JOHNS HOPKINS

UNIVERSITY

Absence Quota Summary

Using the Analysis report to view Sick and Safe Leave balances for S1
hourly PERNRS in SAP

HR Business Services

Central Human Resources



Where to find the report

-
@

[ Home ] Documents l Absence Quota Summary

View = MNew Crganize = Send More Actions - Details
My Documents Title ~ Type
I::u-lders 4| | Absence & Attendance Detail Analysis Workspace
=8 '
) Public Folders 4 | Absence & Attendance Summary Analysis Workspace
& Enterprise SAP BW 5 | Absence Quota Detail analysis Workspace
- Finance Absence Quota Summary Analysis Workspace
=B FMLA Absence Detail Analysis Workspace
Human Resources
Hours Worked Analysis Workspace
Benefits .
e | Waork Schedule Report Analysis Workspace

Finance Admin

Finance Admin II
Organizational Management
Payroll Admin

Personnel Admin
SuccessFactors
SuccessFactors - Open

Time Management
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Select your criteria

Personnel Area is required. You

Prompis : Absence Quota Summary

:

can choose UN* to get

| | Al | Required | Optional everything assigned to you.
* a ZTHM_MO1_Q4002 [SAP Business Warehouse] - * personnel Area(Selection Option, Reguire
= &3 Personnel Area(Selection Option, Required) : Include e '_Equal =
Organizatiomal Unit (Multiple Single, Optional un= - = >

= c} Calendar Month (Selection Options, Mandator
= Organizational Unit (Multiple Single, Optional)

Business Area (Selection Option, Optional) : If you have access to a
Employee : specific group of org units
B - * Calendar Month (Selection Options, Mandatory you must enter them as you
Calendar Include - valug would do in any other
Month is 08/2020 Ch | Analysis report.
required. | = Business Area {Selection Option, Optional)

Include -

walues

Do not use Business
Area as a selection
at this time. It will
break the report.

- Employee

Include -

You can choose = <
specific pernr(s)
if desired.

walues

»

Sawve prompt values with workspace
* Required prompts Always check this box.

walidate OK Cancel
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SAP4

Home I Documents l Absence Quota Summ... [ > ]
O > - ‘ [‘:‘] T | I~ | 5 T & _/ Analyze Insert | Display
Do {,j‘ﬁ | [IE} | > | i} Filter Sort Calculations - :_J Conditional Formatting -
E‘ Key Figures
4 ¥ @ pPrompts ) (Erms . ) . )
. Personnel Area Calendar Vacation Hours Vacation Hours 5
~ ZTM_MD1_Q4002 [SAP Business Warehouse] Key Figures Year/Month Taken Balance T
=JJ UMO1 : SAIS 08/2020
UM0Z : School of Medicine 08/2020
=} P | UNO4 : Whiting School of Enginearing 08/2020
= Key Figures UNO5 : School of Public Health 08/2020
Vacation Hours Taken UNOE : School of Mursing 0&/2020
Vacation Hours Balance UN0S : School of Arts & Sciences 08/2020
Sick Leave Hours Taken UM10 : University Administration 08/2020
Sick Leave Hours Balance UN11 : Peabody 08/2020
PTO Hours Taken — — UN12 : Academic and Business Centers 08/2020
PTO Hours Balance = Rows
UN14 : Libraries 08/2020
Personnel Area > Personnel Area
PAL Hours Taken Colendior YearTMonth » Cotendar Year Month UN15 = School of Education 08/2020
alendar Year/Month > Calendar Year/Moni
PAL Hours Balance ! UN16 : Carey Business School 082020
PDLH Taki B
ours Taken UN17 : University Student Sarvices 08/2020
PDL Heurs Balance
Overall Result Result

CME Hours Taken
CME Hours Balance
EIB Hours Taken
EIB Hours Balance
PA Hours Taken
PA Hours Balance .
570D Hours Taken This default layout can show you helpful
STDAD Hours Balance

Legacy Vac/Personal Time Hours Taken information for your area aS a Wh0|e, bU

g IR ndgroma what if you need to know about the
o individual people who fall within your

purview?

Fleat/Free Holiday Hours Taken
Fleat/Free Holiday Hours Balance
Compensated Hours

Forfeited Hours

& Business area
E Calendar Year/Month

E Employes

e Employes Group
+ Employee Subgroup = Sheet 1 Sheet2 | Sheet3 | [ ]
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L et’s add and remove some of the

defaults...

Drag “Key Figures” off

to the left...
Hune menb[ Absence Quota Sum... © & & ‘
bheg-1dB-182-1&-8 4 Analyze |
e | a'jj—a| E] | X | i © Is A :jConditionalFormathng

Applications ¥ Preferences Help menu~ Log off yel |
s | & B @) Prompts
7' ZTM_MO01_Q4002 [SAP Business Warehouse]

3

2 Key Figures

Click this button at the top right : : ‘ . then drag only Sick Leave
before you start so the report P ——— > S e Key Figures

q 't spin its wheels trving t £ Vacation Hours Taken Hours Taken and Sick Leave
Oesn S In I S W ee S r In 0 /., Vacation Hours Balance .
d t p h t. Zd g L., Sick Leave Hours Taken HOUI’S Balance baCk |nt0 the
upadate each time you a or £, Sick Leave Hours Balance
D Y o columns area of Layout. For

remove something. You will turn (. PTO Hours Balance
¢, PAL Hours Taken

it back on when you are ¢, PAL Hours Balance
finished.

JHU pernrs sick leave stored
in SAP pertains only to Sick
and Safe Leave. Individuals

who use E210 might have
both sick leave and SSL.
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);7 4 Welcome: Janne Mosser | Applications v  Preferences Help menu v Log off e
Home | Documents | * Absence Quota Sum... = = i H ! | |
e e ere’s a sample layout...

DE- @121 &-8 _/ Analyze | Insert | © Display

Ky s ;j’ | @ X | ol Filte I sot « (5] Calculations ~ :ﬁCondmonal Formatting ~ “ Auto Update
vE 2 I i 2

=1 & Q) prompt: Columns Key Figures

. rom il

ko < Sl Person  Employee Quota Type Calendar  Employee Group Employee sonnel | Area Organizati Oversight Unit  Sick Leave Hours  Sick Leave Hours

Year/Month Subgroup Subarea Unit Taken Balance

ZTM_M01_Q4002 [SAP Business Warehouse] ‘ Key Figures

_ Key Figures are still there, but only the
s sick leave hours now.

L

# (7 Business area

# 7y Calendar Year/Month

¥ 74 Employee

# % Employee Group P h |p y .d t.fy p pl h

S erson can neip you iaentity peopie wno

# % Organizational Unit ~ Rows H

1 Org Hire Dae yeme—— have concurrent assignments.

# 7y Person s Employee > Employee %
¥ 74 Personnel Area # Quota Type > Quota Type \j
& 17y Personnel Subarel s Calendar Year/Month > Calendar Year/Month

® 7 Quota Type # Employee Group > Employee Group

s Employee Subgroup > Employee Subgroup
& Personnel Subarea > Personnel Subarea
# Personnel Area > Personnel Area
= % Organizational Unit > Organizational Unit
% Oversight Unit

Orig Hire Date
does not

contain reliable
data as of
August 2020.

| Sheet1 sheetz | shet3 | |
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