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This Document is intended to explain the Time Management such as maintain absence, Absence
quota generation and Time Events Maintainance

SAF Logon 710
Shortcuts Systems |
Description System Des... | Log On
Y .
t | E)EEP | Wariable Logar...
i
| Hew ltem...
| Change Item...
P | " | Delete ltem. .
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Password
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Enter User Name

Lokesh

Enter Password

*kkkkkk

Enter user Name and Password then press enter button

16 DR E BDo8 EHE @ DE

SAP Easy Access

B | S| & 2| vl

7 {3 Favorites
@ Change Custormer {Centrally)
@ Change Custormer {Centrally)

= {3 5AP menu

> [0 ofmce

B [ Cross-Application Components

P [0 Logistics

B O Accounting

> (1 Human Resources

I O Telecommunications

B [ Utilities Industry

B [ Infarmation Systermns

B Toaols

SAP Easy Access
DE| S 14

¥ {3 Favorites
[# change Customer (Centra
[# change Customer (Centra
< {3 SAP menu
b [ Ofice
B 1 Cross-Application Compar
b [ Logistics
B [ Accounting
b [ Human Resources
B [ Telecommunications
B (3 Utiliies Industry
B (3 Information Systems
b (3 Tools

SN

Create Session

End Session

User Profile C
Services L
Utilities C
List L
Services for Object

My Objects [
Own Spool Requests

Own Jobs

Short Message

Status...

Log off

Application Help
SAP Library
Glossary I
Release Notes

SAP Service Marketplace

Create Support Message
Settings...
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IES
Menu  Edit Fawvorites  Extras Systern Help

& A ECEa  DRE 0o B
SAP Easy Access

3| L0 =30 R

[ Favarites
= 3 SAP menu
[ [ Office
[ (] Cross-Application Companents
[* (] Logistics
I ] Accounting
= =9 Human Resources
o Manager's Desktop
[* [ Personnel Management
= 31 Time Management
[* (3 &hift Planning
= &9 Administration
@ Time Manager's Workplace
[* (] Time Data
[* (3 Time Evaluation
= ) Wiark Schedule

TR LN

EEE FE

_@
_'1?
i

2 Display
2 Holiday Calendar
[* (7 Infarmation System
[ [ Tools
[* (] Settings
[* [J Environment
I [ Incentive Wages
I (] Time Sheet

Click on CFeate or Enter PT01 Tcode
Click on create

a
=)
R
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Work schedule  Edit  Goto Systern Help

| & 210 Q@@ CHE o0 AR QB

||E

Create Work Schedule

| Create || Create all |

Work schedule for

Employee subgroup grouping 7
Holiday calendar Sh
Fersonnel subarea grauping 1
Wark schedule rule SHT1
Period

Calendar rmonth fromm (bt 122003
to (MM 1220089
Display

@ Calendar

O ALY List

Click on create All
System will show the Message like below mentioned for selected period

F@ Work schedule generated for period 01.01 2010t0 31.12.2010

Employee Subgroup grouping 7
Holiday calendar SA
Personnel subarea grouping 01
Work schedule rule SHT1
Calendar Month 122008
to 122009
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3.2 Change Work schedule- PT02

Human Resources O Time Management 0 Administration 0 Work

Schedule 0 Change

PTO02

(=
Menu Edit Favorites Extras  Systern Help

& | DA EH  SEe  DHE Dhoan  BEE @D
SAP Easy Access

(3 i M == N e | D
(3 Favorites W

= &3 SAP menu
[ Office
(3 Cross-Application Components
3 Logistics
3 Accounting
=3 Human Resources
3 Manager's Desktop
[> [J Personnel Management
= = Time Management
[ [ shift Planning
33 Administration
2 Tirme Manager's Yorkplace
[ Tirme Data
[ Time Evaluation
=3 Work Schedule

oo

Jq=v =

3 g

T2 Display

2 Holiday Calendar
[ [ Information System
[ Tools
B [ settings
1 Environment
[ [ Incentive Wages
[ [ Time Sheet

=z

L=
Work schedule  Edit Goto Systern Help

& | ol A H €@ SHEE S masn EE &
Change Work Schedule

| Zhange || Delete |

Work schedule far

Employee subgroup grouping ?[ﬁ’::l General Manager
Haoliday calendar ﬁl CChC Public Holiday Calendar
Fersonnel subarea grouping ﬁ'

wyork schedule rule W‘

Feriod

Calendar month from b ™™™ lm‘

o (MMYT [122m10]

Display

@ Calendar

O ALY List

Click on change button
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BOEREREFEE

Grpg [DWS |v|Daily WS text

[Pind hrs|Work st_|Work e_|[start Date [End Date

= _
| Work schedule  Edit Gaoto  Systern Help m
@ 3l dH €eQ SHE 2000 FE
Change Work Schedule
0 BHTA
ES grouping T DWS grouping o1 Manthly hours 209,80 §gq SHTE
Holiday Calendar ID Sh Period wark schedule SHT1 o1 SHTC
PS grouping 01 Work schedule rule SHT1 o SHTD
0 BHTE
walid January 2010 Chngd 31.05.2008 LOKESH 01 SHTFE
‘Work Schedule (] Eal
Wk D MO HC D TU HOD WE HCDTH HCD FR HC D sh Ko D su Ho ||V SHTH
53 [ az 93 S
M SHTJ
OFF SHTE SHTE o [
a1 o4 a5 (3 ar ag ag 10 01 EHTL
SHTG SHTE SHTE OFF 0FF SHTE SHTE M SHTM
B2 11 12 13 14 15 16 17 M 8HTM
SHTG SHTE SHTG OFF OFF SHTE SHTE M BHTO
n318 19 20 21 22 23 24 0 SHTP
SHTG SHTE SHTG OFF OFF SHTB SHTB 02 AFTH
84 |25 26 27 28 23 30 3 0z DAY
SHTG SHTE SHTG OFF OFF SHTE SHTE Nz e
0z GLE
nr  GLF
0z GLE
02 MGHT
Restart: Maonth ‘Week Day in year 0z MORNM

m I

OFF
SHTAWIOT
SHTBWIOT
SHTCWIO T
SHTD YWIOT
SHTEWOT
SHTFWWOT
SHTGWIOT
SHTHWT
SHTIMIOT
SHTJ WT
SHTKWT
SHTAWT
SHTBWT
SHTCW T
SHTDWT
SHTEWT
Afternoon Shift
Day Shift
off

Flextime
Flextime
Flextime
Might Shift
Mormal shitt

0,00
8,00
8,00
8,00
8,00
8,00
8,50
4,50
9,50
4,50
8,50
4,50
8,00
8,00
8,00
8,00
8,00
7,00
7,00
0,00
8,00
7,20
4,00
8,00
7,50

Change work schedule(Shifts) for Particular work schedule rule if required

Ex: Change shift G to SHIFT H For Particular Day.

00:00:00
07:00:00
16:00:00
23:00:00
08:00:00
07:00:00
08:00:00
08:00:00
0g:00:00
08:00:00
08:00:00
08:00:00
07:00:00
16:00:00
23:00:00
08:00:00
07:00:00
16:00:00
08:00:00

08:00:00
08:00:00
08:00:00
08:00:00
08:00:00

00:00:00
15:00:00
2300000
07:00:00
16:00:00
15:00:00
16:30:00
17:30:00
173000
12:30000
16:30:00
123000
15:00:00
23:.00000
07:00:00
16:00:00
15:00:00
24:00000
16:00:00

18:00:00
18:00:00
16:30:00
16:00:00
16:30:00

o1
01
o1
o1
g}
01
o1
o1
g}
o1
o1
g}
01
o1
o1
g}
o1
o1
g}
01
o1
o1
g}
o1
o1

01.2008

.01.2008
.01.2008

01.2008

.01.2008
.01.2008
.01.2008

01.2008

.01.2008
.01.2008
.01.2008
.01.2008
.01.2008
.01.2008

01.2008

.01.2008
.01.2008
.01.1980
.01.14490
.01.1980
.01.1980

01.1980

.01.14490
.01.1980
.01.1980

31.12.99589
31.12.9959
31.12.9989
31.12.949589
31.12.9999
31.12.9959
31.12.9959
31.12.99589
31129999
31.12.9989
31.12.9959
31.12.9999
31.12.9959
31.12.9959
31.12.99589
31.12.9999
31.12.9989
31.12.9959
31.12.9999
31.12.9959
31.12.99589
31.12.99589
31.12.9999
31.12.9989
31.12.9959

Employee Subgroup grouping 7
Holiday calendar SA
Personnel subarea grouping 01
Work schedule rule SHT1
Calendar Month 122008
to 122009
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3.3 Display Workschedule-PT03

Schedule O Display

Human Resources O Time Management 0 Administration 0 Work

PTO3

=
Ywork schedule Edit Soto Swstem Help
&= | o QI &8 | DS E G =T An s | FEE G b
Display Work sSchedule
Wo'ork schedule fTor
Employveese subgroup grodping I? (=3
Haoliday calendar S50
Fersonnel subarea grouping [aN]
wwork schedule rule SHT1 ]
Feriod
Calendar rmonth fromm (el ™Sy ™™ a1 2o DI
to R R [1zzo1a]
Display
& Calendar
ALY List
Click on Display Button
=
wwork schedule Edit Soto Swstem Help
&= | [ = R . T i = T e e B B 73 = I =
Display Work Schedule
| choose || Previous manth || Mext month |
ES grouping ?‘ OCwW'S grouping 1 Monthly hour= 209, 08
Holiday Calendar 1D 50 Feriod work schedule SHTA
FS grouping (e ] Wwork schedule rule SHTA |
walid January [za1@] Chngd 31.05.2008 LOKESH
Wiork Schedule
W L Mo HC [} TU HC O WE HE O TH HC FR HC ] =1 HC [ =10} HC
53 a1 02|
[ | [orF J[ ] [ [skTs] [] :I [SHTE] |
a1 o4 (B} a6 oF ag DEIl 10
[ ] [saTell ] [svTs] [] [ ] [seTel ][] [eFF J[ ][] [eFF J[ ] [ I[snTs] [] [] [sHTs] ]
o2 11 12 132 14 15 1E| 17
[ ] [sarell ] [svvs] [] [ ] [serell ][] [erF J[ ][] [eFF N[ ] [ I[snrs] [] [] [sHTs] ]
0z |12 19 20 21 22 23' 24
[ [sarell ] [ Jsevs] [] [ ] [serel ][] [erF J[ ][] [eFF N[ ] [ I[snrs] [] [] [sHTs] ]
o4 | 25 26 27 28 29 3EI| 21
L] [sarell | [seTs] [] [ [serell ] [ [erF L] L] [erF L] [IsnTs] [] [] [sHTe] ]
Restart: ronth [=reak Cray Iin Ve ar
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Employee Subgroup grouping 7
Holiday calendar SA
Personnel subarea grouping 01
Work schedule rule SHT1
Calendar Month 122008
to 122009

3.4 Change Holiday calendar-SCAL

Human Resources O Time Management 0 Administration 0 Work

Schedule 00 Holiday Calendar

SCAL
L=
Calendar Edit Goto Extras Swstem Help
L) = A= € e & | B E A EE

sSAP Calendar: Main Menu

Calendar

Each change takes effect directlv in all clients

Subobjects

@ Public holidays
2 Holidaw calendar
) Factory calendar

=4 [=]

Click on change button

10
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Zalendar Edit Soto Extras Swsterm Help

= = o IE S G e L2 G S
Change Public Holidays: Overview

[ ][==] ][]

Fublic haoliday [Shaorttewxt Juse in haliday calfSart Kewy
1 Suds Day 1 Sud=
1 Ramadan 1 Ramadan at
10 Dhua al Hijja - 2 10 Hijja 2
10 huharrarm 10 mubharr
11 Dhua al Hijja - 1 11 Hijia
11 Dhu al Hijja - 2 11 Hijia 2
|12 ohu =1 Hilja - 1 12 Hiji=
12 Dhu al Hijja - 2 12 Hijjia 2
|12 RaBbi1 12 Rabi |
15 Shaban 15 Shaban
T |2 1d &l Fitr 1. day 2.1d al F =
2. 1d al Fitr 2. daw Z2.0d al 2 >
|27 Rajab 27 Rajahb
27 Ramadan 27 Rarmad
[ || 3 Shaweral 2 Shawwwal
9 Dhu al Hijja - 1 9 Hijia
| @ Dhu al Hijjia - 2 a Hijia 2
Assumption 2 Assumption ol
" | Asuncion de |a wirgen A=uncion d Ead
Batalla de Carabobo Carabobo i
| Battle of Boyaca Batl Bovac Ead
Buddha's Birthd aw Buddha bdw
| carnival rMonday Zarn. Mond Ead

Select Sort key then click on

Enter SA as sort key
L=
| Calendar Edit Goto Extras  Systern Help

| & A0 e DHE SO0 BRI @M

Change Public Holidays: Overview

[Of~] (@]

Fublic holiday [shorttet |Use in holiday cal fSort Key

[ Determine values for filter criteria

Select.

Sort Key 54 to (=]

Then click on |+ [la

L=
Calendar  Edit  Goto Extras System Help

& = 4 H @& Ee@ |8 EE 0 e s | EE & o

Change Public Holidays: Overview

[D][][@]

Click on change Button

11

=p| Public holiday [sharttest |Usein haliday cal|_saort |
EID-LIL-ADHA, EID-UL-ADH ® SA
| fEID-UL-ADHA EID-UL-ADH M sA
| | BEID-uL-ADHA EID-UL-~ADH ® sa
| BEID-uL-ADHA EID-UL-~A0H b sA
|| BEID-uL-ADHA EID-UL-ADH ® SA
| | EID-UL-FITR EID-UL-FIT M SA
| |EID-UL-FITR EID-UL-FIT ® sa
| | EID-UL-FITR EID-UL-FIT b sA
| |EID-UL-FITR EID-UL-FIT ® SA
| | EID-UL-FITR EID-UL-FIT M SA
| | EID-UL-FITR EID-UL-FIT ® sa
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L
Calendar Edit Goto  BEstras  Systern Help

& | B AdH &G @ SR B3| TmoE
Change Public Holidays: Overview

(D[ ][@] | [e&][ & Detnition | |[5¥]|&][<] | [E]

() Easter Sunday

Public holiday |shoritext |Use in holiday cal]_Sort |
EID-UL-ADHA ElID-UL-ADH S SA
] EID-UlIII?CreateIChange Fublic Holidays: Details
| EID-uf
| EiD-ull Haliday EID-LIL-ADHA
| EID-uf
| Elo-ull Fublic holiday is already being used
| EID-Lf
| EID-ul Type of Public Holiday
| |EID-u Chwith fixed date
[ [=lese Cwith & fixed day from date
Elo=UE 2 Distance to Easter

Click Tick Mark
E
‘ Calendar Edit Goto Exiras  Systerm  Help

@

AP C00 CHE a0es HE 0

Change Public Holidays: Overview

lE?f' CreateiChange Public Holidays: Floating Public Holidays

[=

D20 B vemn] | FIEIE) | B
NEEDS |M0mh |Day |Used | |—|
Pubilic holiday |shorttet  [Useinholidayeal] § [2008 11 26 &
EID-UL-ADHA EID-UJL-ADH H
: EID-ULIII7 Create/Change Public Holidays: Details H
— EID-U Haliday EID-UL-ADHA E
. EID-L IZ|
| E:gﬂ Public holiday is already being used KD a0
| EID-1J Guaranteed
| |EID-U Type of Public Holiday ® Mot Guaranteed
| [ED-Ul [ Cwith fixed date O Thursday =)
| |EB-UI | Cwith a fixed day from date O Friday )
EID-U ) Distance to Easter ) Sunday ﬁ‘)
() Easter Sunday rSaturdaySunday =)
(# Floating Puhlic Haliday
Fublic Haoliday Attributes
Sort Criterion m
Religious Denomination Ell
Public Holiday Class 1]
Shart Holiday Name EID-UL-ADH|
Long Holiday Mame EID-UL-ADHA

Click on Insert date

FH Ingert date || Delete date ||§|

12
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III?CreateIChange Fuhlic Haolidays: Floating Public Holidays

| Year manth Day zsed |_|
5 2009 11 26
_ i i
i |:|
O [+]
O [~]
L[] T [«
Guaranteed
1| ® Mot Guaranteed
(O Thursday | (=)
) Friday | (=)
2 Sunday | (=)
(0 Saturday/Sunday | ()

_|| Public Holiday Attributes

sort Criterion lm

Religious Denarmination | EI|
Public Holiday Class 1]

Short Holiday Narne EID-UL-ADH |

Long Holiday Mame |EID-UL—ADHA

Insert date lﬁ

Enter Year Month and Date of Holiday

Then click on Insert date
Then click on change button

13
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I = Transport link note

Transporting the holiday and factory calendar

The automatic recording of customizing changes does not include the

i holiday and factory calendar. 811 chandes made to the holiday or Tactory
calendar must be transported manually . The holiday and factory
calendars' own transport connection should be used.

Choose the function Calendar -z Transport, in the holiday and Tactory
calendar initial screen to copy a1l the holiday and factory calendar
data into a reguest.

Please pay attention to the information which wyou get when transporting
the holoday and factory calendar.

q@l@ﬁllﬁ

Click on tick mark
Public Holiday was changed

Choose Holiday calendar Radio Button
=
| Calendar Edit Goto  Extras  Systern Help

| & 290 @08 CHE 0o BR QB

SAP Calendar: Main Menu

(| Calendar
| The calendar is not clientspecific
Each chanoe takes effect directly in all clients

Subohkjects
() Public holidays

() Factary calendar

s 7]

Click on Change Button
14
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Holiday Calendar List will display

Change Public Holiday Calendar: Overview

O[] | [ [ ¢ pefnttion |[& catendar |[m@]

1[E|1io [Haoliday calendar | »alid fram| walid ta| Used in Factary Calel
-I KR |South korea 1995 2010 =
([ | kZ | Kazakhstan 1895 2010 *
] Luxembourg 1997 2010 =
| A [Morocco 2001 2006
| Mz | Mexico 1895 | 20132 =
|y [ malaysia 1895 | 2010 *
| M1 Mew Zealand onvellington 1895 | 2010
| re [mMigeria 2001 2006 *
| ML |Metherlands 1895 | 2010 =
MO [ MNoreay 1995 2010 P
| MZ |Mew Zealand 1895 | 2010 =
" |FE |Feru 1997 2010 =
| PH |Philippines 1895 | 2010 H
. |PL |Foland 1895 2010 »
— |PT |Portugal 1895 | 2010 H
I : RO |Romania 1895 | 2010 *
R Russian Federation 1995 2010 o
T ESA  CCMC Public Holiday Calendar 2008 2050 =
| |sE |sweden 1895 | 32010 "
s Singapore 1995 2010 kY
| sk |Slovak Republic 1895 | 2010 =
| 5L |slovenia 1892 | 2010 *
| TH |Thailand 1895 | 2010 H
| TR |Turkey 1892 | 2010 *
| T | Taiwan 1895 | 2010 =
| ua [Ukraine 1897 | 2010 "
I [us [usa 1895 | 2010 =
I |vE |venezuela 1995 2010 =
| = [=nith Africa 1995 2nin W

Click on change Button |£|

15
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| 4 Calendar || P Calendar |

1 Calendar 1D 58| CCMC Public Holiday Calendar
1
I walid  From zons
To 2A50
Assigned Public Holidays
Selected Fublic Haliday walid From walid To
1 EID-LL-ADHA 1900 2pag
1 EID-UL-A0HA 1900 2098
1 EID-UL-A0HA 1900 2098
] EID-LIL-A0HA 1900 zEos
1 EID-LL-A0HA 1900 zoog
EID-UL-FITR 1900 zoog
1 EID-UL-FITR 1900 2paa
i 1 EID-UL-FITR 1900 2pag
i ] EID-UL-FITR 1900 2098
| 1 EID-UL-FITR 19008 ZO98
] EID-UL-FITR 1900 zEos
Entry 1 of 11
| Assign Holiday | | Delete assignment |

Select Leave type which you wants to remove from the calendar then click on Delete Assignment
Leave would be deleted from the list

If you wants assign Holiday click on Assign holiday Push Button

16
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=
Calendar Edit Goto Extras Systern  Help

@ B AEHICER  EHEIADa: | EE @ E

Change Public Holiday Calendar: Details

|4 Calendar || » Calendar

Calendar D 54| CCMC Public Holiday Calendar
l@lnsen Public Holidays into Holiday Calandar
Walid From 2008 [«]
Ta 2050 Public holiday Key [l
1 Ouds Day B
Assigned Public Holidays :1 Ramadan
Selected  Public Holiday validFrom  validTo | [ 18 Dhu a1 Hijja - 2
[ [10 Muharram
EID-UL-ADHA 1960 2098 (111 Dhu a1 Hijia - 1
EID-UL-ADHA 1800 2098 LI11 Dhu &l Hijja - 2
[ 112 Dhu al Hijia - 1
EID-LIL-ADHA 1900 2098 CI12 Dhu a1 Hiiia - 2
EID-LIL-ADHA 1900 2098 []12 Rahi I
[115 Shahan
EID-LIL-ADHA 1900 2098 Clz. Id a1 Fitr 1. day
EID-LIL-FITR 1900 2098 [J2. Id al Fitr 2. day
EID-UL-FITR 1900 2093 L127 Rajab
[127 Ramadan
EID-LIL-FITR 1900 2098 ;3 Shawwal
EID-UL-FITR 1300 2838 (19 bhu a1 Hijja - 1
EID-UL-FITR 1900 2pgs| (L9 Dhu al Hijja - 2
:.ﬂ.ssumptwn 2 —
EID-UL-FITR 1900 2098 [Jasuncion de Ta wirgen 2]
Assign publ holiday
I
Select the key then click on Sort option
Change Public Holiday Calendar: Details
|4 Calendar || » Calendar
Calendar 1D SA| CCMC Public Holiday Calendar
l@lnsen Public Holidays into Holiday Calendar

Walid From 2008
To 3050 Public holiday Key
v EID-UL-FITR 5h
Assigned Public Halidays
Selected Fublic Holiday Walid Fram  Walid To
EID-LIL-ADHA 1900 2098
EID-LIL-ADHA 1900 2098
EID-LIL-ADHA 1900 2098
EID-LIL-ADHA 1900 2098
EID-LIL-ADHA 1900 2098
EID-LIL-FITR 1908 2098
EID-LIL-FITR 1900 2098
EID-LIL-FITR 1900 2098
EID-UIL-FITR 1908 26098
EID-LIL-FITR 1900 2098

Click on Assign public Holiday | Assion publhaliday | then Click Save button

17
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IES
| Calendar Edit Goto Extras  Systern Help

| & 290 ICEQICHE D0 HE QB

| Change Public Holiday Calendar: Details

| |*I Calendar || P Calendar |

Calendar D S| CCMC Public Holiday Calendar

Yalid From 2008
To 2050

Assigned Public HDIidays/llI:«'Eave Puhlic Holiday Calendar
Selected Fublic Haoli

EID-LIL-AD
EID-LIL-AD
EID-LIL-AD

: BIDFLlsAD) @ Do you want to save the

i EID-LIL-AD

' EID-UL-FIT

SRS fes m Mo E| ¥  Cancel

EID-LIL-FIT]

EID-UL-FITR 18900 2098

EID-LIL-FITR 1900 2n9g

EID-UL-FITR 1300 2098

Floating public holiday EID-UL-ADH
i5 not defined in each year of
interval 2008 - 2040

public holiday calendar?

Click on Yes Button
Public Holiday calendar SA Was Saved

Holiday Calendar was Changed

3.5 Display Holiday Calendar-SCAL

Human Resources 0 Time Management 0 Administration 0 Work

Schedule 0 Holiday Calendar

SCAL

18
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L=
Calendar Edit Goto  Extras  Swsterm Help

& | A EH € 2 HEE LA EE @

SAP Calendar: Main Menu

Subohbhjects

O Public holidays
@ Holiday calendar
(2 Factary calendar

&4 [2]

Click on Display Button
Display Public Holiday Calendar: Overview

[=25] [ sz~ Definition |[ s Calendar |

ID |Holiday Calendar |*~alid from [valid to| Used in Factory Cale|

KR  South Kaorea 1995 2010 i
| | KZ | Kazakhstan 1995 010 »
| LU Luxembourg 1997 z010 >
| maA morocco z001 2006
| M mMexico 1995 Z01 2 £
| v malaysia 1995 Z010 =
| M Mew Zealand Qrellington) 19495 z010
| MG Migeria 2001 2006 3
| | ML Metherlands 1@9s5 z010 e
| MO Moreay 19495 zZ010 >
| MNE  Mew Zealand 1895 Z010 £
| | PE [Peru 1997 z010 *
' | PH Philippines 19495 z010 >
| PL |FPoland 1995 | 2010 *
| PT Portugal 1945 2010 2
| RO | Romania 1998 zZ010 >
| | RU Russian Federation 19495 z010 >
T ESA CCMC Public Holiday Calendar z002 2050 £
. | SE Sweden 1995 z010 Y
| | S5 Singapore 19495 zZ010 >
| Sk Slovak Republic 1945 2010 3
| SL | Slovenia 19935 z010 *
. | TH Thailand 19495 z010 >
| TR | Turkew 1998 | 2010 *
| T Taiwean 1995 Z010 »
| uAa [ Ukraine 1997 zZ010 >
| |us usa 19495 z010 >
| vE venezuela 1995 010 >

Select Holiday calendar SA

Click on |&¢ Calendar |

19
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|I:."

Calendar Edit Goto  Extras  Systerm Help

| @ 1 0H Ee SHB Do AR R
Display Public Holiday Calendar: Year Overview

|-:33f Year || 4 Calendar || b Calendar |
' CCMC Public Holiday Calendar

‘r‘ear|Nn. DanIidays|Hnlidays an SaturdaﬂHulidays an Sunda\d
2008

20049 11 1 2
2010

2011

2012

2013

2014

2014

2016

2017

[T]]

Select Year of Holiday Calendar then Click on | fear | display

= = =22 =T
Calendar Goto  Systerm  Help

& | & 1 JHe@e  DHNE 8000 [E @
Change Year Overview 2009
W[EE

Public hol| [Calendar Overview Public Holiday Owerview
| (B it o | Tu lwal Thl Frl sal anl=] | | (Date ETfETE |
EE Bl s o a2 13 13 5| | Z00a200e |ED-UL-FITR
= =EE 2 15 16 17 18 19 20 1 & : €
ey g 32 23 24 25 36 37 28 31.09.2008 |EID-UL-FITR
= cacaem o8 8 4 32082008 |EID-UL-FITR
EID-U 5
o z 12 13 14 15 16 17 18 33092008 | EID-UL-FITR
- & 18 20 21 22 23 24 25
— e U ' RN R R 24092000 | EID-UL-FITR
a0 u - 2 3 4 5 B 7 8 35092000 |EID-UL-FITR
H 5 9 10 11 12 13 14 15 T
a0 g R R 26.11.2000 | EID-UL-ADHA
— i 33 24 35 16 T 38 1 37112008 EID-UL-ADHA
e 2 3 4 5 B 7 8 38113008 EID-UIL-ADHA
EID-U g 3 1D 12 13 14 15
2
5

1
518 m oM 1 28.11.2008  EID-UL-ADHA
5 18 17 13 29 30112009 EID-UL-ADHA

200974

20095

20095

20097

200948

200953

S D s 32 S e d AR R

1

[ [ — — b [o10 o) 040 (2] sapdevat

Public Holiday list was displayed
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3.6 Create /Maintain Absence

Data 0 Maintain

Human Resources O Time Management 0 Administration O Time

PA61

SAP Easy Access

3| =] EE B

1 Favorites
= =3 SAP menu
[ Office
[ Cross-Application Somponents
[ Logistics
O Accounting
3] Human Resources

A Manager's Desktop
[ [ Personnel Management
— 3= Tirme Management

[ [ Shift Planning

= =3 Administration

A Tirme Manager's Waorkplace
= 3] Time Cata

9229

52 Display
T2 Fast Entry
2 Maintain Additional Data
L Quota Owerviews

[ Time Evaluation

3 vworlk Schedule

3 Infarmation System

3 Toaols

[ Settings

3 Enwironment
[ [ Incentive Yages
[ [J Time Sheet

[+ [ Pawrall

1 TV

TOTY9TY

Double click on Maintain

(=

Time data Edit Goto Extras  Liilities(k) Settings Swsterm  Help

& = A H & EeE | R Emas | EE @

Ak

SRR

i

S 5 T PO W

|§;|E|| Maintain Time Data

e Dt arty | | (28 wvaets | [ warn (21 vaar |

== E EE B Persannel no b4
Find by || rarme Wagdi Ahmed &1 -Tavb
~ ¥ Person EE group 1| Active Pers.area KSA1 | Kingdom of Saudi Arabia
=l Sonective search help EE subgroup A4 | Executive-Admin Cost Center EE068 Human resource
=l Search Term
[‘ﬁ‘] Free search m Additional account assignments ¢ Time guotas ¢ Time mana LI El
Infotyp e tesxt e ] | [ Periad
""" Absences @ Period
:Aﬁendances From |21 .05.2009 Ta 01.06. 2009
| |Tirme Events O Today O Curraweek
| |Owertime Al O Current maonth
| |Substitutions 2 Fram curr.date O Last week
L Ssseieili O To Current Date O Last month
L TS WTRISTET SREEiie sllens O Current Period O Current Year
_Emplovee Remuneration Info E| | Choose
[=]
Direct selection
Infotype Absences STw

Enter the Start Date and End date

Click on Create
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Select Vacation Type:

L=

Tirme data  Edit Goto  Exras

UtilitiesiM)  Settings

System  Help

& | s B e@@  SHEIODOOIEE @

Maintain Time Data

III7 Subtypes for infotype "Absences” (1) 10 Entries found

IEI List entry |I|E—§|Week ||E§I hianth ||E—§| Year|

{H} search Term
{H Free search

Leave Type: ANVL

I ||| I I |||$Iﬁ| Personnel no. 14 VIBIMIMIEI IQ|Q|
Find by || Name Wagei Ahmed 41 -Tayh | PSG[AATy_[Att/abs. type text |
= G Person EE group 1] Active FPers.area [0y |anyvt Annual vacation 45 Days

{Hl collective search help EE subgroup E Executive-Admin CostCentd g1 amy2

Annual Vacation 40 Days

01 ANYL  Annual Vacation 30 Days

Additional account assignemd 01 DFML - Death of family rmember

01 EMRL Emergency Leave-Unpaid

Infotype text |E| |:D1 HAIL Hajj.Leave
s 01 MARL  Marriage Leave
] 01 PATL Paternal leave
Attendances
- 01 SICL  SickLeave
Time Events K
— i 01 UKPD  Unpaid leave
Overtime
Substitutions
Auailability
Time Transfer Specifications
Employee Remuneration Infa E‘
[=1] L]

Direct selection

Infotype Absences
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=

Infotype  Edit Goto  Estras  Systern  Help

G 2190 e@Q CHE 0o IE @@

Create Absences

D D J |:|| Fersonal work schedule | J | Activity allocation || Costassignment || External services | J

S [ E E = EY Pers.No. 14 Name Wagdi Shmed A1 -Tayb
Find by | Pers.area K581 | Kingdorn of Saudi Arabia Cost Cir 3eaan | Human resource
= @ Ferson EE subgrp Executive-Adrnin WS rule [SHTT | Genaral Shift vaio T
[} Collective search help Start [1.05.2008[#)T0  [01.06. 2009
fH} search Term
{H Free search
Ahsence
Ahsence type ANVL Annual vacation 20 Days
Time |—| - |—| [ Prev.day
""" Absence hours ,W' [#] Full-day
Abzence days 2,00
Calendar days 2,08
Gota used 2,00 | Days
Advance payment
Off-cycle reason —|
Fayment date |
Fayrall Identifier |_|
Fayrall type |_|

Click on save button

System will show the Message Absence record was created if Absence quota available . Other wise
its will through the error message Absence quota is not available for this employee and absnce type

3.7 Create Absence Via Fast entry

Human Resources 0 Time Management 0 Administration O Time

Data O Fast Entry

PA71
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herno Edit Fawvarites Exiras Swsterm Help
== = =D Es G G | =2 6 G2 0 =4 T Ao H519
SAFP Easy Access
(=] =] [Ce i == TN — I — |

1 Favorites
= =3 SaAP menug
Office
Cross-Application Components
Logistics
Accounting
Human Resources
T3 Manager's Desktop
3 Fersonnel Management
=3 Time Managerment
- [ Shift Flanning
= =3 Administration

3 Time Manager's Yworkplace
= == Time Data
raintain

(9997
4= 00000

1 e

B RAaintain Additional Data
2 Suota Owe e e
Tirme Evaluation
wwork Schedule
Information System
Tools

Settings
Environment
centive Ywages

ime Sheeot

popeoo

_‘

‘Dvavvvv
5

=
=

Double click on fast entry
|IET1r‘neda‘ta Edit Soto Extras Swystem Help

| & =] 0 H €Ge  DHEE sammas  BEE e

Fast Entry of Time Data

@l [ with proposal |

Fast entry of tirme data 171 Feriod
Absences [=] & Period
| |attendances [=] From [31.05.20089] To 61 .06 2aa9([=)
| |Substitutions O Today O Currweak
| |Awailability Ol O Current month
_O'-.-'er‘tir‘ne 3 From curr.date O Last waak
| pasehes QUEins O Te Current Date 2 Last rmonth
| |sttendance Quotas 2 Surrent Period 2 Current Year
_Er‘nplnyee Rermuneration Info |E| Choose I
_Tirne Transfer Specifications El
Activity Allocation (Attendances) El
Cirect selection
Infotype Absences STy | ANYL | Annual wacation 20 Davs
Enter Personnel Rumbers Sawve Optian
@ Enter in fast entry screen @ Sawe records directly
2 Manual preselection 2 Create batch input sessiaon
O Preselect using report
O Preselection w.ad hoc gquery
MaintainfLockr nlockrDelete
[JLocked recards only

Enter period(start and End),Select Infotype:2001 subtype :ANVL
Then click on create button
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L=

Infotype  Edit Goto  Exdras  Systerm Help

& 3 dBH e CHE Dton BE @

Create Absences

|% Other personnel numhbers |

Fersonnel numhber |T3.rpe |Btart |End |Fr|:|m |T|:| |L|O|
EEOaaE14 AT -Tayb Wagdi & ANYL 31.08. 2009 [01.06. 2008 1 (=]
005008 WiTkinson Staphe; [l 31.05.2009 01062009 |1 ]

ARVL 31.08. 2009 [01.06. 2008 1 __|

ARVL 31.05.2009 (01,06, 26008 1

ARVL 31.08. 2009 [01.06. 2008 1

ARVL 31.05.2009 (01,06, 26008 1

ARVL 31.08. 2009 [01.06. 2008 1

ARVL 31.05.2009 (01,06, 26008 1

ARVL 31.08. 2009 [01.06. 2008 1

ARVL 31.05.2009 (01,06, 26008 1

ARVL 31.08. 2009 [01.06. 2008 1

ARVL 31.05.2009 (01,06, 26008 1

ARVL 31.08. 2009 [01.06. 2008 1 |§|

ARVL 31.05.2009 (01,06, 2008 1 []

K] — LD

Entry 1fof Z@

Enter the personnel Number then click on Save Button

Absence Record was created for Employee 14, Absence record was not created for Emplo :8
because No quota available for att./abs. ANVL for pers. no. 00000008 between 31.05.2009 and
01.06.2009

3.8 Create time events
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Human Resources O Time Management 0 Administration O Time

Data 0 Maintain

PA61

SAP Easy Access
o3 N e = B == e B S

1 3 Fawvorites (=] &

il= =3 sAF menu [—] &

E = [ Ooffice |

[ = Cross-Application Components l
(3 Logistics |
_ i
— Human Resources g

T3 Manager's Deskiop
3 Personnel Managerment
3] Time mManagement
[ [ Shift Flanning
— =] Administration
ISB'I Tirme Manager's Yorkplace
= =5 Tirme Diata

{ |
{ |
3 ~ccounting
=
L=

L

P

‘EEEJ_ Display :
A Fast Entry
A Maintain Additional Data
A Cunta Owve ey

3 Time Evaluation

3 vork Schedule

3 Infarmation System

3 Tools

1 Settinos

3 Environrment

Incentive Wages

Tirme Sheet

i

ol
Dvavvvv

B ST

Double click on Maintain Button
|IET1medata Edit Goto  Extras  LHilitiesihy Settings  Systerm Help

| & slob @@ CHE Dnoan RE @F

il Maintain Time Data

El List entry | e ek | Month | “Year |

I ||| I I I||$I‘ﬁ| Personnel no. 14
Find by | Marme Wagdi AShmed 81 -Tayh
= @ Ferson EE group 1| Active Fers.area K581 | Kingdom of Saudi Arabia

[l Collective search help
Bl search Term
{El Free search

EE subgroup La| Executive-Admin Cost Center jeiclalzic] Human resaurce

Additional account assignments i Time quotas i Time mana ||| E|
Infotype text |E I | FPeriod
""" Ahsences @ Period
:Aﬁendances From To
_Time Events O Today O Currweek
| |Owvertirne O Al O Currant month
| |Substitutions O Fram curr.date O Lastweek
| |Awailability 2 Ta Current Date O Last manth
|__[Tire Transfer Specifications O Current Period O Current Year
_Empluyee Remuneration Info % |E| Choose I

Direct selection

Infotype STy

Click on create
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Create Time Events

DD ‘ |:|| Persanal work schedule | I | Activity allocation || Cost assignment || External serices | J

=2 E]E]E] ]2 Pers.No. 14 harme Wapdi Ahmed A1 -Tayb
Find by | FPers.area KSA1 | Kingdorn of Saudi Arabia Cost Ctr Jaeon | Hurnan resource
e ‘ﬁﬁ’ Ferson EE subgrp Executive-Admin WS rule SHT1 Genaral Shitt Wio T
] Collective search help Date 31 05 @09
{Hl Search Term I= choose Time
Free search
A Time event HH "M 55
Ch.
Tirme event type [
_____ ;
Day assignment |_|

Continue (Enter)

Attrabsence reason

Terminal IO
Origin []
CustField |
1=
| Infotype  Edit Goto Extras  System  Help
|& | 2110 eae EHE a0 IR @m

Create Time Events

[E][=2][2] | [2][ED Personal work schedule | |[ Actiity allocation || Costassignment ][ External senices | |

Click on save button

|= & ]E]E]=]2a] Pers.ho. 14 Name Wagdi Ahmed A1 -Tayh
Find by | Pers.area K501 | Kingdorm of Saudi Arabia Cost Ctr 30000 | Human resource
~ i Person EE suburp El Executive-Admin WS rlle SHT1 | Genaral Shift Wio T
{Hl Collective search help Date m@
(H} search Term
Bl Free search i
Time event
Time 0g:60:00
Titme event type P16 Clock-in
""" Day assignment |_|
Attfabsence reason
Terminal ID
Qrigin [M]
CustField |
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L=
Infotype Exiras

& | @ |

Edit Goto Systerm Help

A H & Ee | S

R Rl s 2 8 | v N ez I = 1

Create Time Events

I:”:I J |:|| Fersonal work schedule | I | Activity allocation || Cost assignment || Extaernal services | I

|=|=]E]E] =] Pers. Mo 14 Marne wapdi Ahmed Al -Tayh
Find by || Pers.area KSA1 | Kingdom of Saudi Arabia Cost Ctr 20000 | Hurman resource
= ‘:ﬁ Person EE subgrp a4 Executive-Admin WS rule SHT1 | Senaral Shift Yo T
[E} Collective search help Date 31.05.2009[=)

{5} search Term
5} Free search

Time event

Time 14:08:12

Time event type W‘ Clock-out
""" Day assignment —|

Allfabsence reason

Terminal 10 |

arigin Fl

ZustField

Click on Save button

Overview of clock in and clock out time
=
Infotype

g

Edit Goto Extras Systern  Help

DA H @@ SHE ahon HE @

List Time Events

Dllzlmim@[E]

== E]E] 2] 2] Pers.No. 14 Narme [Wagdi Ahned A1 -Tayb
Find by | Pers.area lm‘ Kingdorn of Saudi Arabia Cost Ctr 30000 Human resource
= D Person EE subgrp . Executive-Admin WS rule SHT1 Genaral Shift Wio T
[} Conlective search help Choose  [B1.05.2008[FTo  [31.85.2009]

{Hl search Term

Tirne Event
{H} Free search e EVENs
Date [Time [T [Short description [oalatan Jmio Jolp |
| |31.052008  D8:00:00P10 Clockein M [=]
| [31.052009 | 14:08:12P20 Clock-out M ﬁ

3.9 Employee Remuneration Info (2010)-Over time

Human Resources 0 Time Management 0 Administration 0 Time

Data 00 Maintain

PA61
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L=
| Time data

Cl

Edit Goto Extras

Utilities (M)

1 AH @@ SHE DDLn BE @

Settings  Systern  Help

Maintain Time Data

@J Listentwl]Week | Month ||E_§I Year |

H] Collective search help

EE subgroup

fH} search Term
{H] Free search

ﬂl Executive-Admin Cost Center

| = s 2] al Fersonnel no. 14 |
Find by | Mame Wagdi Ahmed &1 -Tayh
~ @ Ferson EE group ﬂ Active Pers.area

30008

K581 | Kingdorn of Saudi Arakia
| Hurnan resource

Additional account assignments . Time guotas . Time mana,_ |||E|E

Infotype text |E | | Period

Ahsences [ ]| @ Period
| |atendances From | [To |
| [Time Events O Today O Ccurrweek
| [Overtime O Al 2 Current month
| |Substitutions O From curr. date O Last week
| |Availability O Ta Current Date O Last month

Time Transfer Specifications C) Current Period O Current Year

] % i Choose |
Direct selection
Infatype | STy |

Select Employee Remuneration then click on create button

L=
| Infotype

@

Edit Goto Exras

Systerm  Help

3140 ICEe LEE STON BE @M

Create Employee Remuneration Info

DD I |:|| Fersonal work schedule | J | Activity allocation || Cost assignment || External services | J D

Hl Search Term
fH} Free search

Click on save button

-Tayh

| Hurnan resource

| Genaral shift wio T

I || I I || % I %l Pers MNo. 14 Marne Wagdi Ahmed &1
Find by | Pers.area KSa1 | Kingdorn of Saudi Arabia Cost Ctr 30000
= i Persan EE subgrp E Executive-Admin WS rule SHT1
{H] callective search help — =1 0% 2000

Rermuneration info
Vage type

DHTMIE Over time Pay 2010

Mumber of hours

8,00

Mumberiunit

|4 |

Armount

Currency

|5AR

Extra payhaluation

Pay scale group/level

FPaositioniwaork center

Overtime camp. type

Depends onwage type ia|

Premium

=

Premium Indicatar

—

External document numhber
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Overtime Data was saved

3.10 Input Substitution via Maintain Data

Human Resources 0 Time Management 0 Administration O Time

Data 0 Maintain

PA61
=
| Time data  Edit Goto  Extras  WMilitiesih) Seftings  Systern  Help
|& Nal e@e Dk fnan AR @m

: Maintain Time Data

IE'J Listentr\y’l“@ Week ||E—2| Manth | Yearl

I I|| I I II|$Iﬁ| Personnel no. 14 |
A Find by Mame Wagdi Ahmed A1 -Tawh
= iy Person EE group 1—| Active FPers.area W‘ Kingdom of Saudi Arabia
I 1) Celleehve S2eeh REl EE subgroup A4| Executive-Admin Cost Center 30800 | Hurnan resource

[Hl Search Term
fEl Free search

WWorking times

Additional account assignments

i Time guotas

¢ Timemana, |, EE'

Infotype text [E.] | [Period

Absences & Period
:Aﬂendances From |T0 |
_Time Events O Today O Currweek

Overtime Al O Current manth
l_ ) Fram curr.date O Lastweek
| |Awvailability (O To Current Date O Last month
| Ve THERETRr SReEinEaiens O Current Period O Current Year
| |Employee Remuneration lnfo [=] |E| Choose I

[~
Direct selection
Infotype | 5Ty |

Select Substitution infoytpe then click on create button
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L=
Infotype

<

Edit Goto Extras

Systern  Help

2| dH @@ | EEE BTas  EE @b

Create Substitutions

l:”:l J I:Il Fersanal work schedule | I | Activity allocation || Cost assignment || External services | J

IS [ I = N

Find by

=~ @ Person

E} Collective search help
Hh search Term
Il Free search

Enter Personal Number:12

Click on Save

Fram

[31.685.

2009 [=)To |31.05. 2009

Subst type

Shift substitution

Substitution hours a, 08
Individual working time
Time - [ Previous day
Daily WS class |_|
Daily wiork schedule
Craily work schedule DS grouping o1
Draily WS variant []
Breaks
Work break schedule
1st bhreak = FPaid Unpaid
2nd break [ = ] Faid [ | Unpaid [ |
YWork schedule rule
work schedule rule SHTZ2 Genaral Shift v T ES grouping |T|
Haliday Calendar D =1 FS grouping a1
FPersonnel number [12 Faigal Abdulaziz Al-Qahtani

3.11 Quota Generation by using Time Evaluation

Evaluation 0 Time Evaluation

Human Resources 0 Time Management 0 Administration 0 Time

PT60
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Ilgﬁehu Edit Favarite= Extra= Swsterm Helg
|€E‘ = = | D SR R | =2 A B2 ) Em T oA =%
SAPFPF Easy Access

=] =] =] e I N

1 1 Fawvorite=

CO Cross-Application Components
[ Logistics
O aAccounting
i Hurman Resources
2 mManader's Desktop
> [ Fersonnel Management
— =3 Tirme hManagement
> [ Shift Planning
= =3 Administration

2 Tirme Manadger's WYaoarkplac e
= [ Time Data
= &% Tirme Evaluation
2 Time Managerment Pool
B Tirme Staterment
2 Attendance Gheck
2 Tirme Evaluation Messaodge s
> [ wwork Schedule
> 3O Information Swsterm
= 3O Tools
> [0 Settingas
=3 3O Envirormrmment
= [ Incentive YWaoes

= [ Time Sheet
- [ Payroll

Double Click on Time Evaluation
|IE

Frograrn  Edit Goto  Systermn  Help

| & DI B e@@ S o AR @/

HR TIME: Time Evaluation

Further selections || 5> Search helps |

Selection
Personnel Mumber 13 E'

Farameters far time evaluatian

Evaluation schema ZUTA

Time statement variant SAPETEDT
Layout far log

Forced recalculation as of

Ewvaluation up ta 31 .05 . 2009

Frogram options

[+] Display log

[]Stop at functionfoperation BREAK
[ Stop at fixed positions in time evaluation
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II:.’

| &

Log Edit Soto

e

Settings System

Help

= a H @@ e@ | B E S

#3745 #9

Display Log Tree

5] [ =] [E6 ~ow |[ER Sustree |[EH

Log: Time Ewaluation

8 General

a8
—0Ca
a8
—0Ca
a8
—0Ca
a8
—0Ca
a8
—0Ca
a8
—0Ca
a8
—0Ca
a8
—0Ca
a8
—0Ca
a8
—0Ca
a8
—0Ca
a8
—0Ca
a8
—0Ca

=

da

= SuccesstTul

a1
oz
(]
o4
a5
] =]
av
ag
=]

S G S S W W G Y
SOOI EWN =0

21
22
23
24
25
26

a7

ta
per

= goooea13 sakhr

.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1
.1

mA

Display Log Tree

sonnel numbers

_2009 Thursday
. 2009 Fridaywy
_2009 Saturday
_ 2009 Sunday
_ 2009 Maonday
. 2009 Tuesdaw
. 2009 Wednesday
_2009 Thursday
. 2009 Fridaywy
_2009 Saturday
_ 2009 Sunday
_ 2009 Maonday
. 2009 Tuesdaw
. 2009 Wednesday
_2009 Thursday
. 2009 Fridaywy
_2009 Saturday
_ 2009 Sunday
_ 2009 Maonday
. 2009 Tuesdaw
. 2009 Wednesday
_2009 Thursday
. 2009 Fridaywy
_2009 Saturday
_ 2009 Sunday
_ 2009 Maonday

DN T e

Nasser &1 -Oahtani

] ] =[5 Row ][E Subee [[S]

0 B8.
— B9.
0 10.
—m 11 .

@ In
@ Pr

Friday
Saturday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

put
ocessing

O ABWKONTI
O OTACC
O OTEASE
OTTRANS

Generate ahsence guotas
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Double click on Table ABWKONTI

L=
Display Edit Goto LHilitiesih) Seftings

& &

Systerm  Help

15 @@ CRE DDo0 BHE @0

Detail View of Log

T2 Table ABWKONTI

Type|From To Start End Humher Uzed Time unit

61 01.81.2809 |31.12.9998

12,50000 0,000080 (Days

Double click on QTACC
(=4
| Display Edit Goto Utilities(M) Settings  Systern  Help

| & 1 IH e BHE DDoD BE QB

Detail View of Log

FEF=] Table OTACC

Generation AbsOType [Name

Operation |Generated heocrued Transferred

31.05. 2009 o1 Vacadation Days 30 +

2,50000 o, nooaa 2,50000

Double click on QTBASE
L=

Display Edit Goto  Utilities(h)  Settings

& 3

System  Help

JH @@ ERE a0L8 HE @

Detail View of Log

| Table OTBASE

BasNo |Fraom Tao Number Start hase period End base period
1 01,05 2009 |06.05. 2009 30, 00008 |61.81.2009 31 .12 .2009
[ 07 .05 2009 |31.05. 2009 30, 00008 |E1.081.2009 31 .12 . 2009
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3.12 Quota Overview

Human Resources 0 Time Management 0 Administration 0 Time

Data 0 Quota Overview

PT50

SAP Easy Access
L8l [=] 3] B | R S

[J Fawarites
= =53] SAPF menu
[ Office
[J Sross-Application Components l
3 Logistics -
[ Accounting i
=3 Human Resources ]

2 Manager's Deskiop
[ [J Personnel Management
= =3 Time Management

[ [ Shift Planning
= =9 Administration
G?' Time Manager's Workplace
= =9 Time Data
= Maintain
= Display
I Fast Entry
@ Maintain Additional Data

=

4[]

LG

Neheieiis
I

LR
SRR AT

= =3 Time Evaluation
2 Tirmme Managerment Poaol
= Tirne Evaluation
2 Time Staterment
I attendance Check

2 Time Evaluation Messages
L e B P =1 EPY ) o

O S TN
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L=
Lwuota owerviews  Edit Goto Emplovees  Environment  Systerm Help

& | 2| 4 H  SE@ D EE =T A s | EE

Quota Overview
|<E Titne evaluation |||§ Projection ||i.ﬁs Selection |

Fersonnel MNo. bz [=

Marme Sakhr Masser A1-Oahtani |

Fersonnel area KS&1 | Kingdorm of Saudi A Cost Center eicialclal Hurman res
EE subgroup ﬁ' Dept Head-Admin WS rule SHTA | SGenaral St

Cuota type Entitlerment Rermaining LInit
~bsence quotas 12,50000 12,50000 Days I
[=]
Selection intervals
Deduction period a1 .05 . 2009 - |31 05, 2009
Walidity period a1 .05 . 2009 - |31 05, 2009
SGeneration period a1 .05 . 2009 - |31 05, 2009
= From today || B=1 Current Period  |[BE  Calendarvear  |[B=1 Al |
Click on Absence quota View
= L) 151 11 [,
Quota overview Edit Goto  Employees  Environment  System Help
@ 10 @@ CHE anon BE @
Quota Overview
@FE Titme evaluation |@ Projection ||% Selection |
Personnel No 13 [=
Mame Sakhr Nasser A1-Qahtani |
Persannel area KSM | Kingdarn of Saudi Are Cost Center gedelelaln) Hurnan res
EE subgraup E Dept Head-Admin WS rule GHT1 Genaral St
||=aTmals o AbQuotaTyp |Quota text it Entitl. Rem Requested Campens Deduction fram  |Deduction to Start Date End Date Det. ent.
= 01 Wacadation Days 30Days 12,50000 12,50000 0,00000 0,00000 o]
K1
Selection intervals
walidity period 61.05.2009 - [31.05. 2009 [&H| )]
Deduction period |o1.05.2008) - |31.05 . 2008 | () B

Click Accrual Information Tab
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=
Quota overview  Edit Goto  Employees  Environment  Systern Help
& | 1 aH @ SHE ahon AE @@

Quota Overview

|(E Time evaluation |||§ Projection ||‘§ﬁ Selection |

Personnel Mo, [13 |

Mame Sakhr Nasser A1-Oahtani |

Personnel area KSA81 | Kingdom of Saudi Ar: Cost Center Jpoea Human reg

EE suhgroup El Dept Head-Admin  ¥WS rule SHT1 | Genaral St
EEI Selection dates '| 5 Ahsence quotas al infarmation o fttendance gquotas

|— Date AhGuotaTyp IQuota text Unit |Generated IAccrued Transferred ICorrect.
f31.05.2008 01 vacadation Days 30Days 2,50000 0,00000 2,50000 [

Quota corrections
Select the Vacation Days 30

Quota Overview

|<E Tirre evaluation ||E Projection ||‘§ﬁ Selection |

| Personnel Ma. [13 |
| Narne |Sakhr‘ Masger A71-Oahtani |
. Personnel area KSA1| Kingdom of Saudi Ar: Cost Center jeqalajele] Hurman res
EE subgroup IE Dept Head-Admin WS rule SHT1 Genaral St
= Selection dates '| & Absence quotas 4 al inforrnation o> pftendance quotas
| Date |Ab@uataTvp |Quuta text Unit |Generated |Accrued Transferred |Carrect.
31.05.20089: 01 Wacadation Days 30Days 2,50000 0,00000 2,50000 O

Click on Create Correction
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I= cuota correction

culota correction

Ahsence guota type B4 | vacadation Days 45
Generated entitlement 13, 750008 | Days

Change accrual entitlerment
Caorrection entitlerment I\, Baaaa

@ Increase generated entitlement
) Reduce generated entitiement
) Replace generated entitiement

Change transfer time

Transfer Transfer collected entittement immediately Z)

Enter the Correction quota then click on Save button

Then select the quota type then click on time evaluation
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=
Prograrn  Edit  Goto Systern Help

& DA B eae DHE DOL0 PR @

HR TIME: Time Evaluation

| Further selections ||E'J> Search helps |

Selection

Personnel Mumber 18

FParameters for time evaluation

Evaluation schema togta
Time statement variant |SP.F'&TEDT |

Layautfor log | |

Forced recalculation as of

Evaluation up to 3 .p5 2opa

Program options
[v] Display log

[]5tap atfunctionfoperation BREAK
[] Stap atfized positions in time evaluation

Click on Execute button
System will show the message

@ Tirme evaluation was completed
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L=
Quota overiew  Edit  Goto  Emplovees  Ervironment  Systern Help

& 1A H eEe SHE oo R @m

Quota Overview
|‘E Time evaluation || [ Projection ||E Log ||% Selection |

Personnel Mo, RE |
Mame EXAAN WRHEEE XL
Personnel area KS81 | Kingdom of Saudi &r: Cost Center 30000 Human res
EE subgroup lﬁ| Managers-HRE Admin WS rule SHT1 Genaral St
EEI Selection dates " S EETTEN T =+ Accrual information o Attendance guotas
|§ Date |Ab@uutaTvp |Quma text |Unit Generated |Accrued |Transferred |Cc|rrect.
| 04 vacadation Days 45Days 13,72000 0,.00000 13,75000 &

Click on Absence quota overview

=g L=/ 1 = Y
Quota overview Edit Goto  Employess  Erwironment  System  Help

@ JH @ 0HE nhoan BR @F

Quota Overview
|(E Titme evaluation |@ Projection | BB Log ‘@ﬁ Selection |

Personnel No 18 [=
Marme KRHK XXKKHROOC |
Personnel area K541 | Kingdarn of Saudi Ar Cost Center 30000 Human res
EE subgroup [51]  Managers-HR Adrrin WS rule EHT1 Genaral St
Selection dates 4 Ahsenc & Acctual infarmation | < Attendance quotas
Deduction from |Deductionto [Start Date [End Date [Det. ent
&

= 04 Wacadation Days 45Days 28,75000 28,75000 0,00000 0,00000

Tmals row [AbQuotaTyp [Quota text [unit Enit [Rem. |[Requested  [compens.

3.13 Quota Generation By using RPTQTAO00
Go to SE38 AND Enter the program Name

PT_QTA00
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L=
Frogram Edit Goto Systerm Help

& B A H &S 86| 2T ASEs | EE G o

Generate Absence Quotas

| Further selections || ' Search helps I
Feriod
O Today ) Current maonth @ Current year
2 Up to today ) From today
) Other period
Data Selection Period | Tao
Ferson selection period To
Selection
Fersonnel Mumber =]
Time recording administratar

Quotas to be generated

CDuota type to

Generation type

|¢ Batch input || Direct || By record || Test run I

Marme of batch input session RETOTROG
Lock batch input session until
Ieep processed session

[ Cutput options

| @Y Miim el mns Al ;b rmae medd e

Enter the Perner and Date of selection period
Then click on execute button

=
List Edit Goto Settings Systerm Help

& Bl A H S@&@ DEG | ST EE @D

Generate Absence Quotas

[ [ cnoses |G save | (][ A8 | | [@2 Frintpreview |

Generated absence quotas

Generation period 01.01.2009 - 31.12.20093

“ Pers.No.[Mame [" 2aTyvn|@uata text [z mumber[unit [Start Date |End Date |Deduction from|Deduction to |

8 Stephen Wiilkinson 05 Emergency Leave 1500000 Days 01.01.2009 31122009 01.01.2009 F1.12.2010
ey a5 = 15,00000

Stephen WWilkinsan 06 Sick Davs 3000000 Days | 01.01.2009 31122009 01.01.2009 F31.12.2010
oy a6 = 3000000

Stephen WWilkinsan 07 HAJl Days 300000 Days 01.01.2009 31122009 01.01.2009 F31.12.2010
oy a7 = 3,00000

Stephen Wilkinson 08 mMarriage Leave 300000 Days 01.01 2009 31122009 01.01.2009 31122010
o [n}=] = 3,00000

Stephen Wilkinsan 09 Paternal Leave 1,00000 Days 01.01.2009 31122009 01.01.2009 31122010
o [n]=] = 1,00000

Stephen Wilkinsaon 10 Death of Family member 200000 [Days 01.01.2009 31122009 01.01.2009 31122010
o 10 = 2,00000

Absence quota was generated for Emergency leave, sick leave, HAJJ Days, Paternal leave and
Death of family Number.
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4.1 Maintain Basic Pay

Human Resources O Personnel Management 0 HR Masterdata O
Maintain

PA30
L=
Menu Edit Faworites Extras System  Help
& =0 BTG B EE BT 4R

SAP Easy Access

3/[=] =3 | Ed MR |

7 Favarites
= =5 SAP menu
[ office
[ Cross-Application Components
(7 Lonistics
(7 Accounting
*=3 Human Resources

2 Manager's Desktop
= 5 Personnel Management

= = Administration

= 5 HR Master Data
) Personnel Actions

Urnlryl

= = 2 =

2 Display

2 Personnel File
2 Fast Entry

2 Fast entry: Actions
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=3
HR master data

@

Edit Gota

Exiras

Lilitie s ()

DAl e@e Dk nnon HE @M

Seftings  Systern Help

Maintain HR Master Data

o] 170 % | | e TR ERY

{H} collective search help
(E} search Term
(E} Free search

EE subgroup W‘ Dept head -P

I I|| I I |||$|ﬁ| Fersonnel no. g |
Find by | Mame Stephen Wilkinson
= @ Persan EE group 1—| Active FPers.area

KS&1| Kingdom of Saudi Arabis

21000

lant Cast Center

|Engennering

Basic personal data -l Contract data g Time Data i Flanning Data
Infotype text [E] | [Petiod
arganizational Assignment o @ Period
Flanned Working Time L From | |TD |
|_ it Pay: o7 O Today O currweek
| |Fayroll Status o O Al O Current month
Recurring PaymentsiDeductions [V O From curr.date O Lastweek
| Aol PEsiemis L O To Current Date O Last month
[ AeEniene] GiECHER Pameis O Current Period O Current Year
Cost Distribution E' |E| Choose I
Direct selection
Infotype | | sTy| |

Select Basic Pay info type then click on Create/Change Button

L
Infotype

G

Edit Goto ‘Wage types

Extras

W IB eee CHE anoan IR @

Systerm  Help

Change Basic Pay

D |:| ‘ ||EL Wage tvpe |||§ Wage type || Payrments and deductions |

K5 B3 [ E E I Y

[Find by

Fersonnel Ma a

EE group |1_| Active

= % Person

(Hl Collective search help
(Kl Search Term
(Hl Free search

EE subgroup . Cept head -Plant

Mame

|stephen Wilkinson |

Fers.area -KSM Kingdom of Saudi Arabia

Cost Center

21000 Engennering

Start 1. 01 2008 [&)to

[31.12 9994

Chng [01 .06 . 2008 LOKESH |

Paymenttype |0 Basic contract

Object ID

—

Reason MHext increase
Payscale Further Information
Type Salaried Capacity Ltil. Level 100,00 % ’ﬁ'
Area Jeddah Work hoursiperiod | ||n-10nthly |
Group GROUPS | Level [A0] Ann.salary | I
W3 |WageT\,rpe Long Text |O |Am0unt |Curr |I |A |NumberIUnit|Unit
BSA1 Basic Salary 24,0008, 00 SAR [¥]
HSAL Housing Allowance(25% Bas 6.0OE, 0O 5AR TV Percent
TRAL Transport Allowance 506,00 [SAR ™
OTAL |Cther Allowwance 500,00 SAR ]
SAR ]
SAR [ [«]
SAR O [=]

KD [

L[]

1% [01.06.2009] - [31.12.9993] 4| »|

31.008,00 [SAR |
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Enter Basic Salary and Transport allowance, other allowance if employee has otherwise remove
wage type TRAL and OTAL.

Click on save button.
Infotype 0008 was created

4.2 Create/Maintain Recurring Payments/Deduction

Human Resources 0 Personnel Management 0 HR Master data [
Maintain

PA30

L=
HRE master data Edit Goto Extras Utilities(hly Settings Swysterm Help

& I ST - i B N N - e B - B 73 W e 2 B

#8=] Maintain HR Master Data

(O[] [ ] o] [ @]

I ||| I I I||$I‘ﬁ| Fersonnel no. B
Find by Mame Stephen Wilkinsaon
=~ @ Person EE group 1| Active FPers. area ESA1 | Kingdom of Saudi Arabia
fHl Collective search help EE subgroup P1| Dept head -Flant Cost Center 21000 Engennering
A Search Term
A Free search 1
Basic personal data i Contract data S sE TN E) &) Tirme Data i Flanning Data
Infotype tesd [E.] || Feriod
""" | |Organizational Assignment w @ Period
| |Flanned waorking Time o Frarm To
| |Basic Fay ¥ O Today O Currwesk
| |Pavroll Status L O Al O Current month
_Recurrlng FPaymentsiDeductions e ) From curr.date O Last week
L eEiiamnsl P L O To Current Date O Last month
L ReEidenal CiFSyels PEinEs O Current Period O Current Year
_CDST Distribution [~] |-E‘ ChoosE
=]
Direct selection
Infotype Recurring Payments/Deductions STy
Select Recurring Payments/deductions infotype then click create button
L=
Infotype  Edit Goto Extras  Swstern  Help
& Do B ee@ DHE oLy BE @
Create Recurring Payments/Deductions
[E][][2]
= [E]E =] ] Fersonnel Mo ] Mame Stephen Wilkinson
Find by EE group 1 Active Fers.area K581 | Kingdom of Saudi Arahia
~ @ Person EE subgroup F1| Dept head -Plant Cost Center 21000 Engennering

Bl Collective search help Start a1.81.2009] to 31.12.9999
Bl search Term

[l Free search

Recurring Payments/iDeductions

Wage Type ?BBB|

Armount SAR
Numberiunit

Assignment Number

Reason for CThanoe

Payiment dates

FPayment model

1st payment period ar 1st payment date
Interval in periods IntersaliUnit
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Select the wage type

7000 GOSI Salary

HOSA Housing Advance
OTRD Other Deductions
TMBL Telephone/Mobile Bills

Then click on tick mark @

Amount will calculate by the system(GOSI Salary is the combination of BASIC PAY+HRA)

Infotype  Edit  Soto Extras Systerm  Help
= = B = I e - e e e el e )
Create Recurring Payments/Deductions
[ [S]2]) =]
| | 1] | | || lI[=1=1 Personnel Mo = Mame Stephen Wilkimson
Find by || EE grour 1 Active Fers.area KSA1 | Kingdom of Saudi Arabia
~ 4 Person EE subgroup F1| Dept head -Flant Cost Center Z1800 Engennering

M=l Collective search help
M=l Search Term
Bl Free search

Start

B1 .61 . 26009 [Eito

=1 .12 ._99aq

Recurring Payments/Deductions
Faoo

wane Type

Armount
HMumberfunit
Assignment Mumber
Reasaon for Chanoe

SOS| Salary

Z0.0600, 80 |[SAR I

Fayment dates
Payment model
1st payment period
Interval in periods

ar 1 st payment date

Intervalilinit

Click on save button

4.3 Create/Maintain Additional Payments

Maintain

Human Resources 0 Personnel Management 0 HR Master data O

PA30

master data

Edit Goto  Extras LHilitiesihl) Settings Swsterm Help

| a H o O E G T

43 £83 | EE [F] | @2 0

Maintain HR Master Data

(O3] (2] [} [ o] [T

I ||| I I I||%Iﬁ| Personnel no. 9
Find by Mame Salman E1 S
=~ §Hp Person EE group 1| Active
M Collective search help EE subgroup F1| Dept head

[Hl search Term

[H} Free search )
Basic personal data i

aved
Pers.area
-Flant Cost Genter 2

Contract data g

2000

Time Data

K581 | Kingdom of Saudi Arabia
Ciuality

i Flanning Data

Click on Create button
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Organizational Assignment s @ Period
[ |Pianned Warking Time = Frarm To
:Elasic FPay o O Today O Currwweek
| |Fawyroll Status L Al 2 Current month
7Recurring FavmentsiDeductions o > From curr.date O Last week

[ S O To Current Date 2 Last month
L P O Current Period O Current Year
_Cosi Distribution E |-E| Choose

=1

| Direct selection
| Infotrpe STy
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Select wage type , Enter Amount and Date of Origin

Then click save button
=
Infotype  Edit Goto  Estras  Systern Help

@ D dEICE@ SEB anOa0 BE @ m

Create Additional Payments

HE]L

I ||| I I ||| e I ﬁl Parsonnel Mo 9 Marme Salman E1 Sayed
Find by | EE group 11 Active Fers.ares KS&1| Kingdom of Saudi Arakia
= @ Person EE subgroup  |P1| Depthead -Plant  Cost Center 22000 Quality

Hl collective search help
{H) search Term
{H] Free search

Additional Payments

Wane Type INCE Incenti\res

Amount 100,00 |SAR
""" Kumberiunit

Date of origin A5 Z0A9

Default Date

Assignment Mumber
Reason for Change

Click on save button

4.4 Maintain Off-cycle Payments

Human Resources 0 Personnel Management 0 HR Master data O
Maintain

PA30
=
HR master data Edit Goto Extras LItilitie s (hi) Settings System Help
& zl A H &G L EEST!m A EE &
@E] Maintain HR Master Data
I P e e e
| 111 | | [=1=] Fersonnel no B
Find by Rlame Salman E1 Sayed
~ @ Person EE group 1| Active FPers.area KEMA1 | Kingdom of Saudi Arabia
) Collective search help EE subgroup F1| Dept head -Plant Cost Center 22000 Quality

Y =earch Term
[l Free search

Basic personal data VI Contract data g Time Data i Flanning Data

Infotype text I[E.] ||| Period
""" Organizational Assignment o @ Period
:Planned Wwarking Tirme w From To
| |Basic Fay " O Taday O Curraweek
| |Pavrol Status L S Al O Current month
_Recurring FPayments/Deductions o ) From curr.date O Lastweek
|__|sdditional Fayments " O To Current Date O Last rmanth
| ~CIETEnE)] SIH-EHEE PEREES O Current Period O Current Year
_CustDisiributiDn E' |§| Choose
[=]
Direct selection
Infotype Additional Off-Cycle Payments STy
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Click on create button

L=

Infotype  Edit  Goto  Extras  System Help

] =

JB Qe SHE DDA BB @

Create Additional Off-Cycle Payments

BB

I [|% | &

Find by

= @ Person
fH] Collective search help
fHl Search Term
{H} Free search

Personnel Mo ] MName Salman E1 Saved
EE group 1) Active Pers.area KSA&T| Kingdorm of Saudi Arabia
EE subgroup  |P1| Depthead -Flant  Cost Center 22000 Cuality

LOKESH

Additional Off-Cyele Payments

Wage Type [EPEA SpecialAlIDwance
Armount 300, 68 | SAR
Murmberiunit

Fayment date 3 .05 2069

Assignment Number

Reasan for Change

Off-cycle reas. BOB2|  Special payment
Payroll type &

Fayroll [dentifier

Enter wage type ,Amount and Payment date then click on Save button

Additional off-cycle data was created

4.5 Payroll Simulation

Menu Path screen shot:

Human Resources 0 Payroll O International OPayroll0 Simulation

PC00_M99_CALC_SIMU
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| IEEenu Edit Fawvorites Extras Swystem Help
| & B A H & OEE | ¥ T |
SAP Easy Access

L] [=] == | E R R

1 Favorites [=]
= =9 SAF menu [~]
[ [ Office ]
[> [ Cross-Application Components
[ [J Logistics
[ [J &Accounting
= 3 Human Resources
I Manager's Deskiop
[ [J Personnel Management
[ [ Time Managemeant
= 3] FPayroll
[* [ Europe
[ [ Americas
> [ AasiarPacific
> [ Aafrica
== 3] International
= =% Pavyrall
‘G2 Releaze Payroll
D Start Payroll
2 Check Result
A Corrections
2 Exit Payroll
2 Remuneration Statement
[* [J Bank Transfer
[ [ OfFCycle
[ [ Subseguent Activities
[ L T T T o PE e
Double click on simulation
[=
Frograrm Edit Goto  Systerm  Help
(5] b 1 =1 == I . T e S B e s s e I ) 3 (N = I = T |

Payroll driver {international)

Selections fram Il = Search helps I

Favwraoll period
Pavroll area M1
O Current period
@ Other period 1| zoa9

Selection

Personnel Mumber 14 =
Payroll area M1 =

General program cantral
Fawyrall reasan
Off-cycle payrall
Payroll schema ZooE

Forced retra.accounting as of
Test run {no update)

Log
[+] Display Log
[Jalsa display time data processing log

Layout far Log

Remuneration statement parameters

) Layout for remun.statement

Enter Payroll area: M1
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Payroll simulation period: 012009 ,Employee Number:14,Payroll schema:Z000 and Select Display

Log

Then click on Tick Mark then execute button
Display Log Tree

[ [P [ 1] (61 e | (B Subwres | () (5] [Toa) [d50) (e [ o1 oo | (9]

Fayroll T1og

8 General data
= SuccessTul personnel numbers

=1 0oooool4d4 Wagdi Shmed &7 -Tawhkh

——— Initialization of Payroll
o Edit basic data

I IF SFPERM Special run®?
———EMDIF

/| Get previous result of period for Yo

8 Import last payroll result

@ FProcessind of Lime data

—ME FProcess additional paymentssdeductions

0 Factoring and storage

I Sawve tables Tor iteration

= LFPEEG Start of iteration
———LFERND End of iteration
B Retroactiwe accounting INTERMATIOMMSAL

FH—rE ket pavments/deductions and transfer

—— Final processing

Personnel Mumbers Rejected
Processing at End oTf Selection
Messages

—= Statistics

o1 sz2009 ¢ 01 .01 . 2009 - 21 .01 . 2009 3 Reaular pawvroll

run in Gl /szoo9

Selected personnel numbers 1
SuccessTtul 1
Mumber of periods 1
FRejiected a]
Total number of messades and erraor messades o]
Go and Check Final Processing
—E&=E SuccessTul personnel numbhers
= Qoonont 4 Wagdi Ahmed A1 -Tawh
= @1/2009 ( 61.601.2009 - 31 .01 2089 ) Regular payroll run in B1/2003
Initialization of Payrall
—0E Edit basic data
IF SFPRN Special run®
ENDIF
M@\ Get previous result of period for Vo
G Import 1last payroll result
—E Processing of time data
M Process additional payments/deductions
00 Factoring and storage
0 Save tahles Tor iteration
—E LFPBEG Start of iteration
LPEMD End of iteration
8 Retroactive accounting IMTERMATIOMAL
—E Wet paymentsideductions and transter
—I[= Final processing
= SORT RT Sort results table
B Input
[ Processing
Output
O RT
0 XCODI XCDo Cost Distribution
—E PIT AOFO GEM  NORAE Cancellation if IT is not empty
@B BENTE Update benefits table
e anDbcu F2@ Update cumulation wage types (CRT)
—0F EXPRT Rx Export payroll acc. (DB: PCLZ ¢/ CL: RX)

Click on Result Table
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=
Display Edit Goto  Utilitiesidy  Settings  Systerm Help

& 2 dH I @E@ SBHE 04O EE @0

Detail View of Log

FEf=| Tahle RT

& Wage Type BPCI1C2C3aBEoReBTAwyTyNOne Bmount /One Mumhber Emaunt

* 411 Total gross 3.470, 00
110 Net payment 5AE, 00 -
* 203 Average bas 170, 00
* /BA0 Statutaory n 3.470, 00
* JBEO Payment Amo 2.970,00
* [BES Carry-over 2.970,00
* 1700 Wagedsalary 3.470, 00
a4 Diff. to avol 199,50

3 BSA1 Basic Salaroi 2.500,00
3 FDAL Food ATlowadl 175,00
3 HOSA Housing Advol hEpE, oa-
3 HSAL Housing A1701 G625, 00
3 0TaL Other A17owd1 a0, 00
3 TRAL Transport AE1 120,00

Check the amounts for the employee.

Payroll area M1
Payroll period 012009
Personnel Number 14
Payroll area M1
Payroll schema Z000

4.6 Release Payroll

Human Resources 0O Payroll O International OPayrolll Release
Payroll

PC00_M99_PA03_RELEA
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[3J Favarites
= =9 SAP menu
[ [ Office
[ [ Cross-Application Somponents
[ [J Logistics
[ [ Accounting
= 3] Human Resources
I Manager's Deskiop
[J Personnel Management
3 Time Management
=3 Payrall
[ Europe
C3J Americas
[ AsiarPacific
[ Africa
= International
= =9 Payrall
2 Simulation

e s

A

2 Start Payraoll
2 Check Result
2 Corrections
2 Exit Payrall
Ga Remuneration Statement
[ [ Bank Transfer
> [ ofcCycle
[ [ Subsequent Activities
[ [ Information System
[ [ Tools
> (O Settinas
[3J Training and Event Management
[3J Srganizational Management

L TSR

PR

Double click on release payroll
I Fayroll area

Specify a
pavroll area.

Payroll area mi
[ | I[[¥]

Enter Payroll area M1 and Click on E
K= Release for payroll

Payrall area m1: Do you want
@ o release the period 05,2009 for
payrall?

YEesS ﬂ Mo || ® Cancel

Click on Yes
Payroll was released successfully
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Payroll area M1

4.7 Start Payroll

Human Resources O Payroll O International OPayroll0 Start
Payroll

PC00_M99_CALC

SAP Easy Access
L= =] =] = = R

1 Faworites

3O Cross-Application Components
3 Logistics
3 Accounting
= Hurman Resaources
D Managers Desktop
I [ FPersonnel Managerment
[ [ Time Management
~— <% FPayrall
Europe
Armericas
AsiafPacific
ATrica
International
= P awroll
T Simulation
T Release Pavroll

(7999
1GO0oD

T Check Result
T2 Corrections
T2 Exit Pawroll
5 Remuneration Statement
> [ Bank Transfer
CO o Cvcle
3 Sub=equent Activities
3O Information Swysterm

vV

Double click on start Payroll
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[
FProgram Edit Soto Swsterm Help

= = <1 (I =0 = [ e S S [ = e B e B = O [ v (N e (N =

FPayroll driver {(international)

Selections Trorm = Search helps |
Favyroll period
Fayroll area F11 from |81 A5 =2aag To 31 05 zZO@g
O Current period
& Other period 5|lzooa

Selection
Fersonnel Rumber 18
FPayrall area M1

Seneaeral prograrm contral

Pawrall reason

Off-cycle payrall

Favyroll scherma ZEEE
Forced retro.accounting as of

[+ Test run fno update)

Log
[ Display Laog
[Jalso display titne data processing log
Layoutfor Log

Remunaeration staterment parameaters

2 Lavout for remun.statement
@ ln Rarmininaratinn Statemeant

Click on Execute Button
Display Log Tree

EI |@ = O ||@ Subtres

Fayrall Tog

0 General data
= SuccessTul personnel numbers

=1 OOOEOOETES o0 50050 o0

e a2szZoo9 [ Ol o2 2Zaog - 28 02 z2oo9 3 FRegular pawroll run in as5sz2oo9
/b a2 2Z2oa9 [ 01 O3 2009 - 31 032 2009 3 Fegular pawroll run i 52009
a0 0472009 [ 01 .04 . 2009 - 2Z0.04 . 2009 73 FRegular pawroll run i D5,2009
o5 s zZoog [ 01 .05 . 2009 - 21 .05.2009 3 Fegular pawroll run i D5/s2Z2009
F———Initiali=zation of Fawroll
= Edit basic data
F———1IF SPRRM Speaecial [ WY i

——— ERDIF

—>[E Get previous result of period Tar Yo

F—rc= Import Tast payrall result

>0 Processina of Lime data

== Process additional pavmentssdeductions
—>Ca Factoring and storage

o Sawve tables Tor iteratiaon

= LFBEG Start of dteration
——— LPEMD End of diteration
0 Retroactiwvwe accounting IMTERMATIOMAL

M Met pavmentsddeductions and LCranster

—re Final processing

Fersonne Mumbers Rejected
Processing at End of Selecttion
——HMessages
— =1 Statistics

For 4 periods payroll was run
Select Final Processing
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Display Log Tree

6] [ =] [ 28 Row |[£3 subtree | (][] [Fa] [0 |Gl [ o1 Log |

8 04/2009 ([ 01 .04 2009 - 30.04. 2009 ) Regular payroll run in 0542009
= 0572009 [ @1 .85.2009 - 31 .05.2009 ) Regular payroll run in 0572009

Initialization of Payroll

D Edit basic data

IF SFPRN Special run?
EMDIF

—E Get previous result of period for Yo

@ Import last payroll result

—CBa Processing of time data

@ Frocess additional pavments/deductions
—E Factoring and storage

B Sawe tables Tor iteration

—Ca LPEEG Start of iteration
LPEND End of iteration
F—E Retroactive accounting IMTERMATIOWAL

@ ket payments/deductions and transfer

—[= Final processing

Double click on RT-Result Table
Pay details for 4 Months

L=

Display Edit Goto  Utilities(M) Setlings Systern  Help

DA S e DREE BN as EE @0

&

—>= S0RT RT Sort results table
B Input
O FProcessing
Output
O RT
0 XCODI XcDo Cost Distribution
—oeE PIT XOFO GEN  MWOAB Cancellation it IT is not empity
08 BENTE Update benefits tabhle
@ abDhCu F30 Update cumulation wadge twpes (CRT)
—CB EXPRT RX Export payroll acc. FCLZ ¢ CL:

Detail View of Log

F=| Table RT

A Wage Type APC1CZ2C3aEBKoReBTAwyTwhNOne Amount/0One Mumbetr Amount

= M1 Total gross 10,200, 00
= 0110 Net payvment 3600, 00-
* 5RO Statutory n 10,200, 00
* /BRZ Difference 39 900,08
* REEﬂlPayment fmo A6 500, 00
* JBEH Carry-over 46 5O, 00
* /700 Wagelsalary 10,200, 00
* /840 DifT. to avil 209,00

3 FYE10 GOSI ER Ded@ 3.600, 60
3 TR20 GOSI EE Dedin 3,600, B0-
3 TE30 Dccupationani 200,00
3 B5A1 Basic Salarii 8. 000,00
3 FDAL Food A17owali 200,00
3 HSAL Housing A17@1 2,000, 60
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Payroll area M1
Payroll period 012009
Personnel Number 18
Payroll area M1
Payroll schema Z000

4.8 Check Pay result

Human Resources 0 Payroll O International OPayrolld Check
Result

PC00_M99_PA03_CHECK

L=
Menu  Edit Fawvorites Extras  Swysterm Help

= [T R R S B[R s B e S i 1= T - s R W e
SAP Easy Access

(=] =] N | D R S

1 Fawarites

== 3] SAP menu

1 office

[ Cross-Application Somponents

3 Logistics

3 Accounting

] Hurman Resources

I Manager's Deskiop

[ [3J Personnel Management

[ [ Titme Managermeant

= =% Payroll

[3J Europe

3 Americas

[ AsiafPacific

3 Africa

+—3 International

= =% Payrall
2 Sirmulation

Release FPayroll

2 Start Payroll
2 Check Resuit
G2 Corrections

5=
2 Exit Payroll
=
3

4]y

lwwww

Jovwww

Remuneration Statement
Bank Transfer

O Of-Cwcle

O Subsequent Activities

3O Information System

3 Tools |

TRTY

Double click on Check Result
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III:' Payroll area

Specify a
pavroll area.

|~11

Payrall area

[l [

4]l]

Enter Payroll area: M1
Click on Tick Mark

I check payroll results

FPayroll area M1 Do vyou want
@ to check the payroll results?

| %

Cancel

Click on Yes Push Button

Payroll result was check successfully

Payroll area

M1

4.9 Payroll Correction

Human Resources 0 Payroll O International OPayrolld Corrections

PC00_M99_PA03_CORR
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L=
Menu  Edit  Favorites  Extras  Systern Help

& | dESCEe SHEE( D DO8 |

SAP Easy Access

| RN | B

[ Favarites
= = SAP menu
[ [] Office
I [1 Cross-Application Companents
[* (] Logistics
[ (] Accaunting
= =1 Hurman Resources
t Manager's Deskiop
[* (] Personnel Management
[ (] Time Management
= =9 Payroll
> (] Europe
[ (] Americas
I [J AsiarPacific
[ [] Africa
= &9 International
= = Payroll
& Simulation
o2 Release Payroll
[ Start Payrall
) Check Result

|[«][>]

) Exit Payroll
Gﬁ Femuneration Statement
* (] Bank Transfer

Click on correction
I= corrections

Payroll area 1. Do youwant
@ to make corrections?

Yes i Mo [ cancel

Click on Yes.

Correction was done successfully.
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4.10 Exit Payroll

Human Resources 0 Payroll O International OPayrollO Exit Payroll

PC00_M99_PA03_END

[ [ Accounting
= 9 Human Resources
) Manager's Desktop
[ [(J Personnel Management
[> [ Time Management
=

L=
[ [J Americas
[ [J AsiaiPacific
[ [ Africa
= 9 International
= =9 Payrall
2 Sirmulation
) Release Payrall
=) Start Payroll
) Check Result
I Corrections

A Remuneration Staterment
[ [J Bank Transfer
[ offtCvele
[ Subseguent Activities
[J Infarmation System
3 Taals
M settinas

Double click on exit Payroll
b= Exit payroll

TR RT

Fayrall area b1: Do youwant

@ to exit payrall?

Ves i Mo [3¢ cancel |

Click on Yes Button. Payroll was exit for current period.

4.11 Remuneration statement

NA

ZHRPAYSLIP
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IEErUgram Edit Goto Systern Help
& | D A H @@ B EGE s ma e  ERE @0
Employee Remuneration Statement

Feriod Selectian
O Current period
@ Other period

| 5] 200|

01 .85 . 2005

to 21 .65 . 2oa5

Selection Screen
Fersannel numhber ] ﬁl)

to

Drganizational unit
Employvee subgroup

E

Enter Period and Personnel Number then click on execute button @'

SAP

IS Frint

QutputDevic e p01]

(=

Page selection |

Spool Regquest

Name (SMART | |LOKESH

Title |

Autharization

]

Spool Contral

[+#] Print immediately

[l Delete Ater Dutput
[ Mew Spoal Reguest
[ cloze Spool Reguest

Mumber of Copies

o

Mumber

] Group §1-1-1,2-2-2,3-3-3,..3

Cover Page Settings

Spool retention pd |§| Do) SAP cover page |D|:| Mot Print E||
Storage Mode Print only =] | Recipient |
Department |

|3 Print || @ Print preview |

Enter Output device and Click on print preview
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Archive || Frint and Archive

CCMC

dogoooll ol dcl i alal] as g b

Consolidaied Can Manufacturing Co. Lid

Date :- 01.06.2002

Pay slip for the month of January 2009

Emp. Number: 00000018

Emp MName: xxx ooonoxx

Position: &dmin Supervisor

Diepartment: Human Resources

Allowances Deductions Het Pay
Basic Salary 2000.00 |3OSI EE Deduction o00.00- |Met Pay: 930000
Housing &1llowance(23% Bas 2000.00
Food Allowance 200.00
Gross Salary: 10200.00 | Deduction: 900.00- | Met Fay:  9300.00

Employee Remuneration statement was displayed

4.12 Off-Cycle Activities

Human Resources 0 Payroll 0 International 0 Off-Cycle O
Off-Cycle Workbench

PUOC_99
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SAP Easy Access
] [=] =3] | ES | ER R B

[ [ Accounting
= 73] Hurman Resources
2 Manager's Desktop

[ [J Persaonnel Management
[> [ Time Management
== 3] Pawrall

[ Euraope

[ Armericas

[ AsiarPacific

[ Africa

] International

[ [ Pawrall

= ] Offt Cycle

D Off Cycle Wiorkbench:
IS_ZI_(_:J = Batch: Su Eééci uent Fayroll Activities
) OC batch: Replace pavments
A Batch Table List
A List of Replacements
== 3] Subsegquent Activities
[ [3J Per Payraoll Period
[> [3J Information System
> [ Toaols
> [ Settings
[> [ Training and Event Managerment
== &3] Qrganizational Management
=
=
[

Jwvwww

[ COrganizational Plan
[J Expert Made

e B B e

Click on off-cycle work bench
Off-cycle  Edit Goto Systerm Help

& B A EH & 2 6EE R Y4 FE @

Off-Cycle Workbench

FPersonnel Mumber 18 Eﬁ':}oooc:}om&oo{

m [z Payroll , o¥a Replace payment . &8 Assign check humber

Payroll history

Fimt date |He___|Re___|Inf___|F'r-.-1 |F"avment numkber |Reasnn | Amounthrc%_
31.01.2009 0,00 SAF

Ledle ]l [ |[«][»]

= Rem. staternent | = Print list |

Select Payroll Tab
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Off-Cycle Workbench

Personnel Mumber [18 [l so00t sooosoos
B FPayroll
Start payrall
Reason SDemaI payrment e Start payroll
Fayment date Save
Advace F'a\,-'ment
N Absence Payment
Payrall calendar Carrection 022009
Define payment method Regular period 'on demand’
Absence
Create payments
E pay Advance Payment of Periods - Retr. Acc. =
Wage T JLong text Advance Payment of Feriods - Original MumberUnit[unit| |
LTI Payroll [=] .
. . [=]
[=!

Choose off-cycle reason, Select wage type and Enter amount

Off-Cycle Workbench

Personnel Mumber 18 [ 000 3oa0ssec

B FPayraoll

Start payroll

Reaszan HBF'EEial payment E|| E Start pavroll
Payment date 01.06.2009 = Save

Fayroll calendar FPayment date of next reqular payrall run 28.02. 2004
Define payment method

I [ &l

Create payments

Wage T |Long text Armount curr  |Rumbeninit Unit| |
SPER Special Allowance 1.008, 00 SAR

[J[-]EH

b D

=

Click on start payroll
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Select Payment Method and Click on save button
L=

Off-eycle  Edit Goto  System Help

& A €EQ CHEEDOHIREEE @

Off-Cycle Workbench

— | Fayrall calendar

Frmt date |F'ayr___|F'ayr.___ |F'ayrr|:|II period

31.01.200& 01 2009 01.01.2009- 31.01.2009 last payroll run with armount 0,00
28.02.2009 nz 2009 01.02.2009 - 28.02.2009 planned regular payrall run
31.03.2009 03 2009 01.03.2009 - 31.03.2009 planned regular payrall run

— | Enter Payment Method

@ Payment Method According to Bank Details | T
O Check
O Manual Check
Check Murmbigr | |
() Several Payment Methods

Create Payment Methods
BD |F'aﬁ,r |F'ayee ICtr"g.r|Citg.r IF'nst ICurr Iﬂmnunt | |
| [4]
[+]
[l |[«][*]
— | Create payments
Wage T |L|:|ngtext Arnount ICurr INumherIUnitIUnit| |
_EF'E.“. Special Allowance 5.pO0, 08 SR D
| [+]
[+]
P | IFry

Click on save button

Off-cycle Data was saved
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4.13 Display Payroll Result

Human Resources a Payroll a International & Tools a Display
Results
PC_PAYRESULTS

= = Human Resources E
2 Manager's Deskiop
[ [J Personnel Management
[ [J Time Management
== 3] Payrall i
[ [J Europe '::
[ [J Americas
[ [J AsiarPacific |
[ [ Africa #
= =3 International "
[ [J Payrall .
I [CJ ofCycle e |
= 3 Subseguent Activities T
[ [J PerPayrall Period §
[ [J Information System
== 3] Toals E
G il s
T Analyze Application Log E
2 HR Process Workbench __1 8
2 Control Record !
) List TemSe Ohjects !
= Payroll Calendar g
[ [J Outsourcing - Interface Toolbaox ;
[ [J Customizing Tools g
T Archiving
E 3 Prablem Salving ol
Double click on Display Payroll result
I—Eersonnel number Edit Goto  Tahles System  Help
@ 200 @ee CHE 80 BN @B
Display payroll results
Selection
Persannel number | E
all results from
Y S I S [el[al=FIR[E]Fa[amalEE] <[5
FPersonnel numhbers selected Crveniien 0f Payroll Results
Re | Pers.No.[Name | clpmtdate  |R|ForPeri [in-Period|StartFP |EnaiFP [oc_Joc _|r_|p Jo |p[P]o_|P|P]End ot

Enter personnel Number and Date of results from then press Enter
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L
Personnel number  Edit Goto Takles  Systern  Help

] 3 dEH e ERE D0O8 | HEE @ o

Display payroll results

Selection

Perzonnel numhber

all results from [1.81 .2889
B E IR EEEE [&|[&] =@l E]Ea] 2 ]E a]=z] [« ]5H

Personnel numbers selected Fayroll Results weo sesccess ) Other Countries

Re_ | Pers.no.[name | clpmtdate  [R[ForPeri |in-Period|stariFF |EndiFP [oc_Joc_|r_|p Jo JrlF|o Jr[P|End ot
o 18 10000 10000000 A131.01.2009 01.2009 |01.2009 |01.01.2009 31.01.2009 1 b1 31.01.

31.05.2009 31.05.2009 31.05.2008 0002 0002 M1 M1 02 A 002 A0 31.048

Select Payments and Double click
Display payroll resuits

Selection

Personnel number

all results from g1.01.2009

BEIEEERE (<] [A]F[B]EFE]| =] @] T]E]

Ferzannel numhbers selected WO H00e00ed T Sequnr, 00001 §01.01.2009- 31.01.2009)

Re_.] Pers.ND.lName | Mame |Name |Nu__. |

] 18 00 000000 WFBP Wiork CenterBasic Pay 1
RT Results Table 13
RT_ Results Tahle (Collapsed Display) 13
CRT Cumulative Results Table 5
VERSION Information on Creation 1
PCLY Update infarmation PCL2 1
YWERSC Payrall Status Infarmation 1

1

| MaDIF Modifiers

Double click on RT
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Payroll Results
Personnel Mo, 18 xxxx wxxxxxxxx - 0ther Countries
Seq. number QEEE1 - accounted on @1.06.2009 - current result
For-Period B1.2009 (01.81.2009 - 31.81.2009)
In-Period [1.2089 (Fin.: 31.81.2009)
Table RT - Results Table
PCR1Gr Wage Salary ftype WC C1 C2 C3 Assign: A1tPa CA BT Bbhs.
Var sz gn Un t Rate WNumber Smount
* 101 Total gross amount
10,208, 00
* {110 Met payments/deductions
QRE, @6 -
* /B50 Statutory net
10,200, 00
* {560 Payment Amount
9. 30,6
* {865 Carry-over for next per.
9. 300, 4
* {700 Wagefsalary + ER contr.
10,200, 0o
* 840 Diff. to avg. manth a1
188, 50
3 7E10 GOSI ER Deduction 1
a[E, oo
3 TOZ0 GOSI EE Deduction [
Qe , 0o -
3 T30 Occupational risk [
200, 00
3 BSA1 Basic Salary A1
g.ooo, e
3 FOAL Food Allaowance a1
200, 00
3 H58L Housing Allowance(25% Bas 01
2.ooo,

Payroll result was displayed

4.14 Delete Pay Roll Result

Solvingd Delete Payroll Result

Human Resources O Payroll O International 0 Tools OProblem

PUO1

66




User Manual- <Module>

=1 Payrall
[ [ Europe
[> [[J Aamericas
[ [ asiafPacific
[> [ Africa
= =9 International
3 Pavrall
[ offCycle
[ Subseguent Activities
3 Information System
=1 Tools
I Display Results
= Analvze Application Log
I HR Process Workbench
= Control Record
2 List TemSe Ohjects
= Payrall Calendar
[ [ Qutsourcing - Interface Toolbox
> [J Custormizing Tools
2 Archiving
= =9 Problem Salving
2 Maintain Pavroll Status

i

Ga Restructure Fayrall Directory
Ga Restructure Curmulation Tabhles

Double Click on belete Payroll result

=

Program  Edit  Goto Systern Help

& 2 AH e  CHE Do AR @
Delete current payroll result

Personnel no. 18 [=)

Narre XXX CHAATAAN

EE group |1_| Active Fers.area lm Kingdom of Saudi Arabia
EE subgraup lﬁl mManagers-HRE Ad Cost Center JRaaa Human resaurce

Qlick on Execute button

L= L=t 12 1) »
FProgram Edit Goto  Seftings  System  Help SA

@ JH @8 CHE D00 BE @E

Delete current payroll resuit

|0 oetete || e | o] (e o]

Name 00 000000
Personnelno. 00000018

Pers No.[Sequence|Parea[PerPalFarperind[FOR per.start [EndiFP |Paytype|Payrio|Reason| oG cat| characters|Parea|PerPain-Feriadin-Periad  [Payiype|PayriC[Reasan|oC cat|DID| Reversed| Paymen:
00000018 00002 M1 01000000 31062003 (31052008 A 0 o2 02 (A W 01000000 |31.05.2009 | 0 002 |02 310520

Click on Delete button

67



User Manual- <Module>

Name 3000 2000000(
Personnel no. 00000018

FPers.Mao. BequenceIPAreaIPerPaIFor—period FOR per.start|End/FP IPay.typeIPayrIDIReasonIOC cat.lCharacters|F’AreaIPerPaIIn-F’erion‘In-PeriDd |Pay.hfpeIPayr.ID|ReasonIOC cat.l[
00000018 00002 M1 | [ Delete payroll result 000z |02 A 11 01000000 |31.05.2008 A 0 0002 |0z

Ifyou delete the current payroll
result, this data will be
irrefrievahly lost

@ Do you still want to delete?

| Yes Mo E| X Cancel

Click on Yes Button

I = notifications
|

| Typ IF'ers.Nu. ITE}{T
E 00000018 Payroll Infotvpeds) Was dere) Bot Filled

[[«1[]

L[]

aln] [

Click on Tick Mark

|I_.I:0g Edit Goto  Systern Help

| & IH @& DHE tnon BE @@
Display logs

EE E D E R EE EE (= EE EE E T E R
Typel Pers Mo [Message Text |
Favrall result for bonus payment 20090531 0 for pers. na, 0000001 8 successfully deleted
The Last Fayroll Resultvwwas Deleted Successfully
Howrewver, Payroll Infotypes Could Mot Be Filled Again. Processing Recorded the Following:
18 Payroll Infotypeds) Was (Were) Mot Filled
Carrect the error and start the 'Fill Payroll Infotype" Prograrm with the Following Entries:
18 |31.05.2008 31.05.2010
This Fills the Payroll Infotypes Again.

i

=>-@FO00

Payroll results are deleted sucessfully
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