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October 3, 2005 

 
ISIS Memorandum 06-014 
 
To: Employee Administration Managers 

Human Resource Directors 
 
Subject: Employee Furloughs 
 
In response to recent General Circulars issued by the Department of State Civil Service regarding 
employee furloughs, a new script has been developed to help users properly place an employee 
on furlough within ISIS HR.  The Furlough Employee script can be found under Personnel 
Administration in the Table of Contents or accessed by clicking this link: Furlough Employee. 
 
This task requires updates to two infotypes:  0007 (Planned Working Time) and 0041 (Date 
Specifications).  It is recommended that furloughed employees be changed to Time Management 
Status = Positive and a 24/7 work schedule effective the begin date of the furlough, rather than 
code leave without pay hours each pay period.  Also, several furlough-related Date Types have 
been added to the Date Specifications Infotype (IT0041) so that a furlough begin date and 
furlough end date may be stored.   
 
The system will continue to pay state share of Health and Life premiums, regardless of whether 
the employee has adequate pay to withhold his share of these premiums.         
 
To accommodate reporting needs, the following three ISIS HR Reports have been modified: 
 

 ZP25-Date Specifications Report  
This report will output, as hidden fields, all furlough related dates that exist on an 
employee’s Date Specifications Infotype (IT0041). 

 ZP135-Flexible Employee Data Report  
This report allows a user to select fields to be output.  Furlough-related dates are 
available for selection.     

 ZMDSHEET-Employee Notification Form  
Furlough dates, if they exist, will be output in the Employee Related Dates section of the 
report.  In addition to Employee Administrators being able to print the report, employees 
can select and view or print this report within LEO (Louisiana Employees Online).   

 
Please contact the ISIS HR Help Desk at (225) 342-2677 options 1, 2, with questions or 
comments. 
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http://www.doa.louisiana.gov/hrhelp/standard/fastpaths2/pa-furloughemployee.doc_index.htm
http://www.doa.louisiana.gov/HRHelp/standard/fastpaths2/zp25-datespecificationsreport.pdf_index.htm
http://www.doa.louisiana.gov/HRHelp/standard/fastpaths2/zp135-flexibleemployeedatareport.pdf_index.htm
http://www.doa.louisiana.gov/HRHelp/standard/fastpaths2/zmdsheet-employeenotificationform.pdf_index.htm

