PA30

Work Instruction

PA30 Quota Compensation

Purpose

Use this procedure to pay employee requested compensation time, or to pay out applicable quotas upon
termination of City employment.

Trigger

Perform this procedure when employee requests compensation time pay out, or applicable quotas upon
termination of city employment.

Prerequisites
Employee's personnel number (PERNR) or name
Menu Path

Use the following menu path to begin this transaction:

N/A
Transaction Code

PA30
Helpful Hints

e R/O/C column in tables represents Required, Optional, or Conditional entry
¢ Quota compensation is a central function, preformed by the Central Time Administrator
e Compensation time payouts are the only quota that can be paid out upon employee request,
all other payouts, if applicable, are paid out upon termination of city employment
o Requested compensation payouts are paid on the employees next payroll check
e For eligible employees the following quotas can be compensated:
o On employee request - Compensation Time
o On termination of city employment - Compensation Time, Deferred Holiday, vacation
= For eligible sworn: Sick, and PFFA payroll bank could also paid out
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PA30

Work Instruction

PA30 Quota Compensation

Procedure

1. Start the transaction using the menu path or transaction code. The Maintain HR Master Data screen
displays.

Maintain HR Master Data

= = &
HR master data Edit Goto Edras  Ufilties(M) Setings  Systemn  Help

@ JH @I CHE DDhoan BRI
Maintain HR Master Data

Ol ] sl [@] | 2]
|I I ||| I I M%I%l Personnel no.

Find by |
< @ Person
[ Callective search help
[l search Term
[l Free search

Addll. Personal Data |, Payrall Data | Addtl. Payroll Data |, (]2

[E] |[Period
""" | @ Period
70rgamzationa\Assignment (ooot}y Fram | |TU |
7Personal Data O Today O Currweek
_Addresses (0006) O Al C Current month
| [Plannedorking Tirme (0007) O From curr.date O Lastweek
| |Basic Pay (0008) O To Current Date O Last month
| |Date Specificatinns (1041) O Current Period O Current Year
| [Residence Status (D094) [+]
isa Status (0048) [=]
Direct selection
Infatype | | sty |

| b [ Pazo B saparp [ovR [ [ 7

2. Click Choose button . The Choose drop-down menu displays.
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Maintain HR Master Data

PA30

Work Instruction

= = SAD
HR master data  Edit Goto  Extras  Utilities(h)  Settings  Systerm  Help
@ JH @ EHE ODhoa0 BRI M
Maintain HR Master Data
D[] ][] o2 ]
E30E EE IR E Personnel no.
Find by |
< §f Person
[ collective search help
[} search Term
{i Free search
Addfl. Personal Data | Payrall Data |, Addtl. Payrall Data [, | [V][
v Basic Personal Data
Inftype text [e.] [[Period Addtl. Personal Data
| |AC I @ Period Payroll Data
| |oroznizational Assighment (0001 From | |10 | adatl, Payroll Data
Personal Data
|| O Today O Currweek Benafits
| |Addresses (Q006) (@] O Current month pem—
|_|Planned Working Time (0007) O From curr.date O Lastweek
Basic Pay (0008} O To Current Date O Last month
|| iz Sl () O Current Period O Current Year
Residence Status {0094) E TaeE
Visa Status (0048) |Z|
Direct selection
Infotype [ | 5Ty
| B[ Pazo B saparp [ovr [ [ 7
3. Tirne

Select Time menu item
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Maintain HR Master Data

PA30

Work Instruction

=g
HR master data  Edit Goto  Extras  Utilities(h)  Settings  Systerm  Help

& d Hieae DHE ahon BRI @ m

Ew

Maintain HR Master Data

1] 2 5 s
|I I ||| I I ||| %I‘ﬁl Fersonnel no.

Find by |
< §f Person

[ collective search help

[} search Term

[H Free search

/" Addtl Personal Data | Payrall Data |, Addtl. Payroll Data | Benefits [4]
Infotype text [E] |[Petiod
""" Planned Working Tirne (0007} @ Petiod
:Absences (20013 Fraom To
| |Attendances (2003 O Today O Currweek
| |Substitutions (2003) Al O Current manth
| |Absence Quotas (2008) O From curr.date O Lastweek
| (Attendance Quotas (2007) OTo Current Date O Last maonth
|| i allaniets (Rl i i) O Current Period O Current Year
_Time Guota Compensation (0416) E ez
Quota Corrections (20133 |Z|
Direct selection
Infotype 5Ty

@ Enter a personnel numhber

U [ Pazo B sapdrp [ovR [ [/

4. As required, complete/review the following fields:

Field R/O/C

Description

Personnel no. R

number.

Example:
100069

A unique, identification number for personnel assigned as it
is processed in SAP; the system automatically assigns this

5. Click Enter button e
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PA30

Work Instruction

PA30 Quota Compensation

Select Time Quota Compensation (0416) record indicator |DTime IR BOREISEITD (1)

6.
7. Click Enter button @ . The Maintain HR Master Data screen updates.

8. Click STy field

9. Click STy matchcode . The Subtype for infotype "Time Quota Compensation (0416)"
(XXXX) dialog box displays.

Subtypes for infotype "Time Quota Compensation (0416)" (XXXX)
YYYY Entries found

I@Suht‘ypes far infotype "Time Quota Compensation (0416)" (1) B Entri

=
MONNEIREE

ESG |PSGpu|Comp.meth.|Descriution

1 10 1001 Sick Leave Payout

1 10 1002 Yacation Leave Payout

1 10 1006 Compensatory Time Payout
1 10 1004 Deferred Holiday Payout

1 10 1042 PFFA Payroll Bank Payout

1 10 1092 Wacation Owver Max Payout

b Entries found
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10.  pouble-click 1006 Compensation Time Payout list item 10086

Maintain HR Master Data

PA30

Work Instruction

Compensatory Time Payout

=

HR master data  Edit Goto  Extras  Utilities(h) Settings  System Help

(] JH e DHE Do PR @m

s

Maintain HR Master Data

D[] [l [} |21

[} search Term
[Hl Free search

I=lElE]B[=]a] Personnelno. 108868
Find by | Mame Wangundy Jolanda
= @ Person EE group ﬂ Regular Pers.area
H Collective search help EE subgroup El FT Exempt, Negative Pers. subarea [3000] Mon Rep

1048 Housing & Community

Status  Active

-/ Addtl. Personal Data  , Payroll Data ;| Addtl. Payroll Data | Benefits ADE

Irifatype text [E] |[Petiod
----- FlannedYWorking Time (0007} W @ Period

| |apsences coo1) Fram | |To |

| |Attendances (2002) O Today QO currweek

| |Substitutions (2003) O Al O Current month

| |[Absence Quotas (2008) O Fram curr.date O Lastweek

| |Atftendance Quotas (2007) O To Current Date O Last manth
Employee Remuneration Info (20103 O Current Petiod ) Current vear

[Time Quota Compensation (0416} =]
Quota Corrections (20133 |Z|

Direct selection

Infotype [Time Quota Compensation (041 5Ty {1806 [@hmpensatary Time Payout

B[ Paao B saperp [ovR [ [ 7

11.

Click Create button @ . The Create Time Quota Compensation (0416) screen displays.
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Create Time Quota Compensation (0416)

PA30

Work Instruction

=g =
Infotype  Edit  Goto  Extras  System Help w
& s dHICaE  SHEE DDhoanlFEE @ b
Create Time Quota Compensation (0416)
E30E EE IR E PersonnelNo | 188069 Mame Yangundy Jolanda
Find by | EE group 1 Regular Personnel ar 1040 Housing & Community
ki WEFSUH WS rule BE0HE_B1 | MF 0730-1630 Status  Active
Caollective search help Ctart 12/19/2008
[} search Term
[H Free search
Comp. method 1006| Compensatary Time Payout
Compensation specifications
""" Time guota type 06 |Comp Time
Compensgation rule [ae
MNo. to compensate
[ Do not account
Absence quotas
ATy [Quota text [Entit. [Unit [Comp. [Rem. [T Jamount  Jour | GR[Ded
| | 01Sick Leave 12.00000 Hours 0. oeoog 4.00000 0.0e 11024
L | 02Wacation Leave £.24000 Hours 0. ooaag B.24000 0.o0 112y
L | 03Personal Holiday Leave 2400000 Hours 0. ooaag 24.00000 0.o0 121
L | OEComp Time 2500000 Hours 0. ooaag 25.00000 0.o0 1114
L | 11 Sick Dependent Care 40.00000 Hours 0. 0oa0g 40.00000 0.00 1M
|| 17Management Leave 40.00000 Hours L ea]le] 40.00000 0.00 121
LD [
Ll [ [<1[¥]
[ U [ Pazo B sapdrp [ovR [ [/
12. As required, complete/review the following fields:
Field R/O/C Description
Start R . .
Date and time when operation commences.
Example:
122408
No. to compensate R
Example:
25
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PA30 Quota Compensation

]
13. Click Save button

Maintain HR Master Data

=g 1 = =
HR master data  Edit Goto  Eaxras  Ulilities(M)y  Settings  System  Help

@ JH e@ae DHE anon BRI QB
Maintain HR Master Data

] 72 | S TR

I ||| I I ||| % I ﬁl Personnel no. |199959 [ﬁ')
Find by | Mame Wangundy Jolanda
= G Person EE group ﬂ Regular Pers.area 11848| Housing & Community
(i Collective search help EE subgroup El FT Exempt, Negative Pers. subarea | 2008| Non Rep Status  Active
[ search Term I — .
[l Free search )
-~ Addil Personal Data | Payoll Data | Addfl. Payroll Data | Benefits ORNE
Infotype text |E | | Fetiod
""" Planned\Warking Time (0007} W @ Period
:Absences (2001} From | |To |
| |Attendances (2003) QO Today QO Currweek
_Suhstitutinna (2003) Al O Current month
| |Absence Quotas (2008) O From curr.date O Lastweek
|_|Attendance Quotas (2007) O To Current Date O Last month
Employee Remuneration Info (2010} @ EE R @) G e
[Time Quota Compensation (0416) ¥ [<]
Quota Corrections (2013) [=]
Direct selection
Infotype |Time Guota Compensation (D41| STy w‘ Compensatory Time Payout

@ Record created

14.

® [ Pazo P saparp [ovR [ [/

Click Exit button @
@ The system returns the message, "Record created".
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PA30 Quota Compensation

Result

You have paid an employee requested compensation time, or to paid out applicable quotas upon
termination of City employment.
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