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1. Introduction

SAP stands for Systems, Applications and Products in Data Processing. Five German Engineers
founded it in 1972. SAP is an ERP software which large organizations use to manage their
business. SAP has several modules, each of which represents a business-process. Modules are
usually abbreviated for the business process they represent. For instance, HR is Human
Resources, Fl for Financial Accounting and SD is Sales & Distribution and so on. All together there

are some nineteen modules.

These modules are highly integrated in real-time, which means, that if information is shared
between modules then the data is entered only once. This reduces the chances of error arising
from repetitive entry and also reduces the man-hours. Managers and decision makers always

have information at their fingertips and this helps then in effective decision making.

SAP has been around for over three decades. Nine out of ten Fortune-500 companies have
already implemented SAP (not counting the thousands of to-be Fortune-500 companies that
have SAP). There are well over 10 million SAP users worldwide and jobs keep popping up all

around the world.

SAP is the leading ERP (Enterprise Resource Planning) software. Because of it’s liberal open-
architecture, there are millions of programmers working around the world to provide interaction

between thousands of major software and SAP.

SAP is usually implemented in phases. The first phase is when organizational structure and
accounting components are configured, tested and then taken live. Gradually more modules

are turned on.

HCM Course
The purpose of this book is to learn step-by-step general configuration methods for the HCM
module. The course is built on menu path navigation of the Implementation Guide (IMG) and

the application area.
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LearnSAP
LearnSAP strives to help students develop SAP skills and knowledge needed to complete in the
employment market and adapt to future changes. The fraining course combines classroom

theory of SAP technology with hands-on practice.

LearnSAP strives to evolve with the marketplace, delivering skills-based education that is sensitive
to market needs and convenient to students. Our goal is to help people develop into employees

who are equipped to meet the challenges of a marketplace where change is the one constant.
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2. SAP Logon

SAP Logon

Client = 800

Username = <your user name>
Password = <password>

Click on Enter

=
User System Help

G AU CE@ SRE aDhon
SAP

Client eele]

User hriraining

Password Bk

Language

Press enter and you see SAP Easy Access.
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[E=z =TT
Menu Edit Favoriles Exras System Help '

@ = 140 c@0DHRDDLD DE QR

SAP Easy Access

CIEl& @]

[ Favorites
= (2 5AP menu
I [ Office
PO Cross-Application Components
I [ Collaboration Projects
b [ Logistics
I [J Accounting
b [ Human Resources
I ] Information Systems
b [ Tools

SAP DEMO SYSTEMS
THE BEST-RUN DEMOS RUN IDES

IDES ERP

The setting or customizing of SAP is done via the IMG (Implementation Guide). The route to

reach the SAP Reference IMG will be as follows:

Menu Path : SAP Main Screen -> Tools -> Customizing -> IMG -> Edit Project
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IE'Menu Edit Favorites Exras System Help
Vi HAH Cae BHE Do
SAP Easy Access
LlEl Sl &
Cl Favorites
= 2] SAP menu
I [ Office

b Cross-Application Components
I> [ Collaboration Projects
> [ Logistics
> [ Accounting
[> [ Human Resources
' [ Information Systems
< | Tools
[ [] ABAP Warkbench
= 4 Customizing

Project Adminisirat
2 IMG Logaing
) Project Analysis

G}J Transport Organizer (Extended View)

Double click on “Execute Project”
Click on the "SAP Reference IMG” button

=
Project Edit Goto Settings Tools System Help

v (H e@e MR 9000 R am
te Project

‘6’({* SAP Reference IMG | IM@Information ‘ I | Project Analysis |

My Customizing Worklist
Project |Name

e El
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You see the IMG Screen

L=
Implementation Guide Edit Goto Additional Information  Utilities(M) System Help

DA H @@ SDHEE s TmaaEs [

Existing BC Sets ||~ BC Sets for Ativity | [ Activated BC Sets for Activity |

Structure
= @f SAP Customizing Implementation Guide
& & Activate SAP ECC Extensions
SAP MetWeaver
= Enterprise Structure
% Cross-Application Components
Auto-ID Infrastructure
SAP xApp Resource and Portfolio Management (SAP xRPM)
Financial Accounting
Financial Accounting (Mew)
Financial Supply Chain Management
Strategic Enterprise Management/Business Analytics
Controlling
Investment Management
Enterprise Controlling
Real Estate
Flexible Real Estate Management (RE-FX)
Logistics - General
Environment, Health and Safety
Sales and Distribution
Materials Management
Logistics Execution

&

el v vl v v v v v v v v v v L v v L v v v )

PEPPE DREY
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3. Overview of Human Capital Management

SAP HR or SAP Human Resources or SAP HCM or SAP Human Capital Management or SAP HRMS
or SAP Human Resources Management System is one of the largest modules in the SAP R/3

system which consists of many subb modules like:
* Organizational Management
* Personnel Administration
* Recruitment
* Time Management
* Payroll
* Compensation Management
* Personnel Cost Planning
* Personnel Development
* Training & Event Management
* Travel Management
* Environmental Health & Safety.

Many of these sub modules are further sub divided into many components for e.g. Time
Management is further divided into Time Administration, Shift Planning, Incentive Wages, and

Time Sheet. There are further sub-division of each sub module in SAP.

A Human Resources Management System enables you to set up organizational hierarchies and

employee relationships and then store and administer employee data in the system.

The structures of an enterprise are subdivided intfo organizational structures, based on an
organizational plan, and administrative structures, based on the enterprise and personnel

structures.
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There are three types of Human Resource structure:

. Enterprise Structure
. Personnel Structure
. Organizational Structure

We assign all three structures in info type 0001(Organization Assignment)

(e
Infotype Edit Goto Extras  System Help

@ N aB e SHE anoan @R @
Change Organizatio nal Assignme nt

=) [ors swumre |

== lElEE][=]a] Pers. No. | 56595 Pers.Assgn 00050995 =l
Find by | | Pers No 15 50995, Mame David Adams |
g % Person EE group 1_! Active _F_'g_ri:_e_l_[gg__f_iﬁ_l?_'_l?ﬂ Caliber A Bicycle Company
{Hi Collective search help EE subgroup  |X8| Salaried employee
(H} search Term Start [@i/a@1/1998]@)t0  [12/31/0998] Cchng[16/14/1999] EDINGTON |
[} Free search
Enterprise structure
CoCode J Training Leg.person \aa02|
Persarea  |CABB|  Caliber ABicycle Compan Subarea 0003| Head office
Cost Cir 7| Bus.Area |
Personnel structure
EE group ﬂ_ Active Payr.area |@| HR-=X: Monthly
_E_E_iu_!::glr_clu_g_ﬁl Salaried employee _C_:mtract |—EE|
Organizational plan Administrator
Percentage  [100.0] Group  [CABB|
FPosition _'_éé'a'i'ﬁéﬁé} 50-Mngr FersAdmin i
50 Manager of Accesso | Time |_:
Job key {355_1_55_'@} 50-Mngr Eqr_rAdmin |:
50 Manager Supenisor ’_—|
Org.unit  [38015500] ACC
Accessories Research
Org.key [cABE ]

Information on the organizational assignment of employees is of great importance for

authorization checks, for the entry of additional data, and for Time Management and Payroll
Accounting.
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Enterprise Structure: Company code, personnel area, and personnel subarea
Personnel Structure: Employee group, employee subgroup, payroll accounting area

Organizational Structure: Organizational units, jobs, and positions

Enterprise Structure

The enterprise structure is the method used for defining how your organization is set up in SAP
ERP HCM. Aligning your company correctly to this structure is one of the most important steps of
an SAP implementation, because the enterprise structure defined here can have important
ramifications on later decisions, not just in Employee Administration but in many other SAP ERP
HCM components as well.

The Enterprise Structure for Personnel Administration is made up of the following elements:

An independent legal and organizational unit of the system.

An independent company with its own accounting unit; a company that draws up its own
balance sheet.

A specific entity for Personnel Administration; a subdivision of the company code.

Personnel Subarea: A subdivision of the Personnel Area.

Personnel Structure

As opposed to the enterprise structure, which defines the organization from a legal and physical
point of view, the personnel structure defines the organization from the employees’ point of
view.,

The Personnel Structure is made up of the following elements:

Used to classify employees into general groups for processing of pay, time, and benefits.

A subdivision of the employee group. This allows further distinguishing of employees according to

specific traits.
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Organization Structure

An organizational structure consists of activities such as task allocation, coordination and
supervision, which are directed towards the achievement of organizational aims. It can also be
considered as the viewing glass or perspective through which individuals see their organization
and its environment

Organizational Management enables you to get a clear picture of your organization in the past,
present, and future. Using this information, you can prepare for and react to future HR
requirements and changes.

Organizational Structure is divided in two divisions

. Organization Plan

. Administrator

Organization Plan: You create your organizational plan using organizational units and positions.
An organizational plan is a comprehensive and dynamic model of the structural and personnel
environment in your enterprise, which you can evaluate at any time.

Administrator: You can enter three different administrators: one for personnel administration, one

for time management, and one for payroll.

EREIE] &) o0s/172011 +3 Months
-'@----'Emlﬂ'..-..'.'.

Staff assignments (structure) Relationship text Chief

* []IDES AG 0 00000001
v [] Exec.director - Germany 00000100 |5 line supervisor of Dr. Herbert Bra...
» [ Executive Board - Italy 00000220 Is line supervisor of
= [ Executive Board - USA 00000300 Is line supervisor of Debbie Davis

2 Chief Executive Officer (US)

- @ Debbie Davis

- 8 Executive Assistant to CEQ (LS)
« @ Yvette Williams

49999993 Incorporates
00100135 Halder
499985949 Incorporates
00100173 Haolder

v [] Operations - (US) 50000540 |5 line supervisor of Mr John Williams
» [ Human Resources 50000595 Is line supervisor of Mark Taylor

¥ [ Information Services - (US) 50000597 Is line supervisor of

b [ Sales - (US) 50000611 Is line supervisor of Max Anderson...
v [] Corporate Marketing (US) 50010897 |5 line supervisor of

» [ Finance (US) 50028922 Is line supervisor of Mr. Dan Young

[ Executive Board - Canada
[ Executive Board (Aus)

00000400 |5 line supervisor of
00000420 |5 line supervisor of

LI o s T T T e I i w R T o |

»

»

» [] Empresa Argentina 50022020 Is line supervisor of Sr Radl Molteni

» [ Executive Board Venezuela 50022839 Iz line supernisor of Pan, Jesis

» [ Executive Board Mexico 0 50023039 Is line supervisor of Aparicio Saldan...
v [1 Business Applications Development (O 40000002 |5 line supervisor of Mr. Jason King ...
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4. Enterprise Structure:

The Enterpris or Personnel Administration is made up of the following elements:

Company: An independent legal and organizational unit of the system.

An independent company with its own accounting unit; a company that draws up its own
balance sheet.

A specific entity for Personnel Administration; a subdivision of the company code.

Personnel Subarea: A subdivision of the Personnel Area.

Q. Define Personnel Areq: A Personnel Area is a specific entity within the Personnel
Administration structure. It is a subunit of the organization. Each Personnel Area must be unique
and assigned to one company code. Personnel areas are used for reporting purposes,

validating authorizations, setting up planned working times, and generating default information
in employee master records and pay records.

Menu Path: SAP Reference IMG->Enterprise Structure->Definition->Human Resources
Management-> Personnel Areas
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[ SAP NetWeaver
7 [2  Enterprise Structure
[ &b Localize Sample Organizational Units
< B  Definition
P B  Financial Accounting
Contraolling
Logistics - General
Sales and Distribution
Materials Management
Logistics Execution
Plant Maintenanca
H

-
WE PRI

[ & Employee Groups
[ &+ Employee Subgroups

Double click on “Personnel Areas”

| = Choose Adtivity

Activities
Perf [Mame of Activity

L

Double click on Personnel areas.

=
Table View Edit Goto Selection Utilities(M) System Help

& HABIQEQ SHE DL AR &
Change View "Personnel Areas": Overview

Personnel area |Persunnel Area Text |

MAHM [4]

-~ owte SE Texas 4]

~ 1000 Head Quarters BANGLORE H
~ et RELIANCE FRESH! BANGLORE

Click on New Entries.

Give 4 character alphanumeric identification to Personnel Area and additional information.
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1=
Table View Edit Goto Selection aiies(M) System Help

@ 2 (B Qaee e o7
P
New Entries: Details of Added Entries

Personnel area |Dusa||F'ersonneI area for LSA |

Personnel Areas

House numberistreet |5101 Camden lane |
PO Box 588

Fostal Code 77585

City |Pearland |
Country Key Im

Region TX I:FJ

County code |_|

City code [ ]

Press save button.
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I = Edit address: ousa

Mame
Title | ]
MName | |

Search Terms
Search term 1/2 | | |

Street Address
StreetHouse number || |
Postal Code/City | |

Country IE_| Region @

PO Box Address

PC Box
Postal Code
Company postal code @

Communication

Language |EN English a| | Other communication... |

Telephone | Extension | |
Mabile Phone |

|
|
Fax | | Extension
|
|

o B B

E-Mail
Standard Comm.Method

Comments | |

|Q F're\riewll% International Versions |

Give details address.
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I=Edit adaress: ousa
Mame
Title | Company 2
MName |Dusa Personnel area |

Search Terms

Search term 1/2 |Dusa || |

Street Address

Street’House number |51U1 Camden Lane || |

Postal Code/City |77584 |Peariand |

Country IF' Region @
PO Box Address

PO Box 567

Postal Code 77684
Company postal code @

Communication

Language |EN English E|| | Other communication. . |

Telephone | | Extension | | =

Mobile Phone [ | E

Fax | | Extension |—| E

E-Mail | | =
|

Standard Comm.Method )

Comments | |
| F'review||%| International Versions |

Press enter.

(S Prompt for Customizing request

Request E|::5.r-:a|;n;|?35
Short Description HR Configuration

(/B [D)[ own Requests |

_'Ijl Customizing request

Press enter.

& Data was saved
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b. Assignment Personnel area to Company Code: You allocate each of your personnel

areas to one company code.

When you create a personnel number, the corresponding company code is allocated to it in
the info type Organizational allocation (0001), depending on the enterprise structure in which

the employee is situated.

SAP Reference IMG->Enterprise Structure->Assignment->Human Resources
Management -> Assignment of Personnel area to Company code

< B Enterprise Structure
2 &F Localize Sample Organizational Units

I B  Definition
== Assignment

Financial Accounting

Controlling

Logistics - General

Sales and Distribution

Materials Management

Logistics Execution

Flant Maintenance

L Il v v
PR PRRPRE

== L)

Click on execute button.
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;_F'ers area
fioen
[1100
i
1200
- 1300
1400
T
1908
11001
{200

Personnel Area Text

_‘H b
_Hamburg

Berlin
Chicago
Dresden
Frankfurt
Stuttgart
oge
ALE Lissabon
Belgium
Corporate - United Kingdom
Corporate - ltalia
Paris
Sri2PA
Barcelona
Italy
Schweiz
IDES China
Corporate - United States
Chicage gr02
Corporate - United Kingdom
Chicago
Atlanta
Los Angeles
Boston
i

| Company Code
1000
1000
ABCD
1000
1080
1000
TEAD
2000
o0
2000
2260
2200
2225
2300
2600
2700
2800
3000
30600
3050
3000
3000
3000
3000

Company Name | Ciry Grpg '
IDES AG at -
IDES AG o1 ¥
ABCD Company 1
IDES AG a1
IDES AG a1
IDES AG a1
btec 1@

IDES UK 19
Euro Subsidiary - Belgium 12
IDES UK o8
IDES France Qe
IDES France Lt13}
Sz 18
IDES Espafia 04
IDES IDES ltalia 15
IDES Schweiz a1
China 28
IDES US INC 18
IDES US INC 18
IDES Subsiduary UK o8
IDES US INC 18
IDES US INC 18
IDES US INC 10 -
IDES US INC 10 -

Click on Position

< Position. . | }ntrﬂ 0f136

III?'.Annther entry
Personnel area | Iﬁ’]

Give your Personnel Area.

III?'.Annther entry

Personnel area

DUSEl 7

Press enter.

Version ECC 60

Page 23



www.LearnSAP.com HR: OM & PA

[E Tableview Edit Goto Selection  Utilities(M) System  Help

& B @@ SHE PDDLOD BE @@
Change View "Assignment of Personnel Area to Company Code": Overview
P> E B

Pers.area  Personnel Area Text Company Code Company Name Ctry Grpg

D@US}\ ]F‘ersonnelAreafor USA & =

PADD Mab's A Bicycle Company CABB Training ag e

PAD1 Caliber A Bicycle Company CABB Training ag

PAB2 Caliber A Bicycle Company CABB Training a9

Give the following details:

Company code: 3000
Ctry Grpg: 10

Press enter.

[E Change country grouping

The country grpg of company code
00 has been changed.This company
code is used in other pers. areas.

@ The country grouping will also be
changed. Make changes?

-
IL Yes Mo HX Cancel

Click on yes button.

[E TableView Edit Goto Selection Utilities(M) System  Help

& -8 @@ CHE Do BE @m
Change View "Assignment of Personnel Area to Company Code": Overview
72 B B
Pers.area Personnel Area Text Company Code Company Mame Ctry Grpg
[ Jousa Personnel Areafor USA 3060 IDES US INC m -
PAGDD Mab's ABicycle Company CABB Training 99 -
PAD1 Caliber A Bicycle Company CABB Training 99

Press save button.
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(S Prompt for Customizing request

View Maintenance: D.. |V_T500P

o
C=RKBEET 35
Request E- K _'Ij Customizing request

Short Description HR Canfiguration

(4]l own Requests |

Press save button.

@ Data was saved

Define Personnel Subarea: A personnel subarea is an organizational unit that represents a
specific area of the company organized according to certain aspects of personnel, time

management and payroll.

The personnel subarea represents a subdivision of the personnel area. For instance, within
each personnel area, the company has a variety of employees. Some are eligible for pay while

others are not. Some are eligible for benefits while others are not.

The following business sub tasks belong to the personnel subarea:

. Defining of pay scale and wage type structure
. Defining planned working hours
. Defining appraisal criteria

Menu Path: SAP Reference IMG->Enterprise Structure->Definition->Human Resources
Management-> Personnel Areas
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U 1 A LT e W ]

e Enterprise Structure
[ (& Localize Sample Organizational Units
= By  Definition
Financial Accounting
Controlling
Logistics - General
Sales and Distribution
Materials Management
Logistics Execution
Flant Maintenance
Human Resources Management
“ =1 —
EX
B (& EnpoTeTere—

[ (& Employee Subgroups

] T T T T
BE PPRPEE

Click on execute button.

= choose Activity

Activities
Perf [Name of Activity

Create personnel subareas

Double click on Create personnel subareas.

[ Determine Work Area Entry

Work Area

Personnel area

| Further select cond. || Append |

Give your personnel area.

I = Determine work Area: Entry

Work Area

Personnel area I3'USE|

| Further select cond. || Append |
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Press enter.

=4 Table View Edit Goto  Selection Utilities(M)  System  Help

< -8B CHE ©DhLHD BE @@
Chapgallew "Personnel Area/Subarea”: Overview
: @ BB B
IF'ersonneIarea JDUSAIPerSOHI"IelNeElfOYUSA
Personnel subarea Pers. subarea text

-

-

Click on New Entries.

=4 TableView  Edit Goto  Selection  Utilities(M)  System  Help

] M E @@ SHE Do BR @i
New Entries: Overview of Added Entries
P EE
Personnel area |DUSA| Personnel Area for USA
Personnel subarea Pers. subarea text

ouTx Texas -

OUCA California v

I i

Press save button.

[ Prompt for Customizing request

View Maintenance: O V_TOA1P '

Request _'ljl Customizing request

15
Shaort Description HR Configuration

(/B3] own Requests |

Press enter.

& Data was saved
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5. Personnel Structure: As opposed to the enterprise structure, which defines the
organization from a legal and physical point of view, the personnel structure defines the
organization from the employees’ point of view.

The Personnel Structure is made up of the following elements:

Employee Group: Used to classify employees into general groups for processing of pay, time,
and benefits.
Employee Subgroup: A subdivision of the employee group. This allows further distinguishing of

employees according to specific traits.

. Define Employee Group: The employee group allows you to divide your employees into groups
and allows you to define their relationship to the enterprise. The following essential organizational

functions can be carried out using the employee group:

. generating default values when entering data; for example, for the payroll accounting
area or for the basic pay of the employee
. generating a selection criterion for evaluations

. generating a unit for the authorization check

Example : You want to distinguish your employees between persons actively employed,

pensioners and early retirees.

Menu Path: SAP Reference IMG -> Enterprise Structure ->Definition ->Human Resources
Management-> Employee Group
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- Enterprise Structure
[ &F Localize Sample Organizational Units
= Definition
Financial Accounting
Controlling
Logistics - General
Sales and Distribution
Materials Management
Logistics Execution
Plant Maintenance
Human Resources Management

[Z &+ Personnel Areas

LR v L v
FE PERRE

Click on execute button.

= Table View Edit Goto  Selection Utilities(M)  System  Help

1V 4B QC@@ ECHE Do BE @B
Changelliew "Employee Group”: Overview

U New Entries  [ENE 2>

Employee group Mame of employee grp
a
1 Active v
2 Retiree/pensioner
3 Permanent PT
4 Contractors/3rd priv

Click on New Entries.

= Table View  Edit Goto Selection Utilities (1) System Help

@ M BIC@@ OHE SDhod BER @0
New Entries: Overview of Added Entries
vEEER

I_EmD|0!"ee group 1 Name of employee grp

-
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= Table View Edit Goto  Selection Utilities(M)  System  Help

1V 4B QC@@ ECHE Do BE @B
New Entries: Overview of Added Entries
b4

Employee group Name of employee arp

1 |-Active -
S S-Retiree -
Ii i

Press save button.

[ Prompt for Customizing request

Tt
Request _'ﬁl Customizing request

=
Short Description HR Configuration

(/B [D)[ own Requests |

Press enter.

( Data was saved

Define Employee Subgroup: The employee subgroup represents a subdivision of the
employee group. When you define employee subgroups, you are essentially begun to set up

your personnel structure.

Example: Within the employee group Active, you want to distinguish between industrial workers,
pay scale employees, trainees and executive employees. This distinction enables you to do the

following:

You can carry out evaluations for which certain employee subgroups can be included or
excluded.

Certain personnel administrators should only be allowed to edit the data of certain employee
subgroups.

Depending on the employee subgroup, you can generate different default values in master
data processing (for example, executive employees have entitlement to more leave than pay

scale employees).
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