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A. Human Resources: Essentials (++)

1. . Structs in HR-89

· The structs of an enterprise are subdivided into org structs, based on an org plan, and administrative structs, based on the enterprise and per structs.

· An org plan provides you with a complete model of the structural and per environment of your enterprise. Hierarchies and report structs are clearly laid out. The org plan is the foundation of Org Mgmt. The org plan uses elements, called objects. The most important objects are org units, jobs, and posns.

· You assign employees in infotype 0001, Org Assignment.

· In doing this, you include employees in the enterprise, per and org structs.

· Info on the org assignment of employees is of great importance for authorization checks, for the entry of addl data, and for Time Mgmt and Payroll Accounting.

· When you enter data for an employee in infotype 0001, Org Assignment, the employee is assigned to a company code, a per area, and a payroll area. You also assign employees to posns. This results in the employee.s assignment to an org unit, a job
·  The enterprise struct for per Admin is determined by the fol elements:
· . Client

· . Companycode

· . Per area

· . Per subarea

· A client can either be valid for a company code at the smallest level, or for the entire corporate group. The company code is defined in accounting. Legally required financial statements such as balance sheets and profit and loss statements are created at the company code level. The per area is used exclusively in Per Admin and is unique within a client. Each per area must be assigned to a company code.

· The final element of the company struct, also unique to Per Admin, is the per subarea. Groupings are defined for per subareas to specify which entries from subsequent settings can cost center.be used for employees assigned to a particular company code or per area. These groupings directly or indirectly affect Time Mgmt and Payroll.

· There is usually no exchange of data between clients.

· . If an employee changes clients, you have to create the per number again
· A per area is assigned to a company code in Per Admin. The individual per areas in a company code have four-digit alphanumeric identifiers. 

· Per subareas represent a further subdivision of the per area.

· The principal org aspects of human resources are controlled at this level, namely the pay scale and wage type structs and the planning of work schedules. The per subarea is assigned a four-character alphanumeric identifier. The control features are stored according to the country.

· For administrative purposes, the employees in an enterprise are divided into two levels.

· The highest level is an employee group, the second, an employee subgroup.

· These levels are subject to authorization checks, to define remuneration levels or different work schedules.

· Employee group is a general division of employees. The employee group defines the relationship between an employee and a company in that the employee makes a certain contribution to the company in terms of work. Active employees, pensioners and early retirees make up the main employee groups in Per Admin.

· The fol are the principal functions of the employee group:

· . Default values can be generated for the payroll accounting area or for basic pay

· . The employee group is used as a selection criterion for reporting.
· . The employee group is one unit of the authorization check.

· You can generally use the standard catalog to set up employee groups. It can, however, also be extended to suit individual customer requirements.

· The employee subgroup is a fine division of employee groups according to the posn of employees. Wage earners, salaried employees and non pay scale employees are all examples of subgroups within the employee group .active..

· All control features of the per struct are defined at employee subgroup level. The most important features are described below:

· . The employee subgroup grouping for the Per Calculation Rule allows you to define different payroll procedures for different employee subgroups; for example, you can specify whether an employee’s pay should be accounted on an hourly or monthly basis.

· . The employee subgroup grouping for primary wage types controls the validity of wage types on an employee subgroup level, whereas the grouping for collective agreement provisions restricts the validity of pay scale groups to certain employee groups.

· . When entering data, you can define default values using the employee subgroup, for example, for the payroll accounting area.

· The payroll area represents an org unit used for running payroll. All employees who have payroll run for them at the same time and for the same period are assigned to the same payroll area.

· Payroll accounting is generally performed for each payroll accounting area. The payroll accounting area provides the payroll driver with two pieces of info: the number of employees to be accounted and the dates of the payroll period.

· The number of employees to be accounted is determined using the Org Assignment infotype (0001) which stores the payroll accounting area.

· Hint: An employee may only change payroll accounting areas at the end of a period. If an employee changes status from wage earner to salaried employee in the middle of the month, and the payroll area is different for both, you should not enter the new payroll area until the start of the fol month.

· You must relate org units with one another in an org plan. The hierarchical interrelationships that exist between the org units represents the org struct of your enterprise.

· Each job represents a unique classification of responsibilities in your organization. When you create jobs, you should consider what specific tasks and requirements are associated with the individual jobs.

· Jobs are used in the fol application comps:

· . Shift Planning

· . Per Cost Planning

· . Per Development

· A posn inherits a job.s tasks. However, you can also define addl tasks that refer specifically to one posn.

· Posns can be 100% filled, partially filled, or vacant.

· Cost centers are maintained in Controlling and can be linked to either org units or posns.

· Cost center assignments are inherited along the org unit struct.

· Persons generally represent employees in your company. Persons hold posns in the org struct which is governed by Org Mgmt.

· Infotypes for persons are maintained in Per Admin and are linked to an org plan through their posn assignment.

· Other defaults in Per Admin employee maintenance can be derived from Org Mgmt data, such as the Employee Group/Subgroup Infotype (1013).

· Objects consist of 3 parts:

· . The first part (Object infotype) includes the ID number, a short and long text, and the validity period.

· . The second part (Relationships infotype) contains the relationship(s) between this and other objects.

· . The third part (other infotypes) form the object characteristics.

· All the data of an object (existence, relationships, addl characteristics) are created as infotypes.

· You can define particular characteristics for an object in each infotype.

· Some infotypes can be maintained for all object types, for example, the object and relationship infotypes. Others are only relevant for particular object types, such as the vacancy infotype, which is only relevant for posns.

· Not all infotypes are absolutely nec. However, they can provide important info on objects.

· You can maintain an unlimited number of plan versions. One of your plan versions represents your current org plan that can be integrated with data from Per Admin.

· This plan version is indicated as the active plan version. All plan versions are completely independent of one another.

· Examples of org struct scenarios:

· . Restructuring

· . Downsizing scenario

· Org plans are defined in Org Mgmt. This can be done in Organization and Staffing or the Expert Mode.

· In Organization and Staffing you can:

· . Maintain the basic data for your org plan

· . Maintain the reporting struct (hierarchy of posns) that exists between the posns in your org plan

· . Maintain cost center assignments

· . Maintain certain infotypes

· You must assign a validity period to all the infotype records that you create. In this way, you can see all the changes that occur in your company.You receive a dynamic view of your company.

· Building Org Plan

· . Create root org unit

· . Create subordinate org units

· . Createjobs

· . Create posns

· . Assign cost centers

· . Assign persons

· . Maintain other object attributes

· Evaluations in Org Mgmt always need a start object and an evaluation path. The evaluation path determines which relationships the system should use to reach a different object.

· If you cannot find a suitable evaluation path in the standard system, you can create your own evaluation paths in Customizing.

· If Per Admin and Organization Mgmt are integrated, you can enter the posn in the Actions infotype (0000),You cannot overwrite the fields job, org unit, or cost center. They specify the relationships to the posn.

· Default values can be supplied for the per area, per subarea, business area, employee group and employee subgroup fields.

2. . Per Admin-133-167

· The R/3 Human Resources system stores an employee.s data in infotype records. Each infotype record has a validity. This is generally a validity interval or a key date.

· There are 3 different ways of processing infotype records: single screen maintenance, per actions, or fast entry.
· Fast entry enables you to maintain an infotype for more than one per number simultaneously.

· The Concurrent Employment Model in SAP HR describes the relationship between employee and employer. The most important concepts in the Mgmt of Global Employees are as follows:

· . Each employee can have multiple per assignments, each of which in a different country.
· . Each per assignment is linked to the person.

· The person ID enables you to track the global employee in the whole enterprise for the duration of his or her assignment.

· The person ID is stored in the .Person ID. infotype (0709).

· A per assignment describes the tasks the person has to perform, the country of the global assignment, and other infotypes. In SAP HR, a per number is therefore assigned to each per assignment.

· One infotype can be included in more than one menu.

· In the R/3 HR system, infotypes that are most frequently used are grouped together by subject matter and assigned to static menus.

· Data fields are grouped into data groups or info units according to their content. In Human Resources, these info units are called info types or infotypes for short.

· HR data is therefore stored in groups that logically belong together according to content. For example, place of residence, street, and house number make up an employee.s address and are consequently stored (together with addl data) in the Addresses infotype. Infotypes have names and 4-digit keys. The Addresses infotype, for example, has the key 0006.

· Infosubtypes, or subtypes for short, subdivide an infotypes data records.

· You may want to subdivide such info to make it easier to manage or because you want to assign different control features (such as time constraints) to the various subtypes of an infotype. You can also create separate histories for each subtype.

· Example: in the Family Member/Dependents (0021) infotype, you enter different family members in the subtypes:

· . Spouse (subtype 1)

· . Child (subtype 2)

· The entry screens for the various subtypes may be different.

· You can assign access authorizations for each subtype.

· When you update an infotype, the old data is not lost. Instead, it remains in the system so that you can perform historical evaluations. Each infotype record is stored with a specific validity period. This means that the system can contain more than one record of the same infotype at the same time, even if their validity periods coincide.

· If you enter and save new info in an infotype, the system checks whether a record already exists for this infotype. If this is the case, the system reacts based on rules or time constraints set up for that particular infotype or subtype.

· The processing options for infotype records include:

· . Create

· . Edit

· . Copy

· . Delimit

· . Delete

· If you create a new record when a previous record already exists, the system reacts in one of the fol ways: it delimits, extends, divides, or deletes the record. The system.s reaction depends on the time constraint.

· The time constraint is a characteristic of infotypes and subtypes. In Master Data, we differentiate between 3 different time constraints (1, 2, and 3).

· Infotypes or subtypes with time constraint 1 must be unique, meaning that only one valid record can exist for any given period. There can be no gaps between records here. When you add a new record to an infotype with time constraint 1, the system delimits the overlapping infotype record on the key date and adds the new record. This happens with the Basic Pay infotype (0008), for example. If you delete a record that must exist at all times, the previous record is auto extended. There can be no gaps between records here.

· Infotypes or subtypes with time constraint 2 can only have at most one record for a given time period. There can be no gaps between records. If records overlap, the system adapts the previous record accordingly by deleting, dividing, or delimiting it. An example of an infotype with time constraint 2 is the Family Member/Dependents infotype (0021), subtype

· Spouse (1). Infotypes or subtypes with time constraint 3 can have gaps between records or overlapping records. If records overlap here, the system does not react at all. Examples of infotypes with this time constraint are Monitoring of Tasks (0019) and Objects on Loan (0040).

· The Actions infotype is the first of the per action infotypes. This infotype logs the per action. In this infotype, you can also specify a reason for the action. In addition, you can assign a reference per number, if the person to be hired has more than one type of employment relationship in the company (several per numbers). The status indicators are assigned by the system and cannot be maintained by you

· The Actions infotype is a prerequisite to the Org Assignment (0001) infotype. You must save the Actions infotype.

· The values stored in this infotype are copied to the Org Assignment infotype. You cannot maintain the values there (except for the Posn field).

· Dynamic actions are performed auto by the system, depending on certain conditions.

· If maintaining one infotype has an effect on another infotype, the system auto displays the second infotype for processing.

· Dynamic actions can run in the background meaning that the user does not see the run on the screen.

· If you did not enter the posn in the Actions (0000) infotype, you can do so here in the Org Assignment (0001) infotype.

· If you need to run more than one per action on the same day, you can use the Addl Actions infotype (0302). It enables you to log all of the per actions that you perform for one employee on the same day. The log includes all of the action types and their action reasons that you performed for an employee on specific dates. This means that you can save more than one data record per day for this infotype.

· You should not store per actions that you only use to process more than one infotype in a single info group in the Actions infotype (0000).

· SAP recommends that you use the Addl Actions infotype to log such per actions. An example of this type of per action is Change in Pay. All of the programs that interpret an employee.s status, evaluate the Actions infotype (0000) only. The Actions infotype has time constraint 1, which means that a single infotype record must exist for the entire time that the employee works at your company

3. . Time Mgmt-191-241

· Evaluating work performed by employees and determining employee availability are essential elements within an enterprise for a human resources system. This info is also relevant for other areas, such as Controlling and Logistics, and is a factor that influences enterprise-wide decisions.

· R/3 Time Mgmt allows you to display and record working times flexibly.

· Info on working times is used to calculate gross wages in Payroll.

· Several options are available for recording working times, including Time Manager.s Workplace, a central time sheet, online menus, time recording systems, and Employee Self-Service (ESS) applications.

· You can manage time accounts (such as leave, flextime) manually or auto.

· Working times can be used for activity allocation in Controlling. Costs generated by the working times can be assigned according to their source in Controlling.

· Info from Time Mgmt is used in Logistics to determine employees. availability for capacity requirements planning.You can determine work requirements for the enterprise and plan employee shifts.

· Employee planned working time is assigned in the Planned Working Time infotype (0007) using work schedule rules.
· Info on working time specific to a particular employee is represented in his or her personal work schedule. The personal work schedule contains the deviations from and exceptions to an employee.s working time that have been recorded.

· To record employee times in R/3 Time Mgmt, such as hours worked, business trips, leave, or substitutions, you can use a variety of systems and methods, such as:

· . Online by time administrators

· . Separate time recording systems

· . Cross-Application Time Sheet (CATS)

· . Employee Self-Service (ESS) applications, such as Internet applications, Workflow forms, or touch-screen systems

· . Customer systems with an interface to the R/3 System
· Time data, such as listed above, is stored in infotypes. A per or time administrator records this data in various ways:

· . TimeManager.sWorkplace: administer data for a group of employees

· . Maintain individual infotypes: record and change data through infotype screens

· . Fast entry: enter data for one infotype for multiple employees simultaneously

· The central element in Time Mgmt is the employee’s work schedule.

· The work schedule contains planned specifications for the employee's working time.

· The standard R/3 system already contains public holiday calendars.

· Regional holidays are included in the public holiday calendar. You can change existing and define new public holidays in the public holiday list. In addition, you can change existing or define new public holiday calendars. You assign a public holiday calendar to a per subarea.

· Public holidays are taken into account when determining bonuses or calculating leave, for example.

· An employee’s planned working time is represented in a work schedule.

· The work schedule is generated from a period work schedule and a public holiday calendar. The period work schedule comprises a set sequence of daily work schedules. The daily work schedule contains info on a day’s working time including breaks. The sequence can reflect regular and variable working times. The period work schedule is applied to the calendar. The work schedule rule encompasses all the specifications required to define the work schedule.
· The work schedule is used as the basis for time data evaluation.

· . The work schedule shows how many hours salaried employees must work to be entitled to their full salary. Depending on the specifications defined for the individual employee, any addl hours worked are identified as overtime in Time Evaluation.

· . If you only record deviations to the work schedule, planned working time is used as the basis for time evaluation.

· You assign a work schedule to an employee in the Planned Working Time infotype (0007) using work schedule rules.
· You can branch from the Planned Working Time infotype to the personal work schedule.

· You can use two different methods to record employee time data in theSAP System:

· 1. Record only deviations from the work schedule

· In this method, you record time data for employees only when their working times deviate from those assigned in their work schedules.

· You can record the latest employee data such as an employee illness, schedule and record substitutions, and enter an employee.s standard annual leave. Record all actual times.

· 2. Recording all actual times

· In this method, you record all actual times, that is, all types of occurrences such as the hours an employee actually worked, absences, and so on. There are two ways to record actual times:

· a) Automatic Recording

· You can record actual times using separate time recording systems. The data is then uploaded to the R/3 System, where it is processed in Time Evaluation.

· b) Manual Recording

· You can also record employees. working times manually using the Attendances infotype (2002).

· Recording Time Data
· In R/3 Time Mgmt, there are certain master data infotype records that you must create for every employee. Time Mgmt data is stored in the same master data records used by other HR areas, such as Payroll or Per Planning and Development.

· The fol master data infotypes are required for negative time Mgmt:
· . Org Assignment (0001)

· . Personal Data (0002)

· . Planned Working Time (0007)

· . Absence Quotas (2006)
· You record deviations from or exceptions to an employee’s work schedule in the Time Manager’s Workplace. This info is then stored in the appropriate infotypes. 

· Employee attendances can be business trips, participation in seminars, hours worked, or teaching a training course. Attendances are entered in the Time Manager’s Workplace using the relevant time data IDs.

· The info is stored in the Attendances infotype (2002), which Is subdivided into various attendance types (subtypes).

· Overtime - that is, the time an employee works over and above the planned working time stipulated in the daily work schedule - is also entered in the Time Manager.s Workplaces as an attendance. R/3 Time Evaluation calculates overtime auto on the basis of the complete actual times.

· An employee.s absences may include leave or illness. Absences are calculated on the basis of an employee.s personal work schedule. Absence are stored in the Absences infotype (2001), which is subdivided into various absence types (subtypes).

· Attendances and absences can be partial-day, full-day, or for several days.You determine this in Customizing.

· Attendances and absences can be deducted from entitlements, or quotas, as they are known. Examples of this are the standard annual leave, overtime approvals, or entitlements to further training. Some attendances and absences can influence an employee.s remuneration; others have a purely statistical function.

· You can set up a different payment in various time Mgmt infotypes (such as Attendances, Absences, Availability) to stipulate the fol types of compensation:

· . Bonus (premium) as supplemental remuneration

· . A different payment by assigning a rate (deviating from the employee.s regular rate)

· . Remuneration with info about the posn (specific payment for a certain posn)

· . Bonus or deduction of concrete amounts using the extra pay indicator and the valuation basis

· Actual per costs can be allocated either to the employee.s main cost center or to another one through an order. You can customize which info can be entered with the time data.

· Activities performed in an enterprise can be allocated internally. Activities to be allocated internally include employees. time data, for example, when employees work for another department. If these times (activities) are to be allocated between cost centers, you enter a receiver cost center as well as an activity type for valuating the activity performed. The activity type allows you to valuate the activity with an internal allocation rate in Controlling. The sender cost center (usually the employee.s master cost center) is credited and the receiver cost center is debited.
· The Time Data Maintenance and Message Processing tasks are delivered in the Time Manager.sWorkplace in the standard system

· The TimeManager.sWorkplace is a task-oriented interface for maintaining time data and processing evaluation messages. This interface is specifically designed to meet the needs of time administrators in decentralized departments.

· When recording time data, data records frequently overlap one another.

· These overlappings are called collisions in the SAP System.

· When you enter a new time data record, the system checks whether other records have been entered for the employee for the same time period.

· Collision checks prevent data records that conflict with one another from co-existing in the system.

· When collisions occur, the system reacts by issuing a warning or error message, or by delimiting the old record

· The fol master data infotypes are required for Time Mgmt:

· • Org Assignment (0001)

· • Personal Data (0002)

· • Planned Working Time (0007)

· • Time recording info (0050):

· In the SAP HR system, the term .time evaluation. is used to describe the evaluation of employees. attendances and absences using a report

· Time administrators can display, and if nec change, the recorded time data or maintain it using the Time Manager.s Workplace or the Time Events infotype (2011).

· Time evaluation is performed by the time evaluation driver RPTIME00. It evaluates employees. time data that has been recorded either at the time recording terminals or in the time Mgmt infotypes.

· The time evaluation report can also be run for future periods. A future evaluation can be useful in the fol situations:

· . You want time evaluation to determine an employee’s anticipated absence entitlements when absence quotas are generated auto.

· . You want to evaluate planned times in shift planning while taking anticipated overtime income into account, for example.

· The time evaluation driver RPTIME00 compares the recorded actual times (in this case, time events P10 and P20) with the planned specification from the Planned Working Time infotype (0007). 

· The overtime is then posted to a time account

· You can also use the time statement to inform employees of their current balances, time credits, daily attendance times, and so on.

· All time Mgmt data is represented in the shift plan in the form of shift abbreviations.

· Data from the personal work schedule is used as the basis for shift planning, as well as the shift group of each org unit. Shifts can be grouped together into shift groups. Shift groups can then be assigned to entry object types, such as a department or a work center.

· Cross-Application Time Sheet (CATS)
· The Cross-Application Time Sheet (CATS ) is another form of Employee Self-Service. You can use it to record the actual working times of individual employees.

· The Cross-Application Time Sheet offers the fol advantages:

· . Cross-application standard screens for entering working times

· . Ease of use for all users

· . Default values and data entry templates

· . Integrated approval process

· . Support for corrections

· . SAP enhancements for incd flexibility in the definition of authorization checks, plausibility checks, and default values.

· CATS regular offers a similar data entry screen and comparable functions to CATS classic. However, this user interface has been optimized for use as an Employee Self-Service (ESS) application in a Web browser.

· CATS notebook is designed for use with notebooks, and is particularly suited to employees who have to travel a lot and cannot always have a connection to the SAP R/3 system to record their working times

· CATS instant is an iView and runs in an enterprise portal. It enables you to enter your current tasks or working times as you go along. CATS instant is aimed primarily at users who have to record billable tasks. Such users may need to record the time they have spent on individual tasks accurately and at several times during the day.

· The process in the Cross-Application Time Sheet consists of the fol steps:

· . Entry of time data in the time sheet

· . Release of time data

· . Approval of time data (also using a Workflow)

· . Transfer of time data to the target comp
· The prerequisites for working with the Cross-Application Time Sheet are:

· . Data entry profile for the entry of employee-related data. The profile defines which fields are available for data entry and the target applications to which data is to be transferred, for example.. HR mini-master (per number and personal data of the employees for whom data is to be entered). You can store various employee-specific default values for CATS in the Time Sheet Defaults infotype (0315).

· . Applicable authorizations for working with the time sheet
4. . Reporting and Analysis Tools-251-252
· . RPL* Lists

· . RPS* Statistics

· . RPC* Payroll reports

· . RPU* Utility reports

· . RPT* Time Mgmt reports

· . RPAPL* Applicant data reports

· . RPI* Reports for creating batch input sessions

· . RH* Reports for per planning

· The matchcode function on the selection screen allows you to select the employees for which you want the report run.

· If you want to reuse selection values that you have set for a report, save them as a variant.

· Ad-Hoc-Query enables you to create reports. As of 4.6C, Ad Hoc Query is integrated into SAP Query. Although it is called InfoSet Query in other R/3 comps, it remains Ad Hoc Query within the Human Resources comp.

· You can access standard reports from the SAP Easy Access Menu or using general report selection.

· The Human Resources Info System (HIS) makes it easy for you to request and start all HR reports within Structural Graphics.

· Manager.s Desktop is a tool specifically for managers in which they can evaluate and change data.

· The Business Warehouse is an independent system in which analyses can be performed. SAP delivers business contents in the form of Business Content.

5. . Recruitment-289-324

· You can use the Recruitment comp to complete the entire recruitment process from initial data entry through to filling vacant posns.

· The SAP system supports you in identifying workforce requirements, creating job advertisements, screening applicants, and managing applicant correspondence. When you hire an applicant, you can transfer the applicant data recorded in Recruitment to Per Admin as employee data.

· Line managers can use the Manager.s Desktop to map their decisions on applicants and to trigger further Admin in the HR department, efficiently and cost-effectively.

· External applicants can use the Web application and employees the Employee Self-Service solution, 

· You can create vacant posns in Org Mgmt.

· In Per Development, you can create requirements of the posn or qualifications profiles for applicants in sub profiles.

· You can perform profile matchups and compare applicants with the vacancy assigned to them. You can search for qualifications, and include applicants in the search, in Per Development.

· You can transfer applicant data recorded in Recruitment to Per Admin infotypes.
· You can also include applicants in Career and Succession Planning in Per Development.

· Vacancies shown in Recruitment represent a company’s workforce requirements.

· Vacancies are posns that need to be filled (either completely or partially). To include these posns in the recruitment process, you must flag them as vacant.

· If your organization has integrated Recruitment with Org Mgmt, you create vacancies in the detail maintenance function of Org Mgmt. This creates a record of the Vacancy infotype (1007) with all the required info.
· Hint: When you create the vacancy, you can also enter the abbreviation for the per officer responsible. This simplifies data selection in subsequent steps.

· You create advertisements in Recruitment. You can enter text, assign one or more vacant posns, and record the publication date, advertising end date, and publication costs for each advertisement. You can evaluate this info to monitor the effectiveness of your advertising.

· You can link advertisements to applications. This enables applicants to apply in response to specific advertisements.

· you can convert all currencies to euro using the conversion report Conversion of Job Advertisement Costs to Euro (RPAPLEUR)
· The two-level concept of data recording enables you to classify applicant data in terms of time and organization.

· An applicant’s basic data is sufficient for the data transfer to Per Admin.

· After initial data entry, the system organizes applicants by:

· . Internal / external applicants

· . Applicant group

· . Applicant range

· . Applicants who submit unsolicited applications / those who reply to an advertisement

· The system uses the applicant group to classify applicants according to the type of employment contract for which they are applying, for example, employees with a permanent contract, employees with a temporary contract, freelancers, and so on.

· The applicant range is used to classify applicants according to either hierarchical or functional criteria. Hierarchical classification involves classifications such as executive employees, salaried employees, specialists, and so on. Functional groupings include corporate Mgmt, Admin, production, and so on.

· The system recorded applications are recorded as either unsolicited applications or as advertisement-relevant applications.

· For multiple applicants, the system branches to the Further Application applicant action. The system simultaneously imports any data stored in the system for the applicant.
· If the applicant is identified as a former employee, the Initial Entry of Basic Data action remains on screen and the system imports any existing data for this person. You can overwrite this data if nec.
· The Applicant Actions infotype (4000) serves as a record of all applicant actions carried out for an applicant. These applicant actions might be:

· . Data entry procedures (such as Initial entry of basic data, Enter addl data)

· . Procedures which change the applicant.s overall status (such as Reject applicant, Put applicant on hold)

· The most important piece of info contained in this infotype is the applicant.s overall status (such as Processing, On hold, Rejected). The overall status depends on the last action performed for the applicant. If, for example, the Put applicant on hold action is performed, the applicant is assigned the overall status On hold. In the standard SAP system, a new record is created in the Applicant Actions infotype (4000) for every action performed for an applicant. Applicant actions can trigger applicant activities.

· In line with the two types of selection procedure, there are also two type of status:

· . Overall status

· This indicates the applicant’s current status (such as Processing, On hold, Invite) in the global selection procedure for the company.

· . Status of Vacancy Assignment (in Manager.s Desktop: Assignment Status) Refers to the actual status of an applicant for a particular vacancy.

· The system assigns the overall status during initial entry of applicant data (Initial entry of basic data action).From then on, each applicant must have an overall status at all times.

· The overall status relates to the global selection process for an applicant.

· The vacancy assignment relates to the selection process for one vacancy for an applicant.

· The overall status indicates whether an applicant is currently taking part in at least one selection procedure (overall status Processing, On hold, Invite, for example), or whether all selection procedures are already completed for the applicant (Rejected or To be hired).

· An applicant is assigned a vacancy assignment status when he or she is assigned to a vacancy. If the applicant has more than one vacancy assignment, each of these has its own vacancy assignment status.
· A selection procedure is complete when the system has assigned either the Rejected or To be hired status to all applicants included in it.

· The fol Recruitment transactions are linked to the object manager:

· . Display/maintain applicant master data

· . Applicant actions

· . Display/maintain applicant activities

· To be able to use the functions specific to Recruitment in the Manager.s Desktop, you do not have to make any special system settings. However, you must ensure that the fol prerequisites are met in Recruitment:

· . You must assign each applicant to a vacancy in the Vacancy Assignment infotype (4002).

· . An administrator must assign the line manager as the person responsible for the vacancy in the maintenance function of the relevant vacancy. The system displays in Manager.s Desktop the applicants assigned to the manager, provided they have the status In Process Invite, or On hold.

· Activities carried out for an applicant within a selection procedure are entered, logged, and planned using applicant activities.

· Applicant activities are administrative stages through which an applicant passes during the course of the application procedure (such as mail confirmation of receipt, mail invitation to interview).

· You can link applicant activities to standard texts. When you create an applicant activity, the system can auto print a standard letter for applicant correspondence.

· The system creates applicant activities auto for an applicant when you perform an applicant action. For example, if you invite an applicant for a job interview, the system auto creates the applicant activity Mail invitation to interview. You use this activity to print a letter of invitation for the applicant.

· In the standard system, the system delivers standard texts in Microsoft Word and in SAPscript for applicant correspondence.

· . Adding Infotypes in Recruitment (you can use all the data stored in these infotypes as mail merge fields for contract generation):

· Planned Working Time (infotype 0007)

· Basic Pay (infotype 0008)

· Recurring Payments/Deductions (infotype 0014)

· Addl Payments (infotype 0015)

· Contract Elements (infotype 0016)

· When you hire an applicant, you can transfer the applicant data to Per Admin. You transfer the applicant data directly from the applicant database to the employee database.
· All data you enter in the Recruitment infotypes is adopted as default values in Per Admin after the data transfer. This means that you can continue to use the data you have created for applicants when they become employees, but you can also change the data. This results in a significant reduction in the amount of processing required.

· In integrated systems, data transfer takes place either directly in Recruitment or directly in Per Admin.

· You can add addl data such as info on working times and salary at a later time in Per Admin.

· The most important aspect of master data Admin in a human resources system is the entry of employee data for per Admin, time recording, and payroll.

· You can also hire an employee independently of Recruitment. You do so in Per Admin using a per action. 

· Internet application comp Employment Opportunities assists companies in recruiting applicants by allowing users to:

· . Display their company.s job vacancies and Apply for posns 

· External and internal applicants can send scanned-in application documents (also with photograph) to the HR department together with their online application.

· This function is enabled through integ with the archiving comp SAP ArchiveLink.

· E-Recruiting
· The main processes of recruitment are planning the workforce requirement and publishing the vacancies, to hiring applicants and building long-term relationships with candidates.  

· The main focus of this solution is the Talent Warehouse and Recruiter functions, as well as numerous evaluation options. These functions are enhanced by portal and collaboration technology

· The fol procedures are implemented in a process-supported and workflow-supported environment:

· . Planning: perform per planning/post jobs

· . Attraction: generate interest in the enterprise

· . Sourcing: search for applicants

· . Qualifying: Applicant selection

· . Closing: select final applicants and negotiate contracts

· . Retaining: develop long-term links between candidates and enterprise using the Talent Pool

· The Talent Warehouse aims to establish long-term relationships with applicants. It delivers the central database for internal and external applicants. The info on qualified applicants for whom there are currently no posns in the enterprise can be especially useful for future recruitment processes. The candidates can register themselves in the talent database and store the required info on their qualifications, interests, and career plans..

· The planned integ with analysis tools and Accounting, for example with SAP® Business Info Warehouse and mySAP. Financials, enables you to evaluate the most efficient recruiting channels and to keep in mind enterprise goals and budget planning.

· E-Recruiting contains functions that enable cooperation between all persons involved in the recruiting process in the enterprise and outside of the enterprise. The fol tasks are included, for example:

· . Support cooperation with professional service providers

· . Integrate E-Recruiting activities with back-end systems (of SAP and other providers) for Human Resources, Financial Accounting, and Controlling

· . Promote cooperation with service provider partners such as external recruitment agencies and recruitment consultants

· . Share Talent Pools with other providers

6. . Development and Training-333-448
· Posns have specific requirements that must be met, and employees have certain qualifications. Requirements and qualifications are stored in profiles, which are compared with one another.
· Per Development sets out to ensure that an organization has all the qualifications and skills it needs in all fields. This is achieved by drawing up qualification potentials.

· You can group qualifying actions (such as training courses or job rotation) into development plans (for example, a trainee program for sales staff). Such development plans are referred to as general development plans

· You can praise employee performance and conduct. You can perform objective setting with SAP R/3 Enterprise. The appraisal results can provide input for planning an employee’s further career development.

· Integ with Org Mgmt enables you to access objects within the org struct. If you want to use Per Development effectively, you should also implement Org Mgmt .

· Integ with Training and Event Mgmt means that the system can generate training proposals, and that you can make direct bookings onto business events, and create prebookings for business event types.

· Integ with Per Admin means that you can use HR master data for per development planning. If this is the case, you manage qualifications and appraisals in Per Development .

· Special integ switches are available for integrating qualifications and appraisals.

· If Per Development is integrated with Recruitment, then you manage applicant qualifications in Per Development only. This allows you to perform standardized appraisals for applicants and employees alike.

· It is possible to make the results of per appraisals available to the Compensation Mgmt comp.

· If integ with Shift Planning is active, you can include qualitative aspects when planning per placements; for example, you can specify qualifications that are needed.

· In Logistics (Service Mgmt, for example, Production Planning, and so on) you can store work center requirements, or requirements for orders, for example. This means that you can find suitable employees during the shift planning process by matching requirements with qualifications.

· You can assign qualifications to employees and posns, for example. When related with employees, we refer to them as qualifications, when related with posns; we refer to them as requirements.
· All qualifications (and requirements) are stored centrally in a catalog. Both refer to the same object but from a different perspective.

· You edit the qualifications catalog in Customizing for Per Development. qualifications (object type Q)/ Qualification groups have object type QK
· It is not possible to assign qualification groups to persons.

· Qualifications can also contain further qualifications. Qualifications are related with persons, jobs, and posns.

· You can create your own quality scales to rate the proficiencies of qualifications.

7. . Compensation Mgmt and Per Cost Planning-483-520
· Heads of department determine the inc for individual employees during the salary review. This can be done directly in SAP R/3 or using MSS.

· The Compensation Mgmt comp controls and manages remuneration policy at an enterprise. It provides a central overview of remuneration policy, and a control mechanism for implementing this policy. It also facilitates compensation planning and Bdtng, and decentralized compensation Admin.

· Compensation Mgmt comprises four areas:

· You can perform job pricing within Compensation Mgmt.

You can save the results of external job evaluation systems and salary surveys. Using these results, you can generate salary structs to which you can assign jobs and posns at your enterprise. In this way, you can determine the internal value of jobs and posns at our enterprise to ensure that you remain competitive.

· Bdtng enables you to plan and control exp for compensation adjustments. You can assign budgets to org units. Furthermore, you can create budgets centrally and decentrally. You can also roll up budgets using org units.

· You use Compensation Admin to distribute salary inc, shares, and so on to employees in accordance with remuneration policy at the enterprise.

· You can manage long-term incentives (awards).The org struct and job or posn data from the Org Mgmt comp are a basic necessity.

· Compensation Mgmt reads data on employee payments from the Per Admin comp. The system changes salary data as
a result of compensation Admin. Compensation Mgmt can update the Basic Pay infotype 0008 and the Addl Payments infotype 0015 from Per Admin, and further infotypes. User exits also allow you to update customer-specific infotypes.

· The system auto writes changes to employees salary data to Payroll.

· Compensation Mgmt can use info stored in the Per Development appraisal system.

· MSS allows a line manager to perform salary-related tasks such as salary inc or bonus payments.

· Integ with Per Cost Planning allows you to generate budgets from per cost plans in Compensation Mgmt What is more, you can derive planning data for per costs from guidelines in Compensation Mgmt.

· Job pricing enables you to do the fol:

· Use survey data, for example. To do this, you use the Survey Results infotype (1051) to relate your jobs or posns with the external market 
value of jobs. Using this info, you can set up your pay grade struct.

· You can depict your own compensation policy by using the Planned Compensation infotype (1005) to provide your jobs and posns with 
planned compensation

· The results of a job evaluation within a job evaluation scheme can be stored in the Job Evaluation Results infotype (1050) for jobs and posns.

· You can group jobs and/or posns together to form evaluation groups. You can depict and generate pay grade structs.

· You can relate job evaluation data with a job or posn.

· You can specify the relative value of a job/posn using evaluation points.

· You can specify that a job/posn is a benchmark job (integ with Hay PayNet).

· The Planned Compensation infotype (1005) enables you to relate the pay grade struct with jobs. The Planned Compensation infotype provides the Basic Pay infotype (0008) with default values for employee master data.

· The Survey Results infotype (1051) enables you to assign an internal job to info on a job from a salary survey. The infotype displays the average base salary and the average bonus typically paid for this job according to a specific survey. 

· Subtypes enable you to save the results of several surveys, such as job evaluations from various salary survey providers 

· The Planned Compensation infotype (1005) enables you to use one of 3 types of planned compensation:

· Salary You can store data from the pay grade struct, such as the pay grade, pay grade level, pay grade type, and pay grade area. On the basis of your entries, the system displays the min and max amount and the internal reference salary for the job or posn.

· Pay scale You store data from the pay scale struct on the level of jobs or posns. Such data includes the pay scale group, level, type, and area. The system then suggests the min and max salary/wage for this job or posn.

· Direct You use this planned compensation type if there is no pay grade or pay scale struct. You simply enter the min and max amount to be paid for the job or posn.You can only create one record of the Planned Compensation infotype (1005) for each posn. On the level of jobs, however, you can create as many planned compensation records as required.

· The info system included in the Compensation Mgmt comp enables you to execute a report that compares an employee’s actual base salary (that is, the salary determined by the Basic Pay infotype (0008)) with the projected pay determined by the Planned Compensation infotype (1005).

· A budget defines the total of financial resources used to finance org units.

· You create a budget struct that consists of one or more budget units. You must always create a budget struct in planned status.

· The relationships between budget units and org units allow one budget unit to finance one or more org units.

· You assign financial resources to each budget unit. You can generate and integrate these resource assignments from the new Per Cost 
Planning comp. 

· You can update budget structs that you have already released, that is, the system extends the validity period of these structs.

· Compensation comps are created and assigned to compensation categories.

· The compensation category determines which infotype records are created when you activate an adjustment or grant an award. SAP delivers the compensation categories fixed, variable, and long-term incentives as standard.

· Fixed compensation adjustments create a record in the Compensation Adjustment infotype (0380) and the Basic Pay infotype (0008) is updated. Examples: basic payments are fixed compensation comps.

· Variable compensation adjustments create a record of Compensation Adjustment infotype (0380). Depending on how you have set up your variable compensation comps, either the Basic Pay infotype (0008)
is updated or a record of the Addl Payment infotype (0015) is 
created. Examples: bonus payments are variable compensation comps.

· Long-term incentives create a record of the Compensation Adjustment infotype (0380) and a record of the Awards infotype (0382).
Examples: stock options

· An adjustment reason can include one or more adjustment types. The annual salary review, for example, could consist of a salary inc and a bonus.

· You can assign a budget type for each adjustment type.

· You assign guidelines and eligibility rules on the level of adjustment types. The compensation category is indirectly assigned to the adjustment type via the compensation comp defined for this.

· Guidelines enable you to determine the salary inc, bonus payment or stock options your employees are to receive.

· There are 3 types of guideline: fixed, matrix, and user-defined.

· Fixed guidelines specify a default value that is identical for all employees. This could be a fixed amount, percentage, or number.

· Matrix guidelines use up to 3 dimensional matrices to determine the criteria for which the adjustment is to be calculated. A merit bonus, for example, could be based on two criteria: the result of an employee appraisal and the compa-ratio.
· User-defined guidelines facilitate the use of customer-specific criteria as the basis for calculating the amount of an adjustment. e.g. ,a compensation adjustment could be based on data from external systems.

· Guidelines are optional. Depending on the employee grouping, guidelines may have different characteristics for the same compensation type.
· Matrix guidelines determine the salary inc, bonus payment or stock options your employees are to receive. You can define a max of 3 dimensions in a matrix.
· After you have defined all dimension segments, you must assign a default

value or percentage for compensation to every possible combination of dimensions.

If a compensation adjustment is subject to qualification criteria, such as a 3-month  length of service, a rule must be defined.
· When you define a compensation adjustment, you enter a series of data: the effective date of the adjustment, the calculation base of the compensation adjustment, and the wage types and guidelines used in the calculation.
· When you specify a calculation base for the compensation adjustment, you enter the wage type that is used as the calculation base in the standard SAP System.
· The wage type used as a calculation base can consist of one or several wage types. Example: you want to provide your employees with a percentage adjustment that is based on the salary wage type.
· There are various ways of awarding employees with compensation
adjustments in Compensation Mgmt:
· Individual Maintenance This method allows you to award individual employees salary adjustments. Mass Maintenance This method enables you to use an Excel table to award a whole group of employees with several compensation adjustments.
· Manager.s Desktop This method enables Mgmt to use an intuitive, 
graphical user interface in R/3 (not, however, in the Compensation Mgmt comp) to change salaries and award performance-based inc and bonuses.
· MSS In Enterprise Portal (5.0), line managers can award their employees with compensation adjustments decentrally.
· Mass maintenance enables you to use functions for eligibility, percentage adjustments, and guidelines.
· If the HR administrator activates the compensation adjustment, the system creates a new record of the Basic Pay infotype (0008) and the Addl Payments infotype (0015) for the appropriate employees. The system also creates a record of the Compensation Adjustment infotype (0380) for each employee and adjustment type as a history of the compensation adjustment so that you can track the compensation received by an employee. You can also display this history in MSS.
· The Compensation Mgmt comp supports five different types of long-term incentive:
· Incentive stock options, Nonqualified stock options, Performance shares, Performance units, Restricted stock

· Each organization uses vesting rules and schedules to determine when an employee can exercise his or her right to receive an award, and the amount of this award that the employee can exercise.

· Change events are reasons to change subscribed options. They affect the option price. Example: a stock split agreed upon by the Executive Board. Individual employees or the enterprise itself trigger life events. Examples of life events include business merger, marriage, death, or retirement. Life events usually change the vesting schedule.

· An ESS service enables employees to use the intranet to exercise share options that they have been granted and which have been vested.

· This ESS service triggers a workflow that informs the HR administrator of the fact that an employee has exercised his or her options.

· As of SAP R/3 Enterprise, you can use the Admin of long-term incentives function in conjunction with the Payroll comp. You can now choose whether the exercise price is valid for the grant date or the exercise date. You now have the choice as to whether awards can be granted again or not.
· Events such as leaving or retirement (HR) can be linked with the LTI module. In the event of a termination, for example, a check is performed auto to determine whether shares have been granted to the employee. This enables the nec steps to be initiated.
· Payroll integ When an employee has exercised his or her entitlement to awards, Payroll calculates the correct taxation of the imputed income.
· Interface to Accounting  Data on allocated awards is transferred to Accounting where the relevant provisions are created.
· You can determine exercise windows for the time of exercising. The time of exercising refers to periods during which your employees can exercise allocated and vested awards.
· You can now map a stock split in your sys using report RHCMPLTI_STOCKSPLIT.
· When an employee has exercised his or her entitlement to awards, Payroll calculates the correct taxation of the imputed income. What is more, as part of the employee’s payroll, it withholds the price of exercised awards and pays the revenue of shares that have been sold immediately.
· The system provides two standard workflows for managing long-term incentives:
·  Activities subsequent to exercising: This workflow enables you to inform the per administrator that an employee has exercised an award so that the administrator can perform all 
of the nec steps (such as buying shares for the employee).
· Expiration of an award: This workflow enables you to send your employees a reminder two months before their stock options expire
· The HR department does not perform planning centrally. Instead, the manager responsible perform planning decentrally. After the manager has completed the planning process, he or she submits the compensation adjustment (salary inc, bonus, stock options) to the next higher-level supervisor. The system depicts the subsequent approval procedure 
entirely using an SAP standard workflow.
· In addition to comprehensive employee data, the system displays addl data such as the enterprise-internal planned compensation for the relevant job or posn, the compa-ratio, and the posn in the salary range.
· You can use any salary survey providers with the SAP R/3 System.
Currently, PayNetSm, an online service for market salaries of the Hay Group, is the only Web-based service of this type available. An HR administrator can generate and print several total compensation overviews. The administrator can then send the overviews to employees.

8. . Travel Mgmt-557-582

· You have booked your employee on an external business event. Since the employee must travel to attend the event, he or she must enter a trip request; the responsible travel assistant will then book the needed resources and have the trip approved by the approving manager so that the employee can be reimbursed. The trip is then settled. The employee will receive a statement and the exp incurred will be reimbursed.

· SAP Travel Mgmt contains the complete range of procedures from entering a travel request, and approving it, to posting the actual travel exp and carrying out possible revisions and retroactive accounting.

· There are different org forms for entering trip data: Central entry (via department),Partly decentralized entry (for example, via department offices),Decentralized entry (as traveler using Self-Service)

· Depending on the org form used, you specify who carries out which functions (entering/changing/ approving trip data) or who is allowed to assign which status (request open/trip completed). You can control the relevant authorizations using authorization object P_TRAVL for travel exp reports and F_TRAVL for travel planning.

· SAP Travel Mgmt is also linked to the SAP Business Info Warehouse.
· Each employee must have at least the fol Infotypes before going on a business trip: Org Assignment (0001),Personal Data (0002),Travel Privileges (0017)

· The per action Hiring (TE Mini Master) contains exactly the infotypes nec for Travel Mgmt

· In addition, the Infotypes Addresses (0006) and Bank Details (0009) are nec if you want to generate vendor master records in FI for the corresponding per numbers in HR auto to Utilize a form of data medium exchange (DME)

· The infotype Cost Distribution (0027) offers you the option to distribute the total costs of a trip to different cost centers.

· The Infotypes Actions (0000) and Settlement Status (0003) are auto created when an employee is first hired.

· If you want to use Travel Planning, the traveler can also enter personal preferences in the infotypes Flight Preference (0471), Hotel Preference (0472), Car Rental Preference (0473), and Rail Preference (0474). In the Customer program infotype (0475)

· You can use the Travel Profile infotype (0470) to assign employees to a certain set of travel policies. 

· You can request trips with the travel manager. You can enter general data, cost distributions to CO objects, and estimated costs. In the travel request, you can request advances and trigger payment by approval. 

· if the estimated costs have to be calculated more exactly before the trip (for example, including expected per diems), you can also use the Travel Exp Manager for requests and approvals.

· In the Travel Manager the employee has a complete overview of all his trips (travel requests, travel plans, and travel exp reports).

· A travel plan can be created by either an internal travel center or the relevant employee.

· The user does not have to enter his per number for trip data entry, if it has already been assigned to him in the Communication infotype (0105), subtype 0001.

· The general concept of Travel Planning is based on two things:

· Reproduction of enterprise-specific travel policy in the Customizing of Travel Planning

· Specification of employee-specific data in the Infotypes of the SAP HR module

· Travel policies are company-specific regulations about using travel service providers stored in the Customizing of SAP Travel Planning.

· Travel preferences are company-specific specifications about using travel service providers stored in the Customizing of SAP Travel Planning.

· Any advances entered in the travel request are auto transferred to the travel exp statement for each trip and are deducted from the payment amounts in the settlement of exp.

· When settling travel exp, you can allocate and distribute costs according to cause (percentage or absolute amounts). The travel exp can be linked to SAP costs objects when they are entered in the system.

· The Receipt Wizard helps you to divide the receipts into various sub-receipt types.

· Per diems/flat-rates are stored in the system and are determined auto.

· Travel Calendar: used to enter and change several domestic trips for an employee at the same time. However, you cannot create or change international trips.

· The weekly report is designed for entering individual receipts. It should, therefore, only be used in countries and industry sectors which do not calculate meals or accommodation per diem.

· Receipts are entered under a freely-definable travel exp type, which is stored in the system.

· Credit card clearing simplifies the entry of receipts considerably and can be used 
for all entry types, except fast entry.

· Using the IMG activity Field Control for Addl Receipt Info, you can define which addl info can or must be entered for each receipt type. For example: The names of guests in the case of entertainment receipts. 

· You can assign an addl destination a different cost assignment than the one assigned to the trip destination.

· You can use various scenarios with SAP Travel Mgmt:Corporate Card (walking card) . Settlement using employee account, Corporate Card (walking card) . Settlement using company account, Split payments (card runs on the employee account, but the company reimburses certain exp directly to the credit card company).,Central travel center card (BTA card / ghost card)

· If receipts from credit card clearing have been paid, the amount, exchange rate , and currency can no longer be changed.

· You can define the keys for the credit card companies for credit card clearing yourself in Customizing, even for non-certified companies.

· The employee’s local currency must correspond with the settlement currency used for their credit cards.

· The Receipt Wizard is available in the travel manager and the travel exp manager. The Wizard ensures that no unwanted changes are made to the original data, for example, for credit card clearing and/or for receipts paid by the company.

· A Business Add-In is available for the country-specific configuration of the Receipt Wizard.

· If you choose to use general cost assignment per employee, you distribute the total costs of all trips per employee to company code / cost center (or, company code / funds center / fund). For this purpose, you assign each employee an Employee travel exp assignment guideline in HR master data, according to which the total costs of the employee.s trips are distributed. 

· The employee travel exp assignment guidelines are determined via a decision tree made up of the fol infotypes:


. Cost Distribution (0027, subtype 02)


. Travel Privileges (0017)


. Org Assignment (0001)
· The priorities are set as follows: cost distribution according to the Cost Distribution infotype (subtype 02) applies first, then the account assignment in the Travel Privileges infotype, and last, the cost center in the Org Assignment infotype.

· Cost assignment within a trip to a cost accounting receiver (cost center, order, WBS element, network, and so on) You can override the general cost assignment for all trips per employee with a cost assignment within a trip.
· The Travel Calendar allows you to enter several domestic trips on the same screen simultaneously. Since the trip country or region can not be entered using travel calendar, this entry type is not suitable for entering international trips

· When your entries are saved, the system sets the approval status that you have stored in feature TRVPA and sets the default accounting status to be accounted. This status can, however, be changed later.

· In the weekly report, you can record employees. Trips by the week.

· In the weekly calendar, you enter each day’s destination, the miles/kms traveled and the individual receipts for incurred costs. With this entry type, travel costs are settled by flat rate. With this scenario, it is not possible to perform per diem reimbursement of addl costs for meals and accommodations or miles/kms distribution of travel costs.

· All trips with the status approved/to be settled are settled using the settlement program RPRTEC00.
· For test purposes you can select individual trips and settle these using the dialogue transactions. 

· The end of the trip may not fall in a future payroll period.

· On the basis of the trip data entered, the settlement program determines settlement results (especially the reimbursement amounts) for trips for specific payroll periods and stores them in the PCL1 file. The trips must end before the end date of the payroll period in order to be settled.
· If the status of the control record period in Payroll is New per control record or Exit payroll, the next higher control record period is used as the payroll period.
· When you print out trip costs statements, you can choose between the Standard 
Form, Summarized Form 1 and Summarized Form 2. (RPRTEF00), (RPRTEF01), (RPRTEF02)
· You can forward the settlement results to Financial Accounting (FI), to HR Payroll or to non-SAP systems for payment. Payment by means of data medium exchange is also possible.
· The standard system contains more than 25 reports and SAP Queries
· The InfoCubes and InfoSources required to extract Travel Mgmt data from the R/3 system and transfer it to BW are supplied in the standard system. In the standard system, the BW Business Content contains the predefined, adjustable role .Travel Manager., which contains the BW Queries 
B. Master Data (+++)

13. . Project Mgmt and Work on Project-623-632

· You create new projects in project Mgmt. Here, you also change the struct of existing Project IMGs (scope, planning data of project and so on).

· If you want to use an existing Project IMG or the SAP Reference IMG to make Customizing settings, you use project editing.
· You create the Project IMG by selecting countries and application comps based on the SAP Reference IMG. You can use the project IMG to process Customizing steps, project documentation, and project info.

· To make the project IMG even easier to use, you can create project views.
· You can also use project views to process Customizing steps, project documentation, and project info.

· You can use the attributes mandatory/optional/critical/non-critical as a basis for the views, or you can define your own views. You can enter your project documentation for each customizing step. You can store your documentation either as project-specific or project-independent documentation.

· SAP gives each customizing step specific attributes. Attributes are grouped as follows: Mandatory Activities, Optional Activities, Non-Required Activities, Critical Activities, Non-Critical Activities
· You store employee data in infotypes. All the entries that require specific texts come from tables that you can set up when you customize the system.

· An entry in a Customizing table is made up of key fields and function fields.

· Key fields identify a specific unique entry, whereas function fields describe this entry.

· There is always only one table entry with the same key fields.
· You can use two methods to make entries in Customizing tables: New entries, Copy:
· If an entry is no longer valid as of a certain date, choose .Delimit. and enter the delimitation date. The system auto creates a new record and you can overwrite the function fields. The old table entry is kept for the history.

14. . Enterprise Struct-651-652

· The Enterprise Struct is modified using the entity copier
· Every employee has an org assignment, that is, he or she is unique in the enterprise struct and in the per struct.

· You assign an employee to the enterprise struct in master data by means of the .Org Assignment. infotype (0001).

· In the SAP system, the company.s struct consists of the enterprise struct and the per struct.

· You must add the org units, jobs and posns to the org struct.

· The fol elements define the SAP enterprise struct for Per Admin:


. Client, Company code, Per area,Per subarea
· A client can either be valid for a company code at the smallest level, or the entire corporate group.

· The per area, which is only used in Per Admin, is unique in each client. You must assign each per area to a company code.

· You also use the per subarea only in Per Admin and it is the smallest element of the enterprise struct.
· You link the groupings that define the entries to be used for employees of a particular company code/per area to the per subarea.

· Client 000 contains the original SAP system, and you cannot change it. Client 001 is also delivered to customers. Both systems are identical when they are delivered.

· The fol are defined as client-independent:


. Data structs such as field definitions, table structs and file structs, client independent tables, transactions, programs, standard evaluations, authorization objects, help documentation and user-defined programs.
· The fol are defined as client-specific:


. Client-specific tables: you must copy these from the original client, HR 
master record, user master records and authorization profiles.

· The company code represents the highest level of the enterprise struct within a client.

· You define all the most important control info at the per subarea level anyway.
· You define the country grouping at the per area level, but each country grouping must be unique within the company code.

· You must assign the same country grouping to all per areas within a company code.

· The country groupings control master data entry and the setting up and processing of wage types and pay scale groups in Payroll on a country-specific basis.

· The per area has the fol functions:


. The per area is a selection criterion for evaluations.


. The per area is an entity for authorization checks.


. You can use the per area to generate default values for data entry, for example, for the  payroll area.You must add to the company code any financial accounting data relevant to the per area
· Per areas are divided into per subareas. You define the regulations for employees at the per area and per subarea level. These may be legal, contractual, or company-specific regulations.

· You must define one pay scale area, one pay scale type, and one holiday calendar for each per subarea.

· The fol indicators are defined by the per subarea:  


. Default values for pay scale area and pay scale type


. Assignment of per subarea to a public holiday calendar, legal person and statistics group

. Grouping of per subareas for vacation, work schedule, attendance and absence types, substitution and availability types, attendance and absence counting, time recording, time quota and premiums.


. Per subarea grouping for permissibility of primary wage types


. Grouping of per subareas for appraisals

· . Nationality (for example, for Germany in T5D0P))

. Assignment of tax relevant corporate features (church tax area, tax office number, tax number)


. DUEVO check


. Miner.s and mine-employee.s insurance company number
· You can use the employee subgroup to set the fol indicators:


. The employee subgroup grouping for the work schedule allows you to define which work schedules are valid for which employees.


. The employee subgroup grouping for primary wage types controls the validity of wage types at the employee subgroup level.


. The employee subgroup grouping for the per calculation rule controls how the system processes an employee’s payroll, for example, whether an employee is to be paid on an hourly or monthly basis.


. The grouping for collective agreement provision restricts the validity of pay scale groups to specific employee subgroups.

. You can also assign employee characteristics, such as the activity status, employment status, and level of education/training, for statistical purposes.

15. . Per Struct-667

· The per struct displays the posn of individual people in the enterprise as a whole.

· The employee group has the fol important org functions:


. You can use it to generate default values for data entry, for example, for the payroll accounting area or an employee.s basic pay.


. You can use it as a selection criterion for reporting.


. You can use it as an entity for authorization checks.


. As a rule, you can use the standard entries in the system for setting up employee groups. If nec, you can also add to these entries 

An employee group consists of a number of employee subgroups. For example, the fol employee subgroups make up the active employee group:


. Hourly wage earners


. Monthlywageearners


. Pay scale employees


. Non-pay scale employees

· You define each employee subgroup in Customizing assigning a two character alphanumeric identifier to each.

· The employee subgroup grouping for time quotas allows you to specify which attendance and absence quota types are valid for which employee subgroups.

· The employee subgroup grouping for appraisals allows you to define appraisal criteria for each employee subgroup.

· The employee subgroup allows you to define default values for data entry, for example, for the payroll area or basic pay. Default values for social insurance

· Your per area is assigned to a company code. When you create a per number, the system assigns a relevant company code in the Org Assignment infotype (0001) depending on which enterprise struct you have assigned the employee. In addition, you assign the country grouping to a per area in this table.

· Make sure that you assign all per areas in one company code to the same country grouping.

·  Assign your employee subgroups to the relevant employee group. You can also define permissible employee group/employee subgroup combinations for your country groupings. For example, you should assign the employee subgroup Trainee to the employee group Active and not to the employee group Retiree.

16. . Org Struct-681-682

· The default values are stored in Org Mgmt on a posn. They then appear in Per Admin when a new employee is hired in the relevant fields. The corresponding posn is displayed in Customizing in the IMG, for which you can activate or deactivate integ.

· Data stored on the posn should be proposed from the org Mgmt in per Admin when integ has started.

· The org plan depicts the org struct. A company uses an org plan to represent the relationships between individual departments and work groups. The SAP system uses org units for this.

· The .Purchasing. department, or org unit, employs 1 secretary, 1 manager, and 10 purchasers. The department has 12 posns.

· Persons or employees carry out activities. Persons are a fundamental part of the org struct.

· Org units could be departments, teams, groups, and so on.

· Posns describe concrete areas in an enterprise that need to be covered by available per (such as European Manager, for example). Jobs, however, are a general classification of tasks within the enterprise (such as Manager, for example). You can further define these jobs by assigning characteristics. In this way, you create job descriptions valid for several posns with similar tasks and characteristics. When you create a new posn (such as European Manager), you can link it to an existing job (Administrator). This ensures that the new posn auto inherits the tasks and characteristics assigned to the existing job.

· You assign the employees in your company to posns. This ensures that the employees are included in the org struct.  you can also map the reporting struct of your company.

· You can also link pay to posns, for example. You maintain the data for valuating a posn in the Wage Type Struct unit in the .Basic Pay. unit. This applies if you have employees whose pay is based on the value of a posn.

· Ex: you have employees you assigned to a posn in the Org Assignment infotype (0001). The pay for this posn is x EURO. The employee is to be remunerated with the value for this posn (module ARBPL)

· If you integrate Per Admin and Org Mgmt, you can enter a posn in the Actions infotype (0000). By doing this, the system proposes the values stored in Org Mgmt for employee group, employee subgroup, per area, and per subarea as default values.

· The system also defaults the values for job, org unit and cost center, but you cannot overwrite these entries in the Org Assignment infotype (fixed assignment).

· To depict your enterprise’s Cost Center hierarchy in the system, you link the Cost Centers to the Org Unit. You can also link the cost centers to jobs and posns.
· If you integrate Per Admin and Org Mgmt, you can enter the posn in the Actions infotype (0000) when you run a hiring action. By entering the posn, the system propagates the data stored in Org Mgmt into the fields in the Actions infotype (0000)

· The system takes the default values for the employee group and subgroup from the data stored on the posn in the Employee Group/Subgroup infotype (1013), which you can maintain on the Working Time tab page.

· The system takes the default values for the business area and the per subarea from the data stored on the posn (or the org unit) in the Account Assignment Features infotype (1008), which you can maintain in the Account Assignment tab page.

· If the Per Admin and Org Mgmt comps are not integrated, you must manually enter the values for the cost center, posn, job and org unit in the Org Assignment infotype. However, if Org Mgmt is integrated, you cannot maintain these fields in the Org Assignment infotype. Org Mgmt fills these fields auto.

· Use the switch PLOGI ORGA to determine whether integ with the Org Assignment infotype (0001) takes place.

· You can use feature PLOGI in conjunction with the org assignment (employee subgroup, per area, and so on) to specify which groups of employees can participate in integ. You can activate integ in one of several ways. This depends on the system you use in the company.


. You have implemented Per Admin and would like to re-customize Org Mgmt. In this instance, the system converts the entries in the relevant Per Admin tables for the per planning objects.


. You have implemented Org Mgmt and would like to re-customize Per Admin. You can auto copy and transfer the existing entries from the Org Assignment infotype (0001).


. You want to implement both comps again. You do not have to manually enter the data in Per Admin as the data that was entered when the systems were previously integrated will be 
maintained in the Org Mgmt comp.
17. . Customizing Master Data Infotypes-877
· You can change the screen header, that is, you can customize the first 3 lines. Up to and including Release 4.0, you can display data from the fol infotypes: Org Assignment (0001), Personal Data (0002), Planned Working Time (0007), and Basic Pay (0008)
· In addition to any infotype fields you can also include passport photos of your employees in Infotype Header Definition view.
· Determine the document type in the system table (T77S0) with which you want to create passport photographs in the visual archive.

· The field type controls how the fields are formatted when used in the infotype headers.
· /1PAPAXX/HDR_mmmnnc reports are generated. Where .mmm. is the client, .nn. is the header modifier, and c.is the transaction class.

· The screen modification procedure is the same for both employees and applicants.

· In order to define the screen view, you need to know the name of the infotype module pool and the screen number

· The modification is determined by feature .Pnnnn. (nnnn = infotype number). If you do not enter a return value of the feature in the decision tree, the entry for which the variable key is empty, in other words, the basic entry (basic screen), is auto valid. 

· If no feature is available for the infotype in question, you must create it.

· Infotype Menus: You can select the required infotype for certain per number from an infotype list and process it. You can change the menu sequence as follows:

· . Defining user group-specific menus

· . Changing the menu struct

· . Inserting new menu options

· If you do not define your menu as user group dependent, you can only maintain the infotype sequence for the user group 00. This is valid for all users that select this menu.

· If you do not want to modify the selection menu .01 HR Master Data. and you want to create your own selection menu yourself, you must enter your menu in the Transaction Characteristics table (T588A).
18. . Default Values/Functionality-727-728

· Function and Advantages of Features Maintaining features, which define default values for:


1. Payroll area


2. Administrator group


3. Number range intervals
· Per administrators do not have to enter all the master data manually; you can define default values that are then auto proposed by the system.

· For example, the feature ABKRS determines default values for the payroll area. The system determines the payroll area by data found in the employee’s Org Assignment info type record. An addl example is feature LGMST. This feature defaults the wage types permitted for an employee in the Basic Pay infotype.
· There are two ways to maintain features:


. You can access the feature decision tree from the Payroll or Time Mgmt IMG (implementation guide) and then make your changes. You can also use the feature maintenance transaction, PE03. The "Features: Initial Screen" appears.

· Decision trees can be simple or very complex. This depends on their function and on the number of fields, operations and decision criteria they contain. Report RPUMKG00 activates features.

· Features are objects that query different per or data struct fields to determine a certain return code or result. The system uses this value to define defaults and to control certain system processes. Features can therefore enhance system flexibility.

· You can use features for different purposes. The most important applications are:


. Features that define default values
· The system often uses features to determine default values. The system suggests these values when you maintain infotypes that affect employee master data. 

· The feature either delivers a default value directly - this is then written to the relevant infotype field (for example, feature ABKRS -> Org Assignment (infotype0001)), or the feature delivers a key entry as a return code, which the system can use to read one or more tables. The system takes the stored default values from these tables and enters them in the relevant infotype, for example, Feature LGMST -> Basic Pay (infotype 0008).

· The system always reads these default values when you create an infotype.


Feature Pnnnn (nnnn stands for the infotype number) controls the sequence in which the system displays country-specific screens when you maintain or display master data infotypes.
· Some features auto generates mail messages when you change certain master data fields, for example, the various administrators in infotype Org Assignment (0001). Example: feature M0001.

· Feature ABKRS
· Here, you can define default values for payroll areas for your employees.

· The system defaults the payroll area when you maintain the master data in the Org Assignment infotype (0001).

· In the standard SAP system, the payroll area depends on the country grouping, as well as on the employee group and employee subgroup. The system stores this data combination as a feature. This feature depicts a rule in a decision tree.

· The system arranges the decision rule in the feature according to the fol org data:


. Transaction class for data storage (TCLAS)


A=Admin


B = Recruitment


. Country grouping (MOLGA)


. Employeesubgroup(PERSK)

· For example, the feature would suggest payroll area 99 for employee subgroup DZ. This applies to the country grouping 01 (Germany). The system suggests this value as a default value in infotype 0001.

· Feature=Return code.

· Feature PINCH
· In reality, one administrator is often responsible for several per areas, employee groups, or subgroups. You can use the administrator group feature (PINCH) to specify these requirements.

· You can assign administrators to an administrator group as follows:


. Store the return code of the feature in the Group field.


. Assign a 3-character ID to each administrator.


. Determine your administrator’s name, form of address, telephone number and user name (mail system).

· If the return value of feature PINCH is four asterisks (****), the system uses the name of the per area to which the employee is assigned in the .Org Assignment infotype (0001). as the name of the administrator group.

· Feature NUMKR
· You can also use a feature (NUMKR) to assign per numbers. This is also based on the org assignment.

· There are two ways to assign a number range:


. Internal number assignment: In this instance, the SAP system assigns the per numbers.

· . External number assignment: In this instance, the user assigns the per numbers.

· Match codes can use any criteria to search HR master records, and for this reason you do not need .meaningful. Per numbers. This is also advantageous when you transfer or promote employees as it means that any .meaning. you may have assigned to a per number cannot be lost.

· You can have several number range intervals.

19. . Remuneration Struct-771-772
· Remuneration Types
· In the Basic Pay infotype, you can set the remuneration types to pay scale or salary using the Change Remuneration Type option in the Edit menu. The remuneration type can also be defaulted using the TARIF feature.

· If you want to evaluate wage types indirectly you must build a pay scale struct (Table T510) 

· The remuneration struct includes info on regional (geographic) aspects, as well as data on specific industries, times, and finances. However, you must make a differentiation between pay scale employees and salaried employees.

· You assign an employee to a remuneration struct when you initially create the Basic Pay infotype (0008).

· You store an employee’s pay scale data in the Basic Pay infotype (0008).

· Even if you do not have collective agreement provisions at your company and employees negotiate their pay when you hire them, you must still define a pay scale type and area, an employee subgroup grouping for collective agreement provision, and a pay scale group. You must make an entry in these fields in infotype 0008 and there must be at least one entry in the relevant tables.

· At your company, employees. pay is regulated by a number of collective agreement provisions. The differences are based on location (pay scale areas).

· The collective agreement provisions determine how much you pay the employees.

· You use the pay scale groups and levels to depict the different payments in the system.

· The employee subgroup grouping for the collective agreement provision allows you to assign different employees to different pay scale groups. You can use the Customizing functions to group employee subgroups.

· The SAP System contains the fol groupings as standard:


1. Industrial worker/hourly wage earner → Indicator 1


2. Industrial worker/hourly wage earner → Indicator 2


3. Salaried Worker → Indicator 3


4. Non-pay scale employee → Indicator 4
· Pay Scale Type

· The pay scale types are two-character keys defined for each region. You must maintain the pay scale types when you set up your system.

· Pay Scale Area

· The pay scale area represents the geographical region to which a pay scale or collective agreement applies. The pay scale areas are stored in the SAP system per country as two character keys. You maintain pay scale areas when you set up your system.

· You assign pay scale types and areas to individual per subareas.

· You must define one pay scale area, one pay scale type, and one holiday calendar for each per subarea.

· You can define default values using the pay scale type/area assigned to the per subarea, or with a decision rule. You can define different pay scale types and area defaults in the Basic Pay infotype (0008) for employees with different org assignment data.

· You must enter the return value in the fol format: xx/yy/z, where xx represents the pay scale type, y stands for the pay scale area, and z describes the type of planned remuneration (Org Mgmt infotype - 1005). By specifying the type of planned remuneration, you can record info on salary and remuneration structs. In this way, the system can propose data for the pay scale type and area by using the posn currently occupied by the employee.

· The enterprise and per struct determine which pay scale group and level view appears in infotype 0008.

· You define pay scale groups and levels for each country grouping, pay scale type, pay scale area, and employee subgroup grouping for collective agreement provision.

· Pay scale groups are used for job evaluations and indirect valuation. Pay scale groups are divided into pay scale levels.
20.  . Wage Type Struct-791-833
· Selected wage types are copied using the wage type copier. The wage types are then customized to be permitted for particular infotypes and employees.

· Wage types are the key element in the wage type struct. Wage type is the most important concept in Human Resources. You use wage types to assign payments and deductions, as well as to control the Payroll program. You use wage characteristics to distinguish the individual wage types.

· In the Human Resources system, you need wage types to pay employees.
· In the SAP there are two main categories:


. Primary or dialog wage types


. Secondary or technical wage types
· Each individual company defines the primary or dialog wage types so that they can depict the company.s specific payroll requirements.

. The SAP system contains examples of primary/dialog wage types in a sample wage type catalog. For example, MA10 - standard pay.


. The characteristics are generally pre-defined for model wage types.

· The standard system also contains secondary or technical wage types. You can recognize these as they have a slash ./. as the first character.


. Wage type characteristics have not been defined for technical wage types, as the system defines their value during payroll processing.

· SAP uses the wage type group concept to group wage types that have similar characteristics with regard to payroll Examples of wage type groups:


. 0008 - Basic Pay


. 0015 - Addl Payments


. 0210 - Remuneration Info

. Technical wage types are not part of the employee.s master data.
· You must assign all wage types to a wage type group. This is also true for user-defined wage types. You can only use the IMG to maintain wage types that have been assigned to wage type groups. 

· In addition, you can use transaction PU95 (Edit wage type groups and logical views) and report RP*LGA20 (Wage Type Usage * = country) to get an overview of wage type valuation.

· To ensure that the employees in your company receive the correct payment, you need to define different wage types.

· You must create wage types before an employee’s pay can be calculated.

· Wage types have the fol functions:


. Permissibility check for wage and salary types


. For each per area and per subarea


. For each employee group and employee subgroup


. For each infotype: if an infotype has a subtype that is a wage type, the time constraint determines how often a wage type can be available at any one time.
· The operation indicator controls whether a wage type is a payment or a deduction.

· The input combination controls which of the fields must be filled when you enter a wage type .amount, number, unit of time/measurement.

· A wage type can be valuated indirectly if you enter a module name, module variant and a rounding indicator. The system then auto reads the amount from the corresponding tables and you do not need to enter and store it in the Basic Pay infotype (0008).

· The SAP system contains sample wage types. These sample wage types meet some of your company’s requirements. You can use the wage type copier to copy the SAP sample wage types. You then use these copies as your wage types and can modify them so that they meet your specific requirements.

· All model wage types start with a letter. Your own wage types, in other words the copies of model wage types, must start with a number.

· When you copy the wage types, make sure that you copy the model wage type characteristics that determine how the wage types behave in dialog, as well as the characteristics that determine how the wage types behave in  payroll.

· You can check and modify the characteristics relevant for payroll when you carry out the payroll Customizing activities. The wage types that you create via the copy method are included in all of the wage type groups and tables as the original wage type from which you copied. You can use the log to check what was copied.
· In the IMG, you can determine which wage types can be entered in the different infotypes. The user can set up the system so that only certain wage types are permissible for infotypes. If you could select all wage types in all infotypes, this would result in incorrect input data and mean that you are constantly searching for the correct wage type.

· If you copy a wage type for an infotype using .Create wage type catalog, the system copies all the characteristics belonging to the wage type you are copying. This also applies to the wage type permissibility for an infotype.

· If you want to use a wage type in several infotypes, then you must enter it in the permissibility tables of the respective infotypes.

· When you simply configure a wage type, you can determine whether it can be entered once or more than once per payroll period.

· You can use per subarea groupings for primary wage types to define wage type permissibility for a specific enterprise struct, or employee subgroup groupings for primary wage types to define wage type permissibility for a per struct.

. Defining employee subgroups for primary wage types means that you group your employee subgroups. You can use these groups to determine which wage types can be entered for which employees.

· You can now also group your per subareas. This enables you to control the wage type permissibility for each per subarea.

· You can use both employee subgroups and per subareas as the grouping basis, or you can limit yourself to one of the options.

· You specify whether a wage type is permissible for your per subarea grouping and your employee subgroup grouping.

· Wage Type Characteristics
· You can define the fol wage type characteristics:


. Validity period


. Operation indicator


. Min and max wage type amount

. Whether or not the wage type amount should be included in the basic pay total


. Default units of time/measurement, min and max number 


. Input combinations for number and amount


. Indirect valuation and its characteristics
· If you intend to implement the HR Per Time Mgmt comp, you must also define the wage type as a bonus or a basic hourly pay wage type

· Direct valuation 

The amount that is to be used to valuate the wage type, is entered in the infotype manually 

                    Indirect valuation:

The system auto calculates the wage type amount and enters it in the infotype. In this case, the system imports and calculates the wage type amount from the table and you do not have to enter it manually. If the valuation table changes, the system auto changes the HR master data record in accordance with the start or end date. This avoids mass data changes.


. The system can perform indirect valuation for the fol infotypes:



. Basic Pay (0008)



. Recurring Payments/Deductions (0014)



. Addl Payments (0015).
· You can indirectly valuate a wage type by specifying a module name and variant. Indirect valuation means that the system reads the amount from a table and you do not have to enter it manually in the infotype.

· You define the valuation rule centrally, which means that you do not have to change master data records when you change the valuation.

· Different modules read different valuation tables. 

· You can use the fol tools:

. Indirect Valuation Modules table (T511V_M) Here, you can define your own customer-specific module
. Business Add-In (BAdI) HR: Indirect Valuation of Wage Types (HR_INDVAL). This BAdI creates or changes the calculation guideline for an indirect valuation module.
· TARIF Module
· When you enter a wage type in an infotype, the system reads the valuation module and variant assigned to it in the Wage Type Characteristics table. The .TARIF. module uses pay scale data that it takes from the pay scale groups and levels you entered in the Basic Pay infotype. You can use a conversion procedure to change this amount.

· Module variants control the type of table access, that is, which table fields the system reads.

· The module TARIF has four variants (A - D), which have the fol meaning:


. A Valuation is based on the pay scale group and level


. B Valuation is based on pay scale group/level and specific wage type


. C Valuation does not depend on pay scale level


. D Valuation does not depend on pay scale group or level
· PRZNT and SUMME Module
· You can use two modules for indirect valuation. Both of these modules are based on how you set up the Base Wage Type Valuation table.

· SUMME

· Example: The amount for wage type 4 should consist of 20% of wage type 1, 30% of wage type 2, and 0% of wage type 3.

· PRZNT

· The amount for wage type 4 should now consist of 20% of wage type 1, 30% of wage type 2, and 00% of wage type 3. In addition, the system should also multiply this amount by a percentage you enter in the Basic Pay infotype, in this case, 10%.

· The system calculates certain wage types as a percentage of other wage types. You can link the wage type to be valuated with several base wage types in the Base Wage Type Valuation table.

· In Define Valuation of Base Wage Types, you must specify which wage types the system is to use to calculate the percentage bonus (PRZNT). A distinction is made between direct and indirect variants.

· In the direct variant, you must enter the wage types the system is to use as a valuation basis in the infotype; otherwise, the system does not consider them. Furthermore, the amount of the wage type to be valuated is dependent on how high the amounts of the base wage type in the Basic Pay infotype are. This is because you can also overwrite the default amounts for indirectly valuated base wage types.

· In the indirect variant, the relevant wage types must not be in the infotype. The system determines the value internally, and uses it as the basis for addl calculations. This means that the base wage types must be valuated indirectly so that the system can read amounts from a pay scale table, for example.

· You must define which wage types the system is to use to calculate the percentage bonus (SUMME). A distinction is also made between direct and indirect variants.

· Unlike the PRZNT module, you enter the percentage value in the SUMME module in the table as a fixed value, and it is therefore linked to the wage type.

· You can use the .SUMME. module for indirect valuation in other infotypes.

· Recurring Payments/Deductions. infotype helps determine how much vacation allowance an employee should receive. In this case, you use the SUMME module and module variant B.

· You must also store the type of calculation in the Basic WageType Valuation. table.

· Wagetypes##10 and ##20 are both coded with feature TARIF in the wage type characteristics. This allows the system to access the pay scale table, from where it reads these wage types with the data already assigned to the employee.

· The system reads each of these wage types differently. Wage type ##10 is encoded with variant A, while wage type ##20 is encoded with variant B. This means that the system will look in the pay scale table for the entry for wage type ##10 that does not have a maintained wage type. On the other hand, it will also look in the same table for the entry for wage type ##20 that has this wage type in the Wage type column.

· Wage type ##30 should consist of base wage types ##10 and ##20. The Base Wage Type Valuation table determines the percentage rates of the two base wage types used to make up wage type ##30. The amounts depend on the variant used: For variant I (indirect), the base wage types must be valuated indirectly. In other words, the system reads the amounts from the pay scale table, for example. For variant D (direct), however, the system reads the amounts for base wage types from the Basic Pay infotype. In other words, the amount for wage type ##30 is dependent on any amounts that have been recorded for base wage types in this infotype.

· ARBPL(posn) Module
· The indirect valuation module ARBPL uses the object type and the posn number entered in infotype 0001 to calculate the wage type amount.

· If module ARBPL is used with variant S (posn) to valuate, the system bases its calculations on the posn entered in the Org Assignment infotype (0001) and the country grouping in the .Posn. table. You can enter a payment for the posn in this table.

· In addition to the module name and defining module variants, you can enter addl attributes. For example:

· Reduction method:: The values are defined as follows:

· Blank or 1: No reduction

· 2: Reduction using the capacity utilization level (%) stored in infotype 0008 BP

· 3: Reduction in accordance with the relationship between the individual standard weekly working time, and the standard weekly working time.

· 4: Reduction based on the relationship between the individual hours per week taken from infotype 0007 PWT and the individual standard weekly working time

· 5: Reduction in accordance with the relationship between the individual weekly working time minus the standard weekly working time, and the standard weekly working time.

· 6: Reduction based on the relationship between the hours per week taken from infotype 0007 minus the standard weekly working time, and the individual standard weekly working time

· Rounding type: A = amount is rounded down, B = amount is rounded up/down, C = amount is rounded up

· Rounding divisor: Values 0 - 999999. For example, 100 means that the amount should be rounded up to a whole dollar, DM, and so on.

Default Wage Types
· Wage types should be auto proposed in the Basic Pay infotype by the system

· Set wage types as defaults for an employee with the help of feature LGMST and a wage type model, depending on the enterprise and per struct

· You should set up the system with Customizing settings so that wage types are auto proposed in the Basic Pay infotype when hiring an employee.

· If you want the system to suggest a default wage type for basic pay, this wage type must be included in a wage type model. The system suggests a wage type model based on an employee’s org assignment.

· For example:

· . Companycode, Per area, Employeegroup, Employeesubgroup

· The system uses this info to define a default for a wage type model.
· Feature LGMST
· To reduce the amount of routine work involved in creating a Basic Pay infotype record (0008), the system displays the default wage types for the administrator either as required or optional entries.

· You can use the Default Wage Types for Basic Pay table to define default wage types for the Basic Pay infotype (0008). An entry is accessed by processing a decision tree. The feature is called LGMST.

· Feature LGMST has two return values: firstly, the max number of enterable wage types in the Basic Pay infotype, and secondly, the wage type model the system is to use.

· When you display or maintain a decision tree in the feature editor, you can use the .Structural Graphics. function to display the tree as a graphic.

· In the wage type model, you define the sequence of the defaulted wage types and whether you can overwrite the defaulted wage type (in the Mode field).

· The IMG activity to do this is called .Revise Default Wage Types.

21. . Infotype Controls-861-890

· Info type Attributes
· You want to find out about the possibilities of configuring infotype attributes.

· There are different levels of user control.

The first level of control of the controlling view is what the user sees on the screen and menus, and what info is readily and  easily available for the user to view. Addlly, there are controls for what info may be appropriate for data entry for certain employees, for example, country specific infotypes. A second level of control is authorizations (Controlling access) -and finally, the third level of control, Track changes, involves tracking what changes are made (or what reports are run) 

· Infotype: A set of data grouped together into areas with similar content, for example, personal data, planned working time, org assignment, basic pay.

· From a technical point of view, the struct of infotypes reflects a data grouping and can be identified by a four-digit key. Infotypes are also carriers of system control features, for example, time constraints, retroactive accounting relevance, and so on.
· Screen view: The users see infotypes as input templates with which they can maintain the infotype records. A screen (or DYNamic PROgram) consists of a screen and the accompanying process logic. The main elements of a screen are:


. Attributes (for example, screen number, fol screen)


. Layout (the arrangement of texts, fields, and other elements)


. Field attributes (definition of the properties of individual fields)


. Flow logic (calls the relevant ABAP modules)
· In the SAP system, a specific screen may consist of data from one, two, or several info types.

· Data fields, per master data, time Mgmt data and applicant data is grouped together for creating infotypes.

· Infotypes are subject to the fol naming conventions:


. Infotypes 0000 to 0999 for per master data, and certain applicant data


. Infotypes 1000 to 1999 for Human Resources planning data


. Infotypes 2000 to 2999 for time Mgmt data


. Infotypes 4000 to 4999 for applicant-only data


. Infotypes 9000 to 9999 are reserved for customers.
· You can assign the system response for each individual infotype. Info on dialog control, sort sequence, header layout, etc. can be specified for each info type.
· The SAP standard system contains all infotypes and their default settings. This system is fully executable. If you adapt the system to meet your specific requirements, you must make a distinction between customer parts that you may customize and SAP parts that you may not change under any circumstances.

· You can define the retroactive accounting relevance of infotypes for Payroll and Time Mgmt. Relevant infotypes are defined for retroactive accounting for payroll and time Mgmt in the customizing step Define Fields Relevant for Retroactive Accounting in the fol ways:

You can make the settings for Payroll and Time Mgmt entirely independent of one another. If you set an infotype as relevant for field-dependent retroactive accounting, you must list the fields of the infotype in the Field-Dependent Retroactive Accounting Recognition view. An infotype can be defined in terms of a field as relevant for retroactive accounting with the Field-Specific Retroactive Accounting Attributes.

· You can indicate infotypes or infotype fields as being relevant for retroactive accounting. Fields (T) can be indicated as being relevant for retroactive accounting.

· Fields relevant for retroactive accounting - if the relevance for retroactive accounting for the payroll field was set to T(field-dependent), you must list the fields in the Field-Dependent Retroactive Accounting view, which trigger the retroactive run for payroll.

· Enter the value 1 for these fields in the Type field. If the Retroactive accounting relevance for PDC time evaluation field is set to T (field-dependent), you must list the fields which trigger retroactive accounting of time data in the V_T588G view. Enter the value 2 for these fields in the Type field. You can choose the setting Cannot be changed in the payroll past for certain fields. Such a setting could, for example, be used for transfer data, since a retroactive change for such data would not make any sense.

· You can specify the permissibility of infotypes for countries. If the country dependent subtypes indicator is set for the infotype, you can also specify the permissibility of subtypes for an infotype for countries.

· Currently, this indicator can only be reported for infotypes whose subtypes are defined in the Info-subtype attributes view.

· In the transactions Display Per Master Data(PA20) and Maintain Per Master Data (PA30), the infotypes with a country grouping of per numbers are checked. This means that only the infotypes and subtypes are displayed, which are approved for the country groupings in the Infotypes - Country-Specific Settings view..
· Infotype Menus: You can select the required infotype for a certain per number from an infotype list and process it.

22. . Per Actions-905-906

· In your company, your employees receive a 200 euro allowance when they have a child. You want to set up a per action for this, which contains the relevant info types.

· Actions facilitate the editing of complex per processes. The system displays all relevant info types in a sequence that has already been defined, so that you can maintain the nec data.

· DFINF-This feature controls the calculation of field values when you copy a record.

· Default values from the previous record are usually copied. However, I n some cases, values should be recalculated using the Customizing settings.

· For example, this is possible for the fol infotypes:


. Org Assignment (0001) - Default value for payroll area


. Planned Working Time (0007) - Default value for work schedule rule 
(SCHKZ)


. Basic Pay (0008) - Default values for pay scale type and area; also default values for capacity utilization level and working hours per period 
from infotype 0007
· Setting up a New Per Action
· Through configuration, you can:


. Change the sequence of the infotypes in existing actions


. Create new actions

· 1) Determining Infogroup
· User-group dependency on infogroups: In this step, you define the infogroups processed when actions are executed. This is preparation for the next activity. You must determine the worklist for each per action that is to be completed, namely the infogroup. The infogroups can be defined depending on the user group (user parameter .).

· You can also specify that the infogroup is dependent on an employee.s org data, for example, the company code, per area, employee group, and employee subgroup, by maintaining feature IGMO (Infogroup modifier activity).

· In the Operation field, you can specify which operation is executed with the infotype. When you perform an action and create infotype records, the system checks to see whether an infotype record already exists. In this case, the system switches from Create to Change. Therefore, it generally only makes sense to use the operation Create (INS) with an entry action. For all other actions, you should use the Copy (COP) function code. When you copy infotype records, the system suggests the start date of the action for the existing records. If no records exist for the infotype, the system switches to Create.

· If a new record is to be created independently of existing records, choose the operation Create for Actions (INSS). In this case, the system will not switch to the Change operation (MOD).

· 2) Determining Per Action Types
· To create an action:

· . Assign a unique number and define a name for your per action.

· Use a function character to distinguish hiring actions from all other actions. Choose the function character 1 for an initial hiring, 7 for an initial hiring with data transfer from Recruitment and 0 for all other actions.

· You can maintain the customer-specific, employment, and special payment statuses using the status indicator.

· You can only use certain actions to change the org assignment of an employee. In this case, you can set the indicators for the posn, per area, employee group, and employee subgroup to represent these as ready for input in the Per Actions initial screen.
· YoucanusetheDate field to define whether the date entered on the initial screen of the per action should be the start date of new records or the end date of old records . this is particularly useful for leaving actions.

· Specify whether your new action should create a new Actions infotype record (0000).

· Use the indicator U0302 to determine whether the per action type will be stored in the Addl Actions (0302) infotype.

· Per Actions Change Status Indicators
· The status indicators in the Actions infotype are auto maintained by the system if you execute an action. The status indicators have the fol meaning:

Customer-specific status - you can determine your own specific employee status with this indicator.

Employment status

· . Value 0 - The employee has left the company and should no longer be included in the payroll run. An individual retroactive run is permitted for him or her in the system.

· . Value 1 - The employee belongs to the company, but is granted leave for military service, maternity, or other absence reasons. In reality, most inactive contracts are not entered in the system as status changes but as absences. Payroll is run for inactive employees, but their pay can be reduced according to special factoring rules.

· . Value 2 - The employee is retired. If this person is entitled to a company pension, the system still includes this employee in the payroll run. If not, the system assigns specification 0 to this employee.

· . Value 3 - The employee belongs to the company and is active.

· Checking Status Indicators When Running Actions
· When you run a new action, the system checks whether the attributes of the new action match those of the previous action.

· This check is controlled by the feature.


. MSN20forleaving


. MSN21 for hiring


. MSN32 for early retirement/retirement
· These features check the old actions against the new, proposed action.

· This takes place, for example, if you want to process an action to retire an employee. The action checks feature MSN32.

· If the old action has:


. STAT2=0 → there is an error because the employee has already left the 
company


. STAT2=2 → there is an error because the employee is already retired


 STAT2=3 → the processing continues because the employee is active

· 3) Defining Reasons for Per Action Types
· The action reason indicates why the action was triggered. You can use this info to evaluate why employees leave or why they are transferred.

· You must always enter at least one reason for each action, even if the entry is blank.

· 4) Changing Action Menu
· You need to include the per action that you have just defined in the Per Actions menu. You can also define this menu so that it is dependent on a user group (user parameter UGR).

· If there is no entry in the table for your user’s user group or if you have not maintained your user group, the system displays the menu for the reference user group.

· User-group dependency of action menu: Specify whether menu . 01 . should be dependent on the user group for the per actions . Specify how the system reacts if the user has not maintained the user group or a reference user group so that the menu can be created.

· Actions in the action menu: Enter the new action for the user group and define where the action will appear in the menu (field No.).

· Addl Actions Infotype
· The Addl Actions (0302) infotype allows you to log all per actions that you execute for an employee on the same day. The log records all the action types and the corresponding action reasons run for the employee according to a key date.

· All programs that interpret an employee’s status, evaluate the Actions (0000) infotype exclusively. This has the time constraint 1, which means that for any one time only one valid infotype record, Actions, can exist in the system for the employee’s activity in the company.
· Ensure that only one per action is saved in the Actions infotype (0000) per day. In Customizing, you can specify which action type should be stored, that is, which should be kept, for an employee per day if more than one per action was run for the employee on the same day.

· Usually, you should choose per actions whose status is changing, such as the Leaving per action, which causes a status change from active to withdrawn. The other action(s) are stored in IT0302.

· Only action types and action reasons are saved in the Addl Actions infotype (0302)
· You can not execute two different status changing per actions for one employee on the same day. For example, you cannot run a leaving action and an early retirement/retirement action on the same day. In this case, one action would overwrite the other.

· Activating Addl Actions
· If you want to use the Addl Actions infotype (0302), use report RPUEVSUP to make the nec entries:

· . In table T77S0, the value of the semantic abbreviation EVSUP is set to 1 for the ADMIN group. This activates the Addl Actions infotype (0302).

· . In table T529A, the indicator U0302 is set for all per action types.

· . The log in the Addl Actions infotype (0302) records all the per action types and the corresponding action reasons completed for an employee according to a key date.

· . A data record is created by the system in the Actions infotype (0000) according to a key date, for each data record in the Addl Actions infotype (0302).
· Employee Leaves the Company
· When an employee leaves the company, you cannot change certain infotypes because the system needs them to create a history. However, you must delimit some infotypes when an employee leaves the company.

· When an employee leaves the company, his/her per number cannot be deleted.
· When an employee leaves the company, a new Actions infotype record (0000) is created for the leaving action. This infotype record stores the leaving date and the reason for leaving. You must enter the reason for leaving for statistics and reporting purposes. When an employee leaves the company, the system auto changes the employment status accordingly. Upon leaving the company, the employee has employment status 0. Payroll recognizes this status, and does not select this employee for inclusion in the subsequent payroll period. The system also does not select employees with status 0 for several other evaluations. You must leave org data, personal data, addresses, and basic payroll data in the system. You cannot delimit the data records, as the employee may still receive payments (for overtime or leave compensation, for example), or may still have to be contacted after the last payroll has been run. In addition to this, this data is also used for reporting purposes.

· You cannot delimit the Basic Pay infotype (0008). If you delimit this infotype, the system cannot perform retroactive accounting correctly. If you do want to compensate an employee once he or she has left, then you can use either of the fol infotypes: Recurring Payments/Deductions (0014) or Addl Payments (0015).

· Employee Reenters the Company
· The SAP system uses the term Reentry to mean an employee who has left the company and then re-enters the same company. The system uses the previous per number for such a per action. The system sets the employment status to 3 (for active) in the Actions infotype (0000) when you run the per reentry action. The system creates new infotype records for all infotypes delimited when the employee originally left the company. In the new records, the system uses the re-entry date as the start date.

· Retiree with Company Pension
· If one of your active employees retires or goes into early retirement, you need to run the relevant per action. The system auto sets the status field in the Actions infotype to 2 for retiree. You must assign the employees to employee group Retiree, and to employee subgroup Retiree. To pay the pension, simply enter the corresponding wage type in the Basic Pay infotype.

· If an employee who left the company years ago is now entitled to a company pension, you must first run a reentry action, followed by the retirement action.

· Retiree Working as a Night Shift Security Guard
· If an employee entitled to a company pension works as a night shift security guard, for example, you must hire him or her with a new per number. This ensures the employee receives employment status 3 (active) with the second per number, and that the system assigns the employee to the Active group, and the Night shift security guard employee subgroup.

· To refer to the previous per number, use the Reference per number field in the Org Assignment infotype. This field is available when you perform a hiring action. You need to create a second per number because the money earned as a night shift security guard is taxed according to different tax guidelines.
23. . Dynamic Actions-933-934
· This unit demonstrates how a particular event auto calls addl infotypes or sends an e-mail.

· Dynamic actions can trigger the fol actions:

· . Maintaining addl infotypes

· . Sendingamail

· Your Per Department would like 3 automatic actions to occur in the system:

· . When an employee.s marital status changes from single to married, the .Family/Related Person. infotype should appear auto.

· . When an administrator.s area of responsibility changes, he/she should be informed auto via R/3 office mail.

· . The HR administrators would like to be reminded to ask an employee who has borrowed a laptop to return it one month before the employee should return it

· Dynamic Actions
· So that a certain action can be carried out by the system, you must determine when, whether the action is initiated using Change (02), Insert (04), and/or Delete (08) of the infotype. The system can also be set up so that it recognizes and/OR situations.

· . The values for Change, Create, or Delete can be added. The value of maintenance operation 06 thus means that an activity is carried out if the current record is changed or if it is expanded (02 change + 04 create).

· In the function part (of the table), you can enter plausibility checks for activities, for example, old and new field values. Finally, you can formulate standard values for a record that has been added.

·  If you also use Recruitment, you must make sure that the system calls up the dynamic actions for the correct application. To ensure this, you must first ask for the transaction class:


. PSPAR-TCLAS=.A. for Per Admin


. PSPAR-TCLAS=.A. for Recruitment
· 1) Dynamic Actions - Maintenance of Other Info types
· You can control what actions are called when maintaining an infotype record using dynamic actions. This can be the maintenance of an addl infotype record, sending R/3 Office mail or performing a routine.

· When you have changed an infotype record, you can use the dynamic action mail function in SAP office to auto inform others of this change.

· Example:

· You have changed an employee’s Org Assignment (0001) infotype.

· Certain system users, for example, the employee’s administrator or head of department, need to be informed of these changes.

· Before you can use the dynamic action function, you must fulfill several preconditions. To begin with, you must enter the name of the administrator in the Org Assignment infotype, who is responsible for maintaining the infotype records of this employee. You must also assign an SAP user name to this administrator. This user name is accessed by a feature and the user then auto receives a message informing him or her of the changes.

· Define Administrators and Administrator Groups
· You have 3 different input options as the per administrator in the Org Assignment infotype:

· . Pers Admin, Time Evaluation, Payroll

· A link to these administrators can be created in the dynamic actions so that they auto receive an email via SAPoffice if certain changes are made in the employee records of an administrator.

· The SAP R/3 system has a dynamic action, whereby if an administrator changes in the IT0001record of an employee, both the new and old administrator is informed via SAPoffice mail.

· Hint: This is not one of the workflow’s functions, since no action must be executed. It solely notifies the administrator that a change has occurred in an employee record.

· Defining Conditions for Sending a Mail
· When determining the conditions, including when a message is sent whilst processing an infotype record, you can specify with which processing type (insert, change or delete) or with which combinations of processing types, a mail is sent. The action .M. signals the system to Send Mail and establishes the link to the corresponding feature.
· You must also define the feature (for example, M0001).
· Define Mail Attributes
· You can use the feature to control who receives the mail, the text to be used in the message and the types of processing that should be possible in the mail function. The feature can be used for all master data infotypes for employees (TCLAS=A) and applicants (TCLAS=B).

· In the feature you define the standard text (=IDTXT). You can create and/or change this text in the next step.

· The mail is sent to the administrator from the infotype record Org Assignment of an employee (RECV1 = Human Resources, RECV2 = Time Recording and RECV3 = Payroll). For applicants, a mail can only be sent to RECV1 (Per Officer).
· By using addl parameters, you can also specify whether a mail should be moved to the outbox after it has been sent or if it should be sent to all persons on a particular distribution list.

· You can define whether a certain processing type should trigger specific actions (transaction code, infotype, subtype, etc.).

· You can copy feature M0001 and use it as M0008 for the Basic Pay infotype (0008), for example. 

· Creating Standard Texts for Mail Connection
· Two examples of text templates are delivered in the standard system. You can use these as a basis for your own text templates. These sample texts are:

· . MAIL_FOR_I0001_A (change per administrator for an employee)

· . MAIL_FOR_I0001_B (change per administrator for an applicant)

· You can copy the sample texts from client 000.
· Create the standard texts that you require and store them under the text ID PAMA.
· Each mail consists of a header and the actual message. 

· . You can use the fields of infotypes 0001 and 0002 to initiate sending the mail. If the infotype that triggers the mail is the Org Assignment infotype (0001), you can use the fields contained in the structs *P0001 (data before changes) and P0001 (data after changes).
----------------------------------------------------------------------------------------------------------------------

24. . Mgmt of Global Employees-949-950

· The Concurrent Employment Model in SAP HR shows the relationship between employee and employer. The most important concepts in the Mgmt of global employees are as follows:

· . Each employee can have several per assignments, each in a different country.

· . Each per assignment is linked to the person.

· A per assignment outlines the activities that the person has completed, the country of the global assignment and addl features.

· Therefore a unique per number is assigned to each per assignment in SAP HR.

· With the external person ID, you can track the global employee during the entire reservation period in the whole company.

· The external person ID is stored in the .External Person ID. Infotype (0709). This infotype can be maintained just like all other infotypes. 

· After productivity has begun, no changes should be made to the creation rule for external person IDs.

· Before the external person ID is activated, you must ensure that the .Person ID. Infotype (0079) is valid for all per assignments in the system. To do so, run the HR_CE_GENERATE_PERSONID_EXT report.
· The new Solution Mgmt of global employees is divided into five individual phases:

· . Planning a Global Assignment

· . Preparation for Relocation

· . Transfer

· . Global Assignment

· . Repatriation

· Depending on the foreign assignment policy in your company, you can record all important data and create a global assignment:

· . Type, Duration and Status of the Assignment

· . Info regarding family

· . Info regarding salary and compensation plan

· An offer is created.

· All those involved (Manager in home country, manager in the subsidiary abroad) have access to the same info.
· If the selection occurs using the external person ID, the system must know which per assignment the user wants to access.

· The desired foreign assignment can be selected from the per assignment listbox.

· . Maintain the .Name of the per assignment. (V_T587C_T) in the Implementation Guide, to select the desired fields and layout settings.

· Follow the steps below to plan a foreign assignment:

· 1. Enter the per number. Depending on the settings, this can be manually entered or proposed by the system. The number is the number of the foreign assignment.
· 2. .Valid. refers to the planned start date of the foreign assignment

· 3. Choose Foreign Service Preparation as the action type.

· 4. The per reference number has nothing to do with the Mgmt of global employees (is not used).

· 5. The action has the status .withdrawn.. This means that the system recognizes this action as a "planned" action.

· 6. You can enter the planned org assignment for the global employee in the new foreign assignment.

· The .international part. of the infotype is proposed from the infotype that already exists for the employee in the country that he or she comes from.

· Depending on the info required by that country, additional data may have to be entered.

· Addl infotypes: The main characteristics of the foreign assignment are determined in the infotype 0710. It depends on your Customizing settings, which should reflect the foreign assignment policy of your company, as to which info is displayed here.

· . The Preparation for Global Assignment infotype enables you to control the decision process with regard to the planned assignment.

· You can set the status required and change it according to the decision.

· The most important decision that applies for a foreign assignment, determines the compensation package.

· The compensation package is created using the Compensation Package Offer infotype (0706), which has two subtypes, one each for the home and host country. The system however takes both into account as a large info package.

· If an item is changed in the host country subtype, this can influence the values of several items in the host country subtype. The Customizing settings should reflect the foreign assignment policy of your company.

· A new infotype package is created if one of the two infotypes is changed during the negotiation.

· The international administrator can only process the check list for the global employees assigned to him or her.

· The info is stored in the Check List Items infotype (0705).

· Depending on your Customizing settings, you can set the items so that they are executed in the home country, host country or in the international department. You must determine for each item whether it is a prerequisite for the transfer. That means, whether it must be .completed. before the transfer.

· The assignment is activated in the home and host country.

· Addl data is created or changed depending on the conditions agreed in the final offer.

· The infotypes 0008 Basic Salary, 0014 Recurring Payments and Deductions, and 0015 Addl Payments are transferred from the infotype Compensation Package.

· Registering the residency types, to determine how much time was actually spent in the host country (this is important for establishing in which country taxation must take place).

· A new foreign assignment must be assigned to the global employee before completion of the foreign assignment.

· The global employee can either return to his or her home country or start a new foreign assignment. The relocation process starts again from the beginning.

C. Authorizations (+)

5. . General Authorization Checks-985-1029
· Fields/auth levels-auth objects-auth profiles-roles-end user/employee

· Object class include auth objects,Max work done on infotype 0001 (org assignment)

· 1 user can be assigned several roles e.g payroll supervisor+gp fund maint+….

· There are two main ways to set up authorizations for mySAP Human Resources:

· You must create general authorizations. General authorizations include the authorizations that are particularly important for Per Admin and that control access to HR data, which must be strictly controlled due to the sensitive nature of per data.

· You can set up HR-specific structural authorizations. Structural authorizations check by org assignment if a user is authorized to perform an activity. If you want to use structural authorizations, you should have mapped your enterprise struct in Org Mgmt.

· You can set up both authorization types (general access authorizations and structural authorizations) simultaneously. Thus, you can achieve a complex authorization concept.

· The general authorization check for SAP HR controls access to Human Resources infotypes and forms part of the general SAP authorization check.
· Authorizations are defined by authorization objects. An authorization object defines the fields (max. 10) that occur in an authorization. The system checks in the user master record if a user has the corresponding authorization for certain field specifications.
· You define an authorization for an authorization object by specifying values for the individual fields of the object. You can create any number of authorizations, each with different values and names, for an authorization object.
· Authorizations objects are grouped together in an authorization profile.

· A user’s authorizations for the different authorization objects in the system are determined from the authorization profiles assigned to the user in the user master data record.

· From a business point of view, the structural authorization check performs exactly the same function as the general authorization check in HR. It controls access specifically to data stored in time-dependent structs (org structs, business event hierarchies, qualifications catalogs, and so on).

· The flexibility of this concept ensures that the maintenance of structural authorizations is minimal, even if a change is made within the struct, and at the same time ensures that users still have access only to objects they are responsible for.

· Users and Roles
· A user menu and the corresponding authorization profiles are assigned to the user using one or several roles.

· A role is a collection of activities that enable a user to participate in one or more business scenarios in the organization. User menus provide access to the transactions, reports or Web-based applications contained in the roles. A user menu should only contain the functions that are typically performed by the user in his or her daily work.

· The assignment of users to roles safeguards the integrity of business data.

· An authorization profile is generated for the activities contained in the role. This defines the boundaries within which the user may perform actions in the SAP System.

· The authorizations required for a specific task area (role) in the enterprise are grouped together in an authorization profile.

· In Role Maintenance u select Transactions and Menu Paths. The selected functions correspond to the task area of a user or a group of users.

· A profile generator auto provides the corresponding authorizations for the selected functions. In the current release, SAP delivers more than 1,200 single roles from all application areas. You find the roles for Human Resources under the generic name SAP_HR*. You can either copy these roles unchanged or copy the roles, change them, and then assign them to users.

· U set up authorizations in the form of roles (formerly referred to as activity groups) using the profile generator. Roles provide a business perspective by representing the tasks and activities that a user is authorized to perform in the system. Authorizations are parts of roles and are generated by the profile generator. You can generate several authorization profiles for each role.

· When you generate roles, you also define the authorization objects with the nec field specifications.

· User menus provide access to the transactions, reports or web-based applications contained in the roles. A user menu should therefore contain only the functions that are required by a specific user with a specific task profile for daily work.

· In the SAP Easy Access menu, choose Create Role (or call transaction PFCG). You access role maintenance. Note that the roles delivered by SAP begin with the prefix .SAP_.. If you want to create your own user roles or copy existing ones, do not use the SAP namespace.

· In the Menu tab page, u assign transactions, reports, and/or Web addresses to the role. By doing this, you set the user menu that is auto called up when the user assigned to this role logs on to the SAP system. When you assign transactions and so on, the user’s role or task profile is defined. The transactions defined in the Menu tab page are then used by the system to create authorizations auto.

· If nec, you can change the authorizations that were auto created by the system when it generated the menu on the Authorizations tab page. To do so, on this tab page choose Expert Mode under Maintain Authorization Data and Generate Profile. You can, for example, create addl authorizations when you change the authorizations that you have already created by choosing addl authorization objects and so on.

· When you have finished any post processing required on the auto created authorizations, generate the authorization profile belonging to the role on the Authorizations tab page.

· Finally, on the User tab page, assign users to the generated role. You can also assign users to roles through user master records or through Org Mgmt objects (for example, job).
· The generated profile is only entered in the user master record when a user comparison has taken place.

6. . Indirect Role Assignment-1043-1044

· Now, roles are linked with objects in Org Mgmt. This simplifies and automates user maintenance when an employee changes posn.

· You want to simplify authorization Admin in your company by setting up a link with objects in HR Org Mgmt.

· Problem:

· . Maintaining direct role assignments to users can be very time consuming for large implementations. If users in the company change department or function, you have to adjust their authorizations.

· . Solution: Create roles on the basis of org objects, for example posns in your company such as sales executive, accountant, secretary, and so on.

· . Assign roles to your org plan. Users then inherit the authorizations according to their posn in the org plan.

· Indirect role assignment means that you do not assign the role to one or multiple users directly in transaction SU01, SU10, or PFCG. Instead, you link the role using HR-ORG to an org unit, job, posn, and so on. This has the fol advantages:

· Replacement and Change

· . If you assign roles to individual users directly, you have to adjust this assignment each time an employee’s responsibilities change.

· . However, if you base the assignment on posns, you do not have to adjust the agent assignment of roles.
· Time-Dependent Planning for Reorganizations

· . SAP Org Mgmt enables you to plan and activate the validity and assignment of org objects according to the time frame available. You must schedule the program for updating user master records to ensure the profiles can be added or deleted in accordance with the changes to the org plan.

· For users to be authorized to execute the transactions contained in the menu tree of their role, their user master record must contain the profile for the corresponding roles.

· You can start the user compare from role maint. As a result of the comparison, the role and the generated profile are entered in the user master record.
· Never enter generated profiles directly into the user master record (using transaction SU01, for example). 

· During automatic user compare (by report PFCG_TIME_DEPENDENCY, for example), generated profiles are removed from user masters if they do not belong to the roles assigned to the user. If you assign roles to users for a limited period of time only, you must perform a comparison at the beginning and at the end of the validity period. You are recommended to schedule the background job

· If when you are creating an assignment, you select the agent type Posn, you can assign users to a role using posns. One of the fol prerequisites must be fulfilled:

· 1. The posn is related with a person (P) whose user is entered in infotype 0105 Communication.

· 2. The posn is related with a user (US). 

· Assignments in Org Mgmt are time-dependent, you must take this time dependency into account when you assign users.

· You can specify a time limit when you assign roles to user master records.

· You cannot specify a time restriction for authorization profiles and their entries in the user master record.

· To ensure that only the authorization profiles valid for a specific day are included in the user master record, you must perform a daily comparison.

· When you start report RHAUTUPD_NEW, a complete comparison of the user master records takes place for all roles. The authorizations in the user master records are updated. The profiles with invalid user assignments are removed from the user master record. The authorization profiles for valid user assignments for the role are entered.

· There are two ways to run the comparison:

· 1. If report PFCG_TIME_DEPENDENCY runs nightly as a background job, the authorization profiles in the user master record are up to date every morning (if the job runs without errors).

· 2. Use transaction PFUD, User Master Data Reconciliation. As administrator, you should run the transaction regularly for control purposes. It enables you to manually process errors that may occur in a background job.

· You can specify whether HR Org Mgmt should be included in the reconciliation (Reconcile with HR Org Mgmt).period is copied from Org Mgmt for the indirect user assignments.

· If you change the users assigned to the role or generate an appropriate authorization profile, you must compare the user masters (choose User compare). In this process, the system compares the authorization profiles with the user master records. This means that profiles that are no longer up-to-date are removed from the user master records, and the up-to-date profiles are entered in the user master records.

7. . Authorization Objects-

8. . Structural Authorizations-1059-1100

· Once the options associated with general authorizations have been discussed, there follows an explanation of how you can use structural authorizations to restrict access to the per data in certain substructs of an org unit.

· You company org struct is already mapped in the system. As authorization administrator, your task is to set up structural authorizations.

· The example shows a section of the data model in Org Mgmt. The model is based on the concept that each element in an organization is represented as an independent object with individual attributes. These objects are created and maintained individually. They are then linked to each other using relationships to map a network, which has the flexibility to perform per planning, planning forecasts, and PA reporting.

· The cost center is an external object type, since it is not maintained in Org Mgmt.

· This data model (object types and relationships) is also the basis for other applications in Per Planning, such as Training and Event Mgmt (business event hierarchies) and Per Development (qualifications catalog).
· Structural authorization profiles use the data model of the Per Planning comps Org Mgmt, Per Development and Training and Event Mgmt to build hierarchies using objects and relationships. Different types of objects (object types) and different types of relationships are used in this process. 

· To manage the authorizations for this model effectively, the central elements of this data model are used: objects, relationships, and evaluation paths.

· An evaluation path describes a chain of relationships that exists between objects in a hierarchical struct. The evaluation path O-S-P, for example, describes the relationship chain org unit . posn . person.

· Evaluation paths .collect. objects from a start object in an existing struct according to their definition. The definition of an evaluation path determines the start object and which object types using which relationships are selected.
· A=bottom up

· B=top down relationship

· An example of an evaluation path (and also of a standard evaluation path that plays a central role in authorizations) is the O-S-P evaluation path. In this evaluation path, each assigned posn (S) and its holder (P) is determined for a specified org unit (O). The lower-level org units are processed in a similar way.

· The convention A = bottom up and B = top down can be taken in account when a relationship is defined for the first time. However, this convention is not a compulsory rule

· A combination of start object and evaluation path returns a specific number of objects from an existing struct. This exact combination, that is, the set of objects returned by this combination, represents a user’s structural profile. Note that neither the number of objects nor the specific objects that are returned by a structural profile are constant, nor is this desirable. The concrete objects that are returned by a structural profile change as the org struct (under the start object) changes.

· Defining Structural Authorizations
· You use the Plan version field to determine the plan version to which the defined profile applies. If you use a system that integrates the Per Admin (PA-PA) and Org Struct (PA-OS) comps, note that plan version 01 is generally the integrated plan version.

· In the Object type field, you can specify only object types that have an eight-character key. In general, structural authorization checks are not carried out for external objects with a different key (for example, cost centers).

· In the Object ID field, you enter the number of the start object if you are using evaluation paths.

· By entering a specific evaluation path, you can determine that the user is only authorized to access objects along this evaluation path. You must also assign a root object for the struct when you use an evaluation path.

· This root object can either be entered directly in the Object type field or determined dynamically by a suitable function module.

· Only use the Sign field if you want to create structural authorization profiles that process the struct .bottom up.

· You use the status vector to determine which relationships are considered when the struct is created. If you define the status vector as 12, for example, all relationships that have the status active or planned are evaluated. The choice of status vector has no real effect on the status of objects. The status vector simply refers to the status of the relationships.

· If you enter 0 as the value for the display depth, the corresponding tree is set up with no limit to its depth.

· The parameter has no influence on the period for which a user is authorized to access a given object. In other words, unlike the general authorization check, the structural authorization check does not return periods of responsibility. Instead, the system indicates whether or not the user has authorization for a specific object.
· If you select D (current day) for example, the structural authorization is extended to include only the structs valid on the current day. If you define a structural authorization like this for a manager, the manager is authorized to access data on all persons who are currently in his or her group.

· If you do not make an entry, there is no restriction by validity period of the structs. In this case, the manager is authorized to access data on former or future employees in addition to the authorization in the previous example.

· For the fol examples, assume the system date is February 6, 2002:

· Example 1: If you enter the value D, the user is only authorized to access P2. Since the user in this case only has authorization for objects in the struct valid on February 6, 2002 and since the relationship between S1 and P1 ends before February 6, 2002, the user is not granted access to P1.

· Example 2: If you enter the value BLANK, the user is authorized to access P1 and P2.

· When you define a structural authorization, you can specify a function module, which dynamically determines a root object during runtime.

· In the area in which you have specified the org assignment to be determined dynamically, do not make an entry in the Object ID field of the structural authorization. However, make sure you enter a plan version and an object type.

· The advantage of using function modules is that a user-specific profile is created by the dynamic definition of a root object at runtime. If a manager changes department, for example, the corresponding profile does not need to be changed. What is more, the number of structural authorizations can be significantly reduced by using function modules.

· There are two function modules in the standard system: RH_GET_MANAGER_ASSIGNMENT (Determine Org Units for Manager). This function module determines the root object of the org unit to which the user is assigned by the A012 relationship (= manages). This function module works on the basis of a key date and can determine only the org units assigned to the user as manager on the key date or within the specified period. . RH_GET_ORG_ASSIGNMENT (Organizationa Assignment) This function module determines the org unit assigned to the  user orignaly as the root object.

· You can call the RHAUTH01 report by clicking Info. This program gives you the number of objects contained in the structural authorization and lists these objects.

· Structural profiles are assigned in a different way to general authorization profiles. To assign structural profiles, you use table T77UA, not the Profile Generator (PFCG transaction) as with general authorization profiles.

· First, the system searches at runtime for entries in table T77UA for the current user. If one or more entries exist, the set of objects is mapped according to the profile definition. The set of objects is then checked against the specific object and the action (Display or Edit). The authorization is granted only if the object to be checked exists with the nec processing indicator in the set of objects.

· Note: If table T77UA contains no entry for the current user, the above check is made in the same way for the entry SAP* in table T77UA. If still no entry exists, the authorization is denied. In the standard system, there is an entry for user SAP* with the profile ALL. This means that when you first implement the HR comps, all users have complete authorization as far as structural authorization is concerned
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D. Time Mgmt (+++)

10. . Overview of Time Mgmt-149-150

· Info on the work performed by employees and their availability to work are essential elements of a human resources Mgmt system. This time data is transferred to other application areas, such as Controlling and Logistics, and is an influential factor in enterprise-wise decision-making.

· Time Mgmt provides you with a flexible means of setting up, recording, and evaluating working times.

· Info about working times is transferred to Payroll to calculate emp gross pay.

· There are various options for recording working times: Manually entering time data online, using time recording terminals, or employees using self-service applications.

· Time accounts (leave, flextime, and so on) can be managed manually or auto.

· Working times can be allocated as activities in Controlling, and the resultant costs can be assigned to the appropriate source.

· Time Mgmt info is used within logistics to determine employee availability for capacity planning purposes.

· You can determine work requirements for the enterprise and plan employee shifts.

· Time tickets can be generated auto from Plant Data Collection (PDC) postings.

· The scope of functions available in Time Mgmt can be customized according to the requirements of your enterprise. This ranges from simple Admin of leave and illness times to planning per capacity, valuating attendance and absence times using time accounts, determining overtime and bonus wage types, and processing incentive wages data (such as piecework, for example). There are various comps in Time Mgmt, which you can use individually or together.

· Employees can use the Cross-Application Time Sheet to enter their own actual times. Time data can be recorded and transferred to Controlling, Human Resources, and Logistics for further processing. Time data can be recorded as attendances, absences, and employee remuneration info for Human Resources.

· The Incentive Wages comp enables you to implement performance-related compensation. In this way, you can set up different types of wages based on time, premiums, or piecework in your enterprise.

· You can implement incentive wages for individuals or groups. Incentive wages reads employee data from the logistics system, prepares the data according to the type of payment and transfers the data to payroll.

· Shift Planning allows you to quickly and efficiently schedule the human resources in your enterprise. In this way, you can assign shift times, locations, type of per, and number of required employees to optimally staff your enterprise.

· The central element in TimeMgmt is the employee’s work schedule.
· It contains the planned specifications (including breaks), according to which employees are to work.

· In addition, time data such as illnesses, leave, and business trips are recorded for employees. Depending on the type of time Mgmt in your enterprise, you record only deviations from the employee work schedules or only the complete actual times.

· Time data is processed in the same way, regardless of which recording method is used. Time Mgmt supports centralized data entry by administrators, decentralized time entry by employees in individual departments (such as a supervisor in the production area), or by employees themselves.

· Info about different payments can also be entered along with time data.
· You can use the time data to: Maintain time accounts You may not want to remunerate overtime, but instead have it accrued in a time account (time off from overtime, for example) that is available to the employee. When the employee takes the corresponding time off (= absence), then this amount is deducted from the time off in lieu of overtime account.

· Evaluations of overtime levels or illness-related absences in individual departments can be created. Specifications for different payment and account assignment specifications can also be entered along with time data. Certain time data (attendances, absences, employee remuneration info) can also be recorded for internal activity allocation purposes. This addl info is evaluated in Payroll and Controlling.

· There are two different methods for transferring employee time data to the SAP R/3 System.

· 1. Recording only deviations from the work schedule

· In this method, you record time data for employees when their working times deviate from those assigned in their work schedules. You can include the most current data, such as employee illnesses, schedule and record substitutions, & enter annual leave for employees.

· 2. Recording actual times

· In this method, you record all actual times that is all types of occurrences such as the hours an employee actually worked.

· Employee time data is valuated in time evaluation. Time evaluation determines planned working times and overtime, updates time accounts (flextime balances, overtime, productive hours, and so on), creates wage types (for overtime or bonus wage types) and updates time quotas, and checks working time provisions (such as core time violations). The time wage types created during time evaluation are valuated in Payroll.

· Time evaluation is carried out by a time evaluation driver called RPTIME00. The steps to be carried out by RPTIME00 are specified in a per calculation schema.

· The standard system contains several per calculation schemas that cover various requirements and strategies for evaluating data. Schemas are available for, amongst other things:

· Time Mgmt that records all actual working times of employees, in addition to deviations to the work schedule.

· Time Mgmt that only records the deviations to the work schedule

· The processing of time data for which only the work duration, not the start and end times, are recorded.

· In Time Mgmt, certain master data infotype records must be available for each employee. Time Mgmt data is stored in the same master data records used in other human resources areas such as Payroll and Per Admin.

· The fol infotypes are required for the integ of time Mgmt master data records:

· Org Assignment (0001)

· Personal Data (0002)

· Planned Working Time (0007): The appropriate Time Mgmt status must be stored in this infotype. This status determines whether and how employee time data is to be processed in time evaluation or payroll.
· Time Recording Info (0050): This infotype is used only if time evaluation is used. It can contain interface data for the subsystem and addl employee info for the purposes of time evaluation.

· Absence Quotas (2006) to manage leave

· The Payroll Status infotype (0003), which the system usually creates when an employee is hired, determines the earliest recalculation date and when time evaluation is to be run next.

· Working times entered in the Cross-Application Time Sheet are transferred as attendances to Time Mgmt and as confirmations to Logistics. Attendances are also transferred to time evaluation for further processing. Time balances and time types are formed, which are then transferred to payroll. The payroll results are transferred to Accounting. In Accounting, the master cost center of the employees is debited 

· Employee attendances and absences serve as info about employee’s availability for capacity planning in Logistics.

· Working times recorded in time recording systems are transferred as per time events to Time Mgmt and are processed in Time Evaluation. Wage types formed are transferred to payroll.

· Overview of Time Recording
· Employees at your enterprise work according to the times specified in their work schedules. However, deviations can occur. Employees call in sick, go on vacations, fill in for other employees, work overtime, and so on.

· The recording of time data is decentralized at your company:

. People such as team leads, supervisors, and secretaries in individual departments are responsible for correctly entering and maintaining the time data for the employees in their departments.

· . Employees enter some time data (such as leave requests) themselves. HR administrators in the corporate HR department are responsible for entering any addl payroll-relevant data for employees, when nec.

· Entering, maintaining, and evaluating employee time data is often decentralized, that is, the time data is processed in individual departments, not centrally in the HR department.

· The main characteristic of decentralized time Mgmt is the delegation of time-Mgmt tasks to individual departments. Persons who carry out time-Mgmt tasks in the departments are usually responsible for small- to medium-sized groups of 10 to 30 employees.
· Another aspect of decentralization is the inclusion of employees themselves. For example, employees record their own working times using self-service applications and access info on their work schedules, time accounts, and so on.

· HR administrators in the central HR department are responsible for entering any addl payroll-relevant data for employees, when nec. This data is usually of a sensitive pay-related or administrative nature, such as specifications for continued pay in the event of illness.

· Composite roles contain several single roles. For example, the composite role "HR Controller" consists of the single role "Employee Time and Labor Controller," in addition to other single roles.

· The Time and Labor Analyst monitors employee time and labor data in relation to strategic company goals. He or she creates reports detailing the work levels of all departments or employee groups and overtime levels, for example. The single role Time and Labor Analyst (SAP_HR_PT_TIME-LABOR-ANALYST) is assigned to the composite role HR Analyst (SAP_WP_HR-ANALYST).

· The Time Mgmt Specialist is responsible for the seamless operation of the time Mgmt system. He or she is concerned with the technical side of the SAP R/3 System. The Time Mgmt Specialist tasks include making recurring settings, maintaining interfaces to other systems and SAP applications, and, when required, modifying or adding to HR-specific Customizing. The single role Time Mgmt Specialist (SAP_HR_PT_TIME-MGMT-SPECIALIST) is contained in the composite role HR Systems Specialist (SAP_WP_HR-SYSTEM-SPEC).

· The Shift Planner role is carried out by employees in individual departments in an enterprise, for example, by supervisors and department heads. Shift Planners schedule working times, shifts, or known absences for the employees assigned to them. They take account of employee qualifications, working time preferences, legal regulations, company policies, and cost aspects during planning. The composite role Shift Planner (SAP_WP_SHIFT-PLANNER) contains the single role Shift Planner (SAP_HR_PT_SHIFT-PLANNER).

· Important roles for decentralized time Mgmt are the roles of Time Supervisor and Time Administrator. These roles can also be carried out by the same person.

· The Time Supervisor is responsible for planning and administrating employee time and labor. Time Supervisors delegate certain time Mgmt tasks to employees in their departments (such as to Time Administrators). The Time Supervisor role is carried out by senior employees in individual departments in an enterprise, such as managers, department heads, or foremen. The single role Time Supervisor (SAP_HR_PT_TIME-SUPERVISOR) is contained in the composite role Manager Generic (SAP_WP_MANAGER).

· Time Administrators are responsible for correctly recording and maintaining the time data of employees assigned to them, in addition to their other job tasks. The role of Time Administrator comprises checking employee availability, entering changes in working time, absences, attendances, and bonuses, including info required for posting or payment. The composite role Time Administrator (SAP_WP_TIME-ADMINISTRATOR) contains the single role Time Administrator (SAP_HR_PT_TIME-ADMINISTRATOR).

· Employees can use the Internet or intranet to enter or display their own time data, thus relieving the corporate HR department and departmental time administrators of these tasks.

· In decentralized time Mgmt, administrators in the central HR department only have to supplement the employee time and labor data with payment-related or other administrative info. These HR administrators use the functions provided in Infotype Maintenance for single screen, list screen, and fast entry since they correspond in principle to the infotype maintenance in per Admin.

· The Time Manager.s Workplace (TMW) was developed for the needs of decentrally-organized time administrators. The TMW is a user-friendly interface that streamlines recording and maintaining time data and processing messages.

· The fol options are available to employees for recording or displaying their own personal data: 

· Front-end time recording terminals

· Employee self-service applications in the Internet or intranet The Cross-Application Time Sheet

· The fol Internet Application Comps (IACs) for time Mgmt are also available for employees to display and maintain their own data:

· Display Personal Work Schedule

· Internet Time Statement
· Internet Time Sheet:

· Leave Request with Workflow:

· You can query and maintain time Mgmt data directly using the employee portal (employee self-service) or the manager portal (MSS).

· The system accesses the HR_PDC interfaces or the Cross-Application Time Sheet (CATS) for time data maintenance in the background.

· An Internet version of the Cross-Application Time Sheet is available for employees. It can be accessed and maintained via Employee Self-Service (ESS) in the browser.

· "CATS notebook" is the name of the offline variant that can be installed locally on a laptop. This enables data to be entered even when there is no connection to the SAP R/3 System; it can subsequently be synchronized with the system.

· A new CATS function is the ability to post time events and time data using a WAP-enabled mobile device. WAP stands for "Wireless Application Protocol" The connection to the SAP R/3 System is provided by the usual interface for time events, HR_PDC.
· Time Mgmt takes place via a standardized interface called Plant Data Collection: Time and Attendance and Employee Expenditures (HR-PDC). Using this standardized interface, you can upload time events and employee expenditures recorded by external recording systems to SAP R/3 Time Mgmt. In the same way, master data, control data, and transaction data (such as employee balances) are downloaded to the recording system.
· Time events processed in Logistics during a plant data collection can also be uploaded to the SAP R/3 System via standardized interfaces. This data can also be transferred from individual Logistics comps to Human Resources, if required.

· Time events are uploaded to the SAP R/3 System (after an upload request). Data can be uploaded several times daily. The data is stored in the CC1TEV table in the SAP R/3 System. The data in the CC1TEV table is read during a subsequent posting of time events, and then stored as time events in the TEVEN table.

· The download supplies the time recording system with data from the SAP R/3 System. Master data from the applications (such as HR master data) and control data (such as attendance and absence reasons, time event types) are supplied to the time recording system to be used for validation purposes. Because the time recording system is supplied with transaction data (time accounts), employees can then display their time account balances at terminals.

· You can also maintain and display time data using time infotypes. The fol options are available for recording time data using infotypes:

· Single screen: Records one infotype for one employee

· Fast entry: Records one infotype for several employees

· List screen: Records several records of one infotype for one employee

· Time infotypes are also subdivided into subtypes. For example, various forms of absences or absence types (such as illness with certificate illness without certificate, leave, and so on) are recorded using subtypes of the Absences infotype (2001).

· The time infotypes Time Events (2011), Time Transfer Specifications (2012) and Quota Corrections (2013) are only relevant for time evaluation.
· Some advantages of using the TMW are: 

· All time data can be entered, corrected, or supplemented on one screen

· Intuitive navigation options

· Time data is recorded using easily recognizable time data IDs
· Time administrators can toggle between different views (multi-day, multi-person, or one-day views) to maintain time data.

· The Time Manager.s Workplace can be personalized, that is, you can customize the TMW to suit each user’s tasks, with the applicable functions available.

· In the Time Data screen area, you enter and maintain time data using intuitive time data IDs (such as "I" for illness or "L" for leave).

· The Messages area contains any messages or confirmations concerning time data entered by the time administrators. These messages can be info, warning, or error messages.

· In the Time Events tab, time administrators can maintain and add to employees. time events. This tab is only available in the Multi-Day View.

· From the Time Data tab, which is available in all of the views, you can enter and maintain all other types of time data (such as attendances and absences, changes in planned specifications, and so on).

· A team view is also planned, which can display multiple employees for multiple days in one calendar.

11. . Time Mgmt Groupings-197-198

· All control features of the per struct are defined at the employee subgroup level.

· The control indicators determined by the employee subgroup for Time Mgmt are:
·  Employee subgroup grouping for work schedules
·  Employee subgroup grouping for time quotas
· Similarities and differences between per subareas or between employee subgroups based on their time Mgmt aspects are represented by groupings in the system.

· The basic principle of the groupings is that all per subareas that are handled in the same way for one time Mgmt aspect (for example, they have the same work schedules) are assigned to a grouping. If any time Mgmt aspect is different among the per subareas, then these per subarea is assigned to different groupings.

· By grouping per subareas, you can reduce the amount of time and effort spent on maintenance. (The permitted work schedules only need to be stored once for a grouping of per subareas, for example). In addition, you can control permissions on the basis of groupings. For example, the only work schedules permitted for a per area are those of the grouping to which the per subarea is assigned.

· The same applies to employee subgroup groupings.

· Groupings are assigned at various points in the IMG for Per Time Mgmt.

· Groupings are used not only in Time Mgmt, but also in other SAP R/3 comps, such as Per Admin and Payroll.
· A per subarea grouping for work schedules is a group of per subareas to which the same work schedule rules apply. This grouping allows you to control whether a work schedule is permitted within the per subareas.

· Per subareas for which the same work schedule rules are valid have the same grouping. Several groupings are required, however, if different work schedule rules apply to different per subareas.

· Work schedule rules assigned to different groupings may have the same name.

· Example:

· Employees in your per subareas 0001 and 0002 work according to the Normal, Flextime, and the 4-Day working time models. Employees in your per subarea 0003 work according to the Normal and Rotating Shift working time models. The work schedules valid for per subareas 0001 and 0002 are not permitted in per subarea grouping 0003. The work schedules valid for per subarea 0003 are not permitted for per subareas 0001 and 0002.

· Addl Per Subarea Groupings
· Per subareas can be regrouped for different time Mgmt aspects. Groupings are only based on one individual time Mgmt aspect and remain independent from each other.

· Example:

· The same work schedules are valid for both per subareas 0001 and 0002. Different work schedules are valid for the per subareas 0003 and 0004. Per subareas 0001 and 0002 are therefore assigned to grouping 01 for work schedules, and per subareas 0003 and 0004 are assigned to grouping 02.

· You do not, however, want to differentiate between per areas regarding the attendance and absence types: All attendance and absence types are permitted for the employees in all per subareas. For this reason, all per subareas are assigned to only one grouping, 01, which contains all of the attendance and absence types that apply in the enterprise. You can decide whether you need to distinguish between per subareas for the other groupings.
· Employee Subgroup Groupings
· The same principle t/hat applies to per subarea groupings for certain time Mgmt aspects (such as work schedules, time quotas) also applies to employee subgroup groupings.

· In this way, work schedules can also be defined for various groupings of employee subgroups. To do so, you define employee subgroup groupings for work schedules. The standard system already contains the groupings1(hourly-wage earners) and 2 (salaried employees). The grouping required are assigned to the individual employee subgroups.
· Example:

· If the work schedules for hourly-wage earners and salaried employees differ, and certain work schedules are only permitted for salaried employees and not for hourly-wage earners (and vice versa), then you set up one grouping for salaried employees and one for hourly-wage earners. If there are no differences for these employee subgroups, then one grouping is sufficient.

· Employee subgroup groupings can also be set up for time quotas (absence entitlements, attendance approvals). In the standard system, time quotas are handled in the same way for all employee subgroups. The value 1 is assigned as the grouping for time quotas to all of the employee subgroups.

12. . Work Schedules-215-224

· Employees at your company work according to various work time models. Full-time employees work flextime and rotating shifts. Part-time employees work according to a four-day model. Prior to public holidays, some employees work a reduced schedule. In this unit, you create the elements required to generate work schedules and you assign them to employees.

· Prerequisites for SAP Time Mgmt are a valid public holiday calendar with applicable public holidays and a valid work schedule.

· A work schedule consists of a sequence of individual elements including a public calendar. After the individual elements are defined, they are combined in a work schedule rule, and a work schedule is then generated on the basis of the rule. A generated work schedule is assigned to employees in the Planned Working Time infotype (0007) using the work schedule rule.
· The central element in SAP Time Mgmt is the employee.s work schedule. The work schedule contains planned specifications of an employee.s working time, including breaks. The work schedule is based on a valid public holiday calendar.

· In Time Mgmt, public holidays are grouped together in public holiday calendars. To set up a work schedule, you need a valid public holiday calendar including the applicable public holidays. The factory calendar is not significant.
13. . Time Data Recording and Admin-289-290

· Employees at your enterprise work according to the times specified in their work schedules. However, deviations can occur. Employees call in sick, go on vacations, fill in for other employees, work overtime, and so on.

· To record these deviations in the system and to deduct them from the applicable entitlements, you have to make specific Customizing settings.

· Planned specifications for an employee.s working time are stored in the Planned Working Time infotype (0007). However, there are often changes to the specified working times, for example, if an employee works overtime, does not come to work (due to illness, for example), attends a seminar, or works different times than usual. In addition, employees are entitled to vacation and possibly further training. This and other info is stored in infotypes in Time Mgmt. The info from these time infotypes can be transferred and processed further in time evaluation and payroll, as required.

· With SAP Time Mgmt, you can use various systems and methods for recording time and labor data, such as actual times worked, business trips, leave, or substitutions:

· Online entry by time administrators

· Front-end time recording systems

· SAP Cross-Application Time Sheet

· Self-service applications such as Internet applications, Workflow forms, or touch-screen systems

· Customer-specific systems with an interface to SAP R/3

· Time data is stored in time infotypes. Time administrators can use various options to record time data:

· The Time Manager.s Workplace (TMW) was developed specifically for decentralized time administrators; it provides a user interface to optimize the recording and maintaining of time data for these administrators. Time data is entered using intuitive time data IDs, but is still stored in the applicable time infotypes.

· The fol entry options are available if you maintain time data directly in the infotypes: single screen, in which you maintain one infotype record for one employee; fast entry, in which you maintain one infotype record for several employees at one time; and list entry, in which you maintain several infotype records for one employee.

· To ensure that various deviations in working time are efficiently recorded at your company, you must first check the corresponding settings in the Implementation Guide (IMG) and modify them, if nec.

· To set up deviations, complete the Customizing steps in the Time Data Recording and Admin section of the IMG for Per Time Mgmt
· Setting Up Absences
· The Implementation Guide (IMG) contains samples of absence types
· Absences (such as leave or illness) can be classified as paid or unpaid.

· Absences are recorded in the Absences infotype (2001) and are defined further by an absence type (subtype).

· The IMG contains an absence catalog with samples that you can copy and modify for your own use.

· Absence types are dependent upon the per subarea grouping for attendances and absences. You need several groupings only if you use different attendance and/or absence types for different per subareas and you want to restrict their use in different per subareas.

· Furthermore, you can determine which input checks the system carries out when an absence is recorded. These include system reactions on days off, as well as the limiting of absences to a certain number of days or only part of a day.

· Because the individual absence types contain different types of info, the system uses a separate entry screen to record each absence in the Absences infotype (2001).

· Each absence type is assigned a time constraint class that is referenced during the collision check for existing time types. Absences are counted using counting rules, and valuated in payroll or time evaluation.

· Attendances recorded in the Attendances infotype (2002) describe the employee.s work schedule or provide addl info. Using this infotype, you can store an employee.s working hours, attendance at training courses, and overtime, for example. If you do not use time recording systems in your enterprise, you can use it to record employees. Actual times.
· You can assign the attendances recorded in this infotype to a cost center that differs from the master cost center. Another example of an attendance is a business trip. The employee is not working at the usual workplace, but he or she is still working for the company during the trip. Attendances are recorded in the Attendances infotype (2002) and are defined further by an attendance type (subtype).

· Employees in your enterprise are entitled to leave, addl training, and so on. These types of entitlements can be stored in quotas, from which attendances and absences are deducted.

· You set up employees. absence entitlements, such as standard annual leave, educational leave, and non-working shift entitlement, in the Absence Quotas infotype (2006) .
· You set up approvals for special attendances (such as overtime approvals) in the Attendance Quotas infotype (2007). These approvals can be queried in time evaluation.

· An absence quota is an employee’s time-limited entitlement to an absence. Similarly, an attendance quota is an employee’s time-limited entitlement to an attendance. Attendance quota types and absence quota types are used to represent these entitlements in the system.

· Attendances and absences can be deducted from quotas, but do not have to be. If attendances and absences are deducted from quotas, you must specify from which quotas and in which sequence.

· Leave Entitlement infotype (0005) or the Absence Quotas infotype (2006).

· The Absence Quotas infotype (2006) offers more functions and flexibility for accruing, managing, and deducting from leave entitlements compared with the Leave Entitlement infotype (0005).
· To simplify the conversion to quotas, you can use the RPTLEACONV report, which enables you to transfer your employees. remaining leave from the Leave Entitlement infotype (0005) to absence quotas in the Absence Quotas infotype (2006).

· To do so, you enter in table T559J (Convert Leave Types to Quota Types) which leave types you want to transfer to which absence quota types, taking into account the applicable employee subgroup groupings and per subarea groupings.

· You maintain table T559J via the V_T559J view. We recommend that you use absence quotas to manage your employees. Leave entitlements in the future, because although the Leave Entitlement infotype (0005) remains available, it will not be developed further.

· A substitution occurs when an employee has to carry out activities that require a different working time or payment from that stipulated in his or her work schedule. Substitutions are recorded in the Substitutions infotype (2003). The fol substitution types are conceivable:

· Individual working time: This substitution is recommended for changes to planned working time that cannot be represented in daily work schedules or work schedules. You enter clock times to indicate the start and end of working time. The original planned working time is overwritten.

· New daily work schedule: This substitution is recommended for daily changes to planned working time. It replaces the employee’s original planned working time.

· New work schedule rule: This substitution is recommended for longer-term changes to planned working time. Here you can also assign the work schedule rule of an employee to be substituted by entering his or her per number. The system then applies the work schedule of the other employee. The original planned working time is overwritten.

· Different payment: This substitution permits a different payment by substituting a different posn that has different pay. The planned working time is not overwritten here, unless you combine this substitution with one of the other substitutions.

· You can record a different payment (premium, different pay scale group, and so on) for a substitution. You can also assign the substitution either to a cost center that deviates from the master cost center or an order.

· You can set up various types of substitutions (foreman substitutions, shift substitutions, and so on).

· Substitution types can also be used for different payments. Depending on the substitution type, you can determine if a bonus or other type of compensation applies.

· The fol are examples of the different uses for various substitution types:

· Substitution type 01 = Employee preference (employee voluntarily substitutes for a night shift)

· Substitution type 02 = Business reason (employee is assigned this substitution)

· Shift change compensation can be set up to be paid only for business reasons (substitution type 02).

· When setting up the substitution type in the IMG, you can specify if compensation for a shift change is usually paid or not. This can also be queried in schema XT00 in payroll.

· Note:  You can use the VTART feature to define a default substitution type.
· Availabilities are stored in the Availability infotype (2004). Various types of availability can be maintained. They take place in fixed periods.

· Availability can be specified by clock times, a daily work schedule, or a work schedule rule. The daily work schedule and the work schedule rule must be permitted for use in availabilities.

· Before setting up availabilities, you must first set up the assignment of groupings for availability types (and substitution types) for the per areas/subareas.

· The standard system uses only grouping 01.

· Addl groupings are required only if different availability types (and substitution types) are used in several different per areas/subareas.

· Example:The per subareas 0001 and 0002 use the same availability types. The per subarea 0003, on the other hand, uses different availability types.
· You must then define the availability types required for these groupings in your enterprise. The time constraint class for collisions with other time infotypes must be checked.

· Finally, the daily work schedules and work schedule rules permitted for availabilities must be indicated.

· Overtime is hours that an employee works in addition to the planned working time defined in his or her daily work schedule. Overtime can be recorded using the Attendances infotype (2002) or Overtime infotype (2005) if you only want to record deviations to the work schedule.

· You use the overtime compensation type to determine whether the overtime is paid, or compensated by time off. The overtime compensation types are located in the Attendances infotype (2002) and the Overtime infotype (2005). You can record a different payment (premium, different pay scale group, and so on) for the overtime entered. You can also assign the overtime to a cost center that deviates from the master cost center or an order. You can only enter activity allocation data in the Attendances infotype (2002).

· The Overtime infotype is not available in the Time Manager’s Workplace.
· If you use time evaluation in your enterprise, overtime is auto calculated from the complete actual times. In time evaluation, you can process various forms of overtime determination (daily, weekly), and approval (for specific employees, according to work schedules, general).

· You can use the Employee Remuneration Info infotype (2010) to store manually calculated wage amounts, hazardous duty payments, and other wage types that cannot be planned. These wage types cannot be auto generated in payroll and must therefore be recorded manually. Values determined in the remuneration info are transferred directly to payroll.

· The EE Remuneration Info infotype (2010) relates to a key date, that is, a validity date, not a validity interval. If the key date is within a certain payroll period, remuneration takes place in this same period.

· The wage types used for employee remuneration info are located in the IMG and can be customized to suit your requirements.

· Example:

· An employee must drive from one plant location to another with his or her own private car. The employee is therefore entitled to a travel allowance.

· You can enter the allowance in the EE Remuneration Info infotype (2010) and assign it an appropriate wage type.

· You can record different compensation for certain employee time data. When you record time data (such as attendances, overtime, absences, and availability), you can enter the fol specifications for different payment:

· Bonus (premium) as supplemental remuneration a different compensation using a pay-scale assignment (deviating from the employee.s regular pay scale) Compensation using a posn (posn-based payment) Bonus or deduction of concrete amounts using the extra pay indicator and the valuation basis.

· You can assign employee time data to a cost center other than the master cost center.

· The system reacts in various ways when time infotypes collide.

· These system reactions are controlled by the time constraint class.

· When time data is recorded, data records frequently overlap one another. These overlaps are called collisions in the SAP R/3 System.

· When you enter a new time data record, the system checks whether other records for this employee have been recorded for the same time period. Collision checks prevent data records that conflict with one another from co-existing in the system. When collisions occur, the system reacts by issuing an error message, a warning, or by delimiting the old record.

· Collision checks reference the time restraint classes of time recording data.
· Possible time constraint reactions to collisions when recording an infotype

· are:

· A The existing record is delimited and the new record created. The system issues a message.

· E The new record cannot be added. The system issues an error message.

· W A new record is created; the existing record is not changed. The system issues a warning message.

· N A new record is created; the existing record is not changed. The system does not issue a warning message.

14. . Attendance and Absence Counting-313-334

· Attendances and absences must be recorded for your company.s employees. Employees call in sick, go on vacation, participate in training courses, or go on business trips.

· To calculate the duration of an attendance/absence, the system first references the number of planned hours from the daily work schedule valid for the specific day. However, you may not always want to use this method. You may want special rules to apply for counting the duration of an attendance or absence on certain days, for example, such as public holidays and weekdays, or for certain attendances and absences or daily and period work schedules. You can therefore use rules to control how the daily duration of an attendance/absence is counted. You can define such rules in the Implementation Guide

· The duration of an attendance/absence is calculated in five different types of units in the SAP R/3 System. These units are included in the Attendances and Absences infotypes:

· Calendar days:

· The system calculates calendar days using actual calendar days for the attendance/absence. Partial days are calculated as 0 calendar days.

· Attendance/absence hours, attendance/absence days:

· Attendance/absence hours are calculated using the the planned hours specified in the work schedule. In this way, only the days on which the employee had planned hours are included in the calculation.

· Payroll hours, payroll days:

· Payroll days and hours are used for deducting quotas and in payroll (number field of a wage type). The calculation of payroll days and hours is controlled by the settings made for attendance/absence counting. In this way, you can also include attendance/absence days in the calculation for days on which the employee did not have any planned hours.

· Counting rule:

· The rules for counting attendances and absences are used to determine the payroll days and hours of an attendance or absence.

· Rounding rule:

· When attendances and absences are counted, the system may determine values to several decimal places. Because all these decimal places are not  normally required for use in quota deduction and in payroll, you can assign a rounding rule to the counting rule to determine how the values are to be rounded.

· Deduction rule for quotas:

· The counting rule can also be assigned a deduction rule for quotas, which, in the case of quota deduction, determines which quotas are deducted in which sequence.

· Assigning a counting rule to an attendance/absence type:

· A counting rule must be assigned to each attendance/absence type to ensure that the payroll days and hours are determined for the special attendance/absence.

· Furthermore, you must determine whether quota deduction is to be activated for each attendance/absence type. With quota deduction activated, the attendance/absence is deducted from quotas according to the specified quota deduction rules. These quota deduction rules are also assigned to the counting rule.
· You define the counting rules for attendances and absences to determine payroll days and hours in Customizing.

· The basis for applying the counting rule is the absence days and hours determined by the system. They are calculated using the the planned hours specified in the work schedule.

· In a counting rule, you define the fol:

· Conditions that must be fulfilled for the corresponding counting rule to be used: Conditions for the current day (day of week, public holiday class), conditions for work schedule (classification of daily work schedules and period work schedules), conditions for planned hours (> = 0), conditions for attendances/absences (full-day, partial-day)

· Specifications that determine how the payroll days and hours are calculated Quota multipliers and rounding rules are used in the calculation.

· For quota deduction, you can assign quota deduction rules to a counting rule.
· A counting rule can consist of several individual rules. These individual rules are distinguished by their sequential number. The system searches through the individual rules until one is met.

· You can determine on which days a counting rule for absences/attendances is to be valid. To do so, use the conditions for the current day. (The current day is the day to be counted.) In this section of the screen, you select the characteristics the day must have for the counting rule to apply.

· Included in these characteristics are the day of the week (Monday to Sunday), the public In some cases, you may want to calculate the duration of absences and attendances differently depending on the type of work on that day or the work pattern.

· You can determine for which daily work schedules or period work schedules the counting rule to determine payroll days and hours is to apply.

· To do so, use the counting class of the period work schedules and the daily work schedule class. You can select from the counting classes 0 to 9 for both the daily and period work schedules. Different counting rules can therefore be set up for different daily work schedules as well as different period work schedules.
· Note:

· You assign period work schedules to counting classes in the Define Counting Classes for the Period Work Schedule activity in the IMG.
· Note: You can select more than one option within a block. For the rule to be valid, at least one of the options must be selected for the block displayed.
· Furthermore, you can limit the validity of the counting rule according to the conditions for planned hours and conditions for the attendance/absence.
· As a condition for the planned hours from the daily work schedule, you can specify whether the planned hours must be equal to or greater than 0. you can also specify whether the counting rule is valid for full-day or partial-day attendances/absences.

· You can specify different criteria for counting payroll days and payroll hours.

· In this way, you can enter different quota multipliers for each time unit.

· A quota multiplier of 100% means that the absence hours (or days) are weighted 100%.
· In addition, you can assign the rounding rules defined in the days and hours sections of the screen.

· To count payroll days and hours, you can use rounding rules to round the values determined up or down.

· You can define several rounding rules. A rounding rule is uniquely indicated by its 2-digit number and can consist of several complementary subrules. The system runs through the subrules until one is met.

· Example: According to rounding rule 01, all values between 0.5 inclusive and 1.5 exclusive are rounded to the target value 1. The interval is defined as "rolling" here and is thus carried over to the fol intervals.
· The rounding rules can be assigned in the counting rules.
· Note: Rounding rules can also be used elsewhere, for example, to determine how absence entitlements are rounded.
· Assigning Counting Rules to Attendance/Absence Types
· You have to assign a counting rule to each attendance and absence type so that durations of attendances and absences are also calculated by the counting rules.

· Furthermore, you must determine whether the quota deduction function is to be activated for each attendance and absence type.
· You also activate quota deduction if you want the corresponding attendance/absence type to be deducted from quotas in the Absence Quotas infotype (2006) and the Attendance Quotas infotype (2007).

· Example: The absence type Leave (0100) references the counting rule 010 to calculate durations. This absence type, in turn, can be assigned the rounding rules and deduction rules of the quota types that are to be deducted by this absence type.
· Quota deduction is activated in this case. In this way, a deduction is made from the existing quotas according to the quota deduction rule assigned to counting rule 010.

· quota deduction rule (counting rule(absence type

· Attendance and Absence Counting
· Counting rules are specified for attendances and absences to determine how many payroll days or hours are to be calculated. These payroll days or hours are required for deduction from quota entitlements, for payment, or for other statistical purposes, for example. You must set up the appropriate counting rules and assign them to the individual attendance and absence types.

· The absence days and hours determined by the planned working hours stored in the work schedule are used as a basis for counting payroll days and hours.

· Occasionally, you may not want the counting of certain full-day attendances or absences to be based on the planned working hours stored in the work schedule. You can influence the number of planned hours by assigning an applicable daily work schedule variant.

· Example:

· In your enterprise, employees work eight hours each day from Monday through Thursday. On Friday, they work four hours. You want the absence hours for illness to be determined using averages. To do so, you specify a daily work schedule variant such as variant A with 7.2 hours, for example.

· Sometimes you may want an attendance or absence to be counted using a special daily work schedule variant (in addition to the counting rules).

· The variant must already exist and is referenced depending on the rules defined.

· To do so, you complete a process similar to the one for setting up and controlling variants for the work schedule.

· Before you create the counting rule for daily work schedule variants, you must first check whether your attendance and absence types are correctly grouped. This grouping is only required for the attendance or absence types that you want to count using variants. Attendance and absence types to be handled in the same way must be grouped together in a grouping.

· The value of the grouping is queried when variants are selected during attendance/absence counting

· The rules are created under the fol conditions: 

· Public holiday class of the current day

· Public holiday class of the fol day

· Grouping of absence or attendance types for daily work schedule variant Weekday

· The rule to be used for attendance/absence counting using daily work schedule variants must be assigned to the daily work schedule.

15. . Attendance and Absence Quotas-343-408

· . Set up attendance and absence quota types

· Business Example

· In your enterprise, employees are granted different attendance and absence entitlements for leave, educational leave, and so on. First, you need to create these different quota types. Furthermore, you want to use default values to accrue employees. absence entitlements, and have absence entitlements accrued auto by a report. To do so, you must create the applicable rules in the system.

· Employees in your enterprise are entitled to leave, addl training, and so on. These types of entitlements can be stored in quotas, from which attendances and absences are deducted.

· You set up employees. absence entitlements, such as standard annual leave non-working shift entitlement, and so on, in the Absence Quotas infotype (2006) .

· You set up approvals for special attendances (such as overtime approvals) in the Attendance Quotas infotype (2007). These approvals can be queried in time evaluation.
· An absence quota is an employee.s time-limited entitlement to an absence. Similarly, an attendance quota is an employee.s time-limited entitlement to an attendance. Attendance quota types and absence quota types are used to represent these entitlements in the system.

· An attendance or absence quota (standard annual leave, for example) is granted to an employee for a specific validity period.

· The deduction interval for the absence quotas specifies the period in which employees can use the quota. The deduction from and deduction to dates of the quota do not have to match the validity period.
· The type of credit (standard annual leave, educational leave, and so on) is determined by the quota type.

· The amount of credit is specified by the quota amount (in days or hours).

· When you customize each quota type, you define whether the quota is managed in days or hours and whether deduction beyond zero is permitted.

· Attendance and absence quota types are defined in the IMG based on the per subarea and employee subgroup groupings for time quota types.

· An employee subgroup grouping/per sub area grouping for time quota types is a break-down of employee subgroups/per subareas for which the same attendance and absence quota types are valid.

· For each quota type, you specify the time unit (days/hours) you want to use to manage the quota. To restrict the validity of entitlements to a certain time, you can specify an applicable time interval for each quota type. If this time interval is adopted when you create a quota for an employee, the entitlement applies only within the specified time interval.

· Furthermore, you can specify the amount to which a quota can be deducted beyond its entitlement. The amount specified for negative deduction also appears in the Attendance Quotas (2007) and Absence Quotas (2006) infotypes.

· A time constraint class is assigned to each attendance or absence quota type which is checked if time infotypes overlap (collisions). Absence quota types can be locked for compensation.

· . Set up deduction from quota entitlements

· Absences are entered in the Absences infotype (2001), and the absence type is specified. Attendances are entered in the same way in the Attendances infotype (2002), where the attendance type is specified.

· Absence quotas are specified with their corresponding quota types in the Absence Quotas infotype (2006), and attendance quotas in the Attendance Quotas infotype (2007).

· Quotas and the attendances and absences to be deducted from them are stored for a specific key date. Number range intervals must be defined in the IMG for this purpose.

· If quotas are to be deducted by attendances and absences, you have to specify which absence or attendance type is deducted from which quotas in which sequence.

· Example:

· An employee.s annual entitlement to leave is stored in the Absence Quotas infotype (2006) in combination with the relevant quota type. For example, an employee has 25 days of standard annual leave (represented in quota type 9), as well as 3 days of addl leave (represented in quota type 50). If the employee takes leave (absence type 0100), then you must specify from which quota this absence type 0100 is to be deducted and in what sequence the applicable quotas are to be deducted. 
· An attendance/absence type can be deducted from a quota only if a relationship already exists between the attendance/absence type and the applicable quota.

· This relationship is established by an assignment made in the IMG under Managing Time Accounts Using Attendance/Absence Quotas→ Quota Deduction Using Attendances/Absences.

· A counting rule is assigned to the attendance/absence type to determine the payroll hours and days for the duration of this attendance/absence. In turn, quota deduction rules are assigned to the counting rules to determine the quotas from which the attendance/absence type is to be deducted, and the sequence of quotas.

· Quota deduction(counting rule(attendance/absence type

· The Activate Quota Deduction option specifies whether or not quota deduction is to take place for each attendance/absence type.

· If you activate the option when assigning a counting rule to an attendance/absence type, then the attendance/absence type is deducted from the quotas according to the quota deduction rule stored in the counting rule.

· If the quota deduction option is not activated for a particular attendance/absence type, then the quota deduction rule assigned to the counting rule does not apply to this attendance/absence type.

· A rounding rule can also be assigned to a counting rule to round the payroll hours and days determined.
· The sequence for deducting quotas of different quota types is specified in the deduction rules. This sequence can be determined depending upon various criteria (such as the quota type), which can be assigned priorities.

· These deduction rules are based on the employee subgroup grouping for time quotas and the per subarea grouping for time quotas.

· The deduction rule is indicated by a 3-digit number.

· The unit (hours or days) of the quota types to be deducted is selected in the deduction rule. This unit must be the same unit as in the quota types to be deducted.

· Using the deduction priority, you can set priorities for deduction based on criteria such as quota type, validity start/end, and deduction start/end.

· Furthermore, you can store a specific sequence for quota deduction (up to 100 quota types in a certain sequence). If you want quotas to be deducted that are not listed explicitly, you can specify the sequence for subsequent deduction. The deduction sequence can be descending or ascending according to the quota type. First the special sequence is used, then the sequence for subsequent deduction.
· So that this special sequence or the quota type sequence for next deduction is taken into account, you have to set a priority for the quota type.

· If the deduction sequence no longer corresponds to the rule as a result of subsequent cancellations, you can use the RPTBPC10 report to restore it.

· Quota deduction rules are assigned to counting rules. Rules governing the deduction of absence quotas and rules governing the deduction of attendance quotas are assigned to a counting rule.

· The deduction rules for attendance quotas and those for absence quotas are each specified in separate areas.

· You have two options in each area for specifying deduction rules: You can specify deduction rules that,

· Govern the deduction of quotas up to the existing entitlement in the Absence Quotas (2006) and Attendance Quotas (2007) infotype.

· Regulate deduction from quotas over and above the existing quota entitlement

· Note: Prerequisite is that the period entered for the corresponding quotas has a negative lower deduction limit (Negative deduction to field in the Absence Quotas (2006) and Attendance Quotas (2007).
· Note:

· The deduction rules in the Within entitlement and Over entitlement fields within the same block must deduct from attendance/absence quotas using the same time unit. In contrast, deduction rules for absence quotas and those for attendance quotas can use different time units.

· To assign a counting rule to an attendance/absence for determining payroll hours and days, choose the Assign Counting Rules to Absence Types (or Assign Counting Rules to Attendance Types) activity. You assign a counting rule to the attendance/absence type in the Counting/Quota Deduction section.

· To activate quota deduction, set the Quota deduction indicator. Then the system accesses the applicable deduction rules in the counting rule (quota deduction rules for absence quotas in the case of absence types, and the quota deduction rules for attendance quotas for attendance types). The corresponding attendance/absence type is deducted from the quotas in the Absence Quotas (2006) and Attendance Quotas (2007) infotypes according to the specifications for quota deduction rules.

· If you want quota deduction to be continued after the end date of the quota interval, activate the Deduction over interval end field. The deduction is carried out as long as the start date for the applicable attendance/absence record lies within the deduction interval of the quota.

· Example: For the Leave absence type, the counting rule 010 is specified for determining payroll days and hours. Rounding and deduction rules are assigned to this counting rule. Because quota deduction is activated for the absence type Leave, the recorded time is deducted from the absence quota according to the deduction rules for absence quotas stored in the counting rule.

· . Describe the methods for accrual of attendance and absence quotas

· Business Example

· In your enterprise, employees are granted different attendance and absence entitlements for leave, educational leave, and so on. First, you need to create these different quota types. Furthermore, you want to use default values to accrue employees. absence entitlements, and have absence entitlements accrued auto by a report. To do so, you must create the applicable rules in the system

· There are various methods available for granting absence entitlements to employees:

· By manually recording absence entitlements in the Absence Quotas infotype (2006), where absence entitlement is granted to employees individually based on special criteria
· By setting default values for entitlements when creating records in the Absence Quotas infotype (2006)

· By auto accruing absence entitlements. The entitlement determined has to be changed only in exceptional cases.

· An addl two methods are available to auto accrue time off credits:

· Using the RPTQTA00 report, you can generate time-off entitlements for groups of employees granted for all the relevant employees in advance. One such example is annual leave, which is granted in advance for one calendar year.

· If time evaluation (RPTIME00) is in use, you can also permit time-off entitlements to be determined proportionately after a calculation period is completed. Standard leave is an example where entitlement inc for each employee at the end of a calculation period. In this process, as opposed to the general granting of leave in advance, employees receive their time-off entitlement after they have "worked for it."
· Attendance quotas are specified manually in the Attendance Quotas infotype (2007).
· The method used for accruing absence entitlements depends upon whether absence entitlement is granted in a lump sum in advance or proportionately after a calculation period has been completed.
· Where absence entitlement is granted in its entirety in advance, the total entitlement for a subsequent period (such as a calendar year) is accrued at one time in advance. The entitlement is immediately available in the Absence Quotas infotype (2006). The system can calculate the entitlement on the basis of the employee.s HR master data, such as age or seniority.

· If you use time evaluation, you can take account of completed time data from past periods. If an absence entitlement is granted in its entirety, you can manually overwrite the generated data records in the Absence Quotas infotype (2006).

· If you use time evaluation, you can determine time-off entitlements proportionately after a calculation period is completed. Unlike advance, lump sum entitlements, in this method, employees are granted their entitlements only after they have already "worked" for them. Current time data can also be used as the basis for determining entitlement. An employee, for example, might be entitled to 1.5 days of time off entitlement after having worked his or her planned hours for each payroll period. The period for which the credit is calculated and the time at which the quota is stored in a record in the Absence Quotas infotype (2006) are independent of one another.

· Absence quotas can be filled using generation rules or default values. 

· You must specify for all quota types whether they are to be accrued auto using time evaluation, or manually, or using the report RPTQTA00 (Generate Absence Quotas).

· You must specify in the IMG before calculating absence entitlements that quota types accrued either manually or using the RPTQTA00 report are not to be generated in time evaluation.

· When granting general absence entitlements in advance using default values or the report RPTQTA00, the system determines the quota type, quota number, and validity and deduction periods from Customizing tables.

· You can use the quota type selection rule group to control absence quota type selection based on the employee’s org assignment. By using different quota type selection rule groups, you can define different rules for quota selection.
· In manual accrual of quotas using default values and for quota accrual by report RPTQTA00, the quota type selection rule group is determined using the QUOMO feature. You use the QUOMO feature to define which quota type selection rule group your employees are assigned to, based on their org assignment. In a subsequent step, you specify selection rules for the quota type selection rule group to control absence quota accrual.

· Example: Salaried employees are granted 24 days of standard annual leave for each year. In contrast, hourly-wage earners are granted 20 days of standard annual leave, with 2 days of addl leave. You make this distinction by assigning a different quota type selection rule group to the different employee subgroups (salaried employees, hourly-wage earners). These quota type selection rule groups are each assigned quota selection rules that determine what amounts of which quotas are to be proposed or accrued.

· Note: If you use time evaluation, you can also assign the quota type selection rule group in the time evaluation schema.

· Features are objects within the SAP R/3 System that determine a particular value, called a return value or result, by querying various per or data struct fields. The value is used to determine default values or to control certain system processes. In this way, features improve system flexibility.

· There are two options for accessing feature maintenance: By branching directly to feature maintenance from the IMG for Per Time Mgmt or Payroll. In this case, the feature called is always the one that is assigned to that step in the IMG.

· By accessing the feature maintenance transaction, PE03, directly. The Features: Initial Screen appears.

· Features are defined by the fol five elements, which must be maintained in the fol sequence when creating a feature:

· . Person responsible for a feature

· . Documentation for feature

· . Country/comp assignment of a feature

· . Struct of feature

· . Decision tree for feature

· In the decision tree of the QUOMO feature, you define which quota type selection rule group is valid for which employees. The decision rule in the feature can be structd according to various org elements, such as company code, per area, employee group, employee subgroup.

· Decision trees can be simple or very complex, depending on their function and the number of fields, operations, and decision criteria included.

· For employee group 1 and employee subgroup DU (salaried employees), the quota type selection group 20 is set; for all other employee subgroups, the quota type selection group 25 is set. This enables you to differentiate between employees with a different org assignment.

· Base entitlement/period: For each absence quota type, you can store a total entitlement (in days or hours) based on a specified period (such as a calendar year). Base entitlement is a theoretical value used as the basis for calculating accrual entitlement.

· Accrual period: This period describes the interval that applies to calculating the absence credit. The accrual period can be selected independently of the base period (such as payroll period, month, and so on). Accrual and base periods can also be identical.

· Accrual entitlement: The accrual entitlement is the absence entitlement calculated for an accrual period. The calculation of the accrual entitlement is based on the base entitlement. By comparing the base period and the accrual period, the system converts the base entitlement to the accrual period, and, in this way, determines the accrual entitlement. For example, the accrual entitlement (for a base entitlement of 24 days per year) is based on an accrual period of 1 month and 2 days.

· Specifying the accrual period depends on collective agreements, legal provisions, and internal company policy.

· The base entitlement represents the calculation base used to calculate the proportionate absence entitlement for each accrual period.

· The base entitlement can be determined on the basis of an employee.s age or seniority.

· If you want to define different base entitlements for each age or seniority interval, then you can summarize this in one rule. The individual intervals of the rule are differentiated by the assigned sequential number. They are delimited from one another by open-ended intervals.

· The base entitlement is related to a fixed period. It can be Based on a calendar year or any period of your choice Determined using time evaluation or payroll periods Determined on the basis of the accrual period

· To determine absence entitlements using default values or to accrue absence entitlements using the RPTQTA00 report, you can determine the validity and deduction periods for the quota types as follows:

· Default values are stored for the validity period for each quota type selection rule group. This means that the same validity period is proposed for all quotas that are proposed for each quota type selection rule group.

· These default values for the validity period are set up in the IMG in the SetUp  Automatic Accrual Using Report RPTQTA00 activity for each quota type selection rule group.
· The default value for the deduction interval is determined for each quota type. The start and end times for deduction are defined relative to the validity start and end. These default values for the deduction period are set up in the IMG in the Determine Validity and Deduction Periods activity

· In the Define Rules for Reducing Quota Entitlements activity, you define the reduction rules to determine the conditions under which a calculated entitlement is to be reduced.

· Reduction rules are used if employees do not have full entitlement to an absence quota because they:

· Worked part-time Were not employed for the entire period, that is, they had inactive periods of employment because they just started working at the company, or they left a company, for example

· Had certain absence times that had an "inactive" day status, such as unexcused absences. You indicate whether an absence is valuated as inactive time by using an appropriate absence type.

· Reduced working times can be identified using special absence quotas. You determine in absence quota type selection whether the reduced times are to be omitted or collected in other special absence quotas.

· In the Define Rules for Rounding Quota Entitlements step, you define rounding rules to round the quota entitlements determined by the system.

· You can define several rounding rules. A rounding rule is uniquely indicated by its 2-digit number and can consist of several complementary sub rules. The system runs through the sub rules until one is met.

· You define an upper and lower limit for the rounding interval in a rounding rule. In the two Incl. columns, you activate the switch to specify whether the upper and lower limits are to be included when calculating the interval. You enter the value to which you want to round up or down in the Target value column. In the Roll. column, you indicate if the interval is to be rolled, that is, copied to all subsequent intervals, by activating the switch. In this way, the duration of the intervals is always included.

· These rounding rules are also used when determining attendance/absence hours and days in attendance and absence counting.

· The rules for quota selection are defined according to the per subarea and employee subgroup groupings.

· Note: The per subarea grouping for time recording is located in the Time Evaluation section of the IMG.

· In addition, these rules are defined based on a quota type selection rule group. The quota type selection rule group is set in the QUOMO feature on the basis of the employee.s org assignment. Selection rules are stored for the quota type selection rule group to determine the quotas to be accrued, the amounts, how they are rounded, and so on.

· Quotas are accrued for the applicable employees using the RPTQTA00 report or default values for creating quotas are determined according to the selection rules.

· In a selection rule for quota types, you make the fol settings:

· In the Applicability tab, you define the conditions under which the selection rule is to be used (dependent on employee.s hiring date or only for employees in a certain challenge group 

· In the Accrual period tab, you define the accrual period for determining the entitlements.

· In the Base entitlement tab, you specify a previously created rule for base entitlement to set the applicable base entitlement (depending on age and seniority, if required). This base entitlement is used to determine the accrual entitlement. You can also specify how age or seniority is to be determined

· A preliminary accrual entitlement can be determined on the basis of the data in the first 3 tab pages. You can specify in the Further processing of accrual entitlement tab whether and when it is to be reduced – for part-time employees, for example - and whether it is to be rounded. To do so, you assign an appropriate reduction or rounding rule. You can also set a max value that is not to be exceeded.

· In the Total entitlement tab, you can also enter specifications regarding the total entitlement determined (rounding, max value).

· If you want to accrue several quotas with different quota types for employees with a certain org assignment, you can specify several selection rules for the corresponding quota type selection rule group. In each of these selection rules, you specify how quotas of a particular quota type are to be accrued depending on the specified conditions, taking the applicable rounding, capping, and reduction rules into account.

· You can use the RPTQUOTA_CHECK report to check your Customizing settings for quotas.

· It provides you with a quick overview of the settings for particular employees or groupings

· You can select data based on per numbers or quota type selection group, or by groupings such as the time Mgmt groupings of per subareas and employee subgroups.

· You can use the RPTQTA00 report to accrue quota entitlements in advance for groups of employees or for individuals.To do so, you must specify a generation interval to determine the validity period of the absence quota record or records to be created.
· The fol options are available for specifying the validity period:

· You can enter the start and end dates directly in the report selection screen to set the validity interval.

· You can enter the start date. The start date serves as the key date for determining the actual validity interval according to the validity interval specified in the IMG.

· You can make no entries (neither start nor end date). The system date serves as the key date for determining the actual validity interval according to the entries in the Validity Interval for Absence Quotas Customizing table.

· You run the RPTQTA00 report in one of the fol ways:

· It generates new infotype records directly in the Absence Quotas infotype or updates existing infotype records.

· It generates a batch input session to be processed at a later time.

· It is run in test mode. You can check the result in the output list.

· If you want to take advantage of time evaluation functions when generating absence entitlements, even if you do not otherwise use time evaluation, you can use the standard schema TQTA.
· All employees for whom absence entitlements are to be accrued using this schema must have the Time Mgmt status 7 in the Planned Working Time infotype (0007). In payroll, status 7 (Time evaluation without payroll integ) is handled as status 0 (No time evaluation) in time Mgmt.

· How quota entitlements are compensated

· You can also remunerate employees for remaining unused absence entitlements.

· You can access the quota overview from the Time data menu. You can use this function to maintain or display an employee.s attendance and absence quotas.

· The quota overview allows you to display or maintain the quotas that are assigned to an employee in a particular period. The overview includes the total entitlement, requested and remaining days, validity interval, and deduction interval of the quota, as well as an indicator showing whether the entitlement was accrued manually or auto.

· You can correct the manually recorded quotas (that is, those that are not accrued in time evaluation). You can also delete manually recorded quotas.

· In the Quota Compensation infotype (0416), you can remunerate employees for remaining absence entitlements that were not used up by absences.

· To compensate quotas, you specify various methods in Customizing that simplify recording of quota compensation. 3 different processes for deduction are available:

· Deduction according to an absence quota deduction rule for several absence quotas

· Deduction of all absence quotas of one type that are deductible as of a key date for compensation

· Deduction of absence quotas recorded manually

· In addition to determining which quotas are to be compensated, the amount of the compensation must also be determined. You have to assign an appropriately configured wage type for valuation in payroll.

· When compensation records are entered, the quota or quotas to be compensated are reduced by the specified value. The changes made to the quota remainder are indicated directly in the infotype.

· Records of the Quota Compensation infotype are valuated directly in the gross part of payroll.

16. . Cost Assignment and Activity Allocation-497-498

· Actual per costs are posted to the assigned cost center after the payroll results are transferred (cost assignment).

· . In your company, activities and tasks that are stored as times are allocated internally between two cost centers (activity allocation).

· In the Implementation Guide (IMG), you can specify which infotypes are permitted for integ with other areas.

· In time Mgmt, you can enter specifications for activity allocation (secondary cost allocation) as well as for cost assignment (primary cost allocation) along with employee time data. These options are available for certain time infotypes.

· Activities performed in an enterprise can be allocated internally. Activities to be allocated internally often include employee time data when employees work for another department. If these times (activities) are to be allocated between cost centers, you enter a receiver cost center and an activity type for valuating the activity performed. The activity type allows you to valuate the activity with a price (rate) in Controlling. The sender cost center (usually the employee’s master cost center) is credited and the receiver cost center is debited.

· Sometimes the sender cost center must be changed if an employee works for a different department and these activities need to be reassigned to a receiver cost center.

· The actual per costs are debited from the employee’s master cost center after the payroll results are transferred. In some cases, the costs (primary costs) must be reposted to a cost center that deviates from the master cost center. You can specify this. In this case, the monetary amounts derived from the infotypes (primary costs) are debited from the cost center specified in the infotype.

· In the IMG, you can specify for which infotypes you want to enter cost assignment specifications.

· The system reads these specifications to assign the monetary amounts derived from the infotypes to the applicable Controlling objects as primary costs.

· The Controlling objects are debited when the payroll results are transferred.

· You can link specifications for activity allocation to the fol infotypes:

· Absences (2001), Attendances (2002), Substitutions (2003), Availability (2004), Overtime (2005), Employee Remuneration Info (2010), and Time Events (2011).
· In the IMG, you can decide for which infotypes you want to activate cost assignment (primary cost allocation).

· To do so, you have to activate the switch for cost assignment by selecting the checkbox in Customizing.

· This is possible for the fol infotypes: Absences (2001), Attendances (2002), Substitutions (2003), Availability (2004), Overtime (2005), Employee Remuneration Info (2010), and Time Events (2011)

· This setting is relevant for time recording using infotypes as well as using the Time Manager.s Workplace..
· You can specify which Controlling objects are permitted when recording cost assignment specifications. The selected objects then appear in the cost assignment dialog box in the applicable infotypes. In addition, you can set attributes for the object fields, for example, if you want any of the fields to be mandatory.

· You might want to include different fields in the account assignment section of the screen for salaried employees than for hourly-wage earners.

· You can control this using the COBLT feature.This Customizing setting does not apply if you maintain time data using the Time Manager.s Workplace. In the TMW, the field selections for time data or detail info determine which fields (for account assignment specifications, for example) are available.
· In the Implementation Guide (IMG), you can specify for which infotypes you want to enter specifications for activity allocation.

· To use employee remuneration info for activity allocation, times must be recorded as a number of hours. If you only use employee remuneration info with amounts, then cost assignment is sufficient.

· You can use the RPTPDOC0 report to transfer these activity allocation specifications to Controlling and carry out an activity allocation (secondary cost allocation). In distributed systems, this transfer occurs asynchronously using ALE.

· The fol Customizing setting is only applicable when you record times by maintaining infotypes. It determines how the dialog box for entering activity allocation specifications is structd for the applicable infotypes.

· You can specify which fields you want to include in the dialog box for entering specifications for activity allocation. The selected objects then appear in the activity allocation dialog box in the applicable infotypes.

· In the standard system, the Company code, Business area, and Cost center fields are used for the sender; the Company code, Business area, Cost center, and Order fields for the receiver, plus the activity type. The controlling area field is displayed but is not ready for input.
· In addition, you can set attributes for the object fields, for example, if you want any of the fields to be mandatory.
· You can also set up the dialog box in other ways. You might require different fields in activity allocation specifications for salaried employees than you do for hourly-wage earners, for example. You can control this using the COBLT feature.

· This Customizing setting does not apply if you maintain time data using the Time Manager.s Workplace. In the TMW, the field selections for time data or detail info determine which fields (for activity allocation specifications, for example) are available.

17. . Time Manager’s Workplace (TMW)-417-434

· Recording Time Data: Infotype Maintenance in the TMW
· The Time Manager.s Workplace (TMW) provides an easy-to-use user interface for recording time data. Time data is recorded using intuitive time data IDs. The time data is still stored in the individual time infotypes.

· IDs are defined in Customizing to represent each type of time data. For example, a time data ID such as "OT" can be defined for an attendance type to be valuated with an overtime compensation type (such as basic pay for time off) in time evaluation. The time data ID is assigned to the Attendances infotype (2002) and subtype for this attendance type in Customizing. In addition, the overtime compensation type is also specified for the time data ID.

· Time data entered in the TMW using time data IDs can be processed in the Time Data Maintenance transaction and vice versa.

· Time data IDs can also be generic if corresponding subtypes are not specified. If time administrators use a generic ID for time data, then they are advised to specify more detailed info in the Details area.

· Time recording is decentralized in your company. Supervisors, foremen, and secretaries in individual departments manage the time data for a group of employees, in addition to their other responsibilities. You want time administrators to use the Time Manager.s Workplace to record time data.

· Some advantages of using the TMW are:

· All time data can be entered, corrected, or supplemented on one screen

· Intuitive navigation options

· Time data is recorded using easily recognizable time data IDs

· Time administrators can toggle between different views (such as the multi-day, multi-person, or one-day views to maintain time data)

· The Time Manager.s Workplace can be personalized, that is, you can customize the TMW to suit each user.s tasks, with the applicable functions available.

· Any addl specification for the time data can be entered in the Details area (such as activity allocation specifications for an attendance), if required. 

· The Messages area contains any messages or confirmations concerning time data entered by the time administrators. These messages can be info, warning, or error messages.

·  Depending on the type of info and the scope of functions you require in your enterprise, you can modify the TMW to reflect the task-specific needs of your time administrators.

· This is possible using profiles. Time administrators call the TMW using a profile that contains specifications for the scope of functions and the screen layout that will appear.

· The Calendar is used in the TMW to select the period for which time data is to be entered. When the TMW is accessed, a period is auto selected. You can define the length of this default period in the profile settings when customizing the TMW.

· The Employee List displays the employees assigned to the time administrator in his or her profile. From the employee list, time administrators select the employees for whom they want to maintain or display data.

· Depending on their profile settings, time administrators can be assigned several employee lists that they can toggle between.

· The profile determines whether or not, and according to which selection criteria, time administrators can create, change, or delete their own lists.

· The profile used to access the TMW also determines how the employee list is displayed on the screen.

· Addl info on your employees may be available (such as cost center, payroll area, work schedule rule, and so on).

· The employee list can be displayed in a tree struct or without a hierarchy.

· Time administrators can also temporarily add employees for whom they are not usually responsible to the employee list..
· The fol views are available for the Time Data area:

· The Multi-Day View allows you to maintain several days of time data for one employee.

· The Multi-Person View allows you to maintain one day.s time data for several employees at one time.

· The One-Day View allows you to maintain time data for one specific day for one employee.

· Two tabs are included for the Multi-Day View in the standard system:

· You can maintain time data stored in the Time Events infotype (2011) on the Time Events tab.

· You can maintain all other types of time data for all of the remaining time Mgmt infotypes on the Time Data tab. The time data from the Time Events infotype (2011) is displayed in pairs on this tab, however, they are only used for display purposes.

· The Time Events tab is not available in the One-Day View or the Multi-Person View.
· Time data is entered using intuitive time data IDs. This significantly reduces the administrative workload of time administrators. For example, you could enter "ILL" to create an illness record. The actual time data IDs that can be used for specific or general time data are defined in the Customizing steps for Per Time Mgmt based on the business requirements of your enterprise.

· Addl fields enable you to store addl info about the time data entered. The fields that are displayed are defined in the profile used.

· The time data entered using time data IDs is actually stored in the fol infotypes: Absences (2001), Attendances (2002), Substitutions (2003),

· Availability (2004), Attendance Quotas (2007), Employee Remuneration Info (2010), Time Events (2011), and Time Transfer Specifications (2012).

· In the Time Data area of the TMW, day dominants are used to represent the most important info that applies to each day. The focus is on the employee’s availability. Day dominants always represent info that applies to an entire day. They are available for use in the One-Day, Multi-Day, and Multi-Person Views.

· If you collapse the time data for a specific day, only the dominant info for that day is displayed. If you expand the day’s data, all of the time data for the day in question is displayed. An addl blank line appears on the screen, in which you can enter more time data.

· The weekly calendar displays the date in the top row. The row also displays public holidays, taken from the holiday calendar assigned to the employee.

· The day dominant is displayed in the row below. It is defined as it is represented on the Time Data tab page. Then, the full-day records of the Attendances or Absences infotype are displayed. (If there are none, the planned working time is displayed.)

· The annual calendar provides the broadest overview of your employee’s working times. You can view time data for an entire year at a glance.

· You can check the shift pattern of the assigned work schedule and the vacation planning, and also maintain data such as a change in leave or an illness over a longer period of time,

· Generic time data IDs:

· You should only define these types of time data IDs for data that is regularly used by time administrators. Time administrators can also use these generic time data IDs for other types of time data and then use them

· Example: There are two different time data IDs used for the most common types of attendances in your enterprise. A generic time data ID is used for all other attendances. When one of these more seldom used attendance types must be used, time administrators simply enter a generic time data ID and then further specify the type of attendance in the Details area.

· Display objects (that is, individual info) that are displayed together can be grouped in a layout (called an InfoGroup).

· Profile methodology allows you to modify the appearance and certain functions of the Time Manager.s Workplace. Users always access the TMW using a profile, which defines the folowing:

· The initial date that appears when the TMW is accessed

· The employee lists available to the time administrator

· The fields, columns, layouts, views, and functions in the individual screen areas of the TMW

· Whether users can switch between various time data ID subsets

· Time data IDs can be individually defined for the types of time data in the TMW. If you want to use different time data IDs in different enterprise areas, then you can create several definition sets, which can, in turn, be subdivided into different subsets.
· A profile and a combination of definition set/subset must be assigned to each time administrator.

· Parameter transactions are created in which a profile and a combination of a definition set and subset for time data IDs are stored. These parameter transactions can also be used in role maintenance. If a role is assigned to the time administrator, the profile that is used to access the TMW and which time data IDs the time administrator can use depend on the parameter transactions assigned to that role.

· You can use the user parameter PT_TMW_PROFILE to specify for each user the profile used to access the TMW; the user parameter

· PT_TMW_TDLANGU determines the combination of definition set/subset the user can use.

· If values for the profile and the definition set/subset are not specified either in the assigned role or in the user parameters for the user, then the system queries this info when the user accesses the TMW. The user must then enter the appropriate values. The system stores these values in the user parameters and uses them from then on each time the TMW is accessed by that user.

· When a time administrator calls the TMW for the first time, the system auto queries which profile and which combination of definition set/subset for time data IDs are to be used by the application. These specifications are mandatory. Therefore, you must create the profiles and time data IDs that you require in your enterprise. Determine which tasks your time administrators have to carry out.

· You should enter generic time data IDs for each infotype or personal work schedule for the types of time data for which you do not want to create your own time data IDs.

· You store the employee selections in each profile.

· Time administrators require time data IDs to record time data.
· You can define the exact type of time data that the time data ID stands for.
· Time data IDs do not need to be defined the same across your enterprise.

· If enterprise areas want to use different time data IDs, you can create definition sets for the individual areas. Then time data IDs can be defined for these definition sets. Definition sets allow the time data IDs to be used independently in different areas of your enterprise.

· Example:

· An international company uses the time data ID "VAC" for vacation, "OT" for overtime, "AV" for availability, and so on. The German subsidiary, however, uses the time data IDs "U" for vacation, "M" for overtime, and "B" for availability. In this case, two definition sets are created.

· Within a definition set, you can also define different subsets for time data IDs to differentiate between the time data IDs within one enterprise.
· Each time data ID must be assigned to one of the fol data categories: infotype (IT), time pair (TIMPAIR), or work schedule rule (PWS).
· In addition to the data category, a data type must be entered, and addl info that uniquely identifies the type of time data.

· The fol are examples of data types that are available for the data category Infotype (IT):Absences (2001), Attendances (2002), Substitutions (2003), Availability(2004),
· Attendance Quotas (2007), Employee Remuneration Info (2010), Time Events (2011), and Time Transfer Specifications (2012).
· The data category Time Pair (TIMPAIR) can only be used in combination with the data type Time Pair.

· The data category Work Schedule Data (PWS) can only be used in combination with the data type Inactive. The system uses this type of time data ID to display employees who are not active employees, that is, they have left the company during this selection period.

· You can create generic time data IDs. The data type attributes are not required for these types of time data IDs. Generic time data IDs are used for time data that is infrequently entered or processed by time administrators.

· Time data IDs are created for each definition set. Definition subsets specify the fol:

· Which time data IDs can be entered (specific ID has priority or can be changed).

· Which time data IDs are used for display purposes only ("display only")

· Which time data IDs are not to be used for this subset ("Inactive")

· If employees are to enter time data IDs, you must define them as the default or an input ID:

· If several characteristics exist for one time data ID (such might be the case for "LV" for annual leave (infotype 2001, subtype 0100) and Educational Leave (infotype 2001, subtype 0190), then you must indicate that one of these characteristics is to be the default (for each combination of groupings for per subarea and employee subgroup).

· In the third new activity, you assign the layout of the time data ID list to the profiles.

· You therefore use the profile used to access the Time Manager’s Workplace to control the layout available to the time administrator for the time data ID list.

· SAP delivers 3 sample profiles in the standard system: SAP_XX_TIME_ADMIN (Time Data Maintenance),

· SAP_XX_TIME_AD_GRP (Time Data Maintenance for Groups) and

· SAP_XX_WORKLIST (Message Processing)..

· The initial period to be used every time the TMW is accessed is stored in profiles the initial period can be extended by up to one week in each direction. The same applies if you enter one month.

· The person selection period is calculated on the basis of the respective initial period. If you do not specify the Person selection period relative to initial period, the system selects the employee list for the period that you defined as the initial period. The entries for the person selection period relative to initial period cause the person selection period to be extended from the start date of the initial period backwards into the past, or from the end date of the initial period to a future date.

· The individual employee selections are defined using selection IDs.

· In the standard selection, several employee lists (selection IDs) can be available to the time administrators. You do this by grouping the selection IDs.

· In one of these groups, you can indicate that an individual selection ID is user-specific or available to all users. User-specific selection IDs are only valid for the user entered; user-independent selection IDs are valid for all users.

· Selection IDs can be defined based on infotype tables, struct reports, or special function modules. These 3 types of selection IDs can be combined any way you require.

· To define a selection ID based on a table, you can use the fol types of fields: infotype fields, addl fields, text fields, or fields specific to SAP Query (addl fields, addl table fields, and alias table fields). You can also define ranges that restrict the amount of objects to be processed for selection IDs based on tables.

· Selection IDs based on a struct correspond to a structural evaluation, that is, a start object and an evaluation path are used determine per numbers.

· Selection IDs based on a function use a function module to collect data.

· Note: The selection based on the time administrator.s ID is already included in the standard system.

· Using the interactive employee selection function, time administrators can create their own employee lists according to specified criteria.

· To be able to do so, they must have a group for interactive in their profile that they use to access the TMW. An infoset and optional selection IDs can be stored in a group for interactive selection. Time administrators can create their own employee selection using the criteria of the infoset and any specified selection IDs (templates).

· An infoset provides time administrators with addl selection criteria (fields) to create their own employee selection.

· If time administrators want addl employee lists (selection IDs) as templates for their own selections, then the corresponding selection IDs must be stored in the group for interactive selection.

· The standard system contains the group TMW_INTERACTIVE with the infoset /SAPQUERY/HR_XX_PT_TMW.

· To allow time administrators to view addl info about their employees regarding time accounts, time and labor data, and HR master data in the TMW, you must first define this info as display objects.

· Display objects can be used in the layouts for Employee Data, for the columns in the Employee List, and for message processing. You can define display objects for HR master data, time accounts, and time and labor data.

· The standard system contains standard display objects; you can define addl display objects if required.

· In a display object for HR Master Data, you specify the field whose values you want to display, in relation to an infotype and, if required, subtype.

· To display time account balances, you must first define quota types for reporting. A quota type for reporting provides a consolidated view of quota data (attendance and absence quotas and monthly totals), in which you can group several quota types in one quota type for reporting. You then define the quota types for reporting as display objects.

· To be able to display time and labor data, you must first define time types for reporting. In a time type for reporting, you can group employee time and labor data (such as attendances and absences, time types, and wage types). You then define the time type for reporting as a display object.

· Time types and quota types for reporting are used for simulated infotypes and to transfer time and labor data to the SAP Business Info Warehouse (SAP BW).

· The info to be displayed in the calendar is divided in the activity into info blocks such as the dominant, planned time, data without clock times (such as full-day records, employee remuneration info), and so on. You can decide which of the info blocks you want to be displayed and their sequence.

· In the third step, you specify the info that you want to output in the dominant row of the daily, weekly, and monthly calendar. You can vary the amount of info displayed according to the calendar type.

· You can output fields from the fol infotypes in the dominant row:

· Planned Working Time (infotype 0007)

· Absences (infotype 2001)

· Attendances (infotype 2002)

· Substitutions (infotype 2003)

E. Essentials of Payroll (++)

8. . Entry of per payroll data-25-26

· Payroll data is changed when an employee:

· . Enters the company

· . Changes org assignment

· . Changes personal data

· . Works overtime or takes leave
· During an employee’s employment relationship a series of events take place. These can be relevant to remuneration. If these events occur in the payroll past, they trigger retroactive accounting.
· If an employee leaves your enterprise you should not delimit info regarding their remuneration and bank details immediately, as you may need this info in the event of a retroactive accounting salary change.

· When an employee rejoins the company he or she is given their old per number again so that it is possible to have the employee’s complete history.

· A hiring action consists of a series of different infotypes. Each country is assigned infotypes that are country-specific. They enable you to enter tax data, for example.

· If you set your user parameters for a particular country, such as 01 for Germany or 10 for the USA, the system accesses the correct per actions, which include all of the relevant country-specific infotypes.

· Employee data can be changed in any payroll period. Such changes may be concerned with transfers, substitutions, inc or decreases in basic pay, or simply corrections. New data is either created or copied, while corrections are made by changing existing data. Sometimes, the data must be entered in a series of infotypes. At other times, you are only required to access a single infotype.

· Do not forget that changes made to infotypes that are relevant to payroll, in periods for which the payroll has already run, auto trigger retroactive accounting.

· Deviations from the work schedule usually constitute the largest share of tasks that are periodically performed in a Human Resources department.

· In the system itself, such deviations take the form of time data, such as hours or days, or remuneration data. To ensure that the correct amount of time in lieu and overtime payments are available, it is important that they are entered in the system at the right time.

· The fol infotypes are used to enter data that deviates from the work schedule:

· Absences - 2001: Used to enter an employee.s absences

· Attendances - 2002: Used to enter an employee.s attendances

· Substitutions - 2003: Used to enter substitutions, such as when an employee works a different shift.

· Availability - 2004: Used, for example, to enter times at which an employee is available for duty in addition to his or her regular shift.

· Overtime - 2005: Used to enter start times and end times for addl working hours. The system auto generates wage types in accordance with rules that can be specified in Customizing.

· EE Remuneration Info - 2010: Used, for example, to enter overtime manually.

· Monthly Calendar - 2051: Used to enter attendances and absences in a monthly overview screen.

· Weekly Calendar -2052: Used to enter attendances and absences in a weekly overview screen.

· Fast data entry enables you to create and maintain the same infotype record for more than one employee at the same time. All of the various types of processing (creating, changing, copying, deleting, and locking/unlocking) are available.

· There are four different ways of selecting the per numbers to be processed:

· . You can enter the per numbers directly in the fast entry screen

· . You can list the per numbers yourself before maintaining the fast entry screen

· . You can use a report to list the per numbers on the basis of specific search criteria

· . You can choose your own selection criteria using the Ad Hoc Query

· Payroll Prerequisites:

· . Master data and time data: wage types, work schedules, and infotypes

· . Admin: payroll areas, payroll periods, and payroll control records

· . Subsequent activities: Bank details, cost centers, remuneration statements

9. . Organization and live payroll run-41-42
· Payroll runs can be carried out at different times (for example, at the beginning of the month) and with different frequencies (for example, monthly).

· . Payroll consists of different phases which take place one after the other.

· . Payroll is controlled using payroll areas and payroll control records

· You must make some basic settings in Customizing to be able to run payroll in the SAP System.

· A period parameter and a date modifier are assigned to each payroll area. The period parameter determines whether payroll is run monthly, bi-monthly, weekly or for several weeks. Each period parameter used is assigned to a time unit. The values for the time units are defined (monthly, semi-monthly, weekly, bi-weekly, every four weeks, and annually)
· Payroll periods must be generated for each combination of period parameters and date modifiers assigned to a payroll area. 

· . You must create a control record for every payroll area. This control record controls the individual stages of payroll.

· The SAP HR System uses payroll areas to group together employees for whom payroll is run at the same time, and also to set the dates for the payroll period. Employees from different employee subgroups can belong to the same payroll area.
· For example, an organization may pay employees on a monthly and weekly basis so at least one monthly and one weekly payroll area must be created. You must also create payroll areas if you want to run payroll for employees at different times.

· The payroll area is used as a selection criterion for many payroll processes.

· For example, for the payroll run, the remuneration statement, and evaluation reports for the payroll run.
· If you want to select fewer employees for a payroll run or other evaluations, you can also use addl selection criteria, for example, the cost center, or employee subgroup. (However, such a selection is only suitable for test and simulation purposes, as the payroll control record is not taken into account).

· The ABKRS feature delivers a default value for the Payroll Area field in the Org Assignment infotype (0001)

· A payroll period determines the period for which a payroll result is created. The length of payroll periods can differ, for example, a payroll period can be a month, a week, or fourteen days.

· The exact start date and end date of the periods must be defined for the payroll areas.

· Payroll Control Record: Status
· You must create a control record in Customizing for each payroll area before it can be used.

· The  control record performs the fol functions In payroll:

· . Defines the payroll past for retroactive accounting recognition.

· . Locks master data and time data so no changes can be made during the payroll process. The lock is valid for the payroll past and the payroll present. Changes affecting future payroll runs are still possible.

· . Defines the earliest possible retroactive accounting date for each payroll area.

· You must pay particular attention when creating the payroll control record in your live system. The payroll period used to create the payroll control records must be one period before the period in which you want to go live.

· Each employee has an individual payroll status. The nec data is stored in the Payroll Status infotype (0003). This infotype is created auto as part of the Hiring action and is auto maintained for each payroll period. You will rarely need to make changes to master data. Occasionally, however, you may need to enter employee-specific info relating to Payroll or Time Mgmt, so it is possible to change particular fields in the Payroll Status infotype manually.

· . The payroll driver enters the end date of the last completed payroll period in the Accounted to field.
· . If master data is changed, the system enters the appropriate date in the Earliest MD Change field. This date is deleted after each completed payroll run.

· . The payroll driver flags the Payroll Correction field if a per number has been rejected, or you have entered data during the correction phase of the payroll run. The employee is entered in the correction run with this indicator and if payroll is subsequently completed successfully, the indicator is removed. If changes are made in Customizing, the Payroll Correction indicator is not set. (For example, a pay scale table change).

· The retroactive accounting limit determines the exact date until which master data and time data can be changed in the payroll past. 
· The retroactive accounting limit is based on the fol values:

· . Per payroll area (payroll control record): Earliest possible retroactive accounting period Employee hiring date

· . Per employee (Payroll Status infotype): Earliest personal retroactive accounting date

· If the date set for each payroll area differs from the date specified for the employee, the later date is used.

· The absolute retroactive accounting limit for an employee is the hire date.

· Payroll runs are performed using the payroll area to which the employees are assigned who are remunerated at the same time.

· . A payroll control record must be created for every payroll area. This control record controls the individual stages of payroll.

· . The payroll control record and the payroll status infotype are relevant for retroactive accounting.

10. . PayrollProcess-59-60
· During the payroll run, master data and time data changes that affect the payroll past and payroll present are not permitted. The payroll program reads the master data and time data infotypes, which means that changes affected during the payroll run could jeopardize the accuracy of the payroll results. It also means that you must not run payroll during master data maintenance. This is controlled by the payroll control record.

· The relationship between the menu and payroll control record is as follows:

· When payroll periods are counted in the control record, simulation runs are ignored. Furthermore, simulation runs do not lock master data. You are not required to use the Release Payroll and Exit Payroll functions when simulating a payroll run. The results of a simulated payroll run are not written to the database. Instead, they are displayed in the payroll log.

· Simulating a payroll run enables you to display and print the remuneration statement.

· If you choose the Release Payroll function from the menu, you are prevented from changing infotype data records if such changes affect the past or present. This lock applies to the per numbers included in the payroll area concerned. Changes that affect the future are still permitted.

· If the status of the payroll control record was previously Exit Payroll, the Release Payroll function also has the effect of increasing the period in the payroll control record by 1.

· The payroll area is used to determine the payroll period with exact dates as well as to select per numbers. For this reason you have to enter the payroll area in both the Payroll Period and Selection sections.
· When a live payroll is run, you are not required to enter the payroll period. Instead, the system uses the payroll area and the control record to determine the payroll period auto.

· Alternatively, you can enter a different payroll period (for a simulation run).

· You must make an entry in the .Forced retroactive accounting as of field if a retroactive run is to be carried out that will not be auto recognized by the system (for example, changes in Customizing tables).

· The .payroll schema describes the sequence and the contents of a program procedure. It consists of a list of statements and links to sub-schemas and functions, which are described in more detail using parameters. The program processes the specified per calculation schema step for step, that is, sequentially.

· If the .test run. flag is set, no changes are made to the database. That is, the function UPD YES is overridden. This also affects the newly-generated schema. This flag must be set during a payroll simulation run. It must not be set during a regular payroll run.

· The payroll results are displayed in a tree struct. This makes it easier for you to analyze and get an overview of the payroll results.

· The log includes a table of contents, which is presented as a tree struct.

· The nodes within the tree struct enable you to access the detailed info that you require. 

· If you display a detail view of a processing step, you can choose within the log between the input data, data processing, and the output data.
· You can save your own per settings for the log tree and list as a variant.

· If an error occurs when a per number is processed, the log is expanded at the appropriate place and an error message is displayed.

· Matchcode W provides a list of all per numbers in the selected payroll area that have been rejected by the payroll run because of incorrect data. This means that the payroll has not run for them successfully.

· Per numbers are also included in matchcode W if per data is changed in the correction phase of the payroll run.

· By choosing Check Result, you ensure that changes cannot be made to payroll data if they affect the present or past. This function also locks the payroll accounting area concerned to prevent you from including it in a payroll run, that is, you cannot start the payroll. .Freezing the payroll in this way enables you to check the payroll results.

· If you choose Corrections in the menu, you release the infotype records assigned to the selected payroll area for correction. You must choose this function if infotype data needs to be changed because per numbers were rejected during the payroll run. In the correction run you choose Search Helps and all of the per numbers requiring correction are displayed. You can perform up to 99 correction runs. If you need to know how many runs have been performed, see the Run field in the payroll control record.
· After you have corrected the data, you must release the payroll. This causes the per records to be locked again; the last payroll period is not incl.

· You then choose Start Payroll to run payroll again for all the per numbers included in match code W (that is, per numbers for which the master data was changed

· The Exit Payroll function enables you to re-release infotypes so that they can be maintained for the past and present, and the payroll area is locked for the start of the payroll run. You cannot exit payroll until the payroll has run successfully for all of the per numbers assigned to the selected payroll area (which means that matchcode W is empty). If you attempt to execute this function and rejected per numbers still exist, the system displays an error message.

· After you have exited the payroll, you can only change data for the period in question by performing retroactive accounting in a subsequent payroll period.

11. . PayrollReports-79-80

· After each payroll run, the HR department sends each employee a remuneration statement listing the individual payments and deductions. In addition, further evaluations of the payroll results are carried out.

· You can display the contents of all tables and field lists for any payroll cluster.
· . The selection of tables to be displayed can be temporarily saved so that it does not take as long to call up the tables.

· . Archived payroll results are included in the display.
· . You can include loan wage types in the display 

· System enables you to create remuneration statements for your employees. A remuneration statement contains a clear list of payments and deductions effected during a payroll run for an employee.

· The remuneration statement is usually created after the payroll run, but before payment is effected. If you perform more than one payroll run in a period, you can create remuneration statements after each payroll run. 

· Customizing enables you to determine the format, struct, and content of the forms you want to use.

· Standard system also enables you to create personal or general notifications for your employees that are printed on the remuneration statement as addl info. They can be standard texts, such as general info from Mgmt or birthday greetings. You enter any addl info in the Notifications infotype (0128).

· System enables you to create payroll accounts for your employees. A payroll account contains tables of payroll data for one or more employees for one or more periods. Just like the payroll form, the payroll account is created on the basis of the existing payroll results. This means that you can create the payroll account at any time and as often as required. A payroll account is usually created at the end of the year.

· It is also possible to create a payroll account for each payroll period.

· The report used to create payroll accounts enables you to view detailed info on payroll results, and to access a remuneration statement directly from the payroll account display screen. By double-clicking on the payroll results for a period, you access the corresponding remuneration statement. 

· System also enables you to create a payroll journal for your employees. A payroll journal contains the payroll data for several employees for one period. A payroll journal is usually created at the end of a period. 

· The wage type statement enables you to cumulate and sort wage types from payroll results according to various org criteria. The evaluation shows the current wage type values (number and amount) for a specific period. The RT and CRT results tables can be used in the wage type statement for the relevant payroll results.

· The standard display does not use a form and can therefore not be changed in Customizing. However, it is possible to use a customer-specific form to display cumulation statements. To do this, you must specify the form name in the relevant parameter. By specifying a reference period, you can display absolute and relative differences between two payroll periods.

· You can evaluate wage types for more than one period using the wage type distribution, that is, you can display the progression of individual or several wage types over several periods. You can also cumulate and sort wage types according to various org criteria. 
· The wage type reporter is a flexible tool for wage type evaluations. In the future, it will replace the wage type statement and the wage type distribution. You can display wage types for a specific period with in-period or for-period views. The evaluation can be formatted using the list viewer and exported to an Excel file. 

· HR reporting tools, such as the Ad Hoc Query and SAP Query, enable you to perform simple evaluations for selected payroll results. 

· Apart form payroll infotypes that are valid internationally (for example, Payroll Results infotype 0402) there are other infotypes that are country-specific. The infotypes have four fixed fields: Country Grouping, Payroll Area, Currency, and For-period. You can use Customizing to define all other fields.
· The Ad Hoc Query is a simple and powerful aid for evaluating data from Human Resources Mgmt. By enabling you to choose selection fields and output fields, the Ad Hoc Query allows you to access data from all areas within Human Resources Mgmt.

· The Ad Hoc Query can be used for both master data and recruitment.

· . There are different reports available to evaluate payroll results. These are:

· . Display Payroll Results

· . Remuneration Statement

· . Payroll accounts and payroll journals

· . Wage Type Evaluations

· . Evaluate the payroll results using the Ad Hoc Query

12. . Transfer of payroll results to Accounting-93-94

· After payroll has run successfully, the payroll results must be transferred to Accounting.

· . The Financial Accounting department must be informed of the payroll costs so that financial resources can be administered.

· . The Cost Accounting department needs to know where the costs arise so that budgets can be monitored.

· Payroll Posting groups the payroll results that are relevant for Accounting into documents, and posts them to the Accounting comps.

· Posting payroll results to Accounting is one of the subsequent activities performed after a successful payroll run. It usually takes place once each payroll period. When the results are posted to Accounting, all posting info is selected from the payroll results, summarized, formatted, and posted to the integrated accounting comp.

· The Financial Accounting department is interested in the flow of payments. The payments are posted according to the type or identity of payee, and due date of the payment. Financial accounting also provides an overview of resource allocation within the enterprise
· The Cost Accounting department is interested in the classification of costs according to type (cost center = G/L account) and the assignment to cost centers or other account assignment objects (addl account assignment).

· Posting info is stored in master data using a series of different info types.

· You can store a different cost center in the Recurring Payments and Deductions, Addl Payments and Remuneration Statements infotypes.

· Each employee’s payroll result contains different wage types that are relevant to Accounting: 

· . Wage types such as standard salary, bonuses, and overtime represent exp for the company, which are posted to a corresponding exp account.

· . Wage types such as bank transfer, transfer of capital formation savings payment, employment tax, employee.s contribution to social insurance, and so on, are the employer.s payables to the employee, the tax office, and so on, and are posted as credits to a corresponding payables account.

· . In addition, there are wage types such as the employer.s health insurance contribution, which represents an exp for the enterprise and, at the same time, a payable to the social insurance agency. For this reason, such wage types are posted to two accounts: once debited as an exp, and once credited as a payable.

· You can differentiate between posting wage types (for example, production wages, salaries, bank transfers, and so on) their cost assignments and cost center assignment info.
· After you have run payroll, you can post the results to Accounting.

· This process is completed with the posting to Financial Accounting (FI) and reworking in Cost Center Accounting (CO).

· Posting Process

· . Create documents

· . Check documents

· . Delete documents or post addl employees as required(Release documents( Double-click a line to view background info, if required(Post documents(Check completeness

· The fol activities must be performed when posting payroll results to accounting:

· . Create posting run(Editpostingrun(Checkpostingrun(Checkpostingdocuments(Release posting documents(Post posting run(Check completeness of postings(Subsequent activities in financial accounting

· When the documents have been successfully created, it is still possible to recreate the summarized info contained in the posting document. This is useful if a revision is nec.

· A posting run can be performed as

· . A test run without documents (T)

· . A simulation run with simulation documents (S)

· . Aproductiverun(P)

· In a simulation and productive run, the system checks all HR and FI tables and the posting info in master data to determine whether they exist and whether they are consistent.

· In a test run, the system checks only whether the balance of exp and payables is zero, as it should be.

· When you choose Execute Run for a productive run, the system performs the fol steps:

· . It creates a posting run

· . It evaluates the payroll results

· . It creates payroll documents

· . It flags the payroll results of the evaluated employees

· . It generates index info

· The sequence of evaluations for posting to accounting should correspond to the sequence of payroll periods. It is usually sufficient to set the current period as the payroll period.

· . You can only run a live posting run once per per number and per payroll period. If you want to repeat a live posting run, you must first delete the existing run.
· . However, you can simulate a posting run for the same per numbers in the same period as often as required.

· You create posting variants in Customizing for Reporting & Posting Payroll Results to Accounting..

· You access the Posting Run Overview screen by choosing Edit Posting Run.

· . Status: If the posting run has a status other than .Documents created., an error has occurred when creating the posting run..

· The standard system only displays the posting runs that have been created and not yet posted. 

· You can display the line items of the posting document by double clicking a posting document.

· Displaying Accounting Documents
· The fol activities have still to be carried out in Financial Accounting after the payroll results have been posted to Accounting:

· . Comparison of transferred and posted payables.

· . Check withholdings for advance payments.

· . Check withholdings for claims.

· . Clearing of cross-company-code transactions: Cross-company-code transactions are cleared by balancing the document split account and the recalculation difference. This functionality is supported only in an integrated system.
· You can access Financial Accounting documents directly.
· You use the completeness check to determine:

· . Whether payroll results that have not been selected were generated in the selection period

· . Whether posting runs that do not yet have the status Documents posted exist
· If you discover, after the documents have been posted successfully, that the data posted contains errors, you can reverse the documents for the corresponding posting run. When you reverse a document, a reversal document is created for every original document of the posting run.

· Result of reversal: Reversal documents are created that contain all the line items of the original documents with reversed signs. The original documents and the reversal documents are administered by the same posting run. The reversal documents are transferred to Accounting, where they are posted. The original, incorrect posting is then deleted. All flags are removed from the payroll results in question. The corresponding indices are deleted. Links to the corresponding original documents are entered in the reversal documents. You can see these links when you show the Reversal Documents column from the document list.

· Within Payroll, exp are generated, which have corresponding payables. These exp and payables are posted within Financial Accounting. For example:

· . Wages and salaries (2,950.00) are posted to the Salaries Payable (2,600.00) and Taxes Payable (350.00) accounts.

· Posting must be performed to credit the payables account and debit the bank account.

· Depending on the transaction, payment either takes place auto or manually. For example:

· . Wages and salaries payable (2,600.00) to the Bank Clearing Account (2,600.00)

· . Taxes payable (350.00) to the Bank Clearing account (350.00). If all subsequent activities have been performed successfully, the payables accounts are then balanced..

13. . BankTransfers-119-120

· Payment amounts must be transferred from the company bank account to the employee bank account.

· . Some employees are paid using bank transfers, while others receive their remuneration by check.

· The data entered in the Bank Details infotype (0009) determines whether a check or bank transfer is generated. The Payment Method field determines whether payment is made by check or bank transfer. Subtype 0 contains the main bank details.

· If an employee wants to distribute his or her salary between two different bank accounts, you must enter infotype 0009 again using subtype 1 (Add. bank details).

· When subtype 1 is used (addl bank details), you must specify the percentage of the salary or the fixed amount to be transferred to this bank. The remaining amount is then transferred to the main bank.

· The Preliminary Program for Data Medium Exchange generates a temporary dataset that is used as input for the Data Medium Exchange program. This report creates a file that complies with the banking regulations for DME by disk, and contains all payment info.

· Checks can also be generated based on the preliminary program.

· You generate the bank transfers in two steps. In the first step you execute the Preliminary Program for Data Medium Exchange. This is used to select data from the payroll results to create the transfer.
· When the preliminary program has run, note the number of the file created. It is also advantageous to note the date.

· The program used to generate bank transfers is country-specific and is not available for every country. 

· To start the DME you must enter the number and date of the previously created file, so that the data can be copied

· The program used to generate checks (Report RFFOUS_C) is not available for every country in the menu (it is available, for example, for the USA and Canada). You find it in the SAP menu for Payroll for your country under the area Bank Transfer.

· To start the check run, you must enter the number and date of the preliminary program so that this data can be used for the checks.

· When repeating a Preliminary Program DME run, enter the date and time of the run you wish to repeat in the Repeat Run: Date and Time fields. In this way, you select the data records that are already flagged as being paid with this date and time again.

· Using the Flagged Records Only parameter, you can determine whether only the records flagged with the given date and time should be selected in a repeat run, or also those that have not been flagged.

· For you this means: If the Preliminary Program DME run is repeated after an interruption in the program, then you must fill out the Repeat Run:
· Date and Time fields to identify the run to be repeated. When you repeat an interrupted run, you want to mark those records that were already selected during the interrupted run as well as those which have not yet been marked, therefore do not select the Flagged Records Only parameter.

· Application area:

· You would like to run payroll for, and remunerate, part of the employee.s pay during the current period. This will usually be the employee.s basic pay. You would like to run payroll for, and remunerate, bonuses for overtime or leave compensation at a later date.

· Note:

· On starting the Preliminary Program DME, you must flag the Set Flag for Transfers parameter. In the second payroll run this determines the difference between the current employee payment and the amount already paid.
· In the second payroll run, wage type /559 (Bank Transfer) will be transferred, unchanged, to the new payroll result, since it was flagged as paid in the preliminary program DME. If, in the second payroll run, the system identifies that the current employee payment is greater than the amount already paid, then the difference will be stored in wage type /558 (Payment of Balance) in the new payroll result.

· The payroll result created in the first payroll run will be overwritten by the second payroll run.

Application area:

· With the help of the advance payment from master data (formerly referred to as an unqualified advance payment), you can transfer the wage types you entered in the External Bank Transfers (0011), Recurring Payments/Deductions, (0014) or Addl Payments (0015) infotypes without running payroll. The statutory deductions are only calculated in the payroll run for the subsequent month.

· The wage types that you pay as advance payment from master data from the infotypes 0014 and 0015, must be coded in such a way that the amount will not be paid again in the next payroll run, and will be considered as having been paid already. Depending on the contents, the wage type must reduce the payment amount in the payroll run and must not be included in the payment amount.

· In the second payroll run, wage type /559 (Bank Transfer) will be transferred, unchanged

· Wage types that you pay as advance payments from master data from infotype 0011 are marked as already paid in the subsequent payroll run when they are transferred to the bank transactions table. This means that the amount is not paid a second time when the salary is paid. A prerequisite is, of course, that the Set Flag for Transfers parameter is selected when you start the advance payment.

· Summary

· . The Preliminary Program for Data Medium Exchange creates a temporary data set from the payroll data. Based on this, bank transfers and checks can be generated.

· . Bank transfers are effected using the DME program(data medium exchange program), which creates files according to bank regulations.

· . Furthermore, you can generate checks for your employee, which debit the company account.

14. . ProcessModel-135-136
· After you have run payroll and all the subsequent activities in online mode and have understood the individual steps, you now want to run payroll in a background process. The process model enables you to schedule payroll jobs and subsequent activities.
· You can use the payroll calendar to create payroll jobs and follow the way they are executed. The payroll jobs are grouped into tasks according to payroll areas. The scope of functions contains a calendar where you can mark one or several dates, for example, and display the tasks scheduled.

· If you want to run payroll for a large number of per numbers in a payroll period, you can split it into several background jobs using report RPCSC000. The system then processes the background jobs on several application servers in parallel. To do this you must specify how many per numbers should be included in a background job, or the number of background jobs that should be created. Report RPCSC000 selects the per numbers for which payroll should be run from the database, and groups them in background jobs. You can release every background job individually or you can release them all at once.

· Process Model - Advantages

· • You can easily monitor the execution of the programs.

· • You can check every per number during the whole process 

· • You can repeat individual process steps.

· • You can reduce the process run time by running programs in parallel.

· • You can specify that under certain circumstances a notification is sent.

· The process model is used to control the payroll process and the subsequent evaluation programs. The programs are processed in a specific sequence. Copy a process model delivered by SAP for your country, and adjusts it to meet your requirements.

· Process models are used as a basis for carrying out processes. That means, every process is created using a process model and is given a unique process number. A process is therefore the concrete execution of the process steps specified in the process model (that is, programs) taking into consideration the defined breakpoints. You find the HR Process Workbench in the payroll menu for your country
· In the HR Process Workbench, you can control the program sequence that takes place in the process model. The graphical interface, the process model maintenance and the HR Process Workbench make its purpose easier to understand.

· If a process model is used regularly, you create a new process every time. For example, every month you use the same process model to develop the payroll run, the bank transfer to the employee and the form printing. You create a new process for every month using this process model - in December you might possibly use a different process model that contains addl evaluation reports for the end of the year.

· A process model is composed of programs that run in a specific sequence, and of breakpoints that interrupt and monitor the process sequence.

· A process step corresponds to the processing of a program in the process model. The process step includes:
· . the program category whose specification was determined in the process model

· . the assigned program with a variant

· A process step can be repeated as often as is nec..

· You start and repeat processes and process steps in the same way.

· As of SAP Enterprise you can also use a wait point. You use this, for example, if you want to make the processing of the next point dependent on an external event, or if a process step should only start if another process step is being run in different branch.

· Every process step has the fol attributes:

· . Program Category: Specifies a step from a business point of view (for example, payroll posting) and establishes the role of a program in a process model. You can assign as many programs as you want to a program category.

· . Program Name: Program that should be executed in this step.

· . Selection Variant: The selection variant and criteria used to execute a step.

· . Size of Package: A program can process per numbers in packages in parallel. In this way every program can process per number packages of different sizes.

· . Communication: Here you can specify who can be contacted when, and how (for example, after a step is executed, the person who started the process should receive a mail).

· Breakpoint between Steps

· The fol types of breakpoint are available for the process model:

· . Unconditional breakpoint: When this breakpoint is reached the process is always interrupted.

· . Conditional breakpoint: The process is only interrupted when it reaches a certain percentage of incorrect per numbers.

· . Variable breakpoint: A self-defined function module is used to decide whether the process should be interrupted or not.

· Here you can specify, via communication, who should be notified by mail. Via text of a mail, you determine the standard text that should be used for the mail. 2 Conditional Breakpoint - An Example

· A conditional breakpoint contains parameters which determine whether the process is to be continued or not. For example, the process can continue if 80% of the employee records are correct. If less than 80% of the employee records are correct then the process is stopped.

· Monitoring HR Processes

· Every process is created using a process model and is given a unique process number. It covers the processing of all the steps defined in the process model. Completed processes are locked so that no changes can be made. They can, however, still be displayed so that the process history can be followed.

· Processes can be administered and monitored using the HR Process Workbench. 
· The addl info, the job overview and the spool list of per number packages are available to control processing.

·  Addl info: You use status display to control the processing status of a process and the status of the per numbers. The status of a process is displayed in terms of process, process step, run and package. The status of a per number can be displayed at all process levels. Only correctly processed per numbers are transferred from one process step to another.

· . Job overview: The job overview gives you info on the date and time when processing began and ended or was interrupted for the packages.

· . Spool list: When the log is switched on you can use the spool list to display the program output of individual steps at the package level.
· Repeating a Process

· Only correctly processed per numbers are transferred from one step to another.

· A process can be repeated at any time.

· If a process is repeated the process manager only starts the steps with status incorrect for the per numbers with status .incorrect. or .initial..

· You start and repeat a process using the HR Process Workbench (complete history is guaranteed).

F. Org Mgmt (++)

8. . Concepts of Org Mgmt-529-560

· Org Mgmt enables you to do the fol:

· . You can model the functional org struct (department hierarchy, for example) and the reporting struct of your enterprise as an org plan.

· . You can analyze your current org plan according to your requirements and, on this basis, perform workforce requirements and per cost planning.

· . Create further org plans as planning scenarios, in order to simulate new structs in the framework of Business Process (Re-)Engineering.

· . You can guarantee effective Workflow Mgmt by accessing the org plan.

· The Org Mgmt comp includes numerous interfaces with which structs can be processed.

· The Organization and Staffing interface enables you to create and process your org plans. It is suitable for the daily maintenance of org plans.

· The interfaces in Expert Mode allow you to edit the properties of all objects in Org Mgmt via infortypes.

· Simple Maintenance is ideal for quickly creating and structuring a new org plan.

· The General Structs interface allows you to edit various org plans with any struct including object types that you have defined yourself (such as teams).

· The Matrix interface is for creating and editing matrix structs. It enables you to depict responsibilities that overlap in the system.

· Manager’s Desktop provides managers at your company with an effective reporting and maintenance tool. It facilitates the decentralization of per Mgmt responsiblities to your line managers. Manager’s Desktop contains cross-comp functions from Human Resources and Accounting.

· MSS is part of the mySAP Enterprise Portal. It provides your managers with applications regardless of the system. In the Human Resources part, it includes reports and maintenance functions for managers.

· The Org Mgmt comp is an integral part of the R/3 system and interfaces with the other comps, in some cases, it is a prerequisite for using the comp properly and completely.

· Integ between Org Mgmt and Per Admin is described in the relevant unit.

· Using the Per Development comp, you can plan and carryout training and job-related activities which provide individual professional development for your employees.

· Training and Event Mgmt enables enterprises to organize and schedule training events and conventions.

· The Workflow comp automates business processes so tasks are given to the right person at the right time.

· The Compensation Mgmt comp includes all functions required for the Admin of compensation (carrying out a salary review, for example).

· The Per Cost Planning comp enables you to project per costs on the basis of existing and planned org units.

· The ability to relate cost centers with elements in the org plan directly, allows integ with Controlling.

· Shift Planning is used to schedule the optimum number of appropriately qualified per on the basis of job requirements. 

· Capacity Planning is a Logistics comp which is used to schedule persons on the basis of their availability and qualifications to complete work for specific work centers.

· Manager.s Desktop and MSS support managers in their administrative and strategic daily tasks.

· Using Org Mgmt, you can:

· • Create a complete model of the org and reporting structs of your enterprise for a specific period.

· • You can obtain an overview of the current status of your org and reporting structs at any time using several methods.

· • You can plan and simulate future scenarios.

· Org Mgmt provides a basis for other Human Resources comps, such as Per Development, Compensation Mgmt, and cross-application comps (Workflow, for example).

· Org Mgmt is based in the concept that each element in an organization represents a stand-alone objet with individual characteristics.

· These objects are created and maintained individually. They are then linked together through relationships, such as those indicated above, to form a network which has the flexibility to perform human resources planning, forecasting, and reporting.

· You can create addl characteristics for objects. This provides addl info for other comps, evaluations, and so on.

· All object characteristics (existence/relationships/characteristics) are maintained in infotypes.

· Although an org plan can consist of many object types, the five basic object types are the building blocks. Posns S, Persons P, Org Units O, Jobs C, Cost Centers K

· Posns are defined and assigned to org units and cost centers.

· Org units are units of your company that perform a function.

· According to how tasks are allocated in your company, these units can be departments, groups or project teams, for example.

· Org units are not the same as other enterprise structs, such as per area, company code, and so on. These are used to model structs in Per Admin or Accounting, for example.
· You create the org struct of your company by relating org units to one another. These relationships can be in a hierarchy or a matrix. This allows you to create org structs in a hierarchy or matrix..

· Posns are concrete and can be or are occupied by holders (employees or SAP R/3 users).

· Posns can be 100% filled, partially filled or vacant.

· One posn may also be shared by several employees, each working less than full time. For example, two employees can hold 60% and 40% of one posn.

· Object type key C (classification) is used for object type Job.

· Jobs are general classifications for sets of functions (Manager, for example). If you create a new posn (manager of US Sales Office, for example), the posn must be related to the corresponding job (manager, for example). A job describes a posn. Through this relationship, the posn auto inherits the tasks and characteristics assigned to the job. This significantly reduces data entry time, as tasks and characteristics do not have to be assigned to each posn separately. Instead, they are inherited via the descriptive job.

· Specific tasks and characteristics can be assigned directly to posns.

· Jobs are also important in the fol comps:

· . Shift Planning

· . Per Cost Planning

· . Career and Succession Planning

· . Compensation Mgmt
· When you create jobs, they are listed in a job index. A job index is a list of jobs maintained for an enterprise.

· Object type key K is used for object type Cost Center.

· Cost centers are maintained in Financial Accounting and are linked to either org units or posns.

· Cost center assignments are inherited along the org struct.
· Object type key P is used for object type Person.

· The characteristics’ of persons are maintained in Per Admin.

· Persons are linked to an org plan via their assignment to a posn.

· The Org Assignment infotype in Per Admin contains the posn assignment and, if integ is active between Org Mgmt and Per Admin, the defining job, org unit, and cost center assignment.

· Object type key T is used for object type Task.

· Tasks can be classified under two aspects:

· . As part of workflow for monitoring cross-application processes (new workflows are created with the object type TS, as opposed to the object type T).

· For per Mgmt purposes, tasks are individual duties and responsibilities that must be undertaken by employees.

· Examples of tasks include answering the telephone, developing marketing material, and appraising applicants.

· You can create single tasks or task groups. Single tasks are individual activities, task groups are activities that are routinely performed together.

· All tasks are contained in a task catalog. The catalog also displays the relationships that exist between different tasks, as long as task groups are defined.

· If you plan to relate tasks to posns, you should first relate the tasks that all posns have in common to the corresponding job. When you create a posn based on a job, the tasks will then auto be transferred to the posn. If you assign the same tasks to different jobs, you can use different weightings, which gives you more info when analyzing job descriptions.
· Object type key A is used for object type Work Center.

· Work centers describe the specific physical locations where tasks are carried out.

· A work center can be determined using a general location description (for example, Philadelphia Branch Office). However, it can contain an exact description of the location, such as a specific desk with specific equipment in a specific building. Exact work center definitions of this kind are particularly useful in a production plant.

· Several posns can share one work center. For example, the Reception work center can be assigned to two posns whose holders are assigned to different shifts.
· Other object types such as qualifications or budgets can be used in Org Mgmt to further define the org plan.

· Some object types are not applicable in Org Mgmt though they are defined in the same tables as the Org Mgmt objects.

· For example:

· Object types D, E, F and G are similar in nature to Org Mgmt object types, but are only applicable to Training and Event Mgmt.

· You can change standard object types or create new ones. When doing so, you can define the fol:

· Essential relationship

· The essential relationship determines the relationship type that has to be created when you create an object in expert mode.

· External object types

· You specify the interface program used for reading and using external object types.

· Struct Search

· You specify the evaluation path used in the struct Search help for the various object types.
· You can create two-digit object types in the customer namespace range of 01 to 99.

· Data model:

· . Objects are linked though relationships.

· . You create relationships between the individual elements in your org plan. Several linked objects can represent a struct.

· There are different types of relationships as the type of connections between elements vary.

· . The relationships used between standard object types are defined in the SAP standard system and should not be changed.

· Each standard relationship has a 3-digit key.

· You can define your own relationships. The namespace AAA to ZZZ is reserved for customer-specific relationships.

· Relationships between objects are reciprocal. If a job describes a posn, then the posn, in turn, will be described by the job. The direction of these relationships is distinguished using the identification A or B.

· It is, therefore, nec to create a relationship in only one direction. The inverse relationship will be created auto by the system.

· A relationship can also be one-sided. Relationships to objects of an external object type (cost center in Controlling, for example), are often one-sided, that is, they go in only one direction.

· By creating these relationships between org units, you create an org struct.

· An org unit could have many subordinate org units, but has only one superior unit.
· Posns are related to org units in the org plan.

· They inherit certain characteristics of the org unit such as cost center assignment or working time.

· When a person holds a posn, they also inherit some of the characteristics of the related org unit.

· When a posn is described by a job it inherits the characteristics of the job such as associated tasks or qualifications.

· Jobs can describe many posns, but a posn can be described by only one job

· The posn is the object that links persons or users to the org plan.

· A posn can be held by more than one person or user and a person can hold more than one posn. However, a one-to-one ratio is the ideal.

· In the standard system, the relationship A/B012 .manages. or .is managed by. is used to indicate that a posn is responsible for managing an org unit. This relationship is also created for A/B003 between the Chief Posn and its higher-level org unit.

· The relationships between posns form a reporting hierarchy, which can be evaluated separately from the org struct.
· In some organizations, the reporting struct is based on the assignment of posns to org units. If this is true for your company, you do not need an addl reporting struct.

· If, however, the actual reporting struct of your enterprise differs from the reporting struct based on the org struct, you can model it with these relationships.

· Other relationships between posns:

· . A/B004 .is subordinate to (disciplinary)/is disciplinary supervisor of.

· . A/B005 .is subordinate to/is supervisor of.

· . A/B210 .substitutes with profile/substitutes with profile. (Workflow)

· Relationships are subtypes of the Relationships (1001) infotype.

· Addl relationship info

· You can determine whether addl relationship info can be maintained and whether the weighting percentage of a relationship should be shown or hidden. Addl info that is customer-specific can only be entered for customer-specific relationships and then only by agreement with SAP.

· Allowed Relationships

· You can define the object types that are allowed for each relationship type.

· External Relationships

· External relationships are relationships that are not stored in the HRP1001 database.

· Time Constraints

· You must assign a time constraint to each relationship, depending on the object type. If the time constraint should also be dependent on the target object type, you must maintain this setting in the step Define Time Constraint Dependent on Target Object Type.

· Structs in Org Mgmt

· The org plan enables you to create a model of the struct of your company based on the tasks and functions carried out. You decide which areas of your enterprise you want to include in the org plan.

· In addition to a one-dimensional hierarchical org plan or reporting struct, you can also create a multi-dimensional matrix organization.

· The org plan provides a dynamic way of representing your enterprise as a struct . it changes as your company changes.

· The Org Struct depicts the assignment of the org units to one another. You create an org struct by creating and maintaining org units, which you then relate to each other. The org struct is the basis for the creation of the org plan.
· If the actual reporting struct of your enterprise differs from the org struct, and the relationships between posns are one-dimensional and hierarchical, you can depict them in a Reporting Struct.

· Staff assignments represent the assignment of posns to org units and the relationships between posns and persons. You create staff assignments by creating posns (based on jobs), assigning them to an org unit and allocating them a posn holder. Each of these structs is displayed using an evaluation path.

· Evaluation paths define how a struct is to be created. Because objects can have multiple relationships, it is not always possible for them all to be included in a single view.

· In Customizing you can specify which objects, with which relationships, and in which order, the evaluation path selects. 

· The General Structs and Matrix Organizations focuses on the Customizing of evaluation paths in more detail.

· Using the Org Mgmt comp, any type of enterprise restructuring or reorganization can be planned and then reproduced in the system. This enables you to prepare for future staff requisitions or changes and, thereby, respond accordingly.

· Plan versions allow you to manage several org plans in the system at the same time. You can use plan versions to simulate and compare various scenarios.

· Only one of these plan versions represents the valid org plan, and is flagged as the active or integrated plan version As a rule, you cannot change the active plan version at a later time. If integ is active, the plan version you select here as active is the integ plan version, regardless of the system. In the parameter group PLOGI PLOGI, enter the plan version that is to be the active plan version in the Semantic Abbreviation Value field.
· Plan versions exist independently of each other. They can be created as a copy of the original plan in statements using report RHCOPL00 Copy Plan Version. You can change this copy independently of the valid plan.. 

· Plan Version supports you when transferring data from an inactive plan version to the active and integrated plan version. Nevertheless, this report is not able to update personal data in infotype 0001. This can lead to inconsistencies in the integ between Per Admin and Per Planning 

· The current plan version is the plan version that you are currently working on in the system.

· The plan version .must not be used or deleted since it is used for transporting data to other clients or systems.

· The Object (IT1000) and Relationships (IT1001) infotypes are the two most important infotypes and are, therefore, referred to as the main properties:

· . The Object infotype includes: ID number, short and long text, validity period, and plan status. This infotype is used to define the existence of the object.

· . The Relationships infotype relates the objects with other objects.

· The other infotypes enables you to define particular business characteristics for an object.

· Some infotypes can be maintained for all object types, for example the Object and Relationships infotypes. Others are only relevant for particular object types. The Vacancy infotype is relevant only for posns and the Character infotype only for tasks, for example.

· An object ID must be assigned for every object. The object is identified by a combination of plan version, object type, and object ID.

· Object IDs are numeric. They cannot contain any letters.

· The object ID number can be assigned via internal or external number assignment exist:

· . Internal assignment - the system auto assigns the object being created an object ID from the corresponding number range.

· . External assignment - a user or other system assigns the number.

· You maintain number ranges for object IDs in Customizing. Number ranges for internal number assignment are indicated by the letters .IN..

· Number ranges for external number assignment are indicated by the letters .EX...

· The name of the object is not part of the object key. This allows the same object number to be maintained in several languages.

· You can specify whether number assignment is plan version-specific or whether it applies to all plan versions: If you decide to use plan version-specific number assignment, you can define number intervals per plan version and per object type.

· Example: Subgroup 10S = number assignment for object type S in plan version 10.

· If you decide to use number assignment for all plan versions, you can define number intervals per object type that are valid for all plan versions in the Maintain Number Ranges step.

· Example: Sub-group $$O = Number assignment for object type O in all plan versions.

· Number assignment for all plan versions has the advantage that objects will not be overwritten when objects are copied from one plan version to another.

· The subgroup names are set up so that the first two characters specify the plan version and the last two specify the object type. The standard entry $$$$ in the field Subgroup stands for all number ranges not listed explicitly. This entry must not be deleted. You can differentiate between external and internal number assignment in each subgroup.
· Infotype records can go through a planning cycle during which they must be accepted or rejected.

· A plan status is assigned to each infotype record:

· . Planned status indicates that an infotype record that is operable is proposed, but not currently active.

· . Submitted status indicates that an infotype record has been submitted for review and subsequent approval or rejection by a person or group of persons.

· . Approved status indicates that an infotype record that was previously submitted for review is accepted or approved.

· . Rejected status indicates that an infotype record that was previously submitted for review was rejected.

· . Active status indicates that an infotype record is currently operable. Objects can be created in either planned or active status.

· You must assign a status to every infotype record you create. You do not, however, have to use all the statuses. Many users use only the active status. You cannot use plan statuses with all interfaces. Plan statuses are primarily intended for use with the approval procedure in workflow. The majority of maintenance interfaces can create and maintain only infotype records with status active.

· The report RHAKTI00 lets you change the status of several objects at the same time.

· Validity period:

· . Allows you to define the life span of an infotype record

· . Identifies changes to your organization while retaining historical data

· . Allows you to evaluate the org struct on key dates

· You must assign a validity period to every infotype record you create. By doing this, you can depict all changes that take place in your company, which provides you with a dynamic view of your enterprise.

· The validity period enables the user to evaluate key data or periods in the past, present or future.

· The validity of an object’s relationships and attributes can exist only within the life span of the object defined in the Object infotype. If an object is delimited, all the object’s relationships and characteristics are also auto delimited. Related objects are not changed. However, a relationship is only valid if both objects themselves are valid.

· Time constraints are used internally by the system to guarantee the integrity of data.

· You use time constraints to control system reactions according to company-specific requirements. If you want to let posns report to a number of supervisors, you can set up the time constraint to allow several relationships to exist.

· Example of time constraint 1:

· An object must always have a short name. This info must exist uninterrupted, but can be changed.

· Example of time constraint 2:

· At any one time, a posn may only have one Vacancy infotype record.

· Example of time constraint 3:

· An org unit (for example, Sales) can be related with a number of posns simultaneously.

· Example of time constraint depending on target object type:

· A posn is described by one job only, but by several tasks...

· All relationships between internal objects are stored for each object in the logical database PCH.
· External objects such as cost centers or users do not store data in the database.

· In addition to the inheritance of relationships displayed, other info types can also be inherited.

9. . Organization and Staffing interface-583-584
· The Organization and Staffing interface is preset as the maintenance interface for the completion of daily tasks. It enables uncomplicated maintenance of the most varied objects and info using a single-screen transaction.

· In productive use, your company.s org plan will change. The Organization and Staffing user interface enables you to make the nec changes to your org plan in the system.

· The first time you log on, the preview period is defined as 3 months.
· By activating the Period Query for Org Changes setting in the menu bar, you can create a date query for the user. This means that the system uses the default values for the date and preview period but the user can still make a different setting, if required.

· Icons are used to indicate objects whose validity begins or ends during the specified preview period.

· Objects you can assign/move/reposn depends on the current evaluation path in the overview area.

· Depending on the object type the environment can be displayed as one of the fol:

· . An org struct

· . A reporting struct

· . Staff assignments in the form of a list or a tree struct

· . Task assignments

· . Org assignments

· . Job assignments

· . Chief assignments

· . Account assignments.
· You can make the fol settings relating to the object manager
· . Define your own hierarchy framework scenario

· . Define your own search nodes (including object types)

· . Adjust the search area

· . Redefine column headings

· . Display your own column group in the selection area

· . Define and add new columns for an object type (query)

· . Configure columns

· You can make the fol Customizing settings in the overview and detail areas:

· . Adjust tab pages in the detail area

· . Add new infotype

· . Add new object type

· . Define and add new columns for an object type (query)

· . Configure columns

10. . ExpertMode-609-644

· Now that your organization is completely depicted, you want to store addl info for individual objects. For instance, all objects are to have a description, certain posns are to be flagged as vacant, and some departments flagged as staff departments.
· When you delete or delimit an object, all of its infotypes are deleted or delimited as well.

· The Object infotype (1000) is a special infotype. Infotypes usually describe an object.s characteristics. However, the Object infotype has the fol functions:

· . It allows you to create new objects, for example, org units, jobs, and posns.

· . It determines the lifecycle of all other infotypes created for the object. Defines the existence of an org object.

· Once you have created an object using this infotype, you can maintain object properties using the other infotypes available.

· Relationships

· There are many different relationship types that you can create between object types. Each individual relationship represents a subtype of the

· Relationships infotype (IT1001).

· Not all relationships apply to every object.

· Certain relationship types allow you to store addl info for the object, such as a weighting percentage or a priority.

· When creating a relationship, the inverse relationship is usually created by the system.

· The Description infotype (IT1002) is used to provide a more detailed description of an object. For example, you may want to explain an org unit’s purpose, or responsibilities.

· Report RHTRANS0 enables you to obtain a list of language-dependent infotypes in Org Mgmt, and translate them into different languages.

· The Department / Staff infotype (IT1003) is used for org unit and posns only. It fulfills two functions:

· The Staff indicator (possible for posns and org units):

· . The Staff indicator shows that an org unit or a posn is not part of the reporting struct of a enterprise but that it reports directly to an org unit. For example, the Human Resources Department is not part of the company.s reporting struct. It reports directly to the Executive Board as a staff department. Many companies use the staff indicator to flag org units that have an advisory or consulting function.The Staff indicator is represented graphically.

· The Department indicator (only relevant for org units):

· . It may be nec to flag an org unit as a department when integ between OrgMgmt and Per Admin is active. If you want to define org units in more detail (for example, at team level) in Org Mgmt and than is nec in Per Admin, you have to use the Department indicator.

· The Department/Staff infotype allows you to specify the org unit that is entered for the employee in the Org Assignment (IT0001) infotype. After the infotype is activated in Customizing, the system reads the org struct, starting from the relevant employee, until it finds an org unit flagged with the Department indicator.

· If you would like to use the Department indicator at your company, you must set the switch PPABT PPABT in table T77S0 to 1.

· The Planned Compensation infotype (IT1005) allows you to assign the planned remuneration to jobs, posns, and work centers.
· This infotype is primarily used in Compensation Mgmt for storing person-dependent compensation data that can then be compared with real compensation data. This enables a company to create a possible compensation strategy. With SAP R/3 Enterprise, you can also use the infotype for per cost planning.

· If integ with Master Data is active, you can use the Planned Compensation infotype to offer default values for the Basic Pay infotype in Master Data. These default values are based on the salary or pay-scale data saved for the employee.s posn or the descriptive job.
· The Planned Compensation infotype has 3 different attributes (types of planned compensation):

· . Salary: You can store info about the planned pricing of this posn and job in your company.s salary struct (table T710).

· . Pay scale: You store info about the planned pricing of this posn and job for the pay scale struct (table T510) for your company.

· . Direct: Used by companies that do not have a salary struct or a pay scale struct to be able to use the report

· Compare Actual Base Salary to Planned Compensation (report RHCMPCOMPARE_ACTUAL_PLANNED).

· The Vacancy infotype (IT1007) can be created for a posn that is occupied or unoccupied. You can flag an occupied posn as vacant if you know that the posn holder will be leaving the posn at some point in the future (as a result of a promotion or transfer, for example).

· Posns can not be flagged simultaneously as vacant and obsolete. If a vacant posn is flagged as obsolete, the vacancy is delimited at the start of the validity of the obsolete flag (minus one day(

· Other comps can flag a posn as vacant. If you use Per Cost Planning, for example, the system can take vacancies into account when it calculates cost projections. Furthermore, vacancies are registered in Career and Succession Planning where they can be used when you search for suitable posns for an employee. If integ with Per Admin (PA) is active, Recruitment also has access to info about vacancies.

· It is not mandatory to maintain the Vacancy infotype. If your company does not distinguish between occupied and unoccupied posns, that is, you consider all unoccupied posns to be vacant, you can make the nec settings in Customizing. If you want to activate integ with Recruitment, you need to maintain vacancies using this infotype.

· Using the Obsolete infotype, you can flag posns as obsolete that, due to a reorganization, for example, are no longer nec, but remain occupied. As soon as the posn holder leaves the posn (for example, due to a transfer), a dialog box auto appears in which you can delimit the posn.

· Posns flagged as obsolete can not be set to vacant.
· The Account Assignment Features infotype (1008) can be created for org units and posns.

· This infotype stores default values relevant to:

· . the Per Admin comp if integ is active

· . the cost center assignment of org units and posns

· If integ with Per Admin is active, the Account Assignment Features infotype provides default values for the classification of employees in the ENT struct at the company. These values may be per areas, per subareas or business areas. If the data you enter differs from the default values (deviating per area, for example), the system displays a warning message.

· Subordinate org units and posns inherit the Default Values infotype.

· Hint: A per area and cost center must belong to the same company code before an employee may be assigned both.

· Employee Group/Subgroup infotype:

· When a posn is occupied by an employee, the system suggests an employee group and employee subgroup, if integ with Per Admin is active. If you enter a different employee group or subgroup, a warning message is displayed. Users can overwrite these values at any time.

· Assigning a posn to an employee group or subgroup also allows the system to determine the Work Schedule Group in Org Mgmt and thereby determine the relevant working time (IT1011) for the posn.
· If you also need to assign different work schedules for certain sections of the company, you can do so using the Work Schedule infotype (IT1011).
· The working times stored in Org Mgmt are needed for comparison (warning) with the values stored for the person in the Planned Working Time infotype (IT0007). 

· Report RHSBES10 compares the planned working times (IT1011) with the working times that are actually stored for the person (IT0007).

· Values from Org Mgmt are used if Quota Planning (IT1019) is performed using Full-Time Equivalents, that is, using time units.

· The default values for employee group and subgroup are based on the Employee Group/Subgroup infotype.

· The default values for business area and per subarea come from the Account Assignment Features infotype for the posn (or org unit) concerned. All values in the org plan area, except the org key, are determined directly via the assigned posn and transferred to the infotype. The same also applies to the assigned cost center. The cost center originates either from the relationship of the org unit or posn, or from the inheritance logic in Org Mgmt for cost centers.

· The Cost Distribution (IT 1018) infotype allows org units and posns to be assigned to both a master cost center and addl cost centers, orders, or WBS elements. You must enter a cost unit and a percentage for cost distribution. The percentage assignment to the master cost center is based on the difference (up to 100%).

· An employee inherits the cost distribution assigned to his or her posn or org unit.
· Per Cost Planning uses the Master Data Cost Distribution infotype (IT0027) for cost planning for basic pay and payroll results. If this has not been maintained, it uses the Cost Distribution infotype (IT1018) in Org Mgmt.
· Similarly to Per Cost Planning, Payroll also uses the Cost Distribution infotype (IT10027) for HR master data. If this infotype has not been maintained, Payroll uses the Cost Distribution infotype (IT 1018) in Org Mgmt.

· The Quota Planning infotype (IT1019) allows you to plan the headcount.

· You can base your planning on a previous plan, or on the current number of posns in an org unit.

· Quota planning derives the number of jobs from the existing posns..

· Depending on the Customizing setting, managers or the administrators responsible are able to plan a new headcount using whole or partial jobs.

· When setting up quota planning, you should differentiate between the fol steps:

· . Define the planning types (e.g. first planning, second planning, and so on), in other words, the subtypes (0001, 0002, and so on) of this infotype.

· . Define the time interval (week, month, and so on) and the total planning period.

· . Specify whether the existing number of posns can be exceeded.

· . Specify in table T77S0 the basis (whole posns or FTEs) for your headcount plan.

· If you want to peform quota planning in full-time equivalents (FTE)s, you must maintain the Work Schedule infotype (IT1011) for your org units and posns. The system uses the values for the org unit as the default value for the posn and compares these with the values stored here for IT1011. The system thereby determines the classification of the posn as a percentage. This also enables posns to be valuated proportionally.

· Some infotypes are relevant only for certain object types (the Planned Compensation infotype, for example, is not assigned to an org unit).

· Table T777I displays the valid infotypes per object (and their time constraints).

· Each substep of an action involves the processing of an individual infotype.

· You assign the fol to each substep of an action:

· . A plan version

· . An object type

· . An infotype or a subtype

· . A status

· When defining an action, make sure that you assign infotypes in a logical order. The Object infotype should always be edited first and have 01 as its line number.

· Each action can be defined only for one object type.
· Simple Maintenance
· This interface is used to construct structs quickly. Advantages of this interface include the fact that you can create several objects simultaneously and it requires little system performance. Compared with the Organization and Staffing interface, however, this interface only enables you to further process objects in a rudimentary or more complicated manner. Furthermore, workflows between Org Mgmt and Per Admin are not as integrated as is the case with the Organization and Staffing interface. For instance, in the case of a transfer using this interface, no per action can be triggered in Per Admin.

· To edit the individual org objects in more detail, you can use the Organization and Staffing and Expert Mode: It was originally designed to meet the needs of the SAP Business Workflow users. SAP Business Worfkflow users do not need all the functions available in Org Mgmt. For this reason, the original concept behind Simple Maintenance was to provide a tool that allows users to build and maintain org plans with speed and simplicity.

· When you access the Simple Maintenance interface, you first specify which particular evaluation path you want to create the struct.
· . The Change Org Struct evaluation path acts as the initial screen in Simple Maintenance. Allows you to create and maintain the org struct for your org plan.

· . The Change Staff Assignments evaluation path allows you to edit the staff assignments required for an org plan. When you create posns in the Change Staff Assignments view, you also auto create the relationships that link posns with org units.

· . The Change Task Profile evaluation path allows you to create, maintain, and display task profiles for org units, jobs, posns, and users.

· In Simple Maintenance, the different elements in an org plan are visually represented by a tree.

· Simple Maintenance offers the fastest and easiest way to build up and maintain a reporting struct for an org plan.

· The reporting struct is determined mostly by the org struct. You can, however, create a reporting struct that deviates from the org struct.

· The chief posn is created in the org struct. After you have created the chief posn, you can assign other posns to the chief posn in the reporting struct
· The Account Assignment Features view provides you with an editing interface tailored to the cost-relevant infotypes Features (IT1008), Cost Distribution (IT1018), and Cost Center Assignment (IT1001, subtype A011). 

· In contrast to the Organization and Staffing user interface, however, no inheritance info is detected.

· Unlike the Organization and Staffing interface, this interface does not yet allow you to specify a reason when assigning a person. This means that you are not able to include Per dmin in the per action. In the case of a transfer, the Actions infotype (IT 0000) is not filled on this interface.

· The General Structs user interface allows you to use all the object types and relationships available in Customizing. The Simple Maintenance and Organization and Staffing interfaces do not allow this or only allow this after you have made extensive changes to the Customizing settings.

· When you access the interface, you enter the start object type and the relevant object ID. You must then select a valid evaluation path. The evaluation path you select determines the relationships that will be displayed in the tree struct starting with the root object.

· It also determines which relationships can be changed or created.

· If only one relationship has to be maintained between objects, the relationship itself is the evaluation path.

· You can use the object type OR to depict the legal situation of a holding company in relation to the enterprises you lead. This is not included in any of the SAP standard interfaces of Org Mgmt.

· However, you can use the General Structs interface to represent these relationships.

· When you access the General Structs interface you can also generate Temporary Evaluation Paths.

· You can create alphanumeric evaluation paths with a max of 8 characters starting with Z.

11. Evaluations and Reporting-723-730

· Your company wants to use the org plan for structural reports.

· The fol data is to be displayed:

· . Employee lists per org unit

· . Cost center assignments for posns

· . Job descriptions with task and qualification assignments
· We distinguish between sequential and structural reporting :

· . Sequential:

· In sequential reporting, you can list the objects to be evaluated using their IDs. A sequential report is then run for all specified objects. For example, you may display a list of all existing jobs.

· . Structural:

· In structural reporting, the system interprets the selected object as a root object. Based on this root object and the relationships, the system constructs a hierarchical struct.

· . Sequential and Structural:

· In both sequential and structural reporting, the system treats each selected object as the start object for an evaluation path.

· The Technical Depth and the Display Depth fields contain a number up to six digits long. This number corresponds to the different levels of an org struct. If you do not wish to limit the display or processing, leave this field blank.

· A recursion occurs when the system traces the many relationships among objects in a struct and finds no termination point. The system becomes trapped in a never-ending loop.

· You can create more than one struct condition.

· In the Struct Conditions dialog box, you can specify which conditions objects must fulfill if they are to be displayed in the struct. You can define several conditions and specify how these conditions are to be used for reporting (and / or).

· Standard Reports
· Reports can be executed from shortened selection screens or the user can, in some cases, choose to go to the standard selection screen. Almost all the structural reports contain report RHSTRU00 or a variant of it.

· Existing Objects:This report provides an overview of all selected objects and presents them in an ABAP List Viewer.

· Struct Display / Maintenance:

· This report displays a section of the org plan according to the initial object and evaluation path entered.

· Struct Navigation Instrument:

· Lists all existing objects according to type and ID. After you have selected an object, you can go to infotype maintenance.

· Structural Graphics Interface:

· The Structural Graphics Interface enables you to depict your struct graphically.

· You can perform numerous maintenance functions via the toolbox.

· Struct Display / Maintenance (RHSTRU00):

· Displays overview of all existing infotypes and their statuses for one or more objects within a plan version.

· Evaluate infotypes:

· Is used to evaluate infotypes. It can be executed structurally or sequentially.

· The report can also be used for infotypes that you have created yourself.

· You can print out the data displayed on the graphical interface using a PostScript printer or make the data available for processing in other programs using the Computer Graphics Metafile (CGM) format.

· The HIS (Human Resource Info System) uses similar functionality as the Structural Graphics interface. Instead of providing a toolbox, it offers a list of reports from different HR contexts.

· This program scans the Org Mgmt database and gathers per numbers provided that objects of type P are contained in the selected struct. The output sequence depends on the selection options you specify. 

· Reporting is then started for these per numbers..
12. . Manager’s Desktop and MSS-695-709

· Manager.s Desktop as a .Single Point of Entry. For a manager within the enterprise.

· During decentralization and further acceptance of responsibility for per by line managers, Manager.s Desktop can be used as a display and maintenance tool for providing a manager with access to his/her area of responsibility for making administrative and strategic decisions.

· You can access org structs with directly and indirectly subordinate employees in your area of responsibility

· Manager.s Desktop takes line managers directly to the per data of individual employees or displays budget overviews that allow them to compare planned and actual costs. Manager.s Desktop is just as effective when displaying the current leave situation, and therefore provides a reliable basis for making decisions about employees. leave requests
· Manager.s Desktop is integrated with the InfoSet Query and the Human Resources Info System (HIS) in HR. Here, managers can evaluate all employee-related data and see customer-specific reports.

· Integ with Per Admin

· Must be active if you want to make transfers or change jobs or posns; otherwise, error messages will be displayed.

· Integ with Accounting

· Must be active if you want budget evaluation to be possible, and cost center info to be available.

· Workflow Support

· Workflow ensures that employees in the HR department are seamlessly integrated into these processes.

· Integ with Employee Self-Service

· Manager.s Desktop (MDT) does not only integrate managers and the HR department, it also provides company-wide info resources.

· For example, if SAP Employee Self-Service (ESS) is in use, employees can input leave requests or travel exp directly into the system. The manager can then access them in an R/3 inbox in MDT in order to review and accept/refuse them. Approved requests or refusals are then sent via workflows to the HR department and to the relevant employee. The manager can also participate in ESS from the MDT.
· There are up to eight theme categories, each with their own function list.

· These categories can be adjusted to suit customer requirements using function codes in Customizing. Functions may also be added.

· A prerequisite for using MSS is an org plan of your company, including the org struct and the staff assignment, i.e. the assignment of employees (persons) or users to  posns in the Manager.s Desktop comp.

· The manager should have a chief posn within an org unit.

· The system uses the chief posn indicator (relationship A/B012 between the posn and the org unit) to determine the org units that are related either directly or indirectly with the posn holder.

· To display corresponding cost centers, you must assign a cost center to the chief posn or org unit. The Communication infotype (IT0105) for a manager must be maintained with the system user name (subtype 0001) of the manager.

· The moment that HR data (e.g. IT0001) is affected by an action from Manager’s Desktop, the changes planned by the manager are saved to Manager’s Desktop as a plan and a workflow is started for the HR.

· The Mgmt at your enterprise (line managers, project managers, team leads) require a tool that assists them when they perform daily tasks and make strategic decisions. The tool should be intuitive to use and be able to run in a portal. You, therefore, implement MSS.
· The Business Package for MSS is an integral part of the mySAP Enterprise Portal.

· Business packages contain preconfigured content and functions that you can easily import into the mySAP Enterprise Portal.

· The mySAP Enterprise Portal provides various tools that enable you to change the content and tailor it to suit the specific requirements of your enterprise without requiring extra programming.

· Managers who have per responsibility receive the relevant info about their areas and employees when they log on to the portal and select the relevant page. This enables managers to see at a glance which of their employees are at work or who is on vacation.

· Business processes in the HR department can be triggered directly from the Portal. After an employee review, for example, the manager can submit a special payment request for the employee in the Portal.

· MSS contains a wide variety of reporting options and evaluations that are based on standard SAP R/3 reports and SAP Business Info Warehouse (SAP BW) reports

· Integ

· . MSS is a cross-application comp. 

· In work area under .My Staff. Managers can complete all tasks relating to their per responsibility. Under .My Budget. Managers can complete all tasks that arise from their responsibility for cost centers and profit centers.

· Integ with Per Admin:

· . Integration between Per Admin and Org Mgmt must be active in the SAP R/3 system for u to access the portal.

· . Workflows allow you to integrate seamlessly per procedures, which are triggered by the manager in the portal (for example, special payments), with other HR processes.

· A prerequisite for using MSS is an org plan of your company, including the org struct and the staff assignment, that is, the assignment of employees (persons) or users to posns in the Org Mgmt comp.

· Worksets include iViews (presentation elements), reports from SAP R/3 and SAP BW, or links to internal or external info (for example,the Internet).

· You can tailor worksets to suit the requirements of your enterprise. The Team Viewer lists all employees that report to the manager (either directly or indirectly). It is the central navigation element in MSS.

13. . Customizing-Points of Integ-

· integ between Org Mgmt and Per Admin

· Data on persons is maintained in Per Admin. However, integ with Org Mgmt enables you to automate at least some of the maintenance tasks.

· Org Mgmt is integrated with Per Admin so that the Org Assignment infotype is filled mainly with data from Org Mgmt if integ is active. Consequently, some of the infotype fields are no longer ready for input in the Maintain HR Master Data transaction.

· You can also use Org Mgmt to generate default values for Per Admin.

· If integ is active and a person is assigned to a posn in HR Master Data, the objects related with the posn in HR Master Data are written to the Org Assignment infotype. If integ is active, the Org Unit, Job, and Cost Center fields are not ready for input. Instead, they are filled from Org Mgmt only.
· You must first set the integ plan version in the PLOGI PLOGI entry in table T77S0.If you do not define an integ plan version, integ is not active.

· You then specify which employees are to be involved in integ. To do this, maintain the PLOGI feature. You can form groupings according to the fol criteria:

· . Country grouping, Company code, Per area, Per subarea, Employee group, Employee subgroup

· Enter X for participation in integ. If there is to be no integ, leave the field blank.

· If you activate the PLOGI ORGA switch in T77S0 by entering X, you also activate integ between the Per Admin and Per Planning comps as a whole. PLOGI ORGA is essentially the .main integ switch.. This switch enables Per Admin and the org plan to remain consistent.

· If you set the .PLOGI EVENB. switch to .X. , you thereby fulfill the prerequisite to be able to move a person, posn, or org unit within an org struct if this change also requires a change in the company code for the affected person(s).

· PLOGI PRELU contains a default value that is used if an employee has not been assigned to a posn in the integrated system.

· If the value .BTCI. is entered for PLOGI PRELU, this means that if integ is active changes in Org Mgmt are not posted immediately to Per Admin (.Org Assignment. infotype 0001). The per numbers affected by the change are merely collected before they are posted as a batch input at a later time.

· If the field is .. or .0. is entered, the data is posted immediately.

· If a numeric value is entered, the system first determines how many per numbers are affected for each action in Org Mgmt. If this number exceeds the numeric value, the same applies as for entry BTCI or alternatively as for entries.. or .0..

· PPABT PPABT: The department switch activates the inclusion of the Department indicator in infotype 1003 for integ.

· Integ Tools
· . You already use Per Admin and want to implement Org Mgmt. The data in Per Admin already includes info about org units and posns.

· . You already use Org Mgmt and Per Admin is to be integrated with Org Mgmt.

· If HR Master Data is available, you can use report RHINTE00 to transfer data to Org Mgmt.

· The fol reports are relevant for the transfer of data from

· Org Mgmt to Per Admin:

· . ReportRHINTE10 generates the required table entries in Per Admin for Org Mgmt objects that are relevant for integ. enables you to transfer objects created in Org Mgmt to HR Master Data.Only objects that are in status 1 (active) in the integ plan version are transferred.
· . ReportRHINTE30 allows you to transfer a person.s org assignments (posns, org units, and so on) from Org Managerment to the Org Assignment infotype of Per Admin.

· Report RHINTE20 checks whether all of the objects relevant for integ exist in both Per Adminstration and Org Mgmt. enables you to check whether the object types relevant for integ have been created in both Per Admin and Org Mgmt.
· Report RHINTE00 reads records of the Org Assignment infotype in Per Admin. It creates a batch input session that creates the relevant Org Mgmt objects and relationships, depending on the parameters you set.

· The fol objects are created:

· . Workcenter (ObjecttypeA), Job (Object type C), Org Unit (Object type O), Posn (Object type S)

· The fol relationships can be created:

· . S <-> P (Person occupies posn, A/B 008) or

· A <-> P (Person occupies work center, A/B 008)

· C <-> S (Job describes posn, A/B 007)

· O <-> S (Org unit incorporates posn, A/B 003)

· O <-> K (Master cost center assignment, A 011) or

· S <-> K (Master Cost Center Assignment, A 011) depending on the report parameters

· No relationships between org units or between posns are created. These relationships must be maintained manually in Org Mgmt. If you select the Create Holder Relationships Only, option, the report transfers only assignments of persons to posns that have changed to Org Mgmt.

------------------------------------------------------------------------------------------------------------------------------------------------

G. Reporting (+)

8. . Reporting Methods in HR-(723-730)-(747-757)

· Essentials of Reporting
· The Role of the Human Resources Analyst
· . The Human Resources Analyst composite role (SAP_WP_HR-ANALYST) contains the fol international single roles:

· . Human Resources Analyst (SAP_HR_REPORTING)

· . Time and Labor Analyst (SAP_HR_PT_TIME-LABOR-ANALYST)

· . Human Resources Analyst (SAP_BWC_0ROLE_0021)

· . Time and Labor Analyst (SAP_BWC_0ROLE_0024)

· . To depict industry-specific activities needed in the public sector for the composite role Human Resources Analyst, the fol single roles are available:

· . Human Resources Analyst Public Sector (SAP_HR_PA_DE_PS_HR ANALYST)

· . To depict the Human Resources Analyst composite role.s country-specific activities, single roles are provided for the fol countries:

· . Canada: SAP_HR_PA_CA_HR-ADMINISTRATOR

· . USA: SAP_HR_PA_US_HR-ADMINISTRATOR

· The Human Resources Analyst is an HR expert. He or she is regarded as a strategic partner of HR managers, and the managing directors of the enterprise. He or she provides info that enables HR data to be monitored with regard to the strategic goals of the enterprise. This info is used as a basis for per planning, and enables the enterprise to satisfy statutory reporting requirements.

· The fol tasks are typical of those performed by the Human Resources Analyst.

· . Creation, execution, and formatting of numerous reports, which constitute a significant data retrieval tool

· . Formatting and timely retrieval of relevant HR data to help HR managers and the managing directors of the enterprise to devise plans and make decisions
· . Processing and timely retrieval of HR statistics required by law
· The Human Resources Analyst composite role contains international, country-specific, and industry-specific single roles.

· A distinction is made between two levels of reporting:

· . Flat or line item reporting

· . Analytical reporting

· Flat reporting means reporting on uncompressed raw data from tables.

· The fol reporting tools are available:

· . Ad Hoc Query (= InfoSet Query in HR)

· . SAP Query

· Analytical reporting means using compressed data (key figures) as the basis for reporting.

· The fol reporting tool is particularly suited to this purpose:

· . Business Info Warehouse (BW)
· When flat reporting is performed, data is retrieved from various infotypes.

· The result is displayed in a flat list, which means that each line of output corresponds to one database entry.
· Reports are based on uncompressed data.

· In contrast to the Business Info Warehouse, there is no . slicing . and . dicing . . In other words, there are no views of different levels or segments of an InfoCube and its key figures and characteristics.
· When multidimensional reporting is performed using the BusinessInfo Warehouse, data is prepared in a way that is particularly conducive to reporting.

· Data is stored and displayed in InfoCubes. InfoCubes contain:

· . Key figures (such as headcount, leaving rate, etc.)

· . Characteristics (such as gender, per area, etc.)

· A single query (such as Headcount) can be used to create different views of one or more InfoCubes as required.

· Example: Query Headcount

· A single query enables you to depict the number of employees (key figure) according to different criteria (characteristics) in a variety of views, and therefore for different target groups:

· . Head of Sales: headcount of the org unit for Sales according to branch and year.

· . Mgmt: headcount for a particular year according to org unit and branch.

· . Head of Controlling Department at a particular branch: headcount of a branch according to org unit and year.

· Query navigation is a special feature of the Business Info Warehouse. Once a query has been determined, it is not .frozen. Instead, you can use the navigation functions to create different query views. You can navigate data; create various ad-hoc data views, and drilldown to individual characteristics.

· Depending on the system environment in which they are used, reporting tools are divided into two categories, namely reporting tools within

· . The R/3 System (flat reporting)

· . The Business Info Warehouse (analytical reporting)

· The tools included in R/3 for flat reporting enable you to

· . Execute existing reports and queries

· . Create new queries and change existing queries The tools used to execute existing reports and queries are:
· . Human Resources Info System (HIS)

· . Manager.s Desktop and MSS via the Portal

· . Info Systems in the SAP Easy Access Menu

· You can create new queries and change existing queries using:

· . Ad Hoc Query (= InfoSet Query in HR)

· . SAP Query

· The Business Explorer is available as a front end in the Business Info Warehouse

· You can also execute reports in the Strategic Enterprise Mgmt System.
· HIS makes it easy for you to request reports using objects in a hierarchy in the SAP System. The reports are started directly from Structural Graphics.

· As a prerequisite for starting the graphics function in the Human Resources Info System, the system must contain data in a hierarchical struct. In the standard SAP System, they are

· . The org struct and

· . The business event hierarchy

· Managers can also execute cross-application functions: for example, they can execute workflow tasks (work items) or start reports from Controlling. Manager’s Desktop can be used to execute a wide range of standard reports
· Org Mgmt is mandatory prerequisite of MSS
· Ad Hoc Query is a simple and efficient tool for selecting and processing HR data.

· Ad Hoc Query is the tool that is best suited to line item (flat) reporting.

· Ad Hoc Query has the fol advantages:

· . Report definition is simple using Drag and Drop

· . You can report on data from Per Admin, Org Mgmt, Training and Event Mgmt, Recruitment, and Per Development

· . You can select selection and output fields as required

· . There are numerous report design options

· . The resulting set is displayed before output

· . Real data is selected and output . it is a one-screen application

· . Results are determined very quickly because the database is accessed directly

· SAP Query performs the fol functions for reporting in HR:

· . InfoSets are created. They are the basis for defining reports using Ad Hoc Query and SAP Query.

· . Reports are defined if they cannot be created using Ad Hoc Query 

· . User groups are created and InfoSets are assigned to user groups.

· The Business InfoWarehouse is a tool that is used to meet analytical reporting requirements (for example, key figures and benchmarking).

· The main constituent parts of the Business Info Warehouse are:

· . The Business Info Warehouse Server

· . The Administrator Workbench

· . The Business Explorer

· Data can be extracted from R/3 and R/2 Systems, non-SAP applications, and external sources such as databases, online services, and the Internet.

· This data is managed in the Business Info Warehouse Server.

· The Administrator Workbench manages the various source systems.

· The Business Explorer is used to display, analyze, and process the reports.

· HR Business Content makes it far easier for you to report on, prepare, and retrieve data. Predefined standard reports and report templates enable you to create reports quickly and simply.

· HR Queries/Key Figures for 3.0A

· . Approximately 170 predefined queries and 250 key figures

· . Approximately 90 templates for standard calculations

· . 4 HR BW Web Cockpits

· HR InfoCubes 3.0 A

· . 21HRInfoCubes
· HR Business Content includes

· . HR extractors, Info Cubes, HR queries

· Business Content provides you with detailed standard reports and key figures that are used to perform analyses.

· The Business Explorer consists of two parts:

· . The Report Builder in the Business Explorer Analyzer is used to create new queries and change existing queries. Data is displayed in MS Excel, which can be used to analyze it. The Business Explorer Browser enables you to make queries available to other users in the Internet or intranet. Users can start queries simply by double-clicking on them. They can then be used to perform further analyses.

· Basic key figures such as headcount, FTE (full-time equivalent), number of managers, hired employees, workdays, leavers.

· Per Planning such as Mgmt quota, fluctuation rate, average length of service, net entry rate, full-time/part-time rate.

· Recruitment such as net hiring rate, internal hiring rate, external hiring rate.

· Compensation and Benefits

· . Such as average employer exp for benefits, benefits for overall compensation, percentage enrollment in benefits

· Enterprises. effectiveness

· . Such as costs per employee in FTE, salary revenue, income before interest and tax (EBIT) per FTE.

· Training

· . Such as training investment per FTE, training hours per FTE, training investment per training hour.

· Per Mgmt

· . Such as total costs for per activities, per area costs per employee, staffing factor per area.

· Time Mgmt

· . Such as illness rate, illness value per FTE

9. . InfoSystems-773-774

· You can execute SAP standard reports directly from the ABAP Editor (Workbench). The prerequisites for doing so are that you have the appropriate authorization, and that you know the technical name of the report in question. 
· Naming conventions are used to group HR-specific reports together. For example:

· Name: 
Reports for:

· RP... 
Per Admin (PA)

· RH... 
Org Mgmt and Per Development (PD)

· RPT... 
Time Mgmt

· RPC...
 Payroll

· RPL... 
List Reports in Per Admin

· RPB... 
Statements

· RPR...
 Travel Exp

· RPAQ... ABAP Query

· RPAPL. Recruitment

·  Each report without a transaction code is auto assigned a new transaction code, which is then inserted into the menu.

· A migration report (RTREE_MIGRATION) enables you to create area menus on the basis of existing report trees.

· Info systems are a special type of area menu. You define them in area menu maintenance by including reports, SAP Queries, etc. in an area menu. 
· If you want to include an info system in the SAP Easy Access Menu, addl steps must be performed:

· . Inclusion of the area menu in the menu for a role (activity group)

· . Profile generation

· . User assignment

· These steps are part of general role maintenance
10. . Logical Databases and InfoSets-797-813

· . You need various reports to present to the Board that are not covered by standard reports.It is your task to generate these reports in the form of queries.

· . You want to take advantage of the possibilities offered by the logical databases in HR.

· Logical databases are special ABAP programs that provide data for processing by queries or programs. Logical databases provide a particular view of the database tables in the SAP System.

· Logical databases can perform the fol tasks:

· 1. Data Retrieval:

· Personal data for each employee is loaded into the main memory, where it is available for processing.

· 2. Selection Screen:

· On a selection screen, you can select employees according to org criteria, for example all hourly wage earners in a particular part of the enterprise.

· 3. Authorization Check:

· The system checks whether the user starting a report is authorized to view the data in the report.

· In addition, performance improvements in logical databases are passed on to all related programs and queries, without them needing to be changed themselves.

· InfoSets are special views of logical databases. An InfoSet determines which fields of a logical database can be reported on by queries. InfoSets are assigned to user groups. InfoSets are structd according to field groups. Field groups in HR correspond to infotypes.
· Each logical database has a standard selection screen that is determined by the struct of the logical database. Irrespective of the struct of the database tables that are used, the selection screen contains the selection parameters that are most frequently used. When you define reports with logical databases, you are seldom required to select selection fields explicitly because they are included in the standard selection screen.

· Another method of acquiring an overview of the selection parameters of a logical database consists of defining and executing a query with the logical database..

· Customer infotypes (namespace 9000-9999) can be included in InfoSets created for HR comps.

· InfoSets are only available to users if they have been assigned to SAP Query user groups.
· The prerequisites for working with Ad Hoc Query and SAP Query are:

· 1. Creation of InfoSets and user groups

· 2. Assignment of InfoSets to user groups

· 3. Users can now create queries.

· Users who work in the same application are grouped together in user groups.

· Users assigned to a user group can only change and redefine queries if they have the appropriate authorization to do so.

· Queries that belong to other user groups cannot be changed, but they can be copied and executed.

· Every user can be assigned to more than one user group.

· A distinction is made between two query areas, the standard query area an the global query area.
· Standard query area:

· . In the standard query area, all query objects (queries, InfoSets, user groups) are created and managed per client. Query objects are not linked to the Workbench Organizer, which means they cannot be entered and transported using customary correction and transport procedures. The advantage of this query area is that it enables end users to develop queries in their clients which are not intended for system-wide use.

· Global area:

· . Query objects in the global query area are cross-client.

· They are available throughout the entire system, that is, in all clients. Query objects in the global query area are linked to the Workbench Organizer. They can be entered and transported using customary correction and transport procedures.

· . You are not required to perform any activities either before or after transports. For this reason, the global query area is suitable for queries that must be developed and distributed as centrally usable objects.

· You are only allowed to use name prefixes for query objects in the global query area.

· Query objects provided by SAP use the reserved name prefix ./SAPQUERY/..
· The system includes 3 logical databases - PNPCE (will eventually replace PNP), PCH, and PAP - that enable you to create InfoSets for HR. The logical database you need to use when creating an InfoSet is determined by the HR comps on which you need to report.

· The fol assignments between comps and logical databases apply(very imp)

· . HR-Admin, Payroll, Time Mgmt PNP or PNPCE

· . Recruitment: PAP

· . Per Development: Org Mgmt: Training and Event Mgt: HRMD: PCH

· The new features of logical database PNPCE compared with PNP mainly fall into two categories:

· . Unlike the logical database PNP, the logical database PNPCE can be used with Concurrent Employment.
· The logical database PNPCE contains the fol enhancements and new features that are not contained in the logical database PNP:
· . Customizable list box for setting the reporting period that is intuitive and easy to use.

· . Individual specification of person selection period and data selection period has been simplified.

· . Integ of reporting period and payroll period on one screen (no screen change required).

· . Clearly-structd selection screen with all pushbuttons in the general application toolbar.

· . Clearly-structd in-place display of dynamic selection options (optionally as a dialog box, as with PNP).

· . Support for selection IDs when selecting per numbers.

· Infotypes are units of info in HR. Infotypes group together coherent data fields.

· They are a way of structuring the info that is reported on by reports or queries.

· To preserve the history of infotypes, the system saves them in time-specific records. For each infotype record the system records a validity period.

· Usually, therefore, there are several data records for each of an employee's infotypes. The records are distinguished by their differing validity periods.

· Using a time constraint, you specify how the data records of an infotype react to each other over time:

· . Time constraint 1: For the whole time an employee belongs to the enterprise, there must be exactly one valid data record of a particular infotype.

· . Time constraint 2: At any particular point in time there can be at most one valid data record of a particular infotype.

· . Time constraint 3: At any particular point in time there can be unlimited valid data records of a particular infotype.

· For a per or applicant number to exist in the infotypes Actions (0000):Org Assignment (0001), Personal Data (0002), and Payroll Status (0003) must be in existence.

· If you create InfoSets using logical database PCH, note that you can restrict the InfoSet using an object type.

· The InfoSet can only be used for Ad Hoc Query if it has been restricted using an object type. In this instance, the system only allows you to select infotypes that are relevant to the selected object type.
· If you do not restrict the InfoSet using an object type, the system allows you to select all of the infotypes available in logical database PCH.

· Each standard object type name consists of two letters. The customer namespace is 00 to 99.

· An InfoSet can only be based on one logical database. For this reason, you can only select one logical database to create an InfoSet.

· If you create an InfoSet using logical database PNP/PNPCE, you can also include infotypes from logical database PCH in the InfoSet.

· If you want to report on data from the Recruitment comp, use logical database PAP to create InfoSets. If you select logical database PAP to create an InfoSet, the system auto provides you with an appropriate selection of relevant infotypes.   

· If an InfoSet is created through HR Master Data (logical database PNP/PNPCE), the HR infotypes are grouped according to the user group selected
· You can modify the order of the field groups in an InfoSet and the order of the fields in a field group if you need to. You can change the names of fields and field groups. The InfoSet is displayed in the InfoSet Query exactly as you created it

· You can change the selection of infotypes in an InfoSet at a later date if required. You can add or remove infotypes later. You can only remove an infotype if none of the fields is used in a query.

· If you use the logical database PCH to create an InfoSet that you can use to select objects in the InfoSet Query, you must start by specifying an object type.

· When you use generic reporting tools such as SAP Query and the InfoSet query, the source code is generated auto by means of a query generator. The source code generated in this way is regulated by two main elements, namely the generation logic of the query generator and query definition.
· You can now configure the query logic at InfoSet level. This give you more flexibility

· . General switches control the settings that are valid for the InfoSet as a whole.

· . Infotype-specific switches control settings that can be defined for each infotype.

· A query generator generates the source code auto Description - There is a report category concept for the logical database PNP and PNPCE that allows you to control the struct of the selection screen. Any report that is based on one of these two logical databases can be assigned to a specific report category.
· Due to the fact that PNP and PNPCE use different report categories, it is important that the report category you enter was created for the logical database used in the InfoSet

· Report categories are only supported by the logical databases PNP and PNPCE. The switch cannot be used for InfoSets that are based on a different logical database.

· . The Ad Hoc Query does not use the selection screen of the logical database to define the selection conditions..

· The AQ_QUERY_PROT Business Add-In enables you to create your own logs.

11. AdHocQuery-839-864

· Is a tool used to report on data from Human Resources

· • Facilitates access to data from all areas of Human Resources.

· • Is characterized by simple selection of selection and output fields.

· Ad Hoc Query is a tool that enables you to report on the fol data:

· . HR master data, data from Time Mgmt, and payroll results (logical database PNPCE)

· . Applicant master data (logical database PAP)

· . Data from Per Planning (logical database PCH)

· Ad Hoc Query selects the requested data directly from the database. As a result, its performance is better than that of standard reports because the latter use logical databases to retrieve data. The standard authorization check is performed when data is selected and output.

· Before users can start the InfoSet query in the individual HR application comp info systems auto using the delivered InfoSets, they must be assigned to the relevant user group in the SAP Query. 

· The fol SAP Query user groups are used for the individual application comps:

· . /SAPQUERY/H0forCompensation Mgmt

· . /SAPQUERY/H1forBenefits

· . /SAPQUERY/H2forPer Admin

· . /SAPQUERY/H4forRecruitment

· . /SAPQUERY/H4forTraining and Event Mgmt
· The output preview enables you to output real data
· Ad Hoc Query’s basic mode of operation consists of two steps:

· . In the first step, you define one or more selection criteria and then start the selection. The result of this selection is a set of objects, such as persons, applicants, business events, or posns.

· . In the second step, you output data as required for the selected objects.

· The Ad Hoc Query screen is divided into 3 main areas: 

· Steps you use when working with Ad Hoc Query.

· 1. Select selection and output fields in the overview tree.

· 2. Enter a value, and choose a selection option if nec.

· 3. Execute the selection 

· 4. Format output in the output preview.

· 5. Access output.
· The InfoSets required for Ad Hoc Query are created and managed in SAP Query. When you create an InfoSet, you select the logical database on which it is based, and determine the infotypes which it includes. They are subsequently displayed in the InfoSet as field groups. Once you have selected your infotypes, you determine the fields of each infotype to be included in the field group.

· The InfoSet determines the objects that you can select with Ad Hoc Query.

· The fol scenarios are possible:

· . The InfoSet is based on logical database PNP/PNPCE. These InfoSets enable you to use Ad Hoc Query to select employees and then output data on them. It is also possible to include Per Planning infotypes in these InfoSets. Therefore, you can use them to output person-related Per Planning data on the persons selected.

· Furthermore, you can use these InfoSets to report on payroll results.

· . The InfoSet is based on logical database PAP. These InfoSets enable you to use Ad Hoc Query to select applicants.

· . The InfoSet is based on logical database PCH. These InfoSets enable you to use Ad Hoc Query to select objects of one object type, such as business events, qualifications, or posns. When you create the InfoSet, you determine the object type that it enables you to select.

· To access data in the system, Ad Hoc Query uses an InfoSet that provides you with a view of data in specific parts of HR. The view is structd by infotype. The InfoSet is displayed as an overview tree on the initial Ad Hoc Query screen

· Ad Hoc Queries are often required to report on employee data from one or more org units. Therefore, you can select persons using the org struct (if the InfoSets are based on logical database PNPCE).

· The disadvantage of switching object selection off is that you no longer benefit from improved performance (fast selection routine for persons and Per Planning objects). Furthermore, you cannot restrict the reporting set when object selection is switched off.

· The reporting period enables you to determine the period from which objects are retrieved. The system searches for objects that have valid infotype records that meet the selection criterion in the period you specified.

· An infotypes time constraint affects the contents of the output list. Once you have output real data, you can use SAP List Viewer functions on the Ad Hoc Query screen. For example, you can:

· . Search for entries

· . Calculate totals and subtotals

· . Display the output list in Excel and then use all Excel functions

· . Use ALV.s export and display options

· The preview of output allows you to see the layout of the output list before data is finally output. It also enables you to format the output list.

· Ad Hoc Query can be accessed in HR as a stand-alone tool from the various info systems in the SAP Easy Access Menu. However, it is also integrated in other HR reporting tools.

· . You can access Ad Hoc Query from HIS.

· . You can use Ad Hoc Query to process sets of persons determined in Manager.s Desktop.

· . Ad Hoc Query is also available for fast data entry in Per Admin 

12. SAPQuery-893-894

· You have identified reporting requirements that are not met by standard reports.

· . You have created customer and payroll infotypes, and now want to report on them.

· . You use SAP Query to create the required reports.

· If you use SAP Query to create queries, note that you can create one basic list and up to nine statistics or ranked lists for one query (defined using selection and output fields).

· When creating queries using HR logical databases, you can use the Line Groups function, which enables you to group specific lines together within multiline basic lists to form line groups. If infotypes have more than one record, this ensures that infotype fields which logically belong together are then grouped in a logical manner, instead of being output one after the other.
· By entering special attributes, you can determine further characteristics for the query (for example, change lock, output types).

· InfoSets are divided into field groups, which correspond to infotypes in HR

· Basic List Line Struct: This screen enables you to arrange fields in single or multiple lines, and determine the field sequence. Summation and field counting is possible for each control level.
· List Line Output Options:

· This screen enables you to determine output options for each line: output depending on whether another line exists, output for blank lines (before and after a line), page breaks, output in the page header. 

· If a sort sequence is specified for the line struct, the screen sequence branches to control level definition

· Statistics are used to perform analytical reporting for numerical data. The system does not merely output the values of numerical fields. Instead, it includes a summation function for the contents of fields, can count the number of processed records, and can output mean and percentage values.

· Ranked lists are special types of statistics that are sorted in the standard system by the ten highest values of a numerical field. This means that you can only define one numerical field as a ranked list criterion for a ranked list. 

· The term addl fields covers all of the fields that do not exist in the database table of the corresponding infotype, but that are available for reporting purposes.

· . Standard addl fields are addl fields that are required by the majority of customers, as experience has shown. For this reason, they are available in the standard system when InfoSets are created.

· . Addl fields can also be defined by customers to meet special, company-specific requirements.

· Just like addl fields, local fields are used to meet specific requirements. They are defined within a query, and are only available for that query (for instance, in SAP Query).

13. . Payroll and Time Mgmt Infotypes-905-916

· You want to report on payroll results:

· • The results of specific wage types per employee, per area,org unit ....

· Most Human Resource data is stored in infotypes. You can report on this data using standard reporting procedures (Ad Hoc Query or SAP Query). 

· Payroll results, however, are stored in cluster tables. You can only report on them using specific standard reports or reports you have programmed yourself (that is, using the ABAP Editor/SE38).

· To evaluate payroll results in the same way as other HR data, you can set up payroll infotypes.

· Preconfigured payroll infotypes are available for this or you can define your own.

· The basic principle of payroll infotypes (PIT) involves defining an infotype whose specific fields correspond to the results of one or more wage types in Payroll.

· To enable the results of (technical) wage types to be aggregated, evaluation wage types (EWT) are defined in an intermediate step. They are used to define the payroll infotypes.
· Example:

· Technical wage types /101 and /262 are both written to evaluation wage type Gross/ER-EWT. In this case, the payroll infotype Gross/ER-PIT only contains this evaluation wage type.

· Like all other infotypes in Per Admin, payroll infotypes have 3 substructs (key fields/PAKEY, administrative fields/PSHD1, infotype-specific fields/PSnnnn). The infotype-specific fields are contained in substruct PSnnnn. In the case of payroll infotypes, however, this struct contains addl, payroll-specific fields (sequence number, MOLGA, etc.) that are created auto when a payroll infotype is created. The infotype-specific fields of a payroll infotype are contained in include CI_Pnnnn. These fields correspond to the evaluation wage types defined in Customizing.

· SAP advises that you cumulate payroll results, and then import them into payroll infotypes. In this case, you must define cumulated payroll infotypes. When defining cumulated payroll infotypes, take note of the fact that you can determine which amounts are included in the payroll infotype, and the number of infotype records that are created (in relation to the payroll period).

· Payroll infotype data records without cumulation: each record contains the total paid for the corresponding payroll period.

· Example (for employee):

· Record 1 for period 012004: 3000 UNI

· Record 2 for period 022004: 3200 UNI

· .Data records of a cumulated payroll infotype (annual cumulation). Each record always contains the cumulated values currently valid (payroll run at month end):

· When cumulated payroll infotypes are set up, you are no longer required to define the assignment to evaluation wage types. This assignment is taken from payroll infotypes that are not cumulated.

· The definition of evaluation wage types is country-specific (MOLGA).

· . Transfer payroll results manually from payroll cluster tables to the payroll infotype (RPABRI00).
· . Display the contents of the corresponding database tables (PA9*) using SE16, and compare the values with the values in the payroll clusters

· . Display the values in the payroll infotype fields using the HR master data of the corresponding persons.

· Infotypes in Time Mgmt
· For reporting purposes, you want to have time evaluation results together with info from Time Mgmt infotypes presented in an easy-to-use form.

· The time Mgmt data is stored in the various infotypes and in cluster B2 (time evaluation results).

· Standard reports enable you to report on individual data sources. For example, you can report on infotype data (report RPTABS20) or cluster data (report RPTBAL00). However, they do not enable you to report on infotype data and cluster data. Therefore, standard reports can restrict you because they only enable you to report on some of the data relevant to your business.

· You can also use business-oriented BW structs (Info Sources) in R/3 as simulated infotypes.

· Simulated infotypes facilitate reporting on a new business level. The infotype concept is used to retrieve data in a user-friendly manner from a variety of data sources (infotype data, time evaluation results, data from the personal work schedule). For example, they enable infotype structs to be used to read and report on cluster data (cluster tables ZES, ZL with ALP and C1).

· Therefore, the infotypes are simulated because infotype data is not stored in an infotype database table, as is usually the case. Instead, it is retrieve from a variety of database tables at runtime by a function module in Time Mgmt.

· Just like other infotypes, simulated infotypes are available in logical database PNPCE. This means that they can be used like other infotypes for customer ABAP programs and reporting with SAP Query.

· Simulated infotype 2500 Personal Work Schedule Times includes the fol data:

· . Data from infotypes 0001 Org Assignment and 0007 Planned Working Time

· . Addl info, such as target time according to the personal work schedule and target time without public holidays

· Target time is determined using the fol data:

· . Daily work schedule (which is determined using the appropriate work schedule rule from infotype 0007 Planned Working Time)

· . Employment percentage from infotype 0007 Planned Working Time . Substitutions infotype (2003)

· Simulated infotype 2501 Employee Times includes the fol data:

· . Data from infotypes 0001 Org Assignment and 0007 Planned Working Time

· . Employee time data, such as the reporting time type (field REPTT) with the number of hours and days

· . Cost assignment data

· . Activity allocation data

· . Different payment data

· The new term reporting time type facilitates a standard view of employee times from a variety of Time Mgmt datasets (attendances, absences, employee remuneration info, time evaluation results from tables ZES, ZL, C1, and ALP of cluster B2).

· You create the reporting time type in Customizing, and use it to group required time data together. For example, you can use a reporting time type to create overtime statistics that are based on overtime data from different data sources.
· Simulated infotype 2502 Quota Transaction includes the fol data:

· . Data from infotypes 0001 Org Assignment and 0007 Planned Working Time

· . Quota transaction data:

· . Reporting quota type (field QUOTA)

· . Datafrominfotype2006Absence Quotas

· . Data from infotype 2007 Attendance Quotas

· The new term reporting quota type facilitates a standard view of quota data from a variety of Time Mgmt datasets (attendance quotas, absence quotas).

· You create the reporting quota type in Customizing, and use it to group required quota data together.

· For example, you can use a reporting quota type to create leave statistics that are based on a variety of absence quotas.

· Hint: The simulated Quota Transaction infotype also takes data from infotype 0005 Leave Entitlement into account.

14. . HRinBWandSEM-925-946
· Mgmt regularly requires key figures from Human Resources.

· The Business Info Warehouse enables you, an employee in the HR Analysis Department, to provide authorized persons at any time with the up-to-date key figures and reports they regularly require using an Internet/Intranet Browser.

· The fol new developments have already been made for BW 2.0:

· . In Per Development, business content has been enhanced with new extractors, an InfoCube, and appraisal queries. The InfoCube allows you to report on employee appraisals, business events, and surveys you have performed.

· . In Compensation Mgmt, addl extractors and a new InfoCube with appropriate queries for reporting enterprise and employee appraisals have been developed. In addition, an InfoCube for reporting data for awards is available.

· . In Time Mgmt, new extractors, a new InfoCube, and new queries for the Cross-Application Time Sheet (CATS) are available.

· . In Payroll, using the new BW MultiCube function, a new MultiCube has been developed for Payroll and Time Mgmt. The MultiCube is delivered with MultiCube queries that enable you to report on Payroll and Time Mgmt data.
· . In addition to the existing roles in HR, an addl role, .Employee Relations Manager., is available for all areas.

· Human Resources Analytics combines the strategic planning of mySAP SEM with the operative planning of SAP HR to provide integrated Business Content for extensive analyses and HR benchmarking.
· The 3 main constituent parts of the Business InfoWarehouse are the Business Info Warehouse Server, the Administrator Workbench, and the Business Explorer.

· R/3 extractors (= programs that enable data extraction) derive data from R/3. HR extractors are delivered for HR as Business Content.

· The Administrator Workbench is an easy-to-use, central administrative tool. It is used to manage the various source systems

· Using the Business Explorer, reports can be displayed in MS Excel, analyzed, and processed.

· The OLAP (Online Analytical Processing) Processor

· . Executes queries and generates different views of a query

· . Facilitates horizontal, vertical, and hierarchical .drilldowns.

· . Enables you to exchange characteristics (navigation)

· . Has different aggregation functions (total, numerator, min. / max., first / last, ...), comparison (deviation, ratio, percentage...), sequences (sorting, cumulated totals, time series, values,...) and currency Conversion

· InfoCubes

· . InfoCubes contain InfoObjects (two types of data):

· . Keyfigures (quantifiable values, such as the number of employees)

· . Characteristics (required to determine key figures in accordance with different criteria; org unit and gender are examples of characteristics for the number of employees)

· Data is stored and displayed in InfoCubes.

· InfoCubes are n-dimensional data stores that are used for reporting.

· An InfoCube contains InfoObjects, which consist of characteristics and key figures.

· The struct of an HR InfoCube is comparable with an InfoSet in Ad Hoc Query or SAP Query.

· . InfoCube data is analyzed by displaying various views of data in a query

· The Business Explorer is used to report on, analyze, and display data.

· The Business Explorer enables you to define queries, which are based on a selection of InfoObjects or predefined query structs from an InfoCube.

· By navigating queries, you create different views of data. This enables you to analyze and display InfoCube data.

· The Business Explorer supports standardized reporting, ad hoc queries, special reports, and individual online analyses. It also contains a graphical report catalog.

· The Business Explorer Browser can retrieve queries via the Internet or intranet.

· Standard determination of key figures facilitates benchmarking between different enterprises, or within a single enterprise.

· Comparative key figures can be broken down to the business process if the report has been defined accordingly. In HR, for example, they can be broken down to the employee.

· The Business Info Warehouse includes Business Content, that is, business info from Accounting, Logistics, and Human Resources.

· This distinguishes it from, and is its great advantage over, other Data Warehouse products. 

· HR Business Content makes it far easier for you to report on, prepare, and retrieve data. Predefined standard reports and report templates enable you to create reports quickly and simply.

· HR Business Content includes HR extractors, HR InfoCubes, and HR queries (business key figures and reports) for the fol areas:

· . Per Admin., Recruitment, Training and Event Management, Payroll, Time Mgmt, Org Mgmt, Per Development, Compensation Mgmt,  Benefits

· BW functions also enable you to create cross-application InfoCubes and queries / key figures, which are known as MultiCubes and MultiQueries.

· Examples of Key Figures and Reporting I

· . Per Admin. headcount, per struct, leaving rate, average age
· . Recruitment number of applications/applicants, advertising, advertising costs, recruitment success
· . Payroll: salary costs per org unit, wage type comparisons, overview of salary costs
· . Training and Event Management reports on attendance, cancellations, business event duration, fees, costs, revenue
· . Per Development qualifications per employee, proficiency of a qualification, employees by qualification group
· . Time Mgmt overview of per times, leave, sickness, overtime, cost center debiting
· . Org Mgmt overview of posns, occupied/vacant/unoccupied posns, full-time posns
· . Compensation Mgmt compensation analyses, average annual salary, bonus payments, posn of employees in pay grade/pay grade level, planned compensation adjustment
· . Benefits cost analysis according to org criteria, cost analysis according to benefits criteria
· HR Business Content includes predefined queries and key figures, and structs for frequently required standard calculations and comparisons.

· This makes it easy for you to perform time series comparisons, and to calculate averages for specific periods.

· These structs can be used for any HR query.
· Roles can be created for the various user groups. Reports and key figures can be grouped together within these roles according to the tasks and issues concerned, and then accessed using the Business Explorer Browser.

· Roles are also included in HR Business Content, and contain HR queries grouped into clusters.

· The characteristics defined in a query as .free characteristics. can be used for navigation.

· The Business Info Warehouse’s multidimensional views mean that a single Human Resource query covers a variety of classic standard reports. HR.s .Headcount. query, for example, enables you to view the headcount in accordance with org characteristics, such as the org struct of the enterprise, employee groups, per areas, and cost centers. Alternatively, you can view the headcount in accordance with person-specific characteristics, such as gender, age, and nationality.

· The query also enables you to view a combination of characteristics.

· HR in Strategic Enterprise Mgmt
· Changes in the current climate demand that enterprises improve their strategy orientation and align all business processes and managerial levels accordingly. This includes supplying HR departments and the Mgmt with all strategically important info. Afterall, only a correct assessment of risks and potentials ensures that the right decisions are met at an enterprise.

· . Benchmarking - analyzing processes and indentifying room for improvement.

· . Planning data and simulations from Per Cost Planning

· Basic key figures-Such as headcount, FTE (full-time equivalent), number of managers, hired employees, workdays, leavers.

· Per Planning-Such as Mgmt quota, fluctuation rate, average length of service, net entry rate, full-time/part-time rate.

· Recruitment-Such as net hiring rate, internal hiring rate, external hiring rate. Compensation and Benefits-Such as average employer exp for benefits, benefits for overall compensation, percentage enrollment in benefits

· Enterprises. Effectiveness-Such as costs per employee in FTE, salary revenue, income before interest and tax (EBIT) per FTE.

· Training-Such as training investment per FTE, training hours per FTE, training investment per training hour.

· Per Mgmt-Such as total costs for per activities, per area costs per employee, staffing factor per area.

· Time Mgmt-Such as illness rate, illness value per FTE.

· Possible data sources for key figures include:

· . Basic key figures

· . Calculated key figures

· . Restricted key figures

· . Struct

· In order to be able to use them in a scorecard, the key figures must be provided by a ODBGO-enabled BW query

· Why use the Balanced Scorecard?

· . Examine enterprise startegy

· . Derive and implement an HR strategy

· . Aligned with customer requirements

· . Per area measures in interest of whole enterprise

· . Measurable results

· . Positive contribution of HR department to value-adding process becomes transparent

· . Enhancement to HR department
· Strategic goals are displayed in the cause and effect chain. Each objective belongs to a perspective and strategy. The relationships between different objectives are clarified using arrows.

· Each objective is linked to initiatives and measures. The initiatives portray how an objective can be reached. The measures represent certain key performance indicators (KPIs) that allow you to check whether the target has been reached.

· For each scorecard element, there is a person responsible, a specified duration, and most probably a budget.

· Enterprise goals can be cascaded throughout the entire enterprise and stored in lower-level scorecards for areas, departments, and so on. We can distinguish between the fol levels:

· . Define enterprise goals, What are our core competencies?, What market posn are we striving toward?, What products do we want to offer?,Identify critical success factors:, Formulation of strategic goals, Grouping into strategies(What Paths Lead to Success(Formulate initiatives(Assign key figures(Set target values(Assign resources(Name people responsible

· . The classic definition of a scorecard covers four balanced perspectives on which the success of the enterprise depends.
· . Strategtic goals are identified for each perspective that is important for the success of an enterprise or department. In this example, this relates to reducing unplanned absences or competitive compensation. Key performance indicators monitor to what degree the goals are achieved. The status of each goal is indicated using the colors red, yellow, and green.

· The new aspect of the Balanced Scorecard concept allows not only financial goals to be considered as important factors of success, but also less tangible ones such as employee satisfaction and motivation.

· The HR department must consider the enterprise as its customer. 

· Once the customer perspective has been defined, the process perspective is much simpler. Processes should be so aligned that they provide optimal support for goals defined in relation to customers. 

· Possible goals could be: use the Balanced Scorecard to improve recruitment processes, minimize costs incurred by staff turnover, and reduce absence times in per Admin.

H. Solution Manager (+)

1. . Solution Manager. Overview-977-1042
a) Introduction to Solution Manager:
Key concepts and Comps:

Solution Mgmt is the strategy and Sol Manager the technical infrastruct to realize it.

Sol Manager is an integrated platform centrally running in a customer’s solution landscape, supports distributed systems, covers all aspects of implementation, operations and continuous improvement.

Sol Manager is a customer platform that enables representation and documentation of the entire SAP solution.

Sol Manager provides a single point of access into comp systems for design, configuration and testing activities. 

Sol Manager enables process-oriented design, configuration, testing and on- going system monitoring during operations, regardless of the complexity of system landscape.

Sol Manager provides central access to list of predefined business scenarios with help of Business Process Repository. This serves as a starting point for identifying project scope to be implemented.
Customers can create their own business processes or select predefined business processes to complement project scope.
The Business Repository is a package of reusable, predefined business process content which consists of: 1) Scenario documentation 2) Transaction assignments 3) IMG assignments 4) Configuration guides
5) Predefined test cases. Available business process repository content may vary by scenario.

In Realization phase the customer-specific solution defined during business blueprint is configured and tested.

Sol Manager enables process oriented rather than comp oriented configuration and testing

Sol Manager provides common platform for navigating to various comp systems to complete configuration and testing.

Benefits of using SAP solution Manager in Implementation:

o Central point of access and support for key implementation activities

o Process-driven Blueprint, configuration and testing approach.

o Auto customizing synchronization across SAP comps.

o Std scenarios provided by Business Process Repository.

o Central repository stores project documentation and issues.
o Project monitoring and reporting capabilities.

o Aligned services to assure smooth Go Live and operations.

o 5 phases of implementation roadmap are project prepbusiness blueprintRealizationFinal

PreparationGo Live and Support.

o Sol Manager also supports cross-functions such as:

Reporting

Roadmaps: contain std SAP implementation methodology and cover the most imp aspects/phases of implementation. Linked to accelerators and tools for performing tasks in project.

Roadmaps allow you to (PTCDFSN):

Navigate in struct

Display and assign documents

Create messages

Search for specific items in struct and accelerators.

Print indvl docs or structs with assigned docs

Filter the struct items by role or subj area

Track status and create notes per struct item.

TYPES:
Implementation Roadmap: Project managers, functional implementation Team;

Solution managemt Roadmap: Tech implementation Team and Ops team;

Global Template Roadmap: Program/ Project Managers.

PHASES

o 1) Project Prep: Define Project and system landscape.

o 2) Business Blueprint: Identify customer-specific solution based on predefined scenario in the Biz Process Repository and customer-defined Biz processes; Documents Biz processes. Biz Blueprint allows you to document biz processes of your org that you want to use in your SAP system. You create a project struct in which relevant biz scenarios, biz processes and process steps are organized in a hierarchical struct. To define how your biz processes should run in your SAP system you then assign transactions to each process step.
You can use the Business Blueprint project struct as a point of orientation during configuration. You can also display and edit project documentation from biz blueprint phase during configuration. The blueprint project struct forms basis for all test plans that you create during test org i.e. the transactions that you assign to process steps in biz blueprint are put in test plans during test plan generation.
o 3) Realization: In Realization process-oriented configuration, the process requirements specified in the business blueprint phase are configured. If you use objects from BPR in your structs they may already be assigned to transactions and BC sets. If you create structs manually you can assign transactions yourself in transactions blue prints, BC sets, IMG objects and test cases.
o In Realization-process oriented testing you organize tests after having already created biz blueprint and made initial configurations. You create a test plan, which is the project struct you made in blueprint phase. In addition, system will provide you all manual and automated test cases you have already assigned to processes and process steps.

o While customizing you can use customizing distribution to synchronize customizing settings in a source system (R/3) with customizing setting in target system (SAP CRM) within your SAP system landscape. You can also use it to transfer customizing changes made in one SAP R/3 development system to another dev system in your system landscape. 

Types of distribution in customizing distr: Initial distr (SAPtarget), Timed distr, Auto distr after each customizing change/release, Manual distr in transport request.

o Testing Procedure: SAP test workbench functionality is reused in Sol Manager Test Organization.

Assign test casesTest organizationTest executionTest monitoring and reportingProblem message handling.

o Document Mgmt: central storage of all project docs in SAP knowledge warehouse. Predefined templates/doc types shipped with SAP sol manager. Types of predefined templates are: 1) Customer input templates (CIT), 2) Templates for interfaces, forms and reports, 3) Templates for scenario descriptions, diagrams and installation guides. Project specific templates can be created and reporting features.

Uses of Sol Manager in Operations:

o Customer satisfaction better performance

o Reduction of Operational costs

o Software change Mgmt

o Service level Mgmt/Reporting

o Application Mgmt/Monitoring

o Integrated support desk
Several systems can be grouped together as a solution landscape and access to this landscape can be restricted.

Sol Manager provides common platform for navigating to various comp systems to complete configuration and testing.

Sol Manager can monitor SAP R/3 instances and SAP solutions

SAP software comps can be monitored via RFCs or external agents. Non-SAP comps can be only monitored via agents.
There is remote connection to SAP that you can open for service delivery or expert help from SAP active global support.

Comps of Solution Manager as the technical and operations infrastruct:
o Operations: Predictive and Proactive Services, Continuous improvement services, Best Practices for sol Mgmt.

o Idea behind sol manager is to combine all aspects of SAP service and support (services, message handling, tools, knowledge etc) in one single portal and facilitate delivery.

o Single point of access to SAP support services incl Remote services, on-site services, self

services and best prac docs, search facilitation (SAP service marketplaceviasol manager).
o Based on sol configuration, recommendations are triggered dynamically.

o Operations section archives all reports from such services.

o Reports are stored in sol manager for reference for future landscapes

o Monitoring:

o Involves Business Process Monitoring, System Monitoring and Service Level Mgmt/Reporting to help monitor and Administer entire SAP solution.
o Covers solution monitoring of business processes across multiple comps.
o Solution Monitoring is a proactive methodology, biz process oriented, software sol landscape oriented, configurable, linked to expert analysis, open and extensible (covers SAP R/3 and other SAP comps), Linked to sap delivered services.

o Goals of Sol Monitoring are to detect situations as early as possible and to enable customer support to respond and resolve problems fast.

o SAP sol Manager controls work areas: real time system monitoring and central system Admin as both complement each other, through graphical displays of Sol Manager. From graphical interface you can jump via RFC into remote system to start analyses.

In real time monitoring fol are monitored: Background jobs (errors, logs, delays, cancellations),

Transaction performance (avg dialog response time), Error updates for transactions and programs, Log messages for applications, deliveries and billings.
o In central system Admin you setup different administrative tasks for your systems from a central point.

o Support:

o Sol Manager enables collaboration between end-user support and back office resources.

o SAP users can contact support directly, in work environment or remotely if within solution landscape. Users send requests directly to Sol Manager.
o These requests pop-up in support notification portal of Sol Manger with all relevant data auto copied.

o SAP employee at support can use advanced tools like, SAP notes search, notes assistant, workflow and email, Microsoft net meeting for application sharing, SAP service marketplace interface to send support notifications to SAP active global support.
o Through SAP router interface: customer support desk employees and SAP active global support can look at end users desktop and test an application directly from a client.
+ = 1 - 10%

++ = 11 - 20%

+++ = over 20%
