TM-11 Ildentifying Employees With Negative Balances

Purpose

The purpose of this job aid is to explain how to identify employees who have a negative time balance

Identifying Employees With Negative Balances

There are 6 steps to complete this process.
Step 1. Run PT_BALOO (Time Administrators and Leave Administrators should be able to run this report).
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Step 2. Click on the variants icon or click on the menu path: Goto > Variants > Get....

Step 3. Remove your personnel number from Created By field in the pop-up window and click on the Execute
button.
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Step 4. Select variant /NEGQUOTA and click on the green check.
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ABAP: Variant Directory of Program RPTBALOD

Step 5.
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Also, the Org. Structure button can be used to locate and select an org unit in the organizational structure.
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Choose Organizational unit b
Marme in Code Valid fram  Valid to
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b L Adult Carmechon 0 21028337 DAac DEF3020EZ  Unlimeted
b [] COM Division of Employment Secur (0 20000044 ARCKAOOODDN00 OF0 2007 Unlimded
v | Commerce 0 20000043 ABOOOOO00000 07012007 Unlimited
b [] Community Colleges 0 20000051 BAGOOOO0000. 0712007 Unlimeted
b [] Comection 0 20000042 AS0000000000 07012007 Unlimited
] | Crirme Control & Pulblic Safely 0 20000047 490000000000 OTAD1/2007  Unlimited
b O] Cultural Hesources 0 20000045 430000000000 07012007 Unlimided
b [] Eastern NG School for the Deaf 0 21031509 ENCSD 063002025  Unlimited
b [ Envronmental Quality 0 20000039 DEQ O7/M/2007  Unlimited
b ] Gow Morehead Sch for the Blind 0 20507 Gns DEI03S  Uinlimited

¢ ] Health and Human Senices O 20000041 440000000000 OTAD1/2007  Unlimited
b ] Information Techriobogy 0 20000050 T 0702007 Unlimited
b [ ] Juvenile Justice Delinguency 0 20000035 130000000000 O7/01/2007  Unlimited
k | Wiy and Vielerans Allars O 21023101 il & Vet AF 070172015 Unlimited
¥ ] NG Schaol for the Deal 0 21031508 MC3D DEAZ0ES  Unlimited
b [ NC State Highway Patrol 0 21031506 MCSHP 070172025 Unlimited W

Enl
g ||

Al MR =R A

Expand the structure until you find the org unit needed. Click the checkbox beside that org unit.

Click on the green check to make the selection. The org units below the one checked will also be included in the
results. The main selection screen will return.



Step 6. Click Execute.
View results:

e Only quotas with negative balances are displayed.
e Afilter is in place to hide other balances.

e This filter can be deleted to show all balances.

e Displayed results can be exported.
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Once employees with negative balances have been identified, steps should be taken to address the situation. See
the Addressing Negative Quota Balances Job Aid for more information.

Notes:

e This variant displays the “day balance” time types that hold quota balances. These come from Time
Evaluation results, not from the Quota Overview.

e The “/NEGQUOTA” variant pulls values for “Today.” The “Period” selection can be changed to “Other” dates
or a range of dates. The time types being pulled are created for each day there is a balance, so there may be
multiple values listed if this report is run for a range of dates.

e Separated employees will show only balances through their last day as an active employee. There have been
some issues with the time type values for some separated employees, so it is best to verify these by looking
at the current balance in PT50 - Quota Overview.

e You can access the Timesheet Icons in SAP - CAT2 job aid.
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