LOA — SHORT TERM DISABILITY PA
PER-69 | TRANSACTIONS ZPAA076, SWBP, PA40

The purpose of this Business Process Procedure is to explain how to process a Leave of Absence for Short
Term Disability in the Integrated HR-Payroll System.

Trigger: There is a need to process a Leave of Absence for one of the reasons listed in the Business Process
Procedure Overview section.

Business Process Procedure Overview:

Leave of Absence — Short-Term Disability — eligible employees who are unable to perform their regular work
duties because of a temporary or permanent disability.

Short-Term Disability Reasons:

e 19 -Short-Term Disability 60 day waiting period — to track waiting period regardless if paid or unpaid.

e 26 - Short-Term Disability (Leave) - employee is using leave during short-term disability.

e 22 -Short-Term Disability (Lump sum) —employee is paid out for leave in one payment.

e 20 - Short-Term Disability Regular — employee is placed on this reason on the 61° day if not using
leave.

e 21 -Short-Term Disability Extended — employee is extended beyond 12 months.
Short-Term Disability Information:

It is the Agency’s responsibility to:
e Notify the State Retirement system of the reimbursable amount for the second six months of
STD, whether the reason is Regular or Leave.

e Run the Wage Type Reporter to get the numbers. Most Agencies should have access to the
report.
e Notify the employee when STD is pending between extended and long-term disability.

IT2010 process — see end of document
Benefits (Employee is not using approved leave.)

Agency Specific Benefits
e Each agency is responsible for administering these plans according to their agency process.

NCFlex Plans
e Will terminate in the Integrated HR-Payroll System.
Will end the last day of the month premiums were paid.

Employees can continue these benefits plans while on LOA by paying the NCFlex vendors
directly.
Premiums will not be deducted from STD payments.
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State Health Plan

e Employees on STD will no longer be able to have their premiums for health insurance and/or
NCFlex coverage payroll deducted. Employees will be billed by iTEDIUM for premiums owed
for State Health Plan coverage. Employees with NCFlex Plans will need to follow the
instructions outlined on the current Leave of Absence Letter for information regarding
making these premium payments.

e Employees placed on LOA without pay can choose to discontinue their State Health Plan
coverage or drop dependents from the plan and remain on employee only coverage. If an
employee wants to discontinue their SHP coverage, they will need to submit a ticket to BEST
Shared Services within 30 days of reaching a LOA without pay status.

e Employees placed on LOA without pay who would like to continue their coverage for
dependents and/or any employee only costs will be billed by iTEDIUM. Failure to make
payments will result in termination of the State Health Plan coverage. Employees whose
coverage is terminated will not be able to re-enroll until the next open enroliment.

e Employees on LOA that requires them to pay full cost for their health insurance will be billed
by iTEDIUM. If premiums are not received, their health insurance coverage will be
terminated.

LOA Checklist
e PA20 Display (Employee is active in the system)

e |TOOOO - Actions

o View employee’s Action history to ensure correct action is being entered and former actions have
been entered appropriately.

o Verify eligibility for requested leave.

e CATS_DA — verify that time has been entered, released, and approved. Also, verify last day worked
(9500 - Time Worked).

e PT50 to ensure that employee has enough leave, if requesting to use leave.
e Communicate with the Benefits Representative
e Benefits — setup procedures for payment continuation or termination of benefits.

o Time, Benefits, Payroll, State Service, and longevity are dependent on entries made for action, reason
and infotypes.

e Agency decides if Time (agency wide) is entered by PA (HR Data Maintainer) on IT2001 or Time (Time
Administrator) in CAT2

e Employee should make no time entries while on LOA.

e Time Type 9500 (time worked) shouldn’t be used while employee is on LOA.
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Access Transaction:
Via Menu Path: Your menu path may contain this custom transaction code depending on your security roles

Via Transaction Code: ZPAAO76; SBWP; PA40

Procedure
 SAP Easy Access 2ug
[ -]« A2 DDON DR 0P
SAP Easy Access

RE LKL va

Application Components
s

» BT
» [ WebClient UT Framework

INTEGRATED HR-PAYROLL SYSTEM

HR | PAYROLL | BENEFITS | TRAINING | TIME

TRAINING
1. Update the following field:
Field Name Description Values
Command White alphanumeric box in upper left Enter value in Command.

corner used to input transaction codes
Example: ZPAA076

2. Click the Enter @ button.

":&) You may want to enter this transaction code in your Favorites folder.
e Choose Favorites > Insert Favorites

e Typein ZPAAO76
e Click Enter.

To see the transaction code displayed in front of the link in your favorites:
o Choose Edit > Settings

Information

e Place a check next to Display Technical Name
e Click Enter
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Employee Action Reguest
[ & & F
Existing PCR Mo.
Personnel Mo. 30000810| Susan Castro
Last 4 digits (SSN) First Last
Effective on lo0/08/201%
Action Type Z3 Leave of Absence (MNC)
Reason 20 Short-Term Disability Regular

3. Update the following fields:

Field Name Description Values
Personnel No. Unigue employee identifier Enter value in Personnel
No.

Example: 80000610

Effective on The date on which the action will be Enter value in Effective on.
effective.
Example: 08/04/2011

Action Type An action is a grouping of activities to Enter value in Action Type.
perform a specific task. The action will
prompt you for the Infotypes required Example: Z3
to complete the task.

Reason Reason for the action, such as S/T Enter value in Reason.
Disability 60 Day w/Period
Example: 19

Enter the Personnel Number of the individual to be placed on Leave of Absence. Click Enter to
retrieve the name of the individual and verify you have the correct Personnel Number.

NOTE: You only enter the SSN and name for New Hires.

If you need to look up the personnel number, click your cursor in the field and click on the matchcode
search button to the right of the field for search options.

4. Click the Enter @ button.

The system defaults the current date, but you can change the date to a day in the past or in the
future.
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There are several available Reasons from which to choose. For specific information on each reason,
view the business process overview section at the beginning of these instructions.

Note: Only select the “60 day waiting period” reason when FMLA has been completely exhuasted.

Click Enter and verify the information is correct before proceeding.

Employee Action Reguest
[ & & 1OF
Existing PCR. No.
Personnel Mo. 300006810 Susan Castro
Last 4 digits (SSM) First Last
Effective on 10/08/2019
Action Type Z3 Leave of Absence (MC)
Reason 20 Short-Term Disability Regular

5. Click the Create (F5) El button.

If the information is correct, click Create to begin the process.
Leave the Existing PCR No. field blank if you are creating a new PCR.

Several fields on this screen are mandatory. The system will not let you continue if you have not
provided data for the mandatory fields. If you are unsure which fields are mandatory, click Enter, and
the system will prompt you for information in the mandatory fields.

6. Update the following field:

Field Name Description Values
Annual Salary Employee’s annual basic pay Enter value in Annual
Salary

*Salary info should not change

Example: 31,959

Enter the salary information in the Annual Salary or Hourly Salary field. Click Enter to validate the
data. No Basic Pay record is created for LOA Action, but you must enter the salary on the PCR.

7. Click the Enter & button.

J
8. Click the Save (Ctrl+S) button.
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Click Save to save the data and receive a PCR number. The PCR has not been submitted to workflow
yet.

[= Information

o PCR 1000005275 saved

<
=

9. Click the Enter & button.

You can save this information as many times as you wish. Each time you will receive a confirmation
of the save. You will not be able to create a note attachment until you have saved it at least once. If
you have submitted the PCR to workflow already, you will not be able to change the details, nor save
any new information, only display the existing details.

Employee Action Request

Ini Create... 3 Crezte Attachment
ttachment list Create note

pC Private note Create external document (URL)

Pe Send » Store business a

La Relationships Enter Bar Code

Efi Workflow » I Chng [08/04/11 | |ZW
My Objects 3

Help for object services

10. Click the Services for Objects button.

11. Click Create... >> Create note from the drop-down list on the menu.

Notes entered during PA Workflow must follow OSHR’s Action Notes Template:
https://www.osc.nc.gov/documents/action-notes-template

If you need to type some information in, or copy and paste from an email, create a note. If you want
to add a document as an attachment, use the attachment area.

This note and attachment area gets attached to this specific PCR only. It will follow the PCR through
the approval/rejection process and live with the PCR into the future. When the PCR has been
approved, and you are processing the Action (such as a New Hire action), you will need to recreate
any notes or attachments if they need to be attached to the Action record as well.
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[E Create note x

Title of note |Leave of Absence |

Enter pertinent information regarding this Action per OSHR's Action Notes Template.

12. Update the following fields:

Field Name Description Values
Title of note The short text to act as the title of the Enter value in Title of
attachment note.

Example: Leave of
Absence

Long text An open text field Enter value in long text.

Example: appropriate
information

13. Click the (Enter) button.
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.| Empioyee Action Request

Initiate WF

FCR Mumber 1000ER5275

Personnel Murmber 80008618 Susan Castro Action: (£3 Leave of Ahsence (MC)
Last 4 digits{S5M) Reagon: (19 SIT Disahbility 60 Day wiPeriod
Effective on Chng [08/04/11 ZWFINOMPAD3T 5t: |D Created

CURREMNT FROFOSED
Pers Area 4601 Cultural Resources Pers.Area 4601 Cultural Resources
Subarea NCaT Tday Marm Subarea MCE1 Tday Maorm

EE Group A
EE Subgroup |81

SPAEmployees
FT M-FLEADT Perm

EE Group A
EE Subarp M

SPA Employees
FT M-FLEAOT Perm

Qrg. Unit 20010310 CRCDS AGH MOH Design Sec Crg. Unit 20010318 CR CDS AZH MOH Design Sec
Job 30001528 Museurm Specialist Jaob 300E1528 Museum Specialist
EE Position 6581875 Lighting And Interactive Design .. EE Position  |BBOETE7E]  Lighting And Interactive Design..
Basic Pay
Fay Scale type 01 Graded Pay Scale type 01| Graded
FPay Scale Area 1] Annual Salaries Pay Scale Area 01 Annual Salaries
Pay Scale Group GREG Lewvel |GR Pay Scale Group | GREG Level |GR
Annual Salary 31,859.00 Hrly Sal o, oo Annual Salary 31,859.00 Hourly Salary
Calc Step - 0 Calc Step - 0 0.0e
Min 32 ,796.00
Max 51,446.00 Next Inc Date
Dates
Last day worked

13. Click the Enter & button.

[ ]
14. Click the Save (Ctrl+S) button.
15. Click the Initiate WF LINTEEYWE |1 iion.

Select the Initiate Workflow button to send the Leave of Absence Action through the approval
process. No changes can be made after the PCR has been submitted for approval, unless the PCR is
rejected at any stage and sent back to you (the initiator/requestor).

[= Inform

I o PCR 10000052745 successfully sent to Work Flow

16. Click the (Enter) button.
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Employee Action Request
I

Existing PCR Mo. |

Ferzonnel Mo

Last 4 digits (S5M) | mErst [ Last
Effective an Ogsa4/ 2811

Action Type [ Leave of Ahsence (NC)

Reasan [ ST Disahility 60 Day wiPeriod

17. Click the Back (F3) & button.
18. The Initiate Leave of Absence Action is complete.

After Workflow Approvals have been received, proceed with the Complete Leave of Absence Action process.

Instructions for Completing the Action

Access Transaction:
Via Menu Path: Office >> SBWP — Workplace
Via Transaction Code: SBWP, PA40

Procedure

| SAP Easy Access
LRl T - 1~

(1 Favonites
= & SAP menu
T Ofice
i) SBVWF - Workplace
b [ Telephone Integration
I 3 Appointrment Calendar
I [ Room Reservalions
i SN - Start Workfiow
I (3 Business Documents
i O3 Motification
I 3 Cross-Application Components
I 3 Logistics
I (3 Accounting
b 0 Human Resosces
P 3 Information Systems
I (3 Tools

3/31/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 9 OF 28



PER-69 — LOA - Short Term Disability

19. Click the SAP Business Workplace (Ctrl+F12) @ button.

These instructions assume you have initiated the Leave of Absence Personnel Change Request (PCR)

in workflow already, and you have an approved PCR ready to be processed as a Leave of Absence in
the system.

Business Workplace of Woridlow Initiator
FNEW message [H]Find folder [H]Find document EEIAppointmentcalendar B Distribution lists

hd f Warkplace: Workflow Initiatar

- & Inhox =
+ ] Unread Documerts 0 Business Workplace
+ ] Documents 0
» Warkflow 1
. Overdue entries 0
. Deadline Messages 0
. Incorrect entries 0

v €3 Outhox

» ¢B Resubmission

v ¢ Private folders

» @ Shared folders

» ¢ Folders subscribed to

« T Trash

« [ Sharedtrash

20. Select Inbox >> Workflow.

21. You can process using step 22 or step 23.

Business Workpiace of Workfiow Initiator
?NEW message ﬂﬂ Find folder ['.?"]Find document EAppmmmem calendar B Distribution lists

SR AEwEE) ([MEE ELEE )OS F L
- nbox
- & Unread Docurnents 0 Workflow 1
* El Dacurments Status  Creation Da_ Creation  |P At Co_ W
' Sl # 4601 Create PA Action - Leave of Absence (NC) for Susan Gastro- PCR: 1000005278 (] 08042011  08:2540 & yiil
. Overdue entries 0
. Deadline Messages 0
. Incarrect entries 0
» &3 Outhox
» ¢B Resubmission
» ¢ Private folders
» @ Shared folders
» ¢ Folders subscribedto
« T Trash
. ﬂ Shared trash

Ex_ Title

& Tips & tricks: Display workflow relationships...

4601 Create PA Action - Leave of Absence (NC) for Susan Castro - PCR: 1000005275

Description
PCR Initiator,

Objects and attachments

+ PAPCR: Susan Castro PCR:1000005275

» PCR_List Workflow Tracker
Please complete all data for the new personnel action for

Employee Susan Castro ~ Personnel #80000610 based on the
attached request

* Make sure to Save your changes before exiting from the
screen, and do not press the "Complete Work ltem’” button until
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22. Select the PCR 4601 Create PA Action - Leave of Ahsence (MC) for Susan Castro - PCR: 10000052745 rOW.

Double-click on the row.

23. Click the Execute (F8) button.

A list of your approved (or rejected) PCRs are listed on the right side of the screen. Select the PCR to
be processed and click Execute (or double-click the PCR). You can view the PCR details and/or
Workflow Tracker details prior to executing the PCR if desired. Once the PCR is executed the Leave of
Absence action will be launched.

7 .| Personnel Actions
&
< | =& o
Object manager scen...
~ @ Person Personnel no. BEBOOG10
- [H] Coliective sear| 1y Susan Castro
: %?;aercshe;ecr;n EEGroup A SPA Emplovees FPerss (4601 Cultural Resources
EESubgroup (A1 FT M-FLSAQT Perm CostC (4699999999 CULTURE RESOU
Fram Basod4/2011
i
Fersonnel Actions
Action Type Fersonn.. EE group  |EE subg.. E
Mew Hire (NC) —
Prormotion (MC) -

ReinstatermentReemployment(MC)
[_eave of Ahsence (MC)

Qick Entry (RCY

Investigatory WiFay (NC)
Suspension (MC)
Mon-Beacon to Beacon({MNC)
Transfar (MC)

Appointment Change (WC)
Reallocation (MNC)

Demaotion (MC)

Salary Adjustment (NC)
Cancel Salary Adjustment(MC)

24. Update the following field:

Field Name Description Values

From Effective date of the personnel action Enter value in From.

Example: 08/04/2011

25. Highlight Leave of Absence (NC) action type.

26. Click the Execute (F8) button.
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The effective date is the date the Leave of Absence will go into effect. This date must match the date

on the approved PCR.

Copy Actions (0000)

E [ ﬁ I:gE}{eu:lJtE!inﬂ:u group  &° Change info group

Fers.Mo. SORREGETE
Marme Susan Castro
EEGroup ) SPA Employees Perss [4601 Cultural Resources
EESubgroup |81 FT W-FLSAOT Perm
Start 080472071 i) 1243179999

Persannel actian

Action Type Z3 Leave af Absence (NC) -

Reason far Action 14 SIT Disahility 60 Day wiF eriod

Status

Custamer-specific -
Emplayment -
Special payment -

Organizational assignment

Position 65001875 Lighting And Interactive
FPersonnel area 46M Cultural Resources
Employee group A SPA Employees

Emplovee subgroup A1 FT M-FLSAOT Perm

Additional actions

Start Date Act. Action Type ActR  Reasaon for action

27. Click the Enter @ button.

/M Record valid frorm 0140172002 to 12/31/3333 delimited at end

The system will provide a yellow warning message informing you the existing record will be delimited.
Click Enter past this warning message.

Notice at the top of this screen the title includes the word “Copy.” This action takes the original

action and makes a copy of it, delimiting the previous record and saving the new record. The word

“Create” in the title indicates that this infotype is being created on this person's record for the first

time.
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@, FPerson and position hawve different employvee groupsisubgroups

When the employee subgroup is different from the position employee subgroup, you will receive a

warning message. Click Enter @ to continue.

Best practice is to review all data and click Enter to allow the system to validate the data.

Infotype Text

EE e BE BE

Enter or paste appropriate cumments.l

28. Click Edit, >> Maintain text to add your comment based on agency or OSHR Policy/Guidelines.

Q

CRITICAL!

Don’t forget to enter your comments. Remember you can cut and paste
from the PCR.

29. Click the Save (Ctrl+S) button.
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Create Organizational Assignment (0001)

ﬂ @ ﬁ Org Structure

Personnel Mo | 32008610 Marne Susan Castro

EEGroup A SPA Employees Ferss (4601 Cultural Resources
EESubgroup [A1 FT M-FLSAOT Perm Btatu  Active

Start pa/a4/2811| to 1273119599

Enterprise structure

CoCode NCBT  STATE OF MC
Fers.area 4601 Cultural Resources Suharea MCE Tday Marm
Zost Cir 4699999999  CULTURE RESOU.. Bus. Area 4600 Cultural Resources
Fund 4599599399 CULTURE- SUSP .
Func. Area GOOEAOARAAEAAAHT General Governrment
Fersonnel structure
EE group ) SPA Emplovees Payr area A1 MC Wonthly
EE subgroup |1 FT M-FLSADT Pertmn Contract 51 SHF Full EEC iR

Qrganizational plan

FPercentage 100.00 | Assignment
Pasition G5OE1875) 200904000859

Lighting And Interactiv..
Job key J00E1528  Msm Spl

Museum Specialist
Org. Unit 20018318 48080102695

CR CDS ASHMOH D ..
Org key 46014699999999

Note: If the employee has less than five years of state service, a ticket should be placed with BEST
Shared Services.

30. Click the Enter & button.

31. Click the Save (Ctrl+S) button.
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Create Monitoring of Tasks (00719)

H B &L

Fersonnel Mo | SE0QEG10

EEGraup B
EESubgroup [A1

Task
Task Type
Date of Task

Feminder
Reminder Diate
Leadffallow-up time

Comments

SPA Employees
FT M-FLSAOT Parm Statu  Active

Mame Suszan Castro

02 SiT Dizahility G0davied
100842011 Processing indicator

pe/ess 2011
Far specific task type

Persa (4601| Cultural Resources

e task -

Check with the Supervisor/Employee on disability status - if employee

hasn't returned -

create next action

32. Update the following fields:

33. Click the Enter & button.

Field Name Description Values
Task Type Select appropriate task type from Select task type
list
Example: S/T Disability 60 day
Date of Task Date on which the task occurs Enter value in Date of Task.
Example: 10/04/2011
Comment Additional information about an Enter value in Comment.

item

Example: Check with the
Supervisor/Employee

on disability status — if
employee hasn’t returned —
create next action

NOTE: You may need to create additional

Monitoring of Tasks

ITO019s via PA30. You can run the BOBJ

Report — B0O099 — Employee Deadline Dates.
Managers can view for their employees via

MSS.

Status Date Reminder Task
New task = 9/14/2007  8M4/2007 Credential Verificat

New task | 9/7/2007 | &/7/2007 | Miktary

(Example Only) =
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[ ]
34. Click the Save (Ctrl+S) button.

Delimit Objects on Loan (0040)

= -

Personnel ko |B000QGTE Marne Susan Castro

EEGraoup a SPA Emplovees Pergs [4601 Cultural Resources

EESubgroup | &1 FTM-FLSAOT Perm Statu  Active

EEI Choosze aa/a4/2011 To 12431/99949 STy. Delimit.Date |08 /04/2071
Overview
Start Date End Date Ohjecton lo... MName Mo, Loan object number E
D1ID1IQDDB 12/31/9999 01 State D 145551735 —

-

35. Highlight and click the 01/01/2008 row.

36. Click the Delimit (Shift+F1) ol button

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.

Copy Planned Working Time (0007)

) @Work schedule

Personnel No a Name mareen Lo ‘man

EEGroup A SPA Employees PersA 4601 Natural and Cuftural Resources
EESubgroup al FT N-FLSAQOT Perm Statu Active

Start To 12/31/9999 Chg.

Work schedule rule

Work schedule rule DOINOBGN| MTWHF-8,5as5-0 W
Time Mgmt status 1 - Positive Time Recording hd
Working week Wk - Sun {mdnt) - Sat -
Working time

Employment percent 100.00

Daty working hours 8.00

Weekly working hours 40.00

Maonthly working hrs 173.33

Annual working hours 2080.00

Weekly workdays 0.00

Additional fields
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37. Update the following fields:

Field Name Description Values

Work Schedule Rule | A pattern of scheduled workdays and Enter Work schedule rule
scheduled non-workdays.
Example: DO1INO8GN

*Only DOT employees can
stay on a flex schedule
while on LOA

Time Mgmt status Used in Time Evaluation processing Enter value

Example: Positive Time
Recording

All full-time employees must be on a 5-day 8 hour per day work schedule (exception: DOT
employees). The easiest way to accomplish this is to use DOINO8GN. 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 1% day they use
LWOP. The work schedule rule is still changed to DO1INO8GN.

38. Click the Enter @ button.

J
39. Click the Save (Ctrl+S) button.
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[ Subtypes for infotype "A

~ Restrictions |

=

10
10
{10
10
10
10
10
10
10
10
10
10
{10
410
J10

I
EA LIl

PSG AMTy

G000
49200
49300
H400
49540
49545
9547
4550
4560
Y565
9570
9820
9E30
H9E80
9E845

Attfahs. type text
Approved Leave

Sick Leave

Haoliday Leave

Leave without Pay

Cther Mogmt Approved Leave
Adverse Weather
Cammunicable Disease
Civil Leave - Jury Duty
Cammunity Service Leave
Community Snic-Tutoring
Educational Leave
Military Training Leave
Military Active Doty

Injury Absence YWC

Injury Leawve

40. Select the Sick Leave code in the list box.

41. Click the Enter @ button.

Choose 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:

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

list.

e If the employee is not using leave and code 9400 (LWOP) is not applicable, click the X to close.
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Create Absences (2001)

H B

Fersonnel Mo

ﬁ mPersnnal work schedule

Mame Susan Castro

Cost assignment @

EE group & SPAEmployees Personnel ar | 46081 Cultural Resources
WS rule DETMEEEN MTWHF-8,555-0 Status Active
Start [JTo Bas3 2011

Absence

Absence type 9200 Sick Leave

Time

Absence hours 166 .08

Absence days 20,00

Calendar days 28.00

Guota Used

160 .00  Hours

Advance payment
Oft-cycle reasaon
Fayment date
FPayrall [dentifier
Fayrall type

42. Update the following field:

Field Name Description Values

To Date Reflects the number of hours of leave
the employee wants to use (or for code
9400 if unpaid leave).

Enter Date Value

Example: 08/31/2011

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

The Absences infotype (2001) indicates the number of hours the employee wants to use for leave and
deducts from the leave quotas as applicable. If the employee should not accrue leave or longevity
while on unpaid leave, enter Time Code 9400 (LWOP) in IT2001. Once you enter the date and hit
enter, the system will calculate the number of absence hours and days automatically. These numbers
default based on the work schedule rule on ITO007. The dates that are used on the infotype:

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

e 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.”

'\%{] Using leave accrued while out on leave: If an employee wants to use the
Information time that was accrued while he or she was out on paid leave, you will have
to create a new IT2001 via PA30 in order to enter the new leave time. Time
should be entered on a weekly basis.
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NOTE: An agency can make an agency-wide (not individual user) decision that LOA leave can be
entered either on a timesheet by the Time Administrator or by HR on IT2001. The agency must be
consistent across all employees for the entire agency. Because the Integrated HR-Payroll System is
integrated, if the hours are entered on the Absences infotype 2001, they are processed during the
next time evaluation. Do not enter Time via CATs.

Absences (2001) Example with Holidays — see PA420 Leave of Absence Student Guide

':&) Best Business Practice: Create IT2001 to exhaust leave on a monthly basis

. rather than the entire LOA period.
Information

43. Click the Enter @ button.

L]
44. Click the Save (Ctrl+S) button.

45. Select the Vacation Payout code in the list box.

[= Subtypes for infotype "Time Quota Compensatio

< Restrictions |

{ ]
AL E=lEE =1
ESG |PSGpg Comp.meth. Description
1 10 1000 Free compensation
1 10 2001 Yacation Payout
1 10 002 Bonus Payout
1 10 F003 Camp Time Payout
1 10 F004 Hal Comp Payout
1 10 F0045 Sick Payaut {WC anly
1 10 F006 on Call Somp Payout
1 10 007 Gap Hrs Comp Payout

46. Click the Enter @ button.
Choose the appropriate type of leave to be paid out.

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

NOTE: Only complete IT0416 if using reason 22 — Short-Term Disability (Lump Sum)
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Create Time Quota Compensation (0416)
e ﬁ §| ﬂ’ ECnmpensate

Personnel Mo [ SEO0BETE Mame Susan Castro
EE group & SPAEmplovees Fersonnel ar 4681 Cultural Resources
WS rule DOTNEZEN MTWHF-3,5a5-0 Status Active
Start 080402011
Comp. method 2001 Wacation Payout
Compensation specifications
Time guota type 18] ‘acation Leave
Compensation rule oao
Mo, to compensate 160. gaBEa
Ahsence quotas
ATy | Quota text Entitl. Unit Comp. Rerm. WIT Ar
10vacation Leave 286.65000 Hours b.oea0e 286.65000
188ick Leave 33311000 Hours o.ao0aae 17311000
40Haliday Leave 200000 Hours o.ooaoe g.ooo0o
40Holiday Leave 2.00000 Hours 0.ooe0e 2.00000
G5 Community Service Lea 2400000 Hours o.ooaoe 24 00000
47. Update the following field:
Field Name Description Values

No. to compensate

The number of hours to compensate.

Enter Value in No. to
compensate

Example: 160

48. Click the Enter @ button

The system will show you the number of hours per quota type available for compensation. Enter the

total number of hours to be paid out for the quota type chosen here.

NOTES:

Do not change the effective date as you do in the Separation Action. Time evaluation is run nightly, so
the balances should be current each day.

The balances are current based on the time the Time Administrator or Supervisor has approved.

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 IT0416.

Q

CRITICAL!

It is critical to ensure that all time has been entered, released, approved
and that time evaluation has run before entering the LOA Action.

49. Click the Save (Ctrl+S)

button.
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PER-69 — LOA - Short Term Disability

50. Click the Next record (Shift+F7) button.

If the balances are not ready to be paid out, skip and create by using transaction code PA30.

|.| Personnei Actions

@

SEIEEEE
Ohject manager scen...

~ % Person
- [Hl collective sear
« [H} search Term
« [H} Free search

Fersonnel no.
Mame Susan Castro
EEGroup ) SPAEmployees
EESubgroup A1 FT M-FLSADT Perm
From nated 2011

Persd (4601 Cultural Resources
CostC (4699999999 CULTURE RESOUR ..

Personnel Actions

Action Type

Mewy Hire (MC)

Fromaotion {MC)
ReinstaternentReemployment(NC)
Leave of Absence (M)
Gick Entry (MC)
Investigatary WP ay (MC)
Suspension (NC)
Maon-Beacaon to Beacon{MC)
Transfer (MC)

Appointment Change (MC)

[T R FR R

51. Click the Back (F3) & button.

Personn... EE group

EE subg...| [

-

-
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PER-69 — LOA - Short Term Disability

52.

itk Iltern Has To Be Completed Explicitly

[ inro [ Log |[Hatachmnts |,

@0 Agents |

4601 Create PA Action - Leave of Absence (NC) for Susan Castro -
PCR: 1000005275

Description Objects and attachments

PCR Initiator, +« PAPCR: Susan Castro
PCR:1000005275

Flease complete all data for the new « PCR List: Workflow Tracker

personnel action for Employee Susan
Castro ~ Personnel #80000610 based on
the attached request.

* Make sure to Save your changes before
exiting from the screen, and do not press s
the ‘Complete Work ltem’ button until the
necessary changes have been
Completed.

** If you need to Cancel the entire PCR,
click once on the work item to highlight
it. press the 'Other functions..." button =

IV Complete YWork ltern ”ﬁ Cancel ]

Click the Complete Work Item |/ Complete Wark ttern | button.

Only once all of the infotypes screens within the action have been processed and the system has
returned you to the main screen will this Complete button be visible. Now you can complete the PCR
in workflow.
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PER-69 — LOA - Short Term Disability

Business Workplace of Workflow Initiator

gNewmessage ['ﬁ']Findfo\der HIFinddocument @Appmmmentcalendar B Distribution lists

e @0 EEIEE =2 ) B EEL L
A nboos
+ ] Unread Documents 0 Workflow 0
- ] Documents 0 ‘B Tile Status |Creation Da_ |t
~ [ workilow 0 i

v [ Grouped according to contant
v [ Grouped according to content trpe
v [ Grouped according to sort key
v [ Grouped according to task
. Overdue entries 0
. Deadling Messages 0
. Incorrect entries 0
v £ Outbox
v ¢B Resubmission
v ¢B Private folders
v ¢@ shared folders
v ¢33 Folders subscribed to
« T Trash
- T Shared trash

Business Workplace

53. Click the Back (F3) < button.

You can remain in this SAP Business Workplace and process additional PCRs, or click the Back to
return to the main SAP Easy Access screen.

SAP Easy Access
e S EHBE S v a

+ = Favorites
. FPAADTE - Employee_Action_Requests
. PA30 - Maintain HE Master Data
- 4 SAP menu
v [ Office
| Cross-Application Components
v O Logistics
v [ Accounting
v [ Human Resources
v [ Information Systerms
»

[l Tools

54. The Leave of Absence Action Short-Term Disability is complete, but we recommend reviewing via
PA20 all infotypes that have been processed.
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Short-Term Disability Payment Process

You must create infotype 2010 Employee Remuneration Info via PA30 when employee is receiving Short-
Term Disability payments. The monthly benefit payments during the STD period cannot exceed $3,000.

Process

e STD Specialist completes Forms 714 and 711

e Doctor completes Form 703

e Employee returns Form 703 to STD Specialist every 30 days. Exception: Approved DIP-7
e STD Specialist processes (STD payment) via PA30, creating an IT2010.

e TheIT2010 is created when Form 703 is received.

NOTE: The effective date of the IT2010 should be for the month in which the doctor approved the Form 703.
Access Transaction:

Via Transaction Code: PA30

Procedure

|.| Maintain HR Master Data
O& Ml @ &

+ ||= I & B » | Personnel no. 30000610
Cbject manager scen... || Mame Sugan Castro
~ i Person EEGroup ) SPAEmployees PersA (4601 Cultural Resources
* [l Collective sear| Eesypgroup [A1] FT N-FLEAOT Perm Coste [4699999999| CULTURE RESOUR..
+ [H] search Term
« [H} Free search —
~ Basic Personal Data | Payroll - Benefits | Time | Addtl. Personal Data | f =]
40 Infotype text 5. Period
Actions o = Period
Qrganizational Assignment (%4 From To
Personal Data v I Today CICurrweek
Addresses 14 Al I Current manth
PlannedWarking Time L4 “IFram curr.date TLastweek
Basic Pay v “)Ta Current Date “JLast month
Family Member/Dependents “IGurrent Period “ICurrent Year
-8 Residence Status v . |E| Chonse
Additional Personal Data o -
Direct selection
Infatype 2010 STy

55. Enter Infotype 2010.

56. Click the Create = button.
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Create Employee Remuneration Info {2010)

i B & @ Hrersonal work schedule Betivity allocation  Costassignment )
+ | =]l |5 E v | personnel v [GE00BETE Marne Susan Castro
Ohkject manager scen... || EE aroup & SPAEmployees Personnel ar (4681 Cultural Resources
e @ﬁ‘ Person WS rule DETNEBEGN| MTWHF-8,5a5-0 Status Active

= [H] Collective sear Date Ag/ad 2011

« [Hl search Term

- Kl Free search —
Remuneration infa

Wage type 1332
iy [E'Wage Types for Infotype "Employee Remuneration Info® {13 79 Entties found

Kumber of hours  Restrictions |

Mumberiunit I

Amount =T T oIt Sl
. A AT =N T
urrency
= el e WT  Wage Type Long Text Start Date End Date
1205 Temparary Hours 010151500 12531/9939 —
FPay scale groupilevel
1332 BTD1st6 Monthswd st 01/01/990 12431/95949 -

Fositionfwark center 1333 5TD 1516 Months no stk 010141080 12(31/9859

Overtime comp. tre DEP 1334 STD 2nd 6 months wisth  01/01/1990 12/31/9999
Frerium 1335 STD 2nd 6 months no sttt 0150171990 12/31/99949
Pramium Indicatar 1352 Admissions Lnit Pay 01/011800 12/31/9959
Tax area record type 1353 Investigatory Shift Pay 01011900 12/31/9959
External document number 1411 Temparary Training IRA 01014800 12/31/9999

1422 Balance of Contract Pay 01/01/1890 12/31/9599

57. Enter the effective date in the Date field.
58. Select appropriate Wage Type & Enter the Amount in the Amount field

59. Click the Enter @ button.

Amount-The amount is the calculated benefit amount to be paid from forms 714 and 711. For wage types
1332-1335 (see below), the Integrated HR-Payroll System will allow dollar amounts only. Do not enter
anything in the number of hours field or number unit field.

Amount limit--You can enter only $3k for the current month. If an employee presents form 703 for several
months past, you must enter each month separately with the applicable effective date. You can enter several
months separately on the same day (with the different applicable effective dates for the 703), as long as the
S3k total for the current pay period is not exceeded. For example, an employee has been on LOA —STD since
4/1/08. On 8/15/08 the employee brings in 703s for April, May, June, July, and August. Based on the
calculations, the benefit is determined to be $985. On 8/15, you can enter the following:

e 2010 with effective date of 4/1 for $985
e 2010 with effective date of 5/1 for $985
e 2010 with effective date of 6/1 for $985

In this scenario, you will have to wait until the next pay period to enter the amounts for July and August. At
that time, you can enter the current (September) amount thereby catching up all past amounts and making
the 2010 current.

The following wage types are used as applicable. It is critical that you key the correct wage type for first and
second six months.

1332 —Select if employee did not have five or more years of service as of 8/12/1989 for the first six months of
Short -Term Disability (STD). Benefits are subject to state income tax.
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1333-Select if employee had five or more years of service as of 8/12/1989 for first six months of STD. Benefits

are not subject to state income tax.

1334-Select if employee did not have five or more years of service as of 8/12/1989 for second six months of

STD. Benefits are subject to state income tax.

1335-Select if employee had five or more years of service as of 8/12/1989 for second six months of STD.

Benefits are not subject to state income tax.

Pre-SAP Remuneration —if the employee is owed STD benefit payments that were due prior to your Agency
SAP go-live date, you need to date IT2010 prior to 5/31/08. By using a date prior to 5/31/08, the Wage type
drop down list changes to include wage types for pre-SAP, including 195D, 19SS, 19ST, and 19DS. The $3k

limit rule does not apply to pre-SAP remuneration.

NOTE: For the first six months beginning the first of the month after the last month worked, any benefits
payable under the Plan are subject to FICA (Social Security) taxes. Payments made more than six months
after the last calendar month you worked are not subject to FICA taxes.

Create Employee Remuneration info {2010)

@ @ ﬁ ﬁ mPersunalwnrkschedule Activity allocation  Cost assignment @
“ ||= & B |Personnel Mo (80000618 Marne Susan Castro

Ohject manager scen... || EE aroup & SPAEmployees Persannel ar 461 Cultural Resources
- & Person WS rule DE1NDEGN MTWWHF-2,535-0 Status Active

+ [l collective sear | pae
« [Hl search Term
« [Hl Free search

ag/04/2011

Remuneration info

Wage type

Mumber of hours
Mumberfunit
Armaunt

Currency

Extra payivaluation
Pay scale groupilewel
Positionfwork center
Overtime comp. type
Premium

Premiurm Indicator
Tax area record type
External document number

EEH (7 STD 15t 6 Months wi st b

{
1,000,600
usD

{
!
Depends anwage type -

Note: Click Edit, >> Maintain text to add a comment stating how much the employee is to be paid.

J
60. Click the Save (Ctrl+S) button.
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Maintain HR Master Data

O & ¢ Mo O

& =[5 | B B v
Ohject manager scen...
~ §fh Persan
- (H] collective sear
« (H} search Term
- (Hl Free search

61. Click the Back (F3)

Additional Resources

2
Persannel na.
Mame Susan Castrao
EEGroup i SPA Emplovees Persa (46071 Cultural Resources
EESubgroup |41 FT M-FLSACT Perm Costc (46999999958 CULTURE RESOUR ..
~ Basic Personal Data | Payroll < Benefits | Time | Adutl. Personal Data | f =]
Infatype test 5. Period
Actions o  Perind
Organizational Assignment o From To
Persanal Data o Today Ticurrweek
Addresses 14 A “iCurrent month
Planned ¥Working Time v ") Fram curr.date T Lastweek
Basic Pay v “)Ta Current Diate “JLast manth
Family Member/Dependents “JGurrent Period O Current Year
-9 Residence Status v . rE Chooss
Additional Personal Data o -
Direct selection
Infotype Employee Remuneration Info 5Ty

& button.

Training HELP website: https://www.osc.nc.gov/state-agency-resources/training/training_help documents

Change Record

Change Date: 2/5/21 (B. Johnson)

Changes: Infotype 0007

Change Date: 3/31/22 (C. MacDonald)
Changes: Removed Date Monitoring Report (S_PHO_48000450), replaced it with BOBJ Report — BO099 — Employee

Deadline Dates
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