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1​ Introduction 

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

2​ SAP Logon 

 

 
 

 
 

Input Parameters Values 

3 
 



 

 
 

User Manual- <Module> 
 

 
Enter User Name Lokesh 
Enter Password ******* 

 
Enter user Name and Password then press enter button 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
​ ​ ​ ​ ​ ​ ​  
 
 
 
 

3​ Time Management workschedules 

3.1​ Create work schedule- PT01 
 

SAP R/3 Menu 
Human Resources � Time Management � Administration � Work 

Schedule � Create 
 

Transaction code PT01 
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Click on Create or Enter PT01 Tcode 
Click on create 
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Click on create All 
System will show the Message like below mentioned for selected period 

 
 
 

Input Parameters Values 
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 
 

SAP R/3 Menu 

Human Resources � Time Management � Administration � Work 

Schedule � Change 

 

Transaction code PT02 

 

 

 

Click on change button  
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Change work schedule(Shifts) for Particular work schedule rule if required 
 
Ex: Change shift G to SHIFT H   For Particular Day. 
 

Input Parameters Values 
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 
 

SAP R/3 Menu 

Human Resources � Time Management � Administration � Work 

Schedule � Display 

 

Transaction code PT03 

 
 

 
Click on Display Button 
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Input Parameters Values 
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 
 

SAP R/3 Menu 

Human Resources � Time Management � Administration � Work 

Schedule � Holiday Calendar 

 

Transaction code SCAL 

 

 
Click on change button 
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Select Sort key then click on  
Enter SA as sort key 

 
 
Then click on  
 

 
Click on change Button 

11 
 



 

 
 

User Manual- <Module> 
 

 

 
Click Tick Mark 

 
Click on Insert date 
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Enter Year Month and Date of Holiday 
Then click on Insert date 
Then click on change button 
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Click on tick mark 
Public Holiday was changed 
 
Choose Holiday calendar Radio Button 

 
Click on Change Button 
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Holiday Calendar List will display 

 
 

Click on change Button  
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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 
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Select the key then click on Sort option  

 
 
Click on Assign public Holiday then Click Save button 
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Click on  Yes Button 
 
Public Holiday calendar SA Was Saved  
 
Holiday Calendar was Changed 
 
 

3.5​ Display Holiday Calendar-SCAL 
 

SAP R/3 Menu 
Human Resources � Time Management � Administration � Work 

Schedule � Holiday Calendar 
 

Transaction code SCAL 
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Click on Display Button 

 
 
Select Holiday calendar SA 
 
Click on  
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Select Year of Holiday Calendar then Click on  display 

 
 
Public Holiday list was displayed 
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3.6​ Create /Maintain Absence 
 

SAP R/3 Menu 
Human Resources � Time Management � Administration � Time 

Data � Maintain 
 

Transaction code PA61 

 

 
 
Double click on Maintain 

 
 
Enter the Start Date and End date 
 
Click on Create 
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Select Vacation Type:  

 
 
Leave Type: ANVL 
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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 
 

SAP R/3 Menu 
Human Resources � Time Management � Administration � Time 

Data � Fast Entry 
 

Transaction code PA71 
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Double click on fast entry 

 
Enter period(start and End),Select Infotype:2001 subtype :ANVL 
Then click on create button 
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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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SAP R/3 Menu 
Human Resources � Time Management � Administration � Time 

Data � Maintain 
 

Transaction code PA61 

 

 
 
Double click on Maintain Button 

 
Click on create 
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Click on save button 
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Click on Save button 
Overview of clock in and clock out time 

 
 
 

3.9​ Employee Remuneration Info (2010)-Over time 
 

SAP R/3 Menu 
Human Resources � Time Management � Administration � Time 

Data � Maintain 
 

Transaction code PA61 
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Select Employee Remuneration then click on create button 

 
Click on save button 
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Overtime Data was saved 
 
 

3.10​Input Substitution via Maintain Data 

SAP R/3 Menu 
Human Resources � Time Management � Administration � Time 

Data � Maintain 
 

Transaction code PA61 

 
Select Substitution infoytpe then click on create button 
 

30 
 



 

 
 

User Manual- <Module> 
 

 

 
Enter Personal Number:12 
 
Click on Save 
 
 
 
 

3.11​Quota Generation by using Time Evaluation 

SAP R/3 Menu 
Human Resources � Time Management � Administration � Time 

Evaluation � Time Evaluation 
 

Transaction code PT60 
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Double Click on Time Evaluation 
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Double click on Table ABWKONTI 

 
Double click on QTACC 

 
Double click on QTBASE 
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3.12​Quota Overview 

SAP R/3 Menu 
Human Resources � Time Management � Administration � Time 

Data � Quota Overview 
 

Transaction code PT50 
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Click on Absence quota View 

 
 
Click Accrual Information Tab 
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Quota corrections 
Select the Vacation Days 30 

 
Click on Create Correction 
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Enter the Correction quota then click on Save button 
 
Then select the quota type then click on time evaluation 
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Click on Execute button 
System will show the message  
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Click on Absence quota overview 

 
 

3.13​Quota Generation By using RPTQTA00 
SAP R/3 Menu Go to SE38  AND Enter the program Name   

Transaction code PT_QTA00 
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Enter the Perner and Date of selection period 
Then click on execute button 

 
Absence quota was generated for Emergency leave, sick leave, HAJJ Days, Paternal leave and 
Death of family Number. 
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4​ Payroll 

4.1​ Maintain Basic Pay 

SAP R/3 Menu 
Human Resources � Personnel Management � HR Masterdata � 
Maintain 
 

Transaction code PA30 
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Select Basic Pay info type then click on Create/Change Button 
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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 

SAP R/3 Menu 
Human Resources � Personnel Management � HR Master data � 
Maintain 
 

Transaction code PA30 

 
 

 
 
Select Recurring Payments/deductions infotype then click create button 
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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) 

 
Click on save button 

4.3​ Create/Maintain Additional Payments 

SAP R/3 Menu 
Human Resources � Personnel Management � HR Master data � 
Maintain 
 

Transaction code PA30 

 

 
 
Click on Create button 
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Select wage type  , Enter Amount and Date of Origin 
Then click save button 

 
Click on save button 
 

4.4​ Maintain Off-cycle Payments 

SAP R/3 Menu 
Human Resources � Personnel Management � HR Master data � 
Maintain 
 

Transaction code PA30 
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Click on create button 

 
 
Enter wage type ,Amount and Payment date then click on Save button 
 
Additional off-cycle data was created 
 

4.5​ Payroll Simulation 
 

SAP R/3 Menu 
Human Resources � Payroll � International �Payroll� Simulation 
 
 

Transaction code PC00_M99_CALC_SIMU 

 
Menu Path screen shot: 
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Double click on simulation 

 
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  

 
Go and Check Final Processing 

 
Click on Result Table 
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Check the amounts for the employee. 
 

Input Parameters Values 
Payroll area M1 
Payroll  period 012009 
Personnel Number 14 
Payroll area M1 
Payroll schema Z000 

 

4.6​ Release Payroll  
 

SAP R/3 Menu 
Human Resources � Payroll � International �Payroll� Release 
Payroll 
 

Transaction code PC00_M99_PA03_RELEA 
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Double click on release payroll 

 

Enter Payroll area M1 and Click on  

 
Click on Yes 
Payroll was released successfully 
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Input Parameters Values 
Payroll area M1 

 

4.7​ Start  Payroll  
 

SAP R/3 Menu 
Human Resources � Payroll � International �Payroll� Start 
Payroll 
 

Transaction code PC00_M99_CALC 
 

 

 
 
Double click on start Payroll 
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Click on Execute Button  

 
 
For 4 periods payroll was run 
Select Final Processing 
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Double click on RT-Result Table 
Pay details for 4 Months 
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Input Parameters Values 
Payroll area M1 
Payroll  period 012009 
Personnel Number 18 
Payroll area M1 
Payroll schema Z000 

 

4.8​ Check Pay result 
 

SAP R/3 Menu 
Human Resources � Payroll � International �Payroll� Check 
Result 
 

Transaction code PC00_M99_PA03_CHECK 
 

 
 
Double click on Check Result 
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Enter Payroll area: M1 
Click on Tick Mark 

 
Click on Yes Push Button 
 
Payroll result was check successfully 
 

Input Parameters Values 
Payroll area M1 

 

4.9​ Payroll Correction 

SAP R/3 Menu Human Resources � Payroll � International �Payroll� Corrections 
 

Transaction code  
PC00_M99_PA03_CORR 
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Click on correction 

 
Click on Yes. 
 
Correction was done successfully. 
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4.10​Exit Payroll  

SAP R/3 Menu Human Resources � Payroll � International �Payroll� Exit Payroll 
 

Transaction code PC00_M99_PA03_END 
 

 
Double click on exit Payroll 

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

4.11​Remuneration statement 
 

SAP R/3 Menu NA 

Transaction code ZHRPAYSLIP 
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Enter Period and Personnel Number then click on execute button  

 
 
Enter Output device and Click on print preview 
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Employee Remuneration statement was displayed 
 
 

4.12​Off-Cycle Activities 
 

SAP R/3 Menu 
Human Resources � Payroll � International � Off-Cycle � 
Off-Cycle Workbench 
 

Transaction code PUOC_99 
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Click on off-cycle work bench 

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

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

 
Click on save button 
 
Off-cycle Data was saved 
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4.13​Display Payroll Result 
 

SAP R/3 Menu Human Resources à Payroll à International à Tools à Display 
Results 

Transaction code PC_PAYRESULTS 
 

 

 
 
Double click on Display Payroll result 

 
Enter personnel Number and Date of results from then press Enter 
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Select Payments and Double click 

 
Double click on RT 
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Payroll result was displayed 
 

4.14​Delete Pay Roll Result 

SAP R/3 Menu 
Human Resources � Payroll � International � Tools �Problem 

Solving� Delete Payroll Result 
 

Transaction code PU01 
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Double Click on Delete Payroll result 

 
Click on Execute button 

 

Click on Delete button  
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Click on Yes Button 

 
Click on Tick Mark 

 
Payroll results are deleted sucessfully 
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