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View Quota Balances in ESS - Employees

All non-exempt, weekly paid employees
can access ESS for their quota balances.

Getting Started

1. From the BUworks Central portal click the
Employee Self-Service tab, the Working
Time link, and the Quota Overview link.

| Employee Self-Service |

| Personalinformaton | Work Emvironment

mcord Woring Time
f BCCESS your limeshest 8nd record daly work hours of time off

weekly work hours. Be sure fo release your tmesheg! no lnter than midnight

s (uota Overview

View your quota balances for vacation, sick, personal, and comp time.

2. Enter the Key Date that's under review. You
can enter today’s date or you can enter a future
date if you are projecting what a quota will bej;

to review your quota balances, cIickE/

~| OnKeyDate: [o7/fiot1 |55 [Display]|
Time Account  Deductible from Deductibleto  Entitiement Remainder
Vacatio Available for use date 87 49 Hours 87,49 Hours
Sick 105,00 Hours 105,00 Hours
Personalday  7/1/2010 63012011 14,00 Hours 14,00 Hours
Addtional Sick 1/1/2011 12/31/9999 14,00 Hours 14,00 Hours
Borrowed Sick = 7/1/2010 12/31/9999 42,00 Hours 42,00 Hours

Date of expiration.

3. Click Exit to finish.

How to View Employee Quotas

Review Quota History Report - SAP WebGUI (PT_QTA10) -

Employee Learning Solutions

Timekeeper or Department Admin

Absence Quota Information for Concurrent Employment

Selection Criteria
Fersan D
FPersonnel Mumber
Employment Status
FPersonnel area
FPersonnel subarea
Employee group
Employee subgroup

Payroll area

Quota Selection

Quota Type

Unit

Deduction Petiod 01/01/1800
Key Date for Deduction 10/04/2011
key Date for Entitlement 10/04/2011

EITHER select a group of employees from these
fields in the Selection Criteria, section

©)

EEnoEl

—+
=]

To

|| Projecting Quota Status

The Key Date for Deduction and the Key Date for Entitlement
default to today’s date. If you are determining a future quota
balance, enter that date e.q. employee’s anniversary date.

R enter a

| Menu) 4] | || [ Save as Variant... || Back |[ Exit || Cancel | [ System) | [ Execute || Program Documentation || Sort Or
i
Period -~ e
Reporting Period All Click the All entry in the Reporting Period field.

Use the drop-down menus to choose one or

arange of Quota Types
& Absence Quota Type (1)
» Search Criteria
e o Bl
= _PS5. AQTyp CQuota text
1m0 o Vacation
110 oz Sick
110 A Busrzanal o

]

12/31/9099

single Personnel Number for one

to review:

U Uy N S |

Click the

button above to run the
__Absence Quotas report.

e

Validity Period 01/01/1800 -12/31/9999

Absence Quotagse—

Entitlement is the total ho

urs that have

been earned to date since being hired.

"Mame lauota | =Entitiement elsed [ETotal Re...

Arnold Berger Vacation 100.00000 0.00000 100.00000
Vacation 333360 0.00000 3 33360
Sick 119.00000 | 0.00000| 119.00000
Sick 4.00000 |  0.00000 4.00000
Personal day 100.00000 |  0.00000| 4100.00000
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Review All Accrual Balances — PT50

When to Use PT50 — Maintainin

uota Balances

View Individual Ouotas and Dates Earned N

Use this procedure when checking accrual
balances:

o Prior to paying out an employee due to
separation from the University

e To review when the rate for a vacations or sick
time accrual has changed

e To review the awarding of personal days, comp
time and additional sick times

e To determine historical detail about accruals
such as the date an accrual was granted,
was used, or has expired

Getting Started l

1. Enter PT50 in the SAP Easy Access
transaction field.
2. Hit Enter.

3. Enter the Person ID, or search by name
using the drop-menu, and hit enter.

| Quota Overview
I| Meru) 4

Fersin |

/| | Back || =t || Gancel || System,] || Upcate display data || Time|

g;ﬂets Assgn

m S Al gulers G Acciual wivinali |G Allandic g

General Overvicw
[Gota type

Enttlement Mnit

Flcmaining

Selecion intevals
Deduction period
Veldity pering
Generaion period

y 5 SuregffPedond
</

3. Enter today’s date in the Deduction Period

and click ALL to view entire accrual history.

g Calendar year

[

4. Click the
time by absence quota. This gives you the best summary view.

il ..
— tab to view the total earned, remaining, and any approved requested

Quota Overview

| Quota overview,

!l Menu) 4| | 1| [ Back I[ Exit Il Caficel | [ System ] | | Update display data || Time evaluation | Projection I[ Selection |
Person ID paoeg201 Obsfsassgn 50050029 Active 3 &
Nane Dan Carter

11800 | Charles River Canipt
33

Personnel area
EE subgroup Sve & Maint-Trade WS ruie

p= Abence quotas

[Efrotals Line  JAbQuotaTyp [Quota text Unit Multipl... [Belongs to Assignmt [Entitimt [Rem. Requested  [Compens. l
= 91 Vacation Hours g 107.83040 93.83040 400000 500000
2 02[Sick [Hours o 12000000  110.00000] 0.00000] 10.00000!
- 03Personalday  |Hours E 8.00000 8.00000 0.00000, 0.00000
e 06/ Comp Time-HolidaiHours (] 0.00000 0.00000 0.00000, 0.00000
- 08/Comp Time-Emer (Hours 7.00000 7.00000 0.00000 0.00000
br] 08 /Floating Holiday  Hours 8.00000/ 8.00000 0.00000| 0.00000
B 11 Additional Sick | Hours = 16.00000/ 0.00000 16.00000 0.00000
|

6. Click the Accrual Information button
to view the individual quotas as they
appeared on the date they were earned.

I Print or record the vacation time balance if

| preparing a payout. See PA61 process below.

[T Selection dates (’pmmﬁ@mﬂ = Accrual information

ate |AbQuotaTyp |Quota text Unit [Generated lAccrued [Transferred  [Correct

0140172010 02 Sick Hours 8.00000 0.00000 8.00000f [}
| |o1/01/2010 09 Floating Holiday  Hours 8.00000, 0.00000 gooooo. [
| lo1s31/2010 | 01 Vacation Hours 3.33360 0.00000! 33330 [
| 0143112010 | 02/Sick Hours 4.00000/ 0.00000 4000000 [
| 022812010 | 01 [Vacation Hours 3.33360 0.00000 333360, [
| 0212872010 | 02 Sick Hours 4.00000 0.00000 so0000 [
| 10373172010} 01 Vacation Hours £.66640 0.00000, 6.66640 [
| 033172010 | 02 Sick Hours 8.00000 0.00000, 8.00000 [
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How 10 Process Quota Compensation - PAG1
Process Time Quota Compensation PA61 Review Current Quota Balances and Enter Hours to Compensate Employee

Perform this procedure when you need to

process time quota compensation. Vacation 5. Double-click on Vacation Comp to populate the Time Quota Compensation screen.
guota compensation pay-out occurs: - 5 -
e After the termination action has been Maintain Time Data
z i processed | Menu Back || Exit || Cancel | | System Create || Char
o After all earned hours have posted. Menu] {l I_—?:IH | FH I LSy 4 || |
e After Time Evaluation has run [S Subtypes fol\infotype "Time' Quota Compensation" (1) =
F

» Search Criteria

Vacation accruals are to be paid for any hours .
remaining upon separation from BU. E @

E... PS... Comp.meth. Description

Workers Compensation (WC)
supplementation will occur weekly as

L2324 members entitled to pro-rated amount of long as the employee has elected to

vacation hours no matter when employment 1 11 Zood Wacation Comp supplement and there is an available
ends; all others are credittﬁd with hours if the 1 11 Z002 Sick Comp balance.
termination date is the 15" of the month or
later 1 11 Z100 Waorkers Comp Supplemen
3 Entries found
Getting Started
1. Enter EpA61 in the SAP Easy Accesé ' 6. Review the current quota balances and enter the number of hours to compensate the employee.
transaction field. -SEWE
7. Click the - button.
| Exit || Cancel | | System,) | | Create || Change |[ Copy || Delete || Overview || List entry || Week || Month Create Time Quota Compensaﬁon (0416)
Person D S Pers Assgn ol & r‘flenuJ 4 [ | ['Save |[ Back |[ Exit || Cance!| [ System] ||| Previous record || Mext record || Overview || Infotype record details || Lock/unlock |[ More... ]
2. Enter the Person ID, or search by j PesnD___[THP_oc009001 Pers Asen_ L N
name using the drop-menu and hit Enter ¢|| Bexsonrel ho ‘ Newe fyfne1d Berger
Y Tine | : EE group & Staf-MNorExempt FT Personnel ar 1000 Charles River Campus
i WS rule FOSMO1N1 | 8 hour 5 day Status Active
[Fedorype ter_ [] [peioo Start o/28/2011] (7|
Plaravied YWorking Time - = Pariod A
Subrstitut 1 o = g
ngﬁgmm fL s Must be the last  Boflvacaion comg Caution 1: The termination must be processed
e . - a age -
- e nerme active date. through SAP prior to initiating a payout.
e e S o1l ve\ation Caution 2:  Discrepancies in quotas that require
o | =] Compensation rule 068 correction must be documented and forwarded to the
e\ No 10 éampénsate Time Management Administrator for review,
Diect setection Do not ace ourt
Infotype STy
Absence quotas
3. H|gh||ght the Time Quota Compensation field },L‘«Ty ‘Quuta text Entitl. lUnit Comp. Rem. IWT lAmuunt |Curr,,, |@ |Deductiunf,,, Deduction to |@ |Quuta counte
by cIicking the blue box to the left of the title 01 Vacation 100.00000 Hours 0. 000680 10000000 0.00 03/01/2011  |12/31/9999 fafalafalelelaleRel
’ [ 01Vacation 3.33360 Hours 0. 00080 333360 0.00 04/01/2011  |12¢31/3393 0000p00aa1
| | 02Sick 119.00000 Hours 0. 000600 119.00000 0.00 03/01/2011  |12/31/9999 ooooeooool
. -Greate | | 02Sick 4.00000 Hours 0. 000680 4.00000 0.00 04/01/2011  |12/31/9399 oooeeooaal
4. Click the Create button. : 03Personal day 100.00000 Hours 0. 0ooen 10000000 0.80 0211042011 |10431/2011 0pooEooae(




