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Trigger:

OVERVIEW

Create Employee Master Data

Business Process Description Overview

This document describes the procedure for Employee Master Data Creation

Employee Master Data Created

Input — Required Fields

| Field Value / Comments

From

<Hire date> for example, first day of year, 01.01.xxxx

Personnel no.

Internal number (system generates the Personnel no within range.)

Position

<blank> (system updates with default n0.99999999, if no Org.structure exists)

Personnel Area

1000 <your personnel area>

Employee Group

1 (Active)

Employee Sub Group

Y1 (Salaried Employee)

Cost Center

<any cost center>

Personnel Sub area

1010 <your personnel sub area>

Payroll Area Y B <Service Provider)

Title <Enter a Title>

Last Name <Enter a Last Name>

First Name <Enter a First Name>

Birth Date <Enter a Birth Date>

Language <Enter a Language>

Nationality <Enter a Nationality>

Work Schedule YBOO

Activity Type <Any Activity Type> for example <8> Consulting

Output - Results

Comments

Employee Master Record

Successfully created Employee Master Record

Document ID

Last Changed on: Last Changed by: Revision Level

Page #

<Doc. #>

<Date > <Name > <##>

10f 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document

or Master Document List.
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Tips and Tricks

Procedural Steps

1.1. Access transaction by:
SAP ECC menu Human Resources — Personnel Management — Administration — HR
Master Data — — Personnel Actions
Transaction code PA40

1.2. On the Personnel Actions Screen, make the following entries:

Personnel Actions

Fersonnel no.
From

Fersonnel Actions

| Action Type Fersonn |EE group |EE subg |
I_Hire Mini Master Record E|

Field name User action and values Description | Comment
From <any date> for example, first day of year,
01.01.xxxx
Document ID Last Changed on: Last Changed by: Revision Level Page #
<Doc. #> < Date > <Name > <##> 20of 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.




Answerthink BUSINESS PROCESS PROCEDURE

Solution: | EZAIO
Title: | PA40-Personnel Actions
Functional Area: | Personnel Administration
SAP Release: | ECC 6.0 EhP4

Personnel no. <any number between for example, 999001 -
100000 to 999999> external no. range set up from 100000
to 999999
Action Select Hire Mini Master

1.3. Choose Execute

1.4. On the Create Actions screen, enter the following data:
Document ID Last Changed on: Last Changed by: Revision Level Page #
<Doc. #> < Date > < Name > <##> 3of 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.
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Create Actions
'& Change info group

100081
B1/81/2011  to

Fers.Mo.

Start 12/31/0009

Personnel action

Action Type ¥B Hire Mini Master Record E
Feason for Action

Feference Pers. Mos.

Customer-specific E
3 Active =
1 Standard wage type i

Employment
Special payment

Organizational assignment
Fosition

Fersonnel area
Employee group
Employee subgroup

Field name User action and values | Description | Comment
Position <blank> If you have set up a HCM
Organizational structure, choose a
valid position, to assign the
employee to this position
Document ID Last Changed on: Last Changed by: Revision Level Page #
< Doc. #> < Date > <Name > <##> 40f 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.
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Personnel Area 1000 <your personnel area>
Employee Group 1 Active
Employee Subgroup Y1l Salaried

employees

1.5. Choose Enter

1.6. Choose Save

1.7. On the Create Organizational Assignment screen, enter the following data:
Field name User action and values | Description | Comment
Cost Ctr <any cost center> for example, 1101
Personnel Subarea 1010 <your personnel sub area>
Payroll Area YB Service
Provider
Document ID Last Changed on: Last Changed by: Revision Level Page #
<Doc. #> < Date > <Name > <##> 50f 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.




N :
“ Answerthink BUSINESS PROCESS PROCEDURE

Solution: | EZAIO
Title: | PA40-Personnel Actions
Functional Area: | Personnel Administration
SAP Release: | ECC 6.0 EhP4

Create Organizational Assignment

FPersonnel Mo 10000068

Status Active
Start B1/01 /2011 to 12/31/9888
Enterprise structure
CoCode 1006 Company Code 1000 Leg.person
Pers.area 1008  Personnel Area 1000 Subarea [
Cost Cir Bus. Area
Fersonnel structure
EE group 1 Employee Payr.area 11 Semi-monthly

EE subgroup |1 Salaried FT-Exempt Contract E

Qrganizational plan Administrator

Fosition
Job key
Exempt
Qrg. Unit
arg.key

FPersAdmin
Time
Payradmin

Supernvisar

1.8. Choose Enter.

1.9. Choose Save.

Document ID Last Changed on: Last Changed by: Revision Level Page #

<Doc. #> <Date > <Name > <##> 6 of 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.
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1.10. On the Create Personnel Data screen, enter the following data:

Create Personal Data

Fersonnel Mo lgeEooaa
EE group 1 Employee FPersonnel ar | 1000 Fersonnel Area 1000
EE subgroup Y1) Salaried FT-Exemnpt Status Active
Start B 7812011 Ta 12/31/99949
| Name ~
Title E Mame Format
Last name [ Birth name
First name B
Middle name Initials
Designation g Mickname
Suffix E
Mame
SSN &
Date of Birth & OFemale O Male @ Undeclared
Language ErM English E
Mationality g
Marital Status E Since Dependents
Document ID Last Changed on: Last Changed by: Revision Level Page #
<Doc. #> < Date > < Name > <##> 70f 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.
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Field name User action and values | Description | Comment
Title <Enter a Title>

Last Name <Enter a Last Name>

First Name <Enter a First Name>

SSN No. <Enter SSN No.>

Birth Date <Enter a Birth Date>

Language <Enter a Language>

Nationality <Enter a Nationality>

1.11. Choose Enter.
1.12. Choose Save.

1.13. On Create Planned Work time screen, enter Work schedule rule YBO0O0.

Document ID Last Changed on: Last Changed by: Revision Level Page #

<Doc. #> <Date > <Name > <##> 8of 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.
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Create Planned Working Time

| Work schedule |

Personnel Mo 1000000 Mame script test

EE group 1| Employee Fersonnel ar |1000 FPersonnel Area 1000
EE subgroup |1 Salaried FT-Exempt Status Active

Start B1/01/2041|  To 12/31/98949

Wark schedule rule

Waork schedule rule YBOO Flextime
Time Mgmt status 99 -Time evaluation of planned times g
Working week 01 Warking week Monday =

[]Pari-time employee

| Working time
Employment percent 100.00 [ Dyn. daily work schedule
Caily working hours g.0a Hin. Hax.
Weekly working hours 4@ .00 Min. Max .
Monthly warking hrs 174 .00 Hin. Max .
Annual working hours 2088 .00 Min. Max .
Weekly workdays 5.00
Document ID Last Changed on: Last Changed by: Revision Level Page #
<Doc. #> <Date > <Name > <##> 90f14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.
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1.14. Choose Enter.
1.15. Choose Save.

1.16.  On Create Travel Privileges screen, set Flag Changes Permitted to Trip in area Company
Code Changes.

Document ID Last Changed on: Last Changed by: Revision Level Page #

<Doc. #> <Date > <Name > <##> 10 of 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.
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Create Travel Privileges

Fersonnel Mo 1000000 Mame script test
EE group 1| Employee Personnel ar  |[1800 Personnel Area 1000
EE subgroup  |Y1| Salaried FT-Exermpt Status Active
Walid from B1/e1/72011 to  |12/31/9009
Employee Has Trips
RGrp MiA Statutory All Employees Trips Assigned
RGrp Mi& Enterprise All Employees
EE Grp Expense Type 1 Group 1
EE Group Travel Mgt All Employees
Travel Costs | Company Code Changes
RGrp Travel Costs All Employees []Zhange Permitted in Trip
Yehicle Type Car
Yehicle Class All Vehicle Classes
License Plate Mumber
Assignments
Company Code
Business Area
Cost Center
Document ID Last Changed on: Last Changed by: Revision Level Page #
<Doc. #> <Date > <Name > <##> 11 0f 14

or Master Document List.

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
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1.17. Choose Enter.
1.18. Choose Save.

1.19.  On the Create Time Sheet Defaults maintain screen, enter the following data:

Field name User action and values | Description Comment

Cost Center <any cost center> Default Default value derived from
organizational assignment
for example, 1101

Activity Type <any Activity for example, <8> Consulting
Type>
Document ID Last Changed on: Last Changed by: Revision Level Page #
<Doc. #> < Date > <Name > <##> 12 of 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.
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Create Time Sheet Defaults

Personnel Mo 1000000 Mame script test
EE group 1| Employee Fersonnel ar |1000 FPersonnel Area 1000
EE subgroup |1 Salaried FT-Exempt Status Active

Start

| Sender information

Controlling Area
Sender Cost Center
Activity Type
Business Process

B1/81/2011 to

12/31/9009

1006
1101

Controlling Area 1000
Financials & Admin

Supplementary information

Flant
Master activity type

External employee

Vendor

Sending purch. arder
Sending PO item
Activity Mumber

[ 1Required to record times in time sheet

Document ID Last Changed on: Last Changed by: Revision Level Page #

<Doc. #> <Date > <Name > <##> 13 of 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.
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1.20. Choose Enter.
1.21. Choose Save.

Result
You have created an Employee.

Document ID Last Changed on: Last Changed by: Revision Level Page #

<Doc. #> <Date > <Name > <##> 14 of 14

Users of this document assume responsibility for ensuring it is the current revision prior to use. Verify revision level against on-line document
or Master Document List.
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