable. If the employee is not supposed to accrue leave or
longevity while on unpaid leave, IT2001 with code 9400 should be entered (see State policy regarding
accrual and longevity exceptions for Workers’ Comp, law enforcement and military leave). The hours
that default are based on IT0007-Planning Working Time and the dates that are used on the infotype:

*  The “start” date should automatically pre-populate based on the effective date of the LOA

Action.

+ Enter the “to” date to reflect the number of hours of leave the employee wants to use (or for
code 9400 if unpaid leave). Never enter 12/31/9999 as the “to” date.

NOTE: An agency can make an agency-wide (not individual user) decision that LOA leave can

eirther be entered on a timesheet by the Time Administrator or by HRE on IT2001. The agency
must be consistent across all employees for the entire agency. Because OSC HR/Payroll is
Integrated, if the hours are entered on the Absences infotype IT2001, they are processed during
the next time evaluation. Do not enter Time via CATs.

CATC - Time Leveling Report.

NOTE: If absences are recorded on I'T2001, the absences will not be pulled when running the

v
@]
J

~ .
) mge
AQI:':_'HE} S .\.Eg'm.-. ,;I.'.;.D
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ABSENCES (IT2001) EXAMPLE WITH HOLIDAYS

Create Absences (2001 ) Create Absences (2001)
F o [T Parsonal work schedul Cost & A (il] Personal work schedule
Parsonnel Ma  BO000004 Nama Brandcs Barg Pamonnel Mo 20000004 Hame Brandsn Berg
EE group A SPA Employees Personine] ar 1401 State Controler EE group A SPA Employees Parsonnal ar 1401 State Controlar
WS rule DOANEGH| MTWHF-8,535-0 Status  Actve WS rule DOLBDEGH] MTWHF-8,525-0 Status  Actwe
Start 1222020 Start R2/23/2005 [ Te 12/25/2015
Enter leave - -
Absence dates up to Absence Ona Pﬁan,
L1 3000 Appr H 1 'y E 3300 ¢
nsamie type poroed Laave the hnhdar bsamnce typs = Hiokday Leave enter rl.'l.'ﬂt
Tima = Timag =
on th .
Absence hours 128.00 o = Absemnce hours 44,00 il hﬁl’dﬂ-? datﬂﬂ
. .
Alsance days 16.00 angmal LOA Absence days 3.00
Calandar days 22.00 Calandar days 3,00
128.00 |H
Quota usad aurs Create Abse I:!IfEWIJ
o il Personal wodk schedule
Personnad No | BOCDD004 Hamrs Brandon Berg
EE groap A SPA Ermployess Pamsonnel @ 1401 State Controber
WS ke COLMOBON | MTVWHFE-SE, 5350 Sratd AT
Sraft |‘:J'.'.3'n..'.'.5|j'|'o 13F31/3015
Absence
Absance type 000 Approvad Leave On a Pﬂﬂ,
Tims -
= enter leave
Absance hours 32.00 o
Absence days 4.00 dateﬂ- “P to th.e
Calersdir days . next holida.y
Quaty used 32.00 | Hours

If the employee is using leave during a time that includes a holiday, additional IT2001 infotypes will
be necessary to allow the employee to take holiday leave. The additional IT2001 records are created in
transaction PA30. For example, assume an employee is going out on FMLA on December 1st and
wants to exhaust 184 hours vacation prior to beginning FMLA. In this scenario, there are two holiday
periods (12/23 — 12/25 and 1/1). Your entries would be as follows:

1. During the LOA Action, on the Absences (IT2001) infotype, you will enter the dates for the
leave to be exhausted up to the holiday period in the Start and To fields:

Start: 12/01/2015 To: 12/22/2015 (128 hours Annual Leave)

By entering the dates above, the system calculates that 16 working days fall within the date
range. The DO1INO8GN work schedule on ITO007 that was created issues a 5 X 8 work schedule
for the employee; therefore, 128 hours default into the Absence hours field.

2. Create a PA30 to enter the first holiday period, I'T2001, subtype 9300:
Start: 12/23/2015 To: 12/25/2015 (24 hours Holiday Leave)
3. Create a PA30 to enter the next leave period up to the next holiday, IT2001, subtype 9000:

Start: 12/26/2015 To: 12/31/2015 (32 hours Annual Leave)

— NOTE: While an employee is out on LOA, the Leave Administrator must manually manage
holidays. The system will not generate holidays during the LOA. Remember, normal holiday
accruals occur 30 days prior to the actual holiday.
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PA420
Create Absences (2001)
> | Personal work schedule nrmen
PEI‘SI}I‘II‘IH ¢ [+] gooo0004 Hame Brandon Berg
EE group A SPA Employees Personnel ar 1401 State Conbroller
WS rule DOLROBGH MTWHF-8,535-0 Status A
- . — Create Absences (2001)
Start plrols2008 3 To 01701/ 2018
L 4 —
oy | Jl:PersnﬂaI work schedule oSt assignmean
Absence
Persannel Mo sSoooo00g MHame Brandon Berg
Absence type 9300 Hobday Leave
— EE group R 5PA Employees Parsonnel ar 1401 State Controler
WS rule DOLROEGH MTWHF-B,5a5-0 Status Acthe
Absence hours 8.00 o T 1
Start 1701/ 2016/ (To OL/0L/ 2016
Absence days 1.00 = ~
lendar 1.00
Calandar days A
8.00
Quota used Hours Absence type 3300 Holday Leave
Tima -
On a Pﬂ'ﬂﬂ, enter pre———
L LR A Aosance dars 2 On a PA30, eater
Calendar d =
dates - ;']"’ ‘:" the remaining leave
Uota use
dates
4. Create a PA30 to enter the next holiday period, IT2001, subtype 9300:

Start: 1/1/2016  To: 1/1/2016 (8 hours Holiday Leave)
5. Create a PA30 to enter the remaining leave, in this case 32 hours, IT2001, subtype 900:
Start: 1/02/2016 ~ To: 1/6/2016 (24 hours Annual Leave)

By entering the data on the Absences infotype as explained in this manner, it is not necessary for a
separate time sheet to be entered for the employee. If data is not entered on this infotype (nor a
timesheet), the employee is on leave without pay.

Using leave accrued while out on leave (if eligible)

If an employee wants to use the time that was accrued while he or she was out on paid leave,
you will have to create a new PA30 IT2001 in order to enter the new leave time. For example:
An employee has 184 hours of approved leave. When the employee goes out on LOA, he/she
wants to use the 184, plus the hours that are accruing while on leave. In this case, you would
enter the 1684 hours on IT2001 during the Action. After the employee has accrued the
additional hours, you would create a PA30 for another IT2001 to exhaust the additional leave.

- feariry & Aecous ©2016 State of North Carolina All Rights Reserved
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Subtypes for Time Quota Compensation Pop-up

. Restrictions |
v &R &)
ESG PSGpg Comp.meth. Description
1 10 1000 Free compensation
1 10 Zool Vacation Payout
1 10 Z002 Bonus Payout
o1 Z003 Comp Time Payout
1 10 Z004 Hol Comp Payout
1 10 Z005 Sick Payout (WC only)
apes Z006 On Call Comp Payout
1 18 Zoa7 Gap Hrs Comp Payout
T Zoos Calback Comp Payout
age =l Z00g Special Leave Payout

An employee can only request a lump sum (one time) payment of leave during a Military LOA or
Short-Term Disability LOA.

Select the applicable leave type if the employee has requested a lump sum (one time) payment of leave

instead of receiving it via regular pay disbursement. The employee cannot request leave both via
regular pay disbursement (entered by HR on IT2001) and lump sum payment at the same time.

Time Quota Compensation (IT0416)

Create Time Quota Compensation {0416)

& [ 82 & of [ compensate

Parsonnal Mo B0000430 Mamea Tomeks Avansldl

EE proup A| SPA Employees  Personnelar (4601 Watwral and Cukural Resourcas

WS rue [BO1HOBGH] MTWHF-8, S25-0 S  Enter the hours to be paid out.

Start .“" 1520157

e B3 vacaton Parout NOTE: The hours entered cannot

exceed the hours for the applicable

Compensation spedfications leave type shown in Rem. Columrn.
Time quota type 10 Vacabon Leave

Compensaton ruks ]

Ho. to cempensate

Absence guotas

ATy | Quota text Entitl, Linit: Coamp. R Amount Curr... 5 Daduction... |Deduction...
10Vacation Leave 473.30000 Haurs 0.00000 0.00 01/16/2008 12/31/9999
1551k Leave 1,124.95000 Hours 0.00000 1,004.25000 0.0 01/16/2008 12/31/9999
40Hokday Leave B.00000 Hours Q. 00000 B.00000 0.00 01012008 03/02/2008
40Hobday Leave B8.00000 Hours 0. 00000 8.00000 0.00 02/20/2008 04/21/2008
40Hobday Leave 24.00000 Hours 4.00000 24.00000 a.00 08/06/2011 12/31/9999
555pecal Leave 40.00000 Hours 0.00000 40.00000 0.0 07/01/2013 0&/30/2014
G3Communiy Service Lea 24.00000 Hours 0.00000 24.00000 0.00 01/01/2008 12/31/2008

This infotype only displays if you selected a leave category from the subtypes pop-up (see previous
page). If you did make a selection on the subtypes pop-up, that leave type pre-populates on the Time
Quota Compensation infotype.

The date defaults from the Action. Do not change the date on this infotype (like you do in a Separation
or Separation Pay Continuation).
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PA420

Leave of Absence Overview

The number of hours that the employee is entitled to for that leave type category defaults in the Rem.
Column. That is why it is critical to ensure that all time has been entered, approved, released and
that time evaluation has run before entering the LOA Action.

Multiple Leave Types

If the employee has indicated a request for lump sum payment and has more than one type to be paid,
you must use PA30 after you complete the LOA Action to select and enter the additional subtypes for

ITo416.

EE HR Overview (ZEMP)

Employee Data
PERMR :

EE Mame:
Employsent 5t:
Personnel Area:
EE Group:

EE Subgroup:

Personnel Subarea:

Ann 5al/Hr Rate:
EE Exempt Status:
PS§ Group:
Cap.ut11.1¥1:
DoB

Ethmic Origin:
Disability:
Hilitary Status:
Veteran Status:
State EOD:

Length of Service:
Est Long Due Date:

As Of: 01/15/2014

81823330

L1117y Ann Small

Active

Ingurance

SPA Employees

FT N-FLSAOT Perm

Tday Norm

$57 643 .00

Exenpt Manaperial

GRTE Level: BGR

180.88 WkHrs/Pd: 173.33 Monthly
B2/13/1980 Gender. F

Asian (Mon-Hispanic/Latino)
None/Prefer not to report

NiA

Non Veteran
a9/a1 /2009
232 Mths
ga/2014

Agency EOD:BS8/81/2013

Latest EE Action & Salary Changes:

Most Recent Actn:
Reason:

Action Date:

Awt Last 5al Chy:
Salary Chg Date:

‘Diac'la‘llar: Not for Public Information '

Transter (NGC)

Agency to Agency - Promotion
08/01/2013

$13,865.00

BB/01/2013

Run Date: 0171572014

Position Data

Position:

Job:

Supervisor.

Org Unit:

EE Group:

EE Subgroup:
Personnel Subarea:
Budgeted Salary:

68813353 - Insurance Co Examiner 1

30800543 - Insurance Co Examiner 1

2, e S e e e

20001494 - INSURANCE Financial Evaluation & Anlys

SPA Empl oyeaes

FT N-FLSAOT Perm
Tday Morm

$57 643,00

Statutory Exemption Type. Exeapt Managerial

Organizational Data

Agency: 70000002
Division: 72028002
ection: 74028014
ranch: 78020036
Tine Data

Time Management St:
Working Wesk:
Work Schedule Rule:

Weekly Working Hours:

0T Comp:
Callback:

Gap Hrs Comp:
Holiday Payout:
On-Call:
Extended Duty:

EEACXEEE

- Department of TrarlInsurance

- CFO-Financial Nanagement Division
- Purchasing

- Purchasing

1 - Positive Time Recording
87 - Wk - Sun (mdnt) - Sat
DO1NDBGN - MTWHF -8, 5a5-0

4000
NE Premium: N
WE Premium: N
ES Premium: N
65 Holiday Premium:

The Employee Overview screen is a “snapshot” of an employee’s information.

The transaction is initiated by entering data to define who and what time frame an HR user needs to
view a particular employee’s information.

1. Enter ZEMP in the Command field on the Easy Access screen and press the Enter key or click
the green check ball.

2. Enter an Employee ID.

3. The current date defaults into the Selection Date field. You have the option to enter any date

that the employee has data in the system. If you enter a date that is not valid, you receive the
message ‘No Information for the date Entered’. If you are not authorized, you will receive a
message indicating that you do not have authorization.

4. Click the Execute button to perform the transaction.

AOSC Training
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EE Infotype Overview (pc00_mO02_linf0)

The EE Infotype Overview is a transaction screen

that lists all active infotypes for an employee during Infotype Overview
a specified period of time. oleBRE
1. Enter the transact.ion code PCO0_MO2_LINFO - [E5 50000226 Janat Thomasod 5

in the Command field. v [0 0000 Actions

. v [T o001 Organizational Assignment
2. Press or click Enter. v [ 0002 Personal Data
* [ 0003 payroll Status

3. Make the necessary selections (personnel ~ [ 0005 Addresses

number and validity dates). » E31  Ppermanent residence

» (34  Emergency contact

4. Click Execute. * (35  Maiing address

» [ 0007 Planned Working Time
v [ 000z Basic Pay
~ [E= 0009 Bank Defails

» (30 Main bank

To see the detail of a specific infotype (e.g. IT0001), : g 22:2 g:ﬂgi;;:mgiizns

double-click the infotype or select it and click at the + BN 0077 Additional Personal Data
top of the screen. The system will display the detail » [ 0094 1-0 Residence Status
screen (same as PA20 — Display Master Data). You v [ 0105 Communication
may click the green back arrow to return to the EE v [3 0128 Notifications
Infotype Overview screen. : [ 0167 Health Plans

3

You can expand or collapse any and all of the
infotypes.

3 0171 General Benefits Information
[ 0207 Residence Tax Area
~ [5 0208 Work Tax Area
v [Iwc  state of North Carolina
» [ 0209 Unemployment State
v [0 0210 Withholding Info W4/WS US
+ [0 0302 Additional Actions
* [ 0315 Time Sheet Defaults
» [ 0378 Adjustment Reasons
v [ 0552 Time Specification/Employ. Period
v [3 2001 Absences
v [ 2002 Attendances
» [ 2006 Absence Quotas

SUMMARY

In this lesson you learned to:

+  Describe the checklist tasks you should perform before entering a Leave of Absence (LOA)
Action

+ Identify the transaction code and various infotypes associated with an LOA

+ Describe the interaction of the infotypes within the LOA Action and with the Time, Benefits,
and Payroll modules

+ List the reasons associated with an LOA Action

*  Describe the FMLA steps that are not part of the LOA Action
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Creating a Leave of Absence

Creating a Leave of Absence

Introduction

Lesson 1° Leave of Absence Overview

Lesson 2: Creating a Leave of Absence
Lesson 3 Reinstating an Employee from LOA
Lesson 4: Benefits and Leave of Absence
Lesson 5: Course Review

Lesson 2 Objectives

This lesson focuses on the creation of various Leave of Absence Actions.

Determine the appropriate reason for a LOA (Leave of Absence) Action

Enter the data to initiate and complete a Leave of Absence for various reasons

Run the Date Monitoring Report

more than 60 days under G.5. 115C 325{f)(2). =)

LOA —used when an employes is out
of work on paid or unpaid leave.

POLICY LINE:
httpwww.oshr ne sov/GuidePoliciesipolicies htm (Sections 5 & 6)

01 FMLA — employee is out for & reason that qualifies for FAMLA
06 Parental (not FMLA) employee is not eligibls for FMLA

07 Family [llness Leave — employes is out due o having to take care of immediate family me
the employes chooses to not use FMLA LN

08 Extended Illness — employee illness that is not covered by FMLA or short term disability.

10 Reszerve Active Duty (leave) — employee is exhausting vacation, bonus or comp time prior to
day leave.

11 Reserve Active Duty (lump sum) - employee is paid for vacation, bonus or comp time prior to
day leave.

09 Resarve Active Duty (30 days) — employes is placed on RAD 50 days with Active Duty orders
dayz)

(=]
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EXERCISE 2.1: LOA - FMLA

SCENARIO

Janet Thomas is a permanent employee who works at the
Department of Commerce. Effective today, she is going out on
FMLA due to her husband’s serious medical condition. She expects
to be out for a total of 12 weeks. Janet has not indicated that she
wishes to use any of her leave for this LOA.

She has the following leave balances:
% 240 sick

s 240 vacation

There are three parts to this Exercise but you will only be responsible for Parts I and III.

I
II.

I1I.

Iv.

Initiate Workflow (WF)
Wait for the approved PCR (LOA does not go to the Funding Approver)
Process Approved PCR

Add Absences via PA30

Part I - Initiate Workflow as the Initiator

Access the Business Process Procedure (BPP) from the Training HELP website
http://www.osc.nc.gov/training/osctd/help/. Follow along with the BPP to complete the exercise.

1. Follow along with your instructor as he/she logs into the Training Client. (Use the ID given to
you by your instructor.)

2. Once you have logged in, add the following transactions to your SAP Favorites folder. Your
instructor will demonstrate if you need assistance.

ZPAA076

PA20

PA30
S_PHO0_48000450
PTFMLA

PT50

PCO0_MO2_LINFO

3. Follow your instructor’s directions to add the OSC Training Favorites web page as a URL in
your SAP Favorites folder.
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Leave of Absence
PA420

Creating a Leave of Absence

4.

10.

11.

12.

13.

14.

15.

On the Easy Access screen, type ZPAA076 in the Command field or click the transaction in

Favorites folder.

Click Enter & . The Employee Action Request screen is displayed.

From the table below, select the Personnel number assigned to you by your instructor and

enter it into the Personnel number field.

PERSONNEL #: Janet Thomas

A | 80000286 | F | 80000291 | K | 80000296 P 80000301
B | 80000287 | G | 80000292 | L | 80000297 Q 80000302
C | 80000288 | H | 80000293 | M | 80000298 R 80000303
D | 80000289 |I 80000294 | N | 80000299 | Inst1 | 80000304
E | 80000290 | J 80000295 | O | 80000300 | Inst2 | 80000305

Write the Personnel number on your Transaction Log.

Enter the following data:

Field

Value

Effective on

Today’s date (Write on your Transaction Lot)

Action Type

Leave of Absence

Reason

FMLA

Click Enter 0 .

Click Create O . The second screen of the Employee Action Request screen is displayed.

Enter the following data:

Field

Value

Annual Salary

Same as her current salary (HINT: Look in Current column)

Click Enter Q .

Click Save . The Information pop-up is displayed with the assigned PCR number.

Write the PCR number on your Transaction Log.

—
Click @ to close the pop-up.

Click Services for Object .

r— NOTE: This button is not available until you have saved the Employee Action Request.
The Services for Object button displays either an icon menu or a drop-down menu
depending upon whether you click on the right or left of the icon.

©2016 State of North Carolina All Rights Reserved
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16. Select Create > Create Note.
17. Enter a note title.

18. Click in the note section and write the applicable information to send along with the PCR.
Begin the note with your name and the date.

r— NOTE: The notes that you write are only recorded in the Workflow PCR; they do not
follow in the PA Action. However, you can copy and paste from PCR into the Action
when you are processing the infotypes.

19. Click the green check to close the notes. If applicable, close the notes icon menu.

20. Click Init@ate \WF | The Information pop-up is displayed indicating that the PCR has been
submitted.

21. Click the green check to close the Information pop-up. You are returned to the Employee
Action Request (first screen).

22. Click the BACK button to return to the Easy Access screen.

Part II - Agency Approval Process

Your instructor and/or navigator will perform this part.

Part III - Complete Approved PCR from Inbox

7 NOTE: In this exercise, you are processing an employee who already has an existing record;
therefore, each infotype will have a warning message that the previous record will be delimited.
Enter to bypass the warning message.

23. From the Easy Access screen, click the SAP Business Workplace 57 button.

24, Click the node beside Inbox & Inbox to expand it.

25. Before you process the PCR, make a copy of the note in order to paste it into the Actions
infotype:

+  Select (DO NOT double-click) the Workflow to select it.

+ At the bottom of the screen, click the “header” (not tracker) link: PA PCR xxxxx ##HHH
(where X and # represent employee’s name and PCR number).

+ At the Employee Action Request screen, click the Services for Object E button to
review the notes or attachments.

+  Select Attachment List.

+  Highlight the line item for the note.

*  Double-click or use the eyeglasses.
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Highlight the entire note, including the title.

+  Right-click and select Copy. You can either keep the copied note in the clipboard for use
later, or paste it to a Word document for later use.

r— CRITICAL: Do not leave the PCR open in a second session.
Click X to close the Display note pop-up.

Click X to close the Services for Objects pop-up. It is a best practice to make sure the PCR
is closed before you process the approved PCR Actions because an open PCR uses a lot of
memory.

Click the Back & button.

26.  With the PCR still selected, click the Execute || (or double-click the PCR line item). The
system automatically takes you to the applicable screen for the Action (in this exercise, it is the
Personnel Actions screen).

217. On the Personnel Actions screen, enter the following data:
Field Value
From Today’s date (should always be the same that you entered on
PCR).
Action Type Leave of Absence (Highlight and select)

28. Click Execute @ .

29. Complete the following fields:

Field Value

Actions (IT0000)

Reason for Infotype Observe the field defaulted from PCR.

Reference Per. No. Leave blank.

Position Observe the field defaulted from PCR.
Emp. Group / Observe the field defaulted from PCR.
Subgroup
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Enter note copied From the menu bar:
from PCR
+  Select Edit.

*  Maintain text.

*  Press Enter if a warning message displays indicating
that person and position have different group/subgroup

+  Use Ctrl+V (or use the Insert button) to paste the note
from the PCR.

+  Click Save.

+  Click Enter and Save as needed to bypass warning
messages again.

Organizational Click Enter and Save.
Assignment (IT0001)
7 NOTE: If the Contract field is completed on the

previous IT0001, it will copy to the new IT0001.

Monitoring of Tasks
(IT0019)
Task Type Estimated Return Date (12 weeks)
Date of Task Use the calendar icon to select the date when the 12 weeks
will end.
Reminder Date Enter Reminder date using either method:
* Enter a calendar date in the Reminder date field.
+ Enter a time period in the Lead/Follow-up field and
press Enter.
Comments 7 NOTE: Since the comments do not wrap at the end of

the line, use the Edit > Maintain Text function
located on the menu bar to add the comments below
to the infotype. Remember to start any comments
with your name and the date. In your work
environment, write whatever notes are required by
your Agency. In class, we are only entering short
notes for expediency. Enter the following:

<your name, date>

The employee is expected to return to work at the
end of 12 weeks.

Click Save to save the note. Observe the note icon displays
as part of the infotype.

Click Save again to save the infotype.

+  To view a list of your tasks, you must run the SAP
report Date Monitoring Report (transaction
S_PHO0_48000450) or the BOBJ report B0099- Employee
Deadline.
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Delimit Objects on Loan +  Highlight the line for State ID.

(IT0040)
*  (Click the Delimit button.

* The infotype is delimited as of today.

In your work environment, follow your Agency’s policy
regarding whether or not employees return items while out
on leave. If the employee returns the items, you would then
delimit the infotype.
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Planned Working Time Make the following selections:
(IT0007) +  Verify that DOINO8GN has defaulted in the Work
schedule rule field. Change it if it did not default.
*  Change the Time Mgmt status to Positive Time
Recording
Copy Planned Weorking Time (0007)
[ work schedule .
ekt Work schedule rule:
ersonnel Mo | BO000326 Full-time = DO1NOSGN (5 days x 8 hours)
EGroup A SPA Employ Part-time — applicable work schadule
ESubgroup Al FT NALSAD
it L Ta
Weork schedule nule
Work schedule [DOLNCAGH  MTWHF-8,545-0  WSRFnder
Teme Mgmt status Ll1 - Postie Trme Recording --_r
Werkng week Wi - Sun [mdnt) - Sat -
Pt-IiT ETOEE
Working tme
Employment percent 180..00
Daly workng hours
Weekdy workng Rou's
Manthly working hrs Time Management Status:
Annual woriang hours 2080.00 Full and Part-time = Positive
Weeldy workdays
IMPORTANT!

All full-time employees must be on a 5 -day 8-hour per day
work schedule. The easiest way to accomplish this is to use
DO01NO8GN. All employees, whether full-time or part-time,
must be positive time recording.

For part-time employees, select an equivalent work
schedule M-F. Example — PT EE 36 hrs equivalent schedule
would be 5 x 7.2 = WSR DD9N1001

A 28-day employee will remain on the 28-day working week
as long as they are exhausting leave. The working week
should be changed to the normal agency specific working
week on the 1st day they use LWOP. The work schedule rule
is still changed to DO1NOSGN.

— NOTE: When you reinstate an employee, the IT0007
displays as part of the Reinstatement/Reemployment
Action. At that time, you will assign the employee to
the applicable full-time or part-time work schedule
they had when they went out. You will also change
the Time Mgmt Status field back to negative time if
the employee was negative time prior to the LOA.

Click Enter and Save.
Subtypes for infotype If the employee should not accrue leave or longevity while
Absences pop-up on unpaid leave, enter Time code 9400 (LWOP) in IT2001.
Subtypes for infotype X (close) out for this scenario because the employee has not
Time Quota Pop-up elected to receive a lump sum payout.

Page 32 Updated 5-20-16 K—\_— )
©2016 State of North Carolina All Rights Reserved \ AOSC Trall,\,}},}g

Tewrity & Accotmta



Leave of Absence Creating a Leave of Absence
PA420

30. Click the Back button at the Personnel Actions screen (the system automatically returns you
to Personnel Actions when you finish the last infotype within the Action). The pop-up displays
indicating that the item must be explicitly completed.

31. Click Complete Work Item |Q;:5:' Complete Work Item .

r— NOTE: It is critical that you complete this last step. Due to system configuration, you
may not be able to create another PCR or the system could default the wrong data with
more than one approved PCR status.

Part IV - Add Absences via PA30

You've just been informed that Janet Thomas does not have enough approved leave or sick time for
her FMLA leave. You will need to create an Absences (IT2001) infotype on a weekly basis for the
expected 480 hours of LWOP (9400) over the course of Janet’s LOA.

—~ BUSINESS PROCESS NOTE: During Payroll Correction, it is critical to enter leave through

the end of the payroll period. If leave is not entered for the period, the employee will not be paid
correctly.

32. On the Easy Access screen, type PA30 in the Command field or click the transaction in
Favorites folder.

33. Enter 2001 in the Infotype field in the Direct Selection area.
34. Click Enter.

35. Click Create.

36.  Select Leave Without Pay (9400).

37. In the End date field, choose a date that goes through the end of the current work period.
Remember that we changed Janet’s work schedule to run from Sunday-Saturday. (DO NOT
PRESS ENTER!)

38. Click (DO NOT PRESS) Enter. Look at the Absence hours field.
How many hours did you capture for LWOP? ___

39. If you are satisfied with your results, click Enter.

40. Click Save. The PA30 screen is displayed again.

41. For practice, create another week of LWOP for Janet.

42. If you are satisfied with your results, click Enter.

43. Click Save. The PA30 screen is displayed again.

44. Click All in the Period section.

45. Click Overview. You will see several Absences for Janet. The first two records should be the
ones you created. Let your instructor know if you do not see 2 different records for Janet
Thomas.

This exercise is complete.
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LOA - Worker’s Compensation

Terms and Definitions
The following descriptions were taken from the PA Action Reasons Definitions Job Aid.
+ WC 7 day waiting period — employee waiting period before Workers' Compensation benefits

begin. Effective date will be the 1st day out of work. (Optional)

+  WC Leave of Absence w/supplement — employee is removed from work by the treating
physician and has opted to exhaust available leave according to the OSHR WC Supplemental
Leave Schedule. This is effective the 8th day of absence.

+ WC Leave of Absence — employee is placed on Workers’ Compensation Leave. This is effective
8th day of absence; employee is not using supplemental leave.

+  WC Salary Continuation Pay — employee 1s placed on Workers’ Compensation leave with
Salary Continuation pay for up to two (2) years from date employee is unable to work either a
partial or full day. Injury is result from or arises out of episode of violence, resistance, or due to
other special hazards that occur while eligible person is performing official duties. Authorized
treating physician has removed employee from work or injury related work restrictions cannot
be accommodated by employer. TPA investigation/OSHR review/agency approval required.
(See NCGS §143-166.14)

r— NOTE: WC LEO Continuation Pay & WC Non-Sworn Officer is now covered by WC
Salary Continuation Pay. (See NCGS 143-166.14).

+  WC Continuation Pay for Teachers Only - employee works in any educational institution
supported by and under control of the State placed on Workers’ Compensation leave with
Salary Continuation pay for up to 1 year from date employee is unable to work either a partial
or full day. Injury is due to “episode of violence”. Authorized treating physician has removed
employee from work or injury related work restrictions cannot be accommodated by employer.
TPA investigation/agency approval required. (See NCGS §115C-338)

Guidelines for Application of Dates
7-Day Waiting Period

The day the injury occurred is not counted as part of the 7-day waiting period. You may or may not
include the weekends (see Weekend section below).

When the 7 days of the Waiting Period are not consecutive

If an employee takes the 7 days waiting period on non-consecutive days, you may enter several LOA
Actions but are not required to do so. The WC 7-day waiting period begins with the first day missed
after the day of the accident (employees are paid in full the day of the accident regardless of what time
they went out). The 7 days can be consecutive or non-consecutive. When an employee is out on
consecutive days for the 7-day waiting period, you count calendar days (which includes the weekends).
If the employee is out a partial day with lost wages, you count that as one whole day. You would not
count doctor’s appointments or treatments for the accident as absences because employees are paid as
if they worked for reasonable time and travel to the doctor. The determining factor for counting days
is lost wages. See the explanation at the end of Exercise 2.2.

When to include weekends

If the doctor’s Work Status note takes the employee out of work on Friday and indicates the employee
can return to work on Monday, you count the weekend as part of the 7-day waiting period. However, if
the employee gets hurt early in the week, but is back at work on Friday, then out again on Monday,
you do not count the weekend.
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8th day of Injury

If the employee is still out of work after the 7-day waiting period, you will create a new LOA Action on
the 8th day using the applicable WC reason. The injured employee is on Workers’ Compensation leave
as authorized treating physician has removed employee from work, or injury related work restrictions
cannot be accommodated by employer AND employee opts to exhaust a certain amount of sick/
vacation/bonus leave per week in accordance with OSHR schedule to supplement WC benefits.
Workers’ Compensation Supplemental Leave Schedule.

7 NOTE: Employee MUST BE out 40 hours per week.

On eighth (8th) day injured employee is on Workers’ Compensation leave as authorized treating
physician has removed employee from work or injury related work restrictions cannot be
accommodated by employer. Employee is not using supplemental leave.

7 NOTE: Employee MUST BE out 40 hours per week.

An LOA Action must be created effective the 8th day after the injury.

Workers’ Compensation Supplemental Leave Schedule

Effective October 1, 1987, the State Personnel Commission policy allowed an employee to supplement
the weekly benefit by use of earned sick or vacation leave. Employees on workers' compensation leave
drawing temporary total disability benefits may supplement the weekly benefit by the use of earned
sick or vacation leave, in accordance with a schedule published by the Office of State Human
Resources each year. Since the employee must receive the weekly benefit, this will provide an income
approximately equal to their take home (after taxes) pay prior to their injury.

The maximum weekly Workers’ Compensation benefit effective January 1, 2016 is $944.00. This new
maximum amount is not applicable to injuries that occurred before January 1, 2016

See the link listed below to the OSHR Workers' Compensation Supplemental Leave Schedule:

http://oshr.nc.gov/document/workers-compensation-supplemental-leave-schedule
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Instructions

EXERCISE 2.2: LOA - Worker’s Compensation

SCENARIO

Patricia Calloway is a permanent employee at Natural and
Cultural Resources as an Archaeologist II with the following leave
balances:

* 200 bonus leave
* 600 sick leave

+ 80 vacation leave

Patricia was injured on the job today while performing her duties
and will probably be out of work for a few months. She wants to use
40 hours of vacation during her 7-day waiting period. She is
entitled to and wants to receive 2 hours per week of supplemental
pay during the 6-month period. Patricia has elected to use the WC
7-day Waiting Period.

In order for Patricia to receive the supplemental pay, either HR or
Time will need to go in each week for the six months that the
employee is out on WC LOA and add 2 hours supplemental time. It
is important to communicate with Time to determine who will be
responsible for entering the supplemental hours each week.

Access the Business Process Procedure (BPP) from the Training HELP website
http://www.osc.nc.gov/training/osctd/help/. Follow along with the BPP to complete the exercise.

There are two separate LOA Actions that can be completed for this scenario:

A. WC 7-day Waiting Period (Optional)

B. WC LOA w/ Supplement

Each LOA Action has three parts; however you will only be responsible for Parts I and III:

I. Initiate Workflow (WF)

II.  Wait for the approved PCR (LOA does not go to the Funding Approver)

III.  Process Approved PCR

ACTION A: WC 7-DAY WAITING PERIOD

Part I (of A) - Initiate Workflow

1. Determine how many of hours of sick leave the employee needs to have available if she is going

to be out for 6 months from the scenario above:

2. Enter PT50 in the Command field on the Easy Access screen
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3. Press or click Enter.
4. From the table below, select the Personnel number assigned to you by your instructor and
enter it into the Personnel number field.
PERSONNEL #: Patricia Calloway
A | 80000306 | F | 80000311 | K | 80000316 P 80000321
B | 80000307 | G | 80000312 | L | 80000317 Q 80000322
C | 80000308 | H | 80000313 | M | 80000318 R 80000323
D | 80000309 |I 80000314 | N | 80000319 | Inst1 | 80000324
E | 80000310 | J 80000315 | O | 80000320 | Inst2 | 80000325
Write the Personnel number on your Transaction Log.
5. Click 2 Al
6. Click < Absence quotas e Quota Overview screen displays.
7. Verify the Rem. Column for vacation and also sick leave:
8. Vacation: . Does the employee have enough vacation for the 7-day waiting
period?
9. Sick . Does the employee have enough sick to use supplemental pay for 6
months?
10. 8.Type mZPAAOQ76 in the Command field on the Quota Overview screen.
11. 9.Click Enter. The Employee Action Request screen displays.
12. 10.Enter the following data:
Field Value
Effective on Tomorrow’s date (employees get paid for the first date
injured)
Write on your Transaction Log for Eff Date A.
Action Type Leave of Absence
Reason WC 7-day waiting period
13. Click Enter.
14. Click Create O . The second screen of the Employee Action Request screen is displayed.
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15. Enter the following data:
Field Value
Annual Salary Same as the current salary (HINT: look in Current column)
16. Click Enter.
17. Click Save. The Information pop-up displays with the assigned PCR number.
18.  Write the PCR number on the employee paperwork (in class, use your Transaction Log -
PCR# B).
19. Click the green check mark to close the pop-up box.
20. Click Services for Object |"_":EI al,
r— NOTE: The Services for Object button displays either an icon menu or a drop-down
menu depending upon whether you click on the right or left of the icon.
21. Select Create > Create Note.
22. Enter a note title.
23. Click in the note section and enter the applicable information to send along with the PCR.
Begin the note with your name and the date.
r— NOTE: The notes you write are only recorded in the Workflow PCR; they do not follow
to the PA Action.
24, Click the green check mark to close the notes. If applicable, close the notes icon menu.
25.  Click the Init@te WF | button. The Information pop-up displays indicating that the PCR has
been submitted.
26. Click the green check mark to close the Information pop-up. You are returned to the Employee
Action Request (first screen).
217. You must now wait until the PCR has been approved and is back in your Inbox.

Part II (of A) - Wait for Approval

Your instructor and/or navigator will perform this part.

Part III (of A) - Process Approved PCR

28.

29.

o
B

From the Easy Access screen, click SAP Business Workplace

Click the node beside Inbox to expand it.

Page 38 Updated 5-20-16 (’f\; )
©2016 State of North Carolina All Rights Reserved \ AOSL Tra",nll,]g

Tntenrity & Accoting



Leave of Absence Creating a Leave of Absence

PA420
30. Before you process the PCR, make a copy of the note in order to paste it into the Actions

infotype:

A. Select (do not double-click) the PCR to select it.

B. At the bottom of the screen, click the Ad hoc object “header” (not tracker) link: PA PCR
xxxxx #HHHH# (where X and # represent employee’s name and PCR number).

C. At the Employee Action Request screen, click the Services for Object button to review the
notes or attachments.

D. Select Attachment List.

E. Highlight the line item for the note.

F. Double-click or use the eyeglasses.

G. Highlight the entire note, including the title.

H. Right-click and select Copy. You can either keep the copied note in the clipboard for use
later, or paste it to a Word document for later use.

r— CRITICAL! Do not leave the PCR open in a second session.

I.  Click X to close the Display note pop-up.

J.  Click X to close the Services for Objects pop-up.

r— BEST PRACTICE: After viewing the PCR, you should return to your Inbox to process

the action.
K. Click the Back button.

31. With the PCR still selected, click Execute {E' (or double-click the PCR line item). The
HR/Payroll system automatically takes you to the applicable screen for the Action (in this
exercise, it is the Personnel Actions screen).

32. On the Personnel Actions screen, enter:
Field Value
From Tomorrow’s date

7 NOTE: The From date should always be the effective

date on the PCR.
Action Type Leave of Absence (Highlight and select)
33. Click Execute @ .
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34. Complete the following fields:

Field Value

Actions (IT0000)
Enter note copied From the menu bar:
from PCR

+  Select Edit.
*  Maintain text.

*  Press Enter if a warning message displays indicating
that person and position have different group/subgroup

+ Use Ctrl+V (or use the Insert button) to paste the note
from the PCR.

+  Click Save.

+  Click Enter and Save as needed to bypass warning
messages again.

Reason for Action Observe the field defaulted from PCR.
Reference Per. No Leave blank
Position Observe the field defaulted from PCR.

EE Group / Subgroup | Observe the field defaulted from PCR.

Enter and Save

Organizational Enter and Save
Assignment (IT0001)
7 NOTE: If the Contract field is completed on the

previous IT0001, it will copy to the new IT0001.

Monitoring of Tasks
(IT0019)
Task Type Workers Comp (7-day)
Date of Task Starting with tomorrow, count calendar days to the date
that signifies the end of the 7-day waiting period.
Reminder Date When you press Enter, the reminder date field
automatically populates. Change if applicable.
Comment The 7-day waiting period ends. Change the record on the gth

day to a new LOA and WC reason.

To view a list of your tasks, you must run the Date
Monitoring Report (transaction S_PHO 48000450) or the
BOBJ report B0099 — Employee Deadline.

Delimit Objects on Loan Click Next Record icon.

(IT0040) In your work environment, follow your Agency’s policy

regarding whether or not employees should return items
while out on leave. If the employees return the items, then
you would delimit the infotype.
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Planned Working Time All full-time employees must be on a 5 -day 8-hour per day
(IT0007) work schedule. The easiest way to accomplish this is to use
DO01NO8SGN.

I~  CRITICAL! All employees, whether full-time or part-
time, must be positive time recording.

For part-time employees, select an equivalent work
schedule M-F. Example — PT EE 36 hrs equivalent schedule
would be 5 x 7.2 = WSR DD9N1001

A 28 day employee will remain on the 28-day working week
as long as they are exhausting leave. The working week
should be changed to the normal agency specific working
week on the 1st day they use LWOP. The work schedule rule
is still changed to DO1NOSGN.

7 NOTE: When you reinstate an employee, the IT0007
displays as part of the Reinstatement/Reemployment
Action. At that time, you will assign the employee to
the applicable full-time or part-time work schedule
they had when they went out. You will also change
the Time Mgmt Status field back to negative time if
the employee was negative time prior to the LOA.

+  Verify the employee is on a DOINO8GN work schedule.
+ Change the EE to Positive recording if necessary.

Enter and Save.

Subtypes for Absences Select Approved Leave
infotypes
Absences (IT2001)
Start and To dates Start date: The date should default from the LOA effective
date.

To date: The date which is applicable for the number of leave
hours being used. In this scenario, you need 5 Absence days
to constitute the 40 hours.

Click Enter.

Click Save when the hours accurately calculate.

Subtypes for Time Quota Click Close.
Compensation Pop-up
(IT0416)

35. Click the Back button when you are automatically returned to the Personnel Actions screen.

36. The pop-up displays indicating that the item must be explicitly completed. Click Complete
Work Item |« Complete Work Item .

r— NOTE: It is critical that you complete this last step.

The WC 7-day Waiting Period Action is complete.
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ACTION B: WC LOA w/ SUPPLEMENT

SCENARIO

Assume it 1s 7 days from the date Patricia Calloway was injured. According to your Date Monitoring
report, the LOA for her WC first 7 days has ended. She indicates that she will be unable to work for
six months. Place Patricia on LOA with the applicable reason. Either HR (best practice) or the Leave
Administrator will have to enter the 2 hours sick leave every week for the supplemental pay.

There are three parts to this Exercise.
LInitiate Workflow (WF)
I1.Wait for the approved PCR (LOA does not go to the Funding Approver)

III.Process Approved PCR

Part I (of B) - Initiate Workflow

1. On the Easy Access screen, type ZPAA076 in the Command field.
2. Click Enter. The Employee Action Request screen displays.
3. Enter the following data:
Field Value
Personnel number Use the same personnel number for Patricia Calloway that

you used on the previous exercise. You should have recorded
it on your Transaction Log.

Effective on Eight days after the start date of the 7-day waiting period
(or, one day after the end date of the 7-day waiting period)
Record this date on your Transaction Log.

Action Type Leave of Absence

Reason WC LOA with supplement

7 NOTE: To complete Part I, use the information you learned from previous exercises to:

+ Save the PCR and record the PCR number on your Transaction Log.
+  Write a note for the approvers

+ Initiate Workflow

Part II (of B) - Wait for Approval

Your instructor and/or navigator will perform this part.
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Part III (of B) - Process Approved PCR

7 We will not enter the Supplement in class today, but you would process it back at your office.

I~ NOTE: For Part III (of B), use the information you learned from previous exercises to process
the approved PCR:

Access the Inbox.
Highlight the PCR and copy the note.
+  Execute the approved PCR.
Enter the applicable date and Action on Personnel Actions screen.
Process the infotypes as applicable.

— Actions: Paste the note from the PCR.

— Monitoring of Task: this time the date is at the end of six months and the reason is
“estimated return date.”

— Objects on Loan: You should have delimited any object on loan necessary during the
7-day waiting period.

Explicitly complete Workflow item.
The WC LOA w/ Supplement Action is complete.

PA30

*  Now access PA30 > Absences infotype and exhaust leave as necessary.

LOA OVERVIEW FOR 7-DAY WAITING PERIOD (NON-CONSECUTIVE DAYS)

NOTE: You will not perform an exercise. This is presented for discussion purposes only.

The WC 7-day waiting period begins with the first day missed after the day of the accident (employees
are paid in full the day of the accident regardless of what time they went out). The 7 days can be
consecutive or non-consecutive. When an employee is out for the 7-day waiting period, you count
calendar days (which includes the weekends). If the employee is out a partial day with lost wages, you
count that as one whole day. You would not count doctor’s appointments or treatments for the accident
as absences because employees are paid as if they worked for reasonable time and travel to the doctor.
The determining factor for counting is lost wages.

For the purposes of illustration, we will assume that an employee (Shirley James) gets hurt on
Thursday, 1/10/09 at 9:00 am. She gets paid for that day. Shirley goes to the doctor and misses the rest
of the day and does not come back on Friday. Shirley has chosen not to take leave for the 7-day
waiting period. That makes 1/11/09 the first lost workday (initiate step 1 below). Shirley returns to
work on Wednesday 1/16/09 (initiate step #2 - Reinstatement). When you enter the Reinstatement,
the previous LOA Action is automatically delimited to 1/15. That means that the system has counted
days 1/12, 1/13, 1/14, and 1/15 as lost days 2 through 5 (which includes Saturday, Sunday, Monday
and Tuesday). She works through 1/21. She calls on Tuesday 1/22 to say she has a doctor’s
appointment. The doctor takes her off work duty indefinitely (initiate step #3). Benefits would begin
on the 8th lost day which is 1/24 (initiate step #4). The system automatically calculates her last two
lost days in the 7-day waiting period as 1/22 and 1/23.

7 NOTE: If the employee does not have enough Leave, you must record LWOP (9400).

1. LOA Action — WC 7-day waiting period, dated 1/11 until end of time
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2. LOA Reinstatement/Reemployment —WC complete, dated 1/16 until end of time (which
delimited #1 to 1/15)

3. LOA —-WC 7-day waiting period, dated 1/22 until the end of time (which delimited #2 to 1/21)

4. LOA—either WC Leave of Absence or WC LOA w/supplement, dated 1/24 until the end of time
which delimited #4 to 1/23)

7 BEST PRACTICE: It is important to create and process one PCR at a time. This ensures the
Employee Action Request is pulling the current information. Also the default data pulls from
the current approved PCR.

This exercise is complete.

EE A O A A L L L L L O R G R G R R R R R A R R S O R O

Objects on Loan (IT0040)

Task Monitoring

Further selections ||’='v" Search helps % Org. structure

Period

") Today (") Current manth () Current year

“IUp to today _JFrom today

(e

* Dther period - -

Data Selection Period J j|a, To

Person selection period

Selection

I Personnel Number

Personnel area

Personnel subarea
Employee group
Employee subgroup

Y g S

The Objects on Loan infotype (IT0040) is a great tool to track what items have been issued to an
employee. Items should be created individually so that they can be maintained on an as-needed basis.
In some cases of LOA, items should be delimited while the Employee is out on leave. They can be
re-issued at Reinstatement.
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Date Monitoring Report
The Date Monitoring Report can be run from the SAP Easy Access screen via the following menu:

Select SAP menu > Human Resources > Personnel Management > Administration > Infosystem >
Reports > Employee > Date Monitoring (S_PHO0_48000450).

In addition, you can run a report on due tasks in BOBJ. The report, BO099 — Employee Deadline
Dates (illustrated below).

EE I S S A A A S SR SR S SR SR SR SR SR SR SR R S S S S A A S SR SR SR SR SR S O S S

EXERCISE 2.3: Date Monitoring Report

SCENARIO

Run the Date Monitoring report and listen as your instructor
explains some of the features of the report.

1. Type S_PHO0_48000450 in the Command field on the Easy Access screen or click on it in your
SAP favorites if you have it saved as a favorite.
Task Monitoring
@)
Further selections || search helps [¥  Org. structure
Period
Today Curment month “)Current year
Up to today From today
+ Other period

Data Selection Period
Person selection periog

Selecton
Personnel Number

Employment status
Personnel area
Personnel subareza
Employee group
Employee subgroup

HM

2. Enter the following dates in the Other Period (Data Selection Period) field.

First day of Previous Month TO 12/31/9999
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3. From the table below, select the Personnel Number assigned to you by your instructor and
enter it into the Personnel number field.

PERSONNEL #: Patricia Calloway

A | 80000306 | F | 80000311 | K | 80000316 P 80000321

B | 80000307 | G | 80000312 | L | 80000317 Q 80000322

C | 80000308 | H | 80000313 | M | 80000318 R 80000323

D | 80000309 |I 80000314 | N | 80000319 | Inst1 | 80000324

E | 80000310 | dJ 80000315 | O | 80000320 | Inst2 | 80000325
4. Click the Execute ‘3' button located at he top left corner of the screen.

The report is displayed. Listen as your instructor explains options on this screen.

r— NOTE: This report can also be run by Personnel Area.

This exercise is complete.

LI I A A R S S S SR SR SR SR S R R A B S SR SR SR SR SR R S O

SUMMARY

In this lesson you learned to:
Determine the appropriate reason for a LOA (Leave of Absence) Action
Enter the data to initiate and complete a Leave of Absence for various reasons

Run the Date Monitoring Report
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Reinstating an Employee from LOA

Introduction
Lesson 1° Leave of Absence Overview
Lesson 2 Creating a Leave of Absence

Lesson 3° Reinstating an Employee from LOA

Lesson 4° Benefits and Leave of Absence
Lesson 6° Course Review

Lesson 3 Objectives

This lesson focuses on the process and infotypes that are applicable to reinstating employees from
Leave of Absence.

Reinstate an employee from Leave of Absence

EE S S S A A A L SR SR SR SR S SR SR SR SR R R S S A O S S SR SR SR SR SR S O S S S O

EXERCISE 3.1: Reinstatement/Reemployment

SCENARIO

Patricia Calloway (the same employee from a previous exercise) has
fully recovered and is released to return to work. Assume today is
six months since the effective date of her initial LOA. Reinstate
Patricia from LOA. You can refer back to the date you entered on
the Monitoring of Tasks as the estimated return date to use as the
effective date for this Action.

Patricia will return to the same work schedule and time
management type as she was prior to going on LOA which was:

DO1NOSGN

Negative time employee

“Field Trip” to OSC Training Team HELP page

Follow your instructor’s directions as he/she shows you how to access the PA Actions/Reasons/
Definitions job aid on the OSC Training Team HELP website.

*  You will view the reasons for the Reinstatement/Reemployment Action.

I~ NOTE: Employees return to the exact work schedule they were on prior to LOA. If the
employee can only work part-time, then you must create an Appointment Change action to
change their EE Subgroup and their work schedule. You will have to verify each time before you
process the Reinstatement.
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Date Specifications infotype when you are reinstating LOA employee: Review the Agency date and
adjust it per your Agency’s process. With the exception of specific Judicial employees, longevity is not
associated with IT0041.

7  CRITICAL! - Be sure to use the correct Return reason for the Reinstatement/Reemployment
Action. Use the PA Actions Reasons Definitions Job Aid to assist in determining the correct
reason.

Instructions

Access the Business Process Procedure (BPP) from the Training HELP website
http://www.osc.nc.gov/training/osctd/help/. Follow along with the BPP to complete the exercise.

Part I - Initiate Workflow as the Initiator
To complete Part I, use the information you learned from previous exercises to:

+  Access ZPAAO076 and enter the applicable data to process the PCR:

— From the table below, select the Personnel number assigned to you by your instructor
and enter it into the Personnel number field.

PERSONNEL #: Patricia Calloway

A | 80000306 |F | 80000311 | K | 80000316 P 80000321
B | 80000307 | G | 80000312 | L | 80000317 Q 80000322
C | 80000308 | H | 80000313 | M | 80000318 R 80000323
D | 80000309 |1 80000314 | N | 80000319 | Inst1 | 80000324
E | 80000310 | J 80000315 | O | 80000320 | Inst2 | 80000325

Write the Personnel number you used on your Transaction Log.

— Date: six months from the original LOA (record on Transaction Log)
— Action: Reinstatement/Reemployment
— Reason: Return from Workers’ Comp with MMI Complete

+ Save the PCR and record it on your Transaction Log
*  Write a note for the approvers

+ Initiate Workflow

Part II - Wait for the PCR Approval

Your instructor and/or navigator will perform this part.

Part III - Process the Approved PCR

7 NOTE: For Part III, use the information you learned from previous exercises to process the
approved PCR:

+  Execute the approved PCR

+ Enter the applicable data on Personnel Actions screen
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*  Process each infotype as applicable

— Return the employee to the correct Work Schedule and Time Management Status

Explicitly complete Workflow item
This exercise is complete.

R A A I I R R R A R S R R SR R R S R R L R R O

Returning from Workers’ Compensation Less Than Full Time

20 or More Hours

Scenario

Full-Time employee returns to work for 4 hours; is paid by WC the other 4 hours. You will
perform 2 different actions with the same effective date: Reinstatement/Reemployment and
Appointment Change

+ Action #1: Reinstatement/Reemployment Workflow (ZPAA076)

— Reason: Return from Workers’ Comp with Physician Restrictions that state a
Modified Duty of 20-40 hrs

After approval received, execute Personnel Action PCR

+ After the employee has been Reinstated, create an Appointment Change Action with the
same effective date as the Reinstatement Action.

+  Action #2: Appointment Change Workflow (ZPAA076)

— Reason: Full-time to Part-time

NOTE: Be sure to pro-rate the annual salary based on the number
of hours the employee is available to work. (In this case, the

employee can work 4 hours per day. The annual salary will be pro-
rated by 50%)

+ After approval received, execute Personnel Action PCR

— IT0000 Actions — Enter & Save
— IT0001 Org Assignment — Enter & Save
— IT0007 Planned Working Time

0

+» Select appropriate part-time schedule

2

%

Positive Time Recording

3

%

Check the Part-time employee box

2

%

Employment Percentage will always stay at 100%

Weekly working hours will default based on work schedule rule.

3

%
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— IT0008 Basic Pay
< Enter reason (Appointment Change)

« Salary will default from PCR. Verify that the salary has been pro-rated
correctly.

— IT0019 Monitoring of Tasks
% Task Type: Enter reason (Appointment Change)
< Date of Task: 6 weeks

— IT0040 Objects on Loan — Enter & Save or Add Objects on Loan depending upon
whether you delimited objects on LOA Action

— IT0041 Date Specifications — Enter & Save

Leave Administrator adjusts holiday quotas as required

+ NOTE: Since the Employee is part-time, their longevity will be pro-rated but is eligible for
full longevity. If longevity becomes due, the Agency should contact BEST Shared Services to
have the employee's longevity amount corrected.

+ NOTE: Accruals will be pro-rated. The Agency must track accruals manually for correction
at a later date.

NOTE: Employees are eligible for full health insurance. Submit a ticket to BEST to ensure
Health Insurance remains fully intact.
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Return to Complete Status

Once the employee has been approved to return to full duty, you must create a new PCR and action
with the new reason (Return from Workers’ Comp with MMI Complete)

Scenario

+  Employee is now able to expand the hours worked from 4 to 8 per day.

+  Action #1: Reinstatement/Reemployment Workflow (ZPAA076)

— Reason: Return from Workers’ Comp with MMI Complete

+ After approval received, execute Personnel Action PCR.

+ After the employee has been reinstated, create an Appointment Change with the same
effective date as the Reinstatement Action.

+  Action #2' Appointment Change Workflow (ZPAA076)

— Reason: Part-time to Full-time

NOTE: Be sure to restore the annual salary back to the Full-time, pre-injury rate.
+ After approval received, execute Personnel Action PCR.

— IT0000 Actions — Enter & Save
— IT0001 Org Assignment — Enter & Save
— IT0007 Planned Working Time

KD

+ Select appropriate Full-time schedule

B3

» Select appropriate Time Management Status
Make sure part-time box is NOT checked.
» Employment Percentage will always stay at 100%

®,
0.0

¢

*,

*,

>

«» Weekly working hours will default based on work schedule rule.
— IT0008 Basic Pay

% Enter reason (Appointment Change)

« Salary will default from PCR. Verify that the salary is correct.
— IT0019 Monitoring of Tasks - next screen

— IT0040 Objects on Loan — Enter & Save or Add Objects on Loan depending upon
whether you delimited objects on LOA Action

— IT0041 Date Specifications — Enter & Save

*  Employee enters:
— 9500 for 8 hours worked

* Leave Administrator adjusts holiday quotas as required

+ NOTE: Upon the employee's return to Full-time status, the Agency will need to update
leave accrual balances.
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Additional Resources

Click (or copy and paste in your Internet browser) the link below to access
the OSC Training HELP website:

http://www.osc.nc.gov/training/osctd/help/index.html
Use the following path to locate additional support material for WC LOA:

Personnel Administration > BPPs

— Resinstement Action from LOA Workers’ Comp

— LOA - Workers’ Comp

Personnel Administration > Job Aids

— LOA Requirements

— LOA/Reinstatement Checklist - Workers’ Compensation

— Worers’ Comp BEACON Actions and Reasons Summary
Chart

— Reinstatement from LOA Workers’ Comp and Appointment
Change Process

SUMMARY

In this lesson you learned to:

+  Reinstate an employee from Leave of Absence
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Benefits and Leave of Absence

Introduction

Lesson 1° Leave of Absence Overview

Lesson 2: Creating a Leave of Absence
Lesson 3 Reinstating an Employee from LOA

Lesson 4° Benefits and Leave of Absence
Lesson 6 Course Review

Lesson 4 Objectives

Although this course is focused on the Personnel Administration aspect of LOA, it is important to
understand how LOA affects benefits.

Explain the various role responsibilities when an employee is on LOA

+  Describe how benefits are affected when an employee is on paid versus unpaid LOA

Identify how benefits are re-instated when an employee returns from paid versus unpaid LOA

Roles and Responsibilities

There are several roles involved when an employee goes out on LOA as outlined below.

Personnel Administrator

Enter the LOA Action as soon as the employee goes out on leave.
Maintain IT2001.

+ Benefits Representative

Counsel employees on their benefit plans.
Provide employee with the OSC HR/Payroll LOA (ZBNS008) or a similar letter.

Instruct employee to pay NC Flex vendors directly to continue benefits while on an
unpaid LOA.

Instruct employee to pay BEST to continue SHP benefit when applicable.

*  Employee

Send agency-specific benefit premiums.
Send premium payments directly to NC Flex vendors to continue plans.
Send premium payments directly to BEST for SHP to continue.

Re-enroll in benefit plans within 30 days from return date.

Delimit NC Flex plans when LOA without pay begins.
Delimit SHP when premium payments are not paid.

Monitor reinstatement enrollments to ensure employees are re-enrolled into
appropriate plans.
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Benefits and Leave of Absence Using Leave

Definition: Employee is using paid leave (approved and/or sick leave).

7 NOTE: Does not include employees on Short Term Disability (STD) Benefits.
Benefits

+ NC Flex and State Health Plan (SHP) benefits will continue uninterrupted.
+ Agency specific benefits will continue unless the agency delimits these plans.

As long as the employee is using leave (which does not include receiving Short-Term Disability nor
Worker’s Comp benefits or Workers Comp using supplemental leave), the employee’s NC Flex and
State Health Plan benefits will continue as usual. Deductions for Agency specific benefits will
continue unless the Agency delimits (puts an end date) on those plans.

Leave of Absence Not Using Leave

Definition: Employee is not using paid leave.

7 NOTE: Includes employees on Short Term Disability (STD) Benefits and employees on a
Worker’s Compensation and Worker’s Comp LOA using supplemental leave.

Agency Specific Benefits

+ Each agency is responsible for administering these plans according to their agency process.

NC Flex Plans

+  Will terminate in the OSC HR/Payroll system.
+  Will end the last day of the month premiums were paid.

+  Employees can continue these benefits plans while on unpaid LOA by paying the NC Flex
vendors directly.

*  Premiums will not be deducted from STD Benefit or WC payments.

Note that an employee who is receiving Short Term Disability or Worker’s Comp benefits is considered
to be on leave without pay. That is because their benefit payments are not being made via
OSC HR/Payroll.

When on unpaid leave, employees must be responsible for paying NC Flex vendors directly.

State Health Plan

+  Employer contribution will continue for the following LOAs:
— Family Medical Leave
— Worker’s Compensation Leave
— Military Reserve Active Duty Leave (State Service)

— STD Leave — Only while receiving STD benefits when an employee has more than 5
years of retirement creditable service (indicated by Contract field on Org Assignment
IT0001).

*  Employees are still responsible for their dependent premiums.

+ If dependent premiums are not paid, the benefit plan will be changed to employee only
coverage.
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There are certain types of leave (listed above) that entitle the employee to have the employer
contribution to continue for State Health Plan (SHP). Otherwise, the employee must be responsible
for both employer and employee contribution when on unpaid leave.

The premium for State Health Plan will be deducted from the STD benefit on an after-tax basis.

7 NOTE: SHP is the only premium deducted from the STD benefit.

Reinstatement of Benefits
LOA using Leave

If the employee was using leave throughout the LOA period, then benefits will continue
without interruption.

LOA not using Leave
Agency-Specific Benefits

— Employee must contact Benefits Representative to re-enroll in plans.

*+ NC Flex Plans

— LOAs less than 30 days, employee must restart all plans enrolled prior to the LOA.

— LOAs greater than 30 days, employee can choose to re-enroll in any plans enrolled prior
to the LOA.

R/

< If employee enrolls in plans that he or she was not paying vendors directly,
Evidence of Insurability (EOI) and/or waiting periods may apply.

— Health Care Flexible Spending Account must restart.
+  State Health Plan (SHP)

— If employee paid premiums, then premiums will now be paid from active earnings.

— If employee did not pay premiums, then employee must re-enroll in the plan to start
coverage as an active employee.

For Workers’ Compensation...The agency will need to submit a
ticket to BEST Shared Services to ensure the continuation of health
insurance benefits as a full-time employee.

This should be coordinated with the Agency HR’s creation of an

Appointment Change Action to change the employee back to Full-
Time status.

*  Reinstatement of NC Flex and State Health Plans benefits

— Must re-enroll in any plans within 30 days after returning to work.

7 NOTE: If the 30 day deadline is missed, employees must wait for the next annual
enrollment or qualifying event.

— Employees can enroll through Benefitfocus/eEnroll. Click the Enroll link and follow
prompts.
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SUMMARY

In this lesson you learned to:
+ Explain the various role responsibilities when an employee is on LOA
+  Describe how benefits are affected when an employee is on paid versus unpaid LOA

+ Identify how benefits are re-instated when an employee returns from paid versus unpaid LOA
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Course Review

Introduction

Lesson 1° Leave of Absence Overview

Lesson 2: Creating a Leave of Absence
Lesson 3 Reinstating an Employee from LOA
Lesson 4 Benefits and Leave of Absence

Lesson 5° Course Review

Course Objectives

In this course you learned to:

Describe the various reasons for a Leave of Absence and determine when each is applicable to
use

Execute a Leave of Absence
*  Run the Date Monitoring Report

Reinstate an employee from Leave of Absence

Next Steps

Monitor the HR/Payroll System communication

— BEST Shared Services web site (especially the Updates tab)
URL: http://www.osc.nc.gov/BEST/index.html

— BEACON Training website: What’s New link
URL: http//lwww.osc.nc.gov/beacon/training/whats new.html

*  Review conceptual materials
Access the Training HELP site
URL: http://www.osc.nc.gov/training/osctd/help
Practice what you've learned

URL: http://mybeacon.nc.gov

— Client 899
— Use your current NCID user name and password

Continue to monitor updates on the BEACON University website for information regarding any
future training that you are scheduled to attend.

Keep your training materials close by as a ready reference.
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Want to practice what you have learned from your desk?

I~  Follow the link provided above to access the training client through the HR/Payroll Portal. The
training client is number 899. Your current NCID user name and password are used to access
the practice environment.

Need transactional assistance?
Remember to access the Training HELP website when you need assistance in completing

transactions. As stated above, the work instructions can be accessed on line through the web
link in the steps above.

Course Assessment/Evaluation

Follow the instructions given by your instructor to complete your evaluation of today’s class in the
Learning Management System (LMS).

I~  Don't forget to click the SUBMIT button---TWO DIFFERENT TIMES!

CONGRATULATIONS!

You’ve completed the course!
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SCENARIO:

Absences Worksheet

EE is going out on LOA effective December 14, 2015 through January 31, 2016.
EE is placed on DO1INO8GN work schedule effective 12/14 and is paid monthly.

EE wishes to exhaust all leave beginning with Approved Leave.

Quota balances as of Dec 14:

QUESTION:

How would the absences be entered in IT2001? Write A/A codes for each work day below.
(HINT: Don’t forget the leave that will accrue while EE is in pay status using leave!)

Approved Leave:
Sick Leave:

88 hours
80 hours

Earns 17.33 hours monthly

Earns 8.0 hours monthly

December 2015
$un Mon Tues Wed Thurs Fri Sat
1 2 3 4 5
OFF
6 7 8 9 10 1 12
OFF OFF
13 12 15 16 17 18 19
OFF OFF
20 21 22 23 24 25 26
OFF H H H OFF
27 28 29 30 31
OFF
January 2016
$un Mon Tues Wed Thurs Fri Sat
1 2
H OFF
3 4 5 6 7 8 9
OFF OFF
10 1 12 13 12 15 16
OFF OFF
17 18 19 20 21 22 23
OFF H OFF
24 25 26 27 28 29 30
OFF OFF
31
OFF







Exercise Title

PA420 Transaction Log

Data to Enter

PCR Number

PCR Eff. Date

21 LOA — FMILA Action
JANET THOMAS | PERNR used: PCR #: Date:
2.2 | LOA —Worker's Compensation PCR#: - A: Date - A:
Action PATRICIA CALLOWAY
PERNR used: PCRi: - B Date - B:
3.1 | Reinstatement/Reemployment
Action PATRICIA CALLOWAY
PERNR used: PCR #: Date:
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