PTFMLA WORKBENCH

FREQUENTLY ASKED QUESTIONS
JoB AID TM-71

™

The purpose of this job aid is to answer frequently asked questions regarding the PTFMLA Workbench in the
Integrated HR-Payroll System.

What security roles do | need to create events the PTFMLA Workbench?

Role: FMLA Event Maintainer
1 ZHR-TIME_FMLA_MTH-193X  ZHR-TIME_FML

YBOBI_RPTS_TMLVFMLA YBOBI_RPTS_T

Purpose:

Establishing the FMLA Event Maintainer Approval Role — Once security has been granted by OSC for this role,
the PTFMLA Maintainer will need to first choose the appropriate PTFMLA profile in order to have access to
create a PTFMLA workbench. This profile only needs to be set once upon receiving the security role from OSC.

Setting FMLA Profile upon receipt of the PTFMLA Maintainer Role - (Some people DO NOT get this prompt
& are not required to set this profile. This is OK!)

NOTE: Although the FMLA Event Maintainer is the only role that has the security access to establish an FMLA
event, this guideline should be distributed to the following roles for use as a resource for navigating within
the transaction and for assistance in monitoring FML events: FMLA Event Maintainer, Time Administrator, &
Leave Administrator

1. Onthe SAP EASY ACCESS screen, enter transaction code PTFMLA in the Command field.
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2. Press “Enter” &

2/16/21 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE10OF 8



Job Aid TM-71 - PTFMLA FAQs

3. Inthe “Profile” section, click on the matchcode .q':; three (3) profile options will display

= Program Edit  Goto System Help

/] i« eage = HE @
FMLA Workbench

@

Profile

SLP FMLZ RPP

= Profile for FMLA Workbench (1) 3 Entries found

© Restrictions
-
[ B & )P (1]
ext

Profile -

SAP_FMLA_ABS FMLA Absence Coordinator
SAP_FMLA_AFP :FMLA Approver
SAF_FMLA_TEST FMLA Tester

3 Entries found

T
4. Select SAP_FMLA_APP (FMLA Approver) & click Execute @

[&F FEMLA Request Edit Goto System Help
V] v |« @ Qe
FMLA Workbench

D Create Request

M

abhay

I Tt
Personnel No. |_|

|=)
H=] (&) ][] | [ Absences]

FMLA Requests

5. You can continue to create an FMLA Event by entering the Personnel # of the employee.
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My employee has less than one year of service within the Integrated HR-Payroll
System but has creditable service from elsewhere. How do | override the eligibility
requirement?

The SAP system is programmed to show if the employee is eligible for FMLA. This can be viewed within

transaction PTFMLA using the Check Request button. a1 Check Request

NOTE: The system reads criteria on the ITO007-Planned Working Time to determine eligibility. However,
Administrators always should perform a manual review for eligibility and then compare the results with the
system check.

e PT _BALOO can be used to check Length of Service (min. 12 months required)

e Transaction CATS_DA or PA infotypes 2001 & 2002 can be used to check for in pay status hours
(min. 1040 in the previous year (from start date of FMLA event) required. All time worked and
paid leave counts however Leave Without Pay (9400) does not).

Next, click the 'Applicable Rules' tab. A table will appear with the first column titled 'Name of Rule'. There is
a column for 'Eligibility' for which the system checks to see if the employee has 12 months of service and has
1040 hrs in pay status in the preceding 12 months. If there is a green check the employee is eligible:

«/ Applicable Rules -~ Absences

|g||§|l | ¥ Eligibility || | & Deduction|
H.| Name of Rule Elgblty Service Credit.Hrs| Ent. Remainder in Weeks Remainder in Hou
FMLA - FT or PT(20+), Perm, Prob, Train, Time-Limit 012+ 1,040.0 12, 12.0000 480.00

If there is a red X, they are not:

3¢ Applicable Rules | Absences

| &[] [ engibility| | £ Deduction|
. Mame of Rule Elgblty-Credit.Hrs Ent. Remainder in Weeks|Remainder in Hou
{FMLA - FT or PT(20+), Perm, Prob, Train, Time-Limit | 3¢ 006(012) 1,040.0  12._ 12.0000 480.00

If an administrator’s manual review contradicts the system check (see note below), the system does allow a
PTFMLA Event Maintainer to override the Eligibility rule functionality for such a situation.

First, select the record with the gray box to the left of the ineligible record. Next, toggle the flag with the

Eligibility button |M| The record will be marked as eligible, and the event can be saved and have
absences assigned.

« Applicable Rules - Absences

&= |5§°’E|igihility| | [y Deduction |
% MName of Rule Elgblty - Credit.Hrs| Ent. Remainder in Weeks Remainder in Hou
'FMLA - FT or PT(20+), Perm, Prob, Train, Time-Limit, +°  006(012) 1,040.0 12, 12.0000 480.00

2/16/21 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE3 OF 8



Job Aid TM-71 - PTFMLA FAQs

NOTE: For Non-BEACON to BEACON transfers and other employee Reinstatement actions, the PTFMLA
Workbench may indicate an employee is not eligible for FMLA, when they truly are due to prior State service
with another valid State entity. The system reads ITO007 only from the start of the employee’s employment
in the Integrated HR-Payroll System and does not count employment or pay status hours from the Non-
BEACON employer.

The employee has not yet provided the required paperwork for his/her FMLA event.
Should | create an event in the Workbench?

FMLA events can be created in the Workbench for employees who have not yet provided the required
documentation to support the FML designation. This would be used for employees who have been approved
for a provisional FML designation while awaiting supporting documentation.

When creating an event for this type of situation, the ‘In Process’ option can be selected from the drop- down
list in the ‘Status’ field:

-~ FMLA Request - Comment

FMLA Reason -
Period
Valid From Ta
») Continuous
) Intermittent Planned Hours
Certificate Provided Requested on 11/02/2020
Status I—In Process -
IIn Process L\\, I
Approved
Rejected

Once the required paperwork is obtained and FML formally approved, the Status can be changed to
‘Approved’, the ‘Certificate Provided’ box checked and the action resaved.

My employee has eligibility left, but the individual applicable time entries all exceed
that balance.

Documenting absence hours is required in SAP to monitor when the FMLA entitlement expires. This includes
A/A 9400 once all paid leave is exhausted. Any dates leave is exhausted during the 12-month FMLA period
will be listed in the PTFMLA Workbench under the 'Absences' tab so time can be applied toward the FMLA
balance, by clicking on and checking the date. It is the Agency’s responsibility to enter any leave exhaustion
into CAT2 or IT2001 for FMLA employees who have been placed on LOA status and then click on those dates
in the FML workbench to apply the appropriate time toward the FML balance.

Example: Employee has 4.25 hours of FMLA eligibility remaining, however all unassigned absences in the
FMLA period exceed 4.25 hours. In this example, we will assume that all of the unassigned absences are
9400/LWOP, though the idea is the same for all paid leave as well.

PTFMLA Absences are not programmed to split up a full day’s absence and apply it to a partial day’s FMLA
balance automatically. Leave entries will need to be split up on the day the FML benefit expires if FML expires
in partial hours of an 8 hr day. To indicate the partial hours:
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o CAT2.entries will need to show 2 line-items for one day to split the 8 hrs of the day.
= Example: One line item of 3.75 hrs of 9400 on the day in which the FMLA entitlement
will be exhausted with another line item of 4.25 hrs of 9400 on the same day. Both
line items will show up on the ‘Absences’ tab in PTFMLA. You will click on the partial
hrs absence that apply to the remaining FMLA balance, OR
o 172001 entries will need to be split up on the day FMLA coverage exhausts to accommodate
the remaining hrs of the FML benefit.
=  Example: If 43.75 hrs are remaining on the FMLA 480 hrs balance in the month of
May 2019, an IT2001 would be entered for the period of 5/1/19-5/8/19 for 43.75 hrs
and a IT2001 line-item entry for 5/8/19 for 4.25 hrs. Any remaining absences for the
month can be entered as normal.

What reports are helpful in monitoring PTFMLA events?

The FML period needs to be monitored to determine when the 480 hr entitlement has been exhausted.
Reports can be run in SAP to determine what employees are currently out on LOA-FMLA:

a. Log onto SAP

b. On the Home page, click on the ‘Business Objects’ icon

c. Click on the PA: Employee Actions folder
There are 2 report options:
(1) Click on BP179: Employee Action Detail — This report can provide information for LOA-
FML actions within an effective date range or processed date range
(2) Click on BO080 Last Employee Action in Effect as of Selected Date — This report can
provide information on the most current action (to date) for an employee and can be filtered
to show all employees currently on LOA-FML as of the current date.

d. Click on the PT: Family Medical Leave (FMLA)
There is one report option:
(1) Click on B0215: FMLA Overview — This report provides information about total amount of
FMLA Leave, when eligibility begins and ends, the number of hours used and number of
hours remaining

How does attributing absences in the Workbench affect the employee’s personnel
records?

Agencies receive a BEACON Time Error report every month listing employees who 'kick out' for payroll
processing due to time/leave entry errors. The following Time Errors are generally due to collisions between
time/leave entries in CAT2/1T2001 and PTFMLA:

e “Insert cannot be made due to collision”
e “Infotype record was created using the timesheet”

When time is tied to an FML event, by clicking on the absence dates in the PTFMLA workbench, this
essentially 'locks down' the record. If any changes are made to leave entries in CAT2/IT2001 for dates that
have been previously tied to FML, these changes will NOT automatically update the absences listed in
PTFMLA. These changes will generate a collision error resulting in the time/leave entries being kicked out of
the payroll process and will show up on the error spreadsheet to be corrected.

To prevent these errors from occurring, any time leave entries that need to be changed in CAT2/1T2001, first
review the PTFMLA workbench to determine if the date being changed is checked off as applying to a FMLA
event. If the date is tied to FML, then 'uncheck' the dates in PTFMLA and save the change to the FML record.
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Changes can then be made in CAT2/IT2001 to any leave entries on that date. Once time evaluation runs to
process and update that change, PTFMLA can be accessed to recheck all the absence dates that apply to the
FML event.

Example: Leave entries are entered into CAT2/IT2001 exhausting leave on the 12.25 hr schedule. These
entries are checked off in PTFMLA as applying to a FML event. Subsequently, the employee's schedule is
changed to the M-F/8hr schedule to exhaust the leave & the 12.25 hr CAT2/IT2001 entries are changed to 8
hrs per day. The 8 hrs DO NOT show up in PTFMLA, the 12.25 hrs are STILL showing and checked. You would
have to uncheck all the dates & save the change, then let time eval run, and the next day, the 8 hr entries
should show to check off in PTFMLA.

PTFMLA must be reviewed before entering any changes to leave entries in CAT2/IT2001. This can help
prevent the error messages and ensure there is no delay in the employee's payroll processing.

How does Leave Offsetting impact the PTFMLA Workbench?

The PTFMLA workbench does not take into account any hours that are offset and moved back into a leave
qguota. Therefore, as absences are applied to the FMLA balance, more hours can be deducted from the FMLA
balance than should be. Facilities must monitor this manually by checking PT50 for any leave offsets
returning to the leave balance entitlements.

e For LOA actions, this normally occurs in the first month the employee goes out on LOA status and the
last month of LOA when the employee reinstates to employment.

e For Intermittent FML absences, this can occur for any pay period that has excess hours over the
standard.

What is the purpose of the ‘Planned Hours’ section on the FMLA Request tab?

The Planned Hours field is directly tied to the ‘Intermittent’ radio button option. If hours are entered into the
Planned Hours field, the system will default automatically to the ‘Intermittent’ option and will display the

. Enter planned hours for intermittent periods only
following message when saved:

Agencies can use this field to indicate the projected amount of time for the intermittent absence.

What types of leave are valid based on the reason for FMLA and the employee’s
subgrouping?

The table with that information can be found here:

https://files.nc.gov/ncosc/documents/Training/Job Aids/Time/TM-
70 FMLA Reason Absence Assighment.pdf

Does the HR-Payroll System recognize when entering a PNR in the Workbench that an
employee is either FT or PT and if so, does it indicate the appropriate entitled hours
based on this criteria?
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Yes. The system will indicate FT or PT and the appropriate hours of entitlement based on the criteria in the
ITO007 Planned Working Time record.

Example 1: A PT Perm working 20 hrs/wk:

FMLA Reason -Empbyee's Iihess

Period

Vald From 07/23/2020| To |07/22/2021

(e) Continuous

() Intermttent Planned Hours

—_— I

| Certificate Provided Requested on 01/26/2021

Status 'In Process v

|| [*Z Exgbity | & Deduction]
E. Name of Rule

Elgbky Service Credt.Hrs Ent. Remander n Weeks|
20+), Perm, Prob, Tran, Tme-Lm&, ¢ 012+ 1,040.00+ 12.00 12.0000

| 07/23/2020 - 07/22/2021 20.0000

Example 2: A FT Perm working 40 hrs/wk:

—

| Comment
—— 2]

FMLA Reason I_l’.mployu."s Iiness 4|

Vald From 07/23/2020 To |07/22/2021

‘s) Contnuous

() Intermitent Planned Hours

Certificate Provided Requested on (01/26/2021

Status In Process v|

ElgbityServi.  Credt.Hrs Ent. Remander n Weeks Rel
, Prob,Tran,Tme-Lmt & 012+ 1,040.00+ 12. 12.0000 =

1 480.00 07/23/2020 - 07/22/20.. 40.0000
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Example 3: A PT Temp working < 20 hrs/wk:

FMLA Request Comment

FMLA Reason
Period
Valid From 01/01/2021 To 12/31/2021
@ Continuous
Intermittent Planned Hours
Certificate Provided Requested on 01/26/2021
Status P In Process

v Applicable Rules Absences

A S v Eligibility 63 Deduction
Name of Rule Elgblity Service Credit.Hrs Ent. Remainder in Weeks Remainder in Hours Deduction Period Conv.
FMLA - Temp, Intermittent, Perm PT (<20) v 012+ 1,250.00+ 12.00 12.0000 156.00 01/01/2021 - 12/31/2021 13.0000
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