PA40

Work Instruction

Enter Personnel Action - New Hire (PA40)

Purpose

Use this procedure to enter data for a new employee.

Trigger

Perform this procedure when a new employee is hired.

Prerequisites

Start Date

Menu Path
Use the following menu path to begin this transaction:

N/A
Transaction Code

PA40
Helpful Hints

e R/O/C column in tables represents Required, Optional, or Conditional entry

e The Minimum and Maximum grade level amounts represent range for this position's
pay (viewed using Level matchcode in the Basic Pay (0008) infotype)

e During the New Hire action, populate infotype 0009 Bank Details by either saving the default
information presented in the infotype, this allows the employee to receive a check, or enter
the direct deposit information if the employee has provided it to you. Forward the forms to
Central Payroll for verification. For all future changes to bank details, send completed direct
deposit forms provided by employees to Central Payroll at 106/1200/Central Payroll who
make the appropriate changes

¢ During the New Hire action, populate infotype 210 FED and 210 OR with information
provided by the employee’s W-4 forms, enter information in the “filing status”, “allowances”
and “additional withholding fields”. Forward these forms to Central Payroll for verification. For
all future changes to withholdings, send completed W-4 forms provided by employees to
Central Payroll at 106/1200/Central Payroll who make the appropriate changes

e For Police and Fire Bureau employees, please complete the Contract Field to indicate the
taxability for employees in info type 0001 Organizational Assignment.

o U-2 =The employee was sworn on or before 3/31/1986 then they are not taxable for
Social Security or Medicare because FPD&R pays their retirement and any disability
claims. They are also not subiject to the Workers Comp Benefit fund which is a tax
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Enter Personnel Action - New Hire (PA40)

o U-3 = The employee was sworn on or after 4/1/1986 they are not taxable for Social
Security but are taxable for Medicare. They are also a part of PERS and Risk
Workers Compensation (City). They are subject to the Workers Comp Benefit fund
which is a tax based on productive hours. There is currently only one employee in
this category. This category receives no type of benefits from FPD&R. Fire and
Police have more employees that could fall into this category if they choose to put
them here

o U-4 =The employee was sworn on or after 4/1/1986 they are not taxable for Social
Security but are taxable for Medicare, yet they are also a part of PERS and FPD&R
for disability claims only. They are not subject to the Workers Comp Benefit fund
which is a tax based on productive hours
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Enter Personnel Action - New Hire (PA40)

Procedure

1. Start the transaction using the menu path or transaction code. The Personnel Actions screen
displays.

Personnel Actions

& a4 B ([ @E@ CEEIBDLa | ER @

=g [=] [ [
HR Master Data  Edit Goto  Earas  Utilities(M) Settings  System  Help

Personnel Actions

Fersonnel no.

From

Personnel Actions
Action Type Fersonn |EE group  |EE subg |
Mew Hires

Change In Pay

Temparary Actions

Regular Actions

Status Changes

Ext of Ternporary Appt

End of Temp AssniRetrn to Prey
Leave of Ahsences - UnPaid

LObE

Leave of Ahsences - Paid
Return from Leave
Layoffs

Separations

Rehires

Retirement

_Empluyee to ¥WR Benefit Elighle

En] [ KD

E1[D]

[ b [Paso B[ sapara [ms [ [ 7

2. Asrequired, complete/review the following fields:

Field R/O/C Description

From R - .
Beginning value to be entered when specifying a range.
Example:
072408

Select New Hires record indicator "]
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Enter Personnel Action - New Hire (PA40)

4. Click Execute button @ . The Create Actions (0000) screen displays.

Create Actions (0000)

PA40

Work Instruction

=g
A S S R S SR )

@ I dH eee DHE anoo OE @B

s

Create Actions (0000)

N2 cranserogove

Fers.ho. ] %
Start |07/24/2008| to E12r’31r’9999§ =
Personnel actioh
Action Type Mew Hires 3|
Reasaon for Action _|
Status
Customerspectic |0 gl
Employment Active 3|
Special payment Standard wage type §|
Organizational assighment
Position [
Personnel area | |
Employee group E
Employee subgraup I_]
Additional actions
Start Date |Act |Actinn Type |ActR |Reason for action m
[
=] =
Kaj] [ iK1 [2]
el
[ U Paso Bl saparz (s [ [/

Click Reason for Action field I:I .

6.  Click Reason for Action matchcode . The Reason for Action (XXXX) dialog box displays.

7/27/201111:55 PM
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Reason for Action (XXXX) (YYYY) Entries found
I@Reasun for Action (1) 3 Entries found

(=1
=
vm[H[B[=E][S][&]
Action Type: L0
Hame of action type: Mew Hires
Ac 1Mame of reason for action |
01 Mew Employes
nz Prev Emp-Mot Conv-Reinstate
03 Previous Emplovee-Mot Canw
3 Entrigs found | |7

7. Select 01 New Employee listitem (01 [Mew Employee
8. Click Enter (continue) .
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Create Actions (0000)

= = SAD
Infotype  Edit Goto  Extras  System Help .
@ HJBceeCHB oo ha RO em
Create Actions (0000)
I:II:I &2 Change info group
1 [a]
Fers.Mo. | | =l
Stat  [o7/24/2008] 1o [12/31/9988] B
Persannel action
Action Type. [NewHires E]
Reason far Action 01 [=)
Status
Customer-speciic. |0
Ermployrment Active
Special payment | standard wage type
Organizational assighment
Uil
Personnel area =
Employee group
ST 7
Additional actions
Start Date IAct. |Acti0n Type IActR |Reason for action m
[
=] =
[0 |[<[*] [+]
[ U [ Pato Bl saparz (s [ [ 7

9. Asrequired, complete/review the following fields:

Field R/O/C

Description

Position R

Organizational objects held by employees and assigned to
organizational units which may inherit characteristics
from its organizational unit or the assigned job.

Example:

40000008

10. Click Enter button @ . The Information screen displays.

7/27/201111:55 PM
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Enter Personnel Action - New Hire (PA40)

Information

I@Infurmatinn

1. Click Enter (continue) button .

Create Actions (0000)

PA40

Work Instruction

=
__ Imotype Edit Golo Beras System Help _ —
@ IAHICOS SHE aTLS AR @M

Ew

Create Actions (0000)

[ICIR[Z crange e

Pers.No. | 100@48]

Stat  [97/zasz008] to  [12/31/9989]

Persannel action
AcfonType | Mew Hires El
Reason for Action |D1 kew Employes

Status
Customerspecific

Emplayment | e
Special payment | standard wane type

Qrganizational assighment

[4 DBBUSI Frogram Sp
| 2 | Cable
Employee group [1 Regular

Fostian

Personnel area

Employessubgroup (03] FT Exempt, Negative:

Additional actions
GtartDate  |Act [Action Type

IActR |Reason for action

0| [ =]

[l I K|

I4[]

@ Save your entries

i 11| C3(N)

U [ Paso FE| sapgrz [ s ||

o
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]
12. Click Save button . The Create Organizational Assignments (0001) screen displays.

@ The system returns the message, "Save your entries".

Create Organizational Assignment (0001)
@ kA
_1nf0hfpe Edit Goto E}drgg Sgest?m ﬂ_e_lp — — — E‘w
@ gl 4B eae BHRE a0 on BE @
Create Organizational Assignment (0001)

E|[B]L£] o srucurs |

Parsonnel Mo | 109949:

Stat Active
Sart [o7izaszama[Ee  [12/31/0000]
Enterprise structure
CoCods  |COF1|  Cily of Partiand
Persarea  [1220) Gable Subarsa (3000 NonRep
Cost Cir :VCQVLI'FBBD'@BM Utility Bus. Area CBBB Cahle Comm and Franc

Fund -
e
Fune. Area
Personnel structure
_EEg?K_Tﬁ_- Regular Payr.area 121] CaP Bi-weekly
EEsuboroup (03| FT Exempt, Negative Contract | E]
Organizational plan /" Administratar
Petcentage 100,00 B assignment || Tme | |
Eosition f-al-ﬁﬁ-ﬂ-ﬁﬁ-ﬂ-éi Program Sp F'a)_trAdmin

Program Sy

Job key _;_3-9_0_0_91_5_3_; Program Sp

Program Specialist
Ersmpnt

LHIFrnchshgt
LHility Franchise Manag:

| b | Pago B[ sapdro [ovR | | 2

13. Click Time field

14." Click Time matchcode . The Administrator for Time Recording (XXXX) dialog box displays.
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Administrator for Time Recording (XXXX) YYYY Entries found

PA40

Work Instruction

=3 Qw
el R e e G s = —
& a0 ead SHEB ST LS BRI G

Create Organizational Assignment (0001)

G2 [oswar

Personnel Mo | 100840

stat Active

Start [o7reaszons| o [1273179999]

I@AdministratorfﬂrT\me Recarding (1) 3 Entries found =]

Enterprise structure =

CoCode COPT|  City of Portland E

Persarea  |1: Calla supares 3w B[ C]E[B[E] 2] &]

Cost Ctr |CBUFBOROET | Liility Bus. Area :EB Adrministrator group: 1220

Grant |

001 Justice, Carol S

Fune. Area 002 Torres, RaulB

Personnel structure -

EE group Regular Payrarea Z
EEsupgroup (03] FT Exempt, Negative Contract

Organizational plan Administrator
Percentage 100 0 (@ sssignment | | Tme
Pasition :49909909; Program Sp PayrAdmin

Program Specialist
Job key _;_3“'9_9_0_9:1_6_3_; Program Sp

Program Specialist

Bempt €]
Org. Uit [20000216]  UtiFmchshat
LHility Franchise Manag:

3 Entries found

PA40 3| sapdrp [OvR | | 2

15. select 001 Justice, Carol S list item (201 Justice, Caral 5
@ Only Timekeepers in your bureau are listed.

16.

Click Enter (continue) button 5

7/27/201111:55 PM
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Create Organizational Assignment (0001)

=g BICIEN G A D) 4
Infotype  Edit Goto  Extras  System Help

@ HaBD Cee CHE atoa BR @E

Create Organizational Assignment (0001)

|S|[R]LI] oo structure |

Personnel Mo | 100040

stat At

Start [o7reaszons| o [1273179999]

Enterprise structure -

coCode 1] ity of Portiand

Persarea  [1220) Cable Subarea (3990 Non Rep

Cost Ctr CEUFBEDBET|  Utility Bus Area  |CBED  Cable Comrmand Franc
Fund }

Grant.

Func. Area

EEgroup 1|  Regular Payrarea  |21)  CoP Biweekly

EE subgroun (03] FTExempt, Negative

Contract a|

Organizational plan -

Administrator

Percentage |100 0
Positinn fIﬁD

8 Frogram Sp

B Assignment |

Tirme. (001 [

PayrAdmin |

Program Specialist
Job key _;"3-9"9_0_9:1_6_3_! Program Sp
Program Specialist

Bempt €]
Org. Uit [20000216]  UtiFmchshat
LHility Franchise Manag:

{@ Record created 2 [ | Pato i sapgr? | INS |

17. Click Enter button @ . The Organizational Assignment (0001) screen updates.

@ The system returns the message, "Record created".

@ -or Police and Fire Bureau employees, please complete the Contract Field to indicate the
3 axability for employees.

]
18. Click Save button . The Delimit Vacancy dialog box displays.

@ The system returns the message, "Save your entries".

7/27/201111:55 PM
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Delimit Vacancy

PA40

Work Instruction

= =] w
1nfn_ty_pe Edit ED?D. E;rtr_gs System ﬂn_alp =
& | A eae | SHB I atLn | BRI GE

Create Organizational Assignment (0001)

R

Persannel No 1o084a

Status  Active

5 40000008 Program Specialist

Start |oFizdizong] to  [1203109
Enterprise structure
CoCode  |GOPT|  CityofPartiand
Persarea  [1220) Cable Subarea (3000 Mo Rep
Cost Cir |CRUFDENBAT|  Utility Bus.Area  [CBBO  Cable Comrmand Frane
Fund |205M00 Cable
Grant [NOT - RELEVANT | NOT-RELEVANT
-F.Llhc.-.ﬂ\rea . EDFHBBDBB_DBBDBEE . FrllI? Delimit Vacancy

EE group 1: Regular
__0:3__ FT Exempt, Megative

Delirnit on [

LS

Organizationalp\an/' Administrator
Percentage 189,80 Assignment | | Time |01
Position :'ihﬁ'ﬂ'ﬁﬁ'ﬂ'é; Program Sp PayrAdmin
Program Sy
Job key ;ISB'B_D"BIS_S, Program Sp
Program Specialist
Beempt €|
Org:Unit  |20000216]  UtiFrmchstgt
LHility Franchise Manag:

U [Pato Bl saparz [ms [ |7

19. As required, complete/review the following fields:

Field R/O/C Description
Delimit on R End date.

Example:

072408

20. Click Yes button .

7/27/201111:55 PM
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Create Personal Data
=4 =
Infotype  Edit Goto  Extras  System Help w
@ 3 9DICae CHE aona DR R
Create Personal Data
o
Personnel Mo | 10BEE40
EEgrous  [1] Regular Pers.area (1220 Cable
EE subgroup |03 FT Exempt, Megative Pers. subarea [ 98] Non Rep Stat Active Time 007
Start o7/24r2008[FTo0  [12/3179989]
Hame
Lastname |4 Hith narme
Firsthame IZ
Middle name |
Micknams:
Suffix El
Mame [ )
HE data
i | | Lot
Date of Bitth |t @Female O Male
MarialStatus | B
. 7 T A
|7 Record created B0 Paso [ saparz [ns | |7

21. Click Last name field E
@ The system returns the message, "Record created".

22. As required, complete/review the following fields:

Field R/O/C Description

Last name R Surname; the name used to identify the individual.
Example:
\Vandivier
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Enter Personnel Action - New Hire (PA40)

Field R/O/C Description

First name R 'The name that precedes the surname; aides in identifying

the individual.

Example:
Sharon

Middle name R Middle name of employee.

Example:
P

SSN R A number given to an individual by the U.S. government

program financed by employer and employee payments
that provide retirement insurance, disability benefits, and
unemployment compensation.

Example:
999999940

Date of Birth R Year, month and day of birth.

Example:
10/01/1955

23.

Click Enter button & . The Create Personal Data screen updates.

]
24. Click Save button . The Create Communication(0105) screen displays.

@ The system returns the message, "Save your entries".

P
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Create Communication (0105)
= = SAD
Infotype  Edit  Goto  Extras  System Help
LV A g ee@ CHEETLa BE @
Create Communication {0105)
Fersonnel Mo ToeE4n Name Sharon Vandivier
EE group 1] Regular Pers.area 1220 Cahle
EE subgroup |03 FT Exempt, Negative Pers. subarea 3000 Mon Rep Stat Active Time (001
Start 07/24/2008 tn 12431/9999
Comrmunication {0105)
Type elaloy} Systermn user name (Sy-URAME)
IDinumber Svandivier
@ Record created a | PA4D | sapqr2 | INS | | 7

25. Click Enter button @
@ The system returns the message, "Record created".

]
26. Click Save button . The Create Addresses (0006) screen displays.
@ The system returns the message, "Save your entries".
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Create Addresses (0006)

= Qw
1nfn_ty_pe Edit ED?D. E;rtr_gs Sgatgm ﬂn_alp =
@ B0 HCAQEHB R0 PRI

Create Addresses (0006)
[Forin soress

Personnel Mo | 10BEE40 Hame _:Sharqn Vandivier |
EEgroup  [1] Regular Persarea  [1220 Cable
EE subgroup  [03] FT Exempt, Megative Pers. subarea  [3000) NonRep  5tat active Tine [001)
Start la7/24/2008[@) o [12/31/9939]

Address

Address type. | Permaneniitaiing address =l
clo

Address line 1 |

Address line 3. |

Cityfeounty &

Stateizip code - &

Courtry Key |UsA )

Telaphone Number [T

Comunications

_TYE | Number| |Exte |

Twps| | Mumber | |Exte |

Tyee| | humber | |Exte |

Type| | Mumber | | Exte|

[ Record created

B0 Paso B saparz [ws | |7

27. Click Address line 1 field
[

@ The system returns the message, "Record created".

28. Asrequired, complete/review the following fields:

Field R/O/C Description
Address line 1 R

Street address.

Example:
990 Strother Street

7/27/201111:55 PM Page 15 of 48



PA40

Work Instruction

Enter Personnel Action - New Hire (PA40)

Field R/O/C Description

City R A large and densely populated urban area; may include

several independent administrative districts.

Example:
Portland

State R State (abbreviated).

Example:
OR

zip code R Zip code as part of address.

Example:
97204

29. Click Enter button V] . The Create Addresses (0006) screen updates.

30. . .
Click Save button . The Create Residence Tax Area (0207) screen updates.

@ The system returns the message, "Save your entries".

e
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Create Residence Tax Area (0207)

= (SR ES| SAD
Infotype  Edit  Goto  Extras  System Help

(] a0 CaR I CHE DTon I IBR @
Create Residence Tax Area (0207)
Fersonnel Mo ToeE4n Name Sharon Vandivier
EE group 1] Regular Pers.area 1220 Cahle
EE subgroup |03 FT Exempt, Negative Pers. subarea 3000 Mon Rep Stat Active Time (001
Start 07 /24/2008 tn 1243149999
Resident data
Tax area ORB1| Tri-Med Trans District
Tax Authorities in Area
Tax |Description |T |Description | |
FED Federal A Federal
0OFR  |[Oregon B State
ORO1Tri-Met Trans District F (Other
(=]
[~
@ Record created a | PA4D | sapqr2 | INS | | 7
" Click Enter button @

@ The system returns the message, "Record created".

]
32. Click Save button . The Create Work Tax Area (0208) screen displays.

@ The system returns the message, "Save your entries”.
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Create Work Tax Area (0208)

= (SR ES| SAD
Infotype  Edit  Goto  Extras  System Help

(] a0 CaR I CHE DTon I IBR @
Create Work Tax Area (0208)
Fersonnel Mo ToeE4n Name Sharon Vandivier
EE group 1] Regular Pers.area 1220 Cahle
EE subgroup |03 FT Exempt, Negative Pers. subarea 3000 Mon Rep Stat Active Time (001
Start p7i24i2008 tn 1243149999
Work tax data
Tay Area ORB1 | Tri-Med Trans District
Allocation 100.80] %
Tax Authorities in Area
Tax IDescription IT IDescription ” |
OR  |[Oregon B State
QR0 Tri-Met Trang District F Other
[]
[
@ Record created a | PA4D | sapqr2 | INS | | 7
" Click Save button @

@ The system returns the message, "Record created".

34. .
Click Save button . The Create Unemployment State (0209) screen displays.

@ The system returns the message, "Save your entries".
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Create Unemployment State (0209)

PA40
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< S sAnd
Infotype  Edit  Goto  Extras  System Help

LV A g ee@ CHEETLa BE @

Create Unemployment State (0209)

Fersonnel Mo ToeE4n Name Sharon Vandivier

EE group 1] Regular Pers.area 1220 Cahle

EE subgroup |03 FT Exempt, Negative Pers. subarea 3000 Mon Rep Stat Active Time (001

Start 07 /24/2008 tn 1243149999

Unemployment data

Tay authority 0R Oregon

Worksite

@ Record created a | PA4D | sapqr2 | INS | | 7
" Click Enter button &

@ The system returns the message, "Record created".

36.

]
Click Save button . The Create Working Info W4/W5US (0210) screen displays.
@ The system returns the message, "Save your entries".

7/27/201111:55 PM
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Create Withholding Info W4/W5 US (0210)

PA40

Work Instruction

Ew

Ej[nfntype Edit Gotn Extras Systern Help

Create Withholding Info W4/WS5 US (0210)

Persannel Mo _' _1E|E|E|4El'_ Mame E_Sharqn Vandivier |
EEgoup  |1] Regular Pers.area 1220 Cable

EE subgroup  [03] FT Exempt, Megative Pers. subarea  [3000) NonRep  5tat Active Tine [001)
Start [o7r2arz008]@to 1273179998

Status

Tacauthorty  FED | Federal Taxlevel [A] Federal

Filing Status

ExemptlorE/.
Allowances

_'_Fax Exempt Indicator | |_IRS mandates

withholding adjustments
Addwnhholdmg 7 | UsD [ Man-resident tax calculatian
Defautformula 1| PCTMTHD-RES. U Atternativefarmula | |

Weg filing status

EIC status

Overrides ifram Infotype 0234) -

From date IEndDate |Supp|ementa\met ITaxoverride |Em|

[

KujE] IR

@ Record created

B0 Paso B saparz [ws | |7

37. Click Filing Status field | ™.
@ The system returns the message, "Record created".

Populate infotype 210 FED and 210 OR with information on employee’s W-4 forms, enter
3 information in the Filing status, Allowances and Additional withholding fields. Forward

these forms to Central Payroll for verification.

38. Click Filing Status matchcode . The Filing status (XXXX) screen displays.

7/27/201111:55 PM
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Filing status (XXXX) YYYY Entries found

III?FiIing status {13 6 Entries found =]
¥

v[a[DlRlB[&E] 2]z [£]

Tax Authority: FED

F *|Long Text |Start Date |End Date

01 | Single 0150111980 12731/9999

02 Married 0150111980 12531/99949

03 married claiming self plus dependents or 01/01/1980 12731/9999

04 married, hoth spouses working 010171930 12/31/994949

05 Married, one spouse waorking 01011980 12/31/9999

06 Head of household or family 01011930 12531/99949

E Erntrice frnmd l_
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39. Double-click 01 Single list item |01 Single

Create Withholding Info W4/W5 US (0210)

PA40

Work Instruction

= Ew
LGRS SAEE Bolg SEplias = st S el -
@ | ol ageae | DEGE I anas | PR

Create Withholding Info W45 US (0210)

Fersannel No 100040 Name ESharon Yandivier

EEgoup  [1] Regular Persarea 1220 Cable

EE subgroup Eg FT Exempt, Megative Fers. subarea ESBBB_‘ MNon Rep _Stat Active T1'rnefDB1=
Start [o7/2arz008] 1o [12731/9998)

Status

Taxauthority  [FED |  Federal Taxlevel |4 Federal

Filing Status 8_1

 Exemptions -

Allowances | |

Tax Exempt Indicator [TIRS mandates

Withholding adjustrments
Add withholding | \UsD

| [ Wor-resident tax calculation
[1] PCT MTHD-RES. U [

Defaultformula Alternative formula

W-5 filing status

EIC status

Overrides ifram Infotype 0234) -

From date |EndDate |Supp|ementa\met |Taxoverride |Em| ﬁ‘i
[4]
=

[0 KD

b Pado Bl sapar [ms | [/

40. As required, complete/review the following fields:

Field R/O/C Description
Allowances R . .
Number of exemptions claimed by the employee.
Example:
1
4. Click Enter button V]
42,

]
Click Save button . The screen updates.

7/27/201111:55 PM
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@ The system returns the message, "Save your entries”.

43. Click Filing Status field | &/ |
@ The system returns the message, "Record created".

44. Click Filing Status matchcode . The Filing Status (XXXX) dialog box displays.

7/27/201111:55 PM Page 23 of 48



PA40

Work Instruction

Enter Personnel Action - New Hire (PA40)

Filing status (XXXX) YYYY Entries found

III?FiIing status {13 6 Entries found =]
¥

v[a[DlRlB[&E] 2]z [£]

Tax Authority: OF

F *|Long Text |Start Date |End Date

01 | Single 0150111980 12731/9999

02 Married 0150111980 12531/99949

03 married claiming self plus dependents or 01/01/1980 12731/9999

04 married, hoth spouses working 010171930 12/31/994949

05 Married, one spouse waorking 01011980 12/31/9999

06 Head of household or family 01011930 12531/99949

E Erntrice frnmd l_
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45. Double-click 01 Single list item (01 Single

Create Withholding Info W4/W5 US (0210)

= =
Infotype  Edit  Goto  Estras  System  Help
@ | adaBEHeEd DHEEG R ad FE @,
Create Withholding Info W4/WS5 US (0210)
Personnel No | 108040 Mame [Sharon vandivier | =
EEgroup (1] Regular Persarea  [1220 Cable M
stat Active Tine 001
Start O7/24/2088 to  [12/31/9983
Status
Taxauthorty  (OR_|Oregon Taxlevel [E| State
Filing Status a1
Exemptions
Allowances Exermption amaount
Additiohal allowance Additional exemption amount fUSD
Al .
Dependent allowance | |
e R abal e | LIRS mandates
Withholding adjustments
Addtional witthalding | |usp
Defaultfarmula 1] COMPUTER FORMUL  Alternate formula
Earned Incame Creditfiling statusl 7
EIC status []
Qvarrides ifrom infotype 234) -
el
From date IEnd Date ISuppIementa\ met ITaxoverride Cetificate | |@|
= el
=1l i)
[ b [ Pado B ssparz [N | |7
46. As required, complete/review the following fields:
Field R/O/C Description
Allowances R : .
Number of exemptions claimed by the employee.
Example:
1

47. Click Enter button @

48. .. — .
Click Save button . The Create Planned Working Time (0007) screen displays.
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@ The system returns the message, "Save your entries”.

Create Planned Working Time (0007)

=3 Qw
RS S0 Bo i SERE E ystan Sl = —
@ T J0 eee CHE nhos DE om

Create Planned Working Time (0007)

Personnel Mo [ 100040 Marme [Sharan vandivier |

EEgoup  [1] Regular Persarea  [1220

EE subaroup ;0_3'-! FT Exempt, Megative Fers. subarea @ Mon Rep Status  Active

Start o7/24/2008 @10 [12/31/9998)

“Wark schedule rule

Wark schedule rule |a0Dag

Time Mgmtstatus .5:9 ~Time evaluation of planned times |

Wgrkin-g._\.vggk _;':Working Wieek Starting;Thursday El
Aeditional time D !

Varking firme |

Ernploymentpercent [ 180.08] CDyn. daily work schedule

Daily warking hours 'ﬁ..'ﬁﬁ_ Hin. Max.

Weektyworkinghours | 0.06] Min. | | M

Manthly working hrs U.GB: Win. Max . [E—|

Annual working hours _' 0. 88| Hin. | 7 Max.

ECTAL G L .8

[ Record created

@b rato B sapgrz [ms | |2

b,

49. Click Work schedule rule field 50008
@ The system returns the message, "Record created".

50. Click Work schedule rule matchcode . The Restrict Value Range (XXXX) dialog box displays.
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Restrict Value Range (XXXX) YYYY Entries found

I@Restricwalue Range (1) 51 Entries faund
W Festicions |
=

I = EIEE

ES grouping: 2

Holiday Calendar |D: ZF

FS grouping: 10

WS rule “|Work schedule ruletext  |PWS |Start Date |End Date

020G0_01 MF 0600-1430 40G0 01M1f2007 1263109999 |Z|
0280GE_01 MF 0630-15:00 40G1T 01012007 1203159999 @
020H0_00 MF 0700-1530 40HD 010152007 1203159999

020H0_01 MF 0700-1600 40HT 0100172007 1203109999

N30HG_00 MF 0Y30-1600 40HZ 010012007 1203109999

020HE_01 MF 0730-1620 40HZ 0150172007 12531099949

020i0_o0 MmF 0S00-1630 4010 01012007 1263109999

ns0i0_o1  MF 0800-1700 4011 0112007 1203109999

nz0i0_o2 mMF 0S00-1600 4014 01012007 1263159999

020l6_01 MF 0830-1700 4012 0112007 123159999

020l6_02 MF 0830-1730 4018 010152007 1263159999

020J0_00 mF 0900-1700 4041 01012007 1203109999

020J0_01 MF 0900-1730 4043 0100172007 1203109999

nanJdo_oz mF 0900-1200 4040 0150172007 12531099949

020J6_00 MF 0930-1300 4042 010012007 1203109999

S24010_0A MF 0800-1700, SU-1 OFF 4017 01012007 1203109999 —
24010_08 SU-UOFF, M-F 0300-1700 4017 0112007 1263159999

872ZFA_00 MH 0550-1520 J6F0 010012007 1263159999

8v20_00 MHO0200-1730 3610 0112007 1203109999

880H0_00 mMH O700-1730 40HD 010172007 1203159999

280H0_08 TF 0F00-1730 40HS 01012007 1203109999

ga0/0_01  mMHO0200-1830 4016 010172007 12531099949

2a80rM0_00 Lhy1300-2300 40M0 01012007 1263109999

Be00_00 Ly 2300-3300 400 010172007 1203109999

Q80G0_0A MH 0B00-1530 FOG00-1430,0 44G1 010152007 12731599599

930G0_0B MH 0600-14530 FO,0600-1530 44G1 01/01/2007 1273159959

930G6E_0A MH 0B30-1600 FOB30-1500,0 44G0 010172007 1273159949 =
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51. Double-click 080G0_01 MF 0600-1430 list itern |0#0G0_01 MF DB00-1430

Create Planned Working Time (0007)

= =
Infotype  Edit  Goto  Estras  System  Help 3

@ | 2 aH ea DHE anos BR QM

Create Planned Working Time (0007)

[ wiork schedule

Persannel Mo | _100040 Mame ESharc_m fandivier |

EEgroup (1] Regular Persarea (1220 cable

EE subgroup 03| FT Exempt, Megative Pers. subarea  [3000) Non Rep Status  Active

Start [07r2arza08] To  [1273179998]

iark schedule rule

Work schedule rule 195050_01 [5)

Time Mgt status |9- Time evaluation of planned times a|

YWarking week [Wnrking Week Starting Thursday

Additionaltime D

Working time

Employrment percent | 10088 L1Dyn. daily work schedule

Diaily working hours "D..'ﬁﬁ_ Win. Max.

Weektyworkinghours | 0.00] Min. | M

Monthhy warking hrs 'ﬁ.ﬂ-ﬁ: Min. | Max.

Annual working hours 0.08 Hin | _ Max

ECRTCL G L 0.8
[ b [Pado B ssparz [ M| |7

Click Enter button @

]
53. Click Save button . The Create Basic Pay (0008) screen displays.

@ The system returns the message, "Save your entries”.

7/27/201111:55 PM Page 28 of 48




Enter Personnel Action - New Hire (PA40)

Create Basic Pay (0008)

PA40

Work Instruction

=g
Infotype  Edit Goto  Wagetypes BEdras  Systern Help

@ a0 e CHE oo R oF

Ew

Create Basic Pay (0008)

' | Salary amount | Payments and deductions |

Personnel Mo | 100840 Mame [Sharan vandivier |
[l 1220 Cable
3008 Non Rep Stat Active T1me%1_

Begiler Persarea
roup  |03| FT Exempt, Megative Pers. subarea
[o7r2arz008]@to 1273179998

.B _ Hasic contract
| | Capacity Ltil, Level {100 00|
82 Nonrepresented MWark hoursfperiod | 88.00) L
F 1_ NONREP Mextincrease | |
PS graup 'GRIIJ_BBUEB_' Laval |'B1 Annual salary | i ”USD I
ST =
LAE] |WageType Lang Tesxt |O IAmount ICurr |I |A INumberIUnlt Unit ﬁ‘
0500 Regular Salatied Pay usp I ¥
uso |}
(2]
[
RI|E3| [ |[«[r]
1v[12¢26/2002] - (12/31 00000 4 | » ] .00 [usp |

@ Record created

B0 Paso B saparz [ws | |7

54. Click Reason field |
@ The system returns the message, "Record created".

55. Click Reason matchcode . The Reason for Changing Master Data (XXXX) screen displays.

7/27/201111:55 PM
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Reason for Changing Master Data (XXXX) YYYY Entries found

=3 = w
LGRS EAtEEaIs SN eea s blias  Aisiel s He e —
@ A0 eaR SHB 080 IRE @

Create Basic Pay (0008)

| Salary amount | Payments and deductions |

100840 Mame

Fersonnel Mo [Sharan ¥andivier

EEgron  |1] Regular Fers.area J cable
EE subgroup vemnt blenative Pe hatga Mon Ban
-313,1 '''' B [ErReason for Changing Master Data (1) 24 Entries found

| S
Subtvae a A EIE E E EE

Salary, Infatype: 0008
¥ -
Reason _Hre “[Reason Text |
F3type 00 Step Increase- Rep =]
P Area 01 Meritincrease - Non Rep @

PS group [d 02 Mew HirelRehire Juso
03 Promaotion
wia_|wage Type L| 04  Premium Assighment
0500 Regular Salaf 3 TEMPorary Assian
I 06 End of Temp Assign
|07 Status Change
|08 Lateral
109  Demaotion
10  Returmn from Leave of Absence
I 11 COLA (Cost of Living)
112 Special Assignment Pay
E“z“:E 13 Movement onthe Range
v 12/25/2002) 414 Labor Contract Change
=" SRR
16 Step Increase - Cert Aftained
(1T Step Increase - Apprentice
18 Red Circle Adjustment
189  Position Change Only

3] 3] ] = |

1

JEIL

22

b | radn ] saparz [N [ |

b
SN

|7. 24 Entries found |

56. Double-click 02 New Hire/Rehire list item (02  Mew Hire/Rehire

7/27/201111:55 PM Page 30 of 48




PA40

Work Instruction

Enter Personnel Action - New Hire (PA40)

Create Basic Pay (0008)
= EEE
e St G Wapetmes Fdtas Sy Help SADS

@ = daBeae LR o0 A Q®
Create Basic Pay (0003)
' | Salary amount | Payments and deductions |

[Sharan vandivier |
28 Cable
3000 MonRep  Stat Active Time[007]

Personnel Mo | 100840 Mame

1] Regular Persarea

__fi FT Exempt, Megative FPers. subarea
[07r24s2008] o [12/3179998)

SUbvee 8| Basic contract
Salary/
Reason |g Capacity Ltil, Level ﬁmm oo
82 Nonrepresented MWark hoursfperiod | 88.00) L
PS Area 1N_R1 NOMNRER Mest increase | |
P2 group 'GRI'J_BBUSB_' _Level | Annual salary |7 ”USD |
v [Wage Type Long Teit [0 Jamount leur |1 Ja [MumberUnit[unit ﬁ
0500 Regular Salatied Pay usp I ¥
' ' us | O H
| | | (2]
[
RI|E3| I |[«[r]
I m;_fﬁzsswgggéi 4l 0.00 IW

[ U [Pato Bl saparz [ms [ |7

57. Glick Amount field

The Minimum and Maximum grade level amounts represent range for this position's
pay (viewed using Level matchcode).
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Change Basic Pay (0008)

i ol SAP
1nfn_ty_pe Edit ED?D. ﬂage type_s _E)drgs _Sy_stem ﬂe\p_ = _
@ 19B e SHE DN AR @
Change Basic Pay (0008)
| | Salary amount | Payments and deductions |
Personnel Mo | 10BEE40 Hame _:Sharqn Vandivier |
EEgoup  [1] Regular Persarea  [1220 Cable
EE subgroup  |[03] FT Exempt, Megative Pers. subarea (3000 Non Rep Stat Actve Time [007]
Start 07/24/2008) to  [12/31/9999] Chng 12/25/2008 [HRMONICE |
Subtype B :Basiccnntract
Salary ¥
Reason _92 New HireiRehira Capacity Ltil, Level ngB e}
ELGE 1062]  Monrepresented T | 80.00 [Bi-weeky
PS Area [NR|  MONREP Mext increase 1
PS group |GRDBAASA| Level (@1 Annual salary [ 54, 76640 _”USD [
LAE] |WageType Lang Tesxt |O IAmount ICurr |I |A INumberIUnit Unit ﬁ“
o500 Regular Salaried Pay | usD | .
_USD | |
| | I B [2]
[
RI|E3| [ |[«][+]
v [12/25/2008] - (1243119989 « [ b ] 2,105.40 Jusp |
| b [ Pazo Bl saparz [ms [ |7
58. As required, complete/review the following fields:
Field R/O/C Description
IAmount R . s . .
Figure within the pricing procedure that determines how the
system calculates a condition value.
Example:
2500.00

59. Click Enter button @ . The Change Basic Pay (0008) screen updates.
60. Click Edit Edit from the main menu.
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@ The system returns the message, "Save your entries”.

61.

Text

Select Maintain text F9 menu item

Maintain text

Fa

PA40

Work Instruction

=

Tahle Edit Goto Utilities(hy System  Help

Y

& A H e DHEIETDLD | ERE @D
Text

[ofr] o] ] el il
|

[ Lt cot

[Ln1-Ln 14 of 15 lines

b [Pazo B[ sapar2 [ms [ [ 7

62. As required, complete/review the following fields:

Field

R/O/C

Description

Text

R

Free text field used to provide additional information or an
item description with reference to the current activity.

Example:

Employee approved at midpoint for hire. See paperwork.

7/27/201111:55 PM
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]
63. Click Save button . The Create Basic Pay (0008) screen displays.

Create Basic Pay (0008)

= CEE
1nf0hfpe Edit Goto Wagetypes Earas  Systern  Help

@ BRI T s s a el
Change Basic Pay (0008)
I | Salary amount | Payments and deductions |

Personnel Mo | 100840 MNamme ESharon Yandivier

1220 Cable
EE subgroup

EEgroup  [1] Regular Besars,

| FT Exempt, Megative Pers. subarea

| I Mon Rep Stat Active Time 081
Start [pri24rzoae[ate [12/31/9999)  Ghng [12/25/2008] HRHONICA |

Subtype .U Basic contract

Salary

Reason 02_ Mew HireiRehire Capacity Ltil, Level E71DD.DD

PStype E Monrepresented Work hoursfperiod | ,S,D-D,,Diia,ii‘,"feem‘f

F3 Area iNR NOMNREF Mextincrease | |

PS group |6rRDO00ED| Level [01 Annual salary ' 65,000.00 |USD
ia |Wage Type Lang Text [0 Jamount [curr |1 [& [MumbenUnitlunit ||
050a Regular Salatied Pay | 2,500.00 USD | i-i-'_

_USD | I

EIjD] [ <] ]

1y [12/25 12008 - [12/3179899] ¢ »] 2,506.00 Jusp_|

= ; r
|@ Save your entries I | PAZD | sapgrz | MG | |,;’4

]
64. Click Save button . The Create Bank Details (0009) screen displays.
@ The system returns the message, "Save your entries".

@ This icon indicates a note is present on this infotype to review.
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Create Bank Details (0009)

PA40

Work Instruction

=g BICIEN G A D) 4
Infotype  Edit Goto  Extras  System Help

@ | o aB e CHE anoan BRI e

Create Bank Details (0009)

Personnel Mo | 100848 Hame ESharqn Vandivier |

EEgoup  [1] Regular Persarea (1220 Cable

EE subgroup B3| FT Exempt, Negative Pers. subarea [ 98] Non Rep Stat Active Tine 001

Start o7/24/2008[@t0  [12/31/9998)

Bank details

Bankdetalls e | Main bank ]

Payes |Sharan vandivier |

Fostal CodeiCity _QTQM Ei_l_:'onla_nd

Bank Country jusa B

Bank Key j

Bank Account ) l_Elank cantrol key

Fayment method. [H Payrol Check

Purpose _ )

EEH fuso |

[ Record created

B0 Paso B saparz [ws | |7

65. Click Enter button G

@ The system returns the message, "Record created".

Populate by either saving the default information presented in the infotype, or enter the direct
2 deposit information. Forward the forms to Central Payroll for verification.

66.

@ The system returns the message, "Save your entries".

]
Click Save button . The Change Date Specifications (0041) screen displays.

7/27/201111:55 PM
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Change Date Specifications (0041)

=g = CAD4
Infotype  Edit Goto  Extras  System Help
@ D aH eee EHE snoan BRI @
Change Date Specifications (0041)
Personnel Mo | 100840 Marme [Sharan vandivier |
EEgoup  [1] Regular Pers.area 1220 Cahle
EE subgroup |3 FT Exempt, Megative Pers. subarea 10| Non Rep SLat Active Time 007
Start [o7r2aso008]@to  [12/31/0998] Chng [12/25/2008HRHONICE |
Date Specifications (0041)
Date type Date Date type Date
m1] or\_gmal Hire Date gh?ﬁﬂﬁﬁﬁﬁi ﬁ Cily Service Date i'B'?'.;’_Z-lf.-n’ZHBIBIB_
ob Class Annv. Date  [07/24/2008] (U3} w3 Aecrual Date [a7724 /2008
ureau StartDate |07/24/2008] m [
= o
| & Record created @ b | Padn ] saparz | NG | |,//4

67. Click Enter button @

@ The system returns the message, "Record created".

68. .. g _
Click Save . The Create Additional Personal Data (0077) screen displays.
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Create Additional Personal Data (0077)

= = = = SAD
Infotype  Edit Goto  Extras  System Help

@ T iH e@e Lk nnon R B

Create Additional Personal Data (0077)

Personnel Mo | 10BEE40 Hame _:Sharqn Vandivier |
EEgoup  [1] Regular Persarea (1220 Cable
[3000) NonRep  Stat Active Time[007]

140

Start o7/24/2008 @10 [12/31/9998)

Ethnicity(Hew) [ =]

Race Data ‘
o [Race Category
[1 &merican Indian or Alaskan Mative

[] Asian

[m| Black or African American

M| ;Native Havwvaiian or Other Pacific [slander

[+]
[ wihite [+]
[« \ [<][x] ‘

Wilary status | g

Weterah Status Disability
Discharge Datz | |  CIDisabilty
[ special disakled veteran Disability Date
[l vistnam-eta vteran Dste Leamed
[] Gther Protected Yeteran

[l Recertly separated veteran

[JArmed Forces Service Medal Yeteran LA}
[ Disahled Weteran d

| U [ Pato Bl saparz (s [ [ 7

69.

i

Click Ethnicity(New) combo box

70. Mat Hizpanic/Lating

Select Not Hispanic/Latino list item

71, select Asian check box | L] Asian

72. Select Non-veteran check box LJMan-veteran

@ The system returns the message, "Save your entries”.
73. Click Enter button V] . The Create Additional Personal Data (0077) screen updates.

74. . o .
Click Save button . The Create Monitoring of Tasks (0019) screen displays.
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Create Monitoring of Tasks (0019)

= (SR ES| SAD
Infotype  Edit  Goto  Extras  System Help

LV DA ICEe CHE SDOan RE @
Create Monitoring of Tasks (0019)

Fersonnel Mo 100040 Name Sharon Yandivier

EE group 1] Regular Pers.area 1220 Cable

EE subgroup |03 FT Exempt, Negative Pers. subarea 3000 Mon Rep Stat Active Time (001

Task

Task Type |

Date of Task e Processing indicator Mew task |
Reminder

Reminder Date
Leadffallow-up time

Comments

@ Record created a | PA4D | sapqr2 | INS | | 7

75. Click Task Type combo box &
@ The system returns the message, "Record created".

76. select End of Probation list item Ef 0t Frakiation

77. Asrequired, complete/review the following fields:

Field R/O/C Description
Date of Task R Task type effective date.

Example:

042409
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78. Click Enter button v . The Create Monitoring of Tasks (0019) screen updates.

]
79. Click Save button . The Subtypes for infotype "Drivers Licence Info (0185)" (XXXX) dialog
box displays.

@ The system returns the message, "Save your entries”.

Subtypes for infotype "Drivers Licence Info (XXXX)" (YYYY) 2277
Entry found

I@Sum‘ypes for infotype "Drivers Licence Info {01835 (17 1 Entry found

A G Y =
IC |Descriptiun |
DL | Drivers Licenze

1 Entry found |

80. Dpouble-click DL Drivers License list item DL Dfivers License
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Create Drivers Licence Info (0185)

= (SR ES| SAD
Infotype  Edit  Goto  Extras  System Help

LV A @ @@ CHEEhLa  BE @ M
Create Drivers Licence Info (0185)
Fersonnel Mo 100040 Name Sharon Yandivier
EE group 1] Regular Pers.area 1220 Cahle
EE subgroup |03 FT Exempt, Megative Pers. subarea | 3000 Mon Rep Status  Active

Fram 07 /24/2008 tn 1243149999

Drivers Licence Info {0185)

10 type Drivers License bt

1D nurnber 4

‘Walid to

Flace ofissue =

@ Record created a | PA4D | sapqr2 | INS | | 7

81. Click ID number field |
@ The system returns the message, "Record created".

=

82. As required, complete/review the following fields:

Field R/O/C Description

ID number R This field stores the identification/document number

provided by the employee to establish personal identity.

Example:
99874313
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Field R/O/C Description
Valid to R Ending date when specifying a range of dates.
Example:
07/24/2010
Place of issue R . . .
'The state, city or other location where the object was
issued.
Example:
OR
83. Click Enter button V] .
]
84. Click Save button . The Create Objects on Loan (0040) screen displays.

@ The system returns the message, "Save your entries”.

F
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Create Objects on Loan (0040)

PA40
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=

Infotype  Edit  Goto  Extras  System Help

& B dE e EHE BT Oa8 FHE @D

Ew

Create Objects on Loan (0040)

Fersonnel Mo ToeE4n Name Sharon Vandivier

EE group 1] Regular Pers.area 1220 Cahle

EE subgroup |03 FT Exempt, Negative Pers. subarea 3000 Mon Rep Stat Active Time (001
Start 07 /24/2008 tn 1243149999

Objects on Loan {0040)
Object on loan [+
MNumberfunit

Loan ohject no.

Comments
Line 1
Line 2
Line 3

@ Record created

@ [ Padn [ saparz | NS |

Lz

85.  Click Object on loan field |
@ The system returns the message, "Record created".

86. Click Object on loan matchcode . The Object on loan (XXXX) dialog box displays.

7/27/201111:55 PM
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Object on loan (XXXX) YYYY Entries found

PA40

Work Instruction

=

Infotype  Edit Goto  Extras

. I

System  Help

1B e@e LB onoo AR QB

Ew

Create Objects on Loan (0040)

Personnel Mo | 100840 Mame

EEgoup  [1] Regular Persarea
_____ _ FT Exempt, Megative Fers. subarea

Start [07r24s2008] o [12/3179998)

[Sharan ¥andivier

O MonRep  Stat Active Time [001

Objects an Laan (o4oy I!:DOhjectDn lnan {13 15 Entries found

Ojecton loan MY =esiiction: |

[

Nurnberfunit || 5

AL U sTyp TName |
01 Keyis)

CDmment?_.. < (02 Clathing

Linel | Joz  Books

Line2 | 404 Tool(sHEquiprment

Li ' 05 Accessin

06 Cell Phaone

07 Fager

4001 PCARD

9002 Satellite phone

[ 9003 Scanner

[ 3004 BlackberrTRECQ
9005 Laptop Computer
4006 PDA

[ 9007 Phone Card

3008 Radiofivalkie Talkie

| 15 Enfries found |

C

b | radn ] saparz [N [ |

b
SN

87. Double-click 06 Cell Phone listitem (08 Cell Phone
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Create Objects on Loan (0040)

EE subgroup
Start O7/24/2008) to

03| FT Exempt, Negative Pers. subarea
1243149999

3000 Mon Rep

Ej[nfntype Edit Gotn Extras  Systerm  Help = w
& DA ICEe CHE SDOan RE @

Create Objects on Loan (0040)

Persaonnel Mo 100040 Mame Sharon Yandivier

EE group 1] Regular Pers.area 1220 Cahle

Stat Active Time (001

Objects on Loan {0040)
Object an loan

06 [kl Phone

MNumberfunit

Loan ohject no.

Comments
Line 1
Line 2
Line 3

U [Paso B[ saparz [ns [ [ 7

88. As required, complete/review the following fields:

Field

R/O/C

Description

Number

R

Unique identifier assigned to a notification, work order, or a
customer/vendor profile ID.

Example:
1

89. Click unit field

90. Click unit matchcode . The Unit of time/meas. (XXXX) dialog box displays.
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Unit of time/meas. (XXXX) YYYY Entry found
III?LJnit oftimelmeas. {13 1 Entry found

MR EEEE
Unit |

Fieces

—

1 Entry found |

91. Double-click Pieces listitem P12E85|  The Create Objects on Loan (0040) page updates.
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Create Objects on Loan (0040)

PA40
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=

Infotype  Edit  Goto  Extras  System Help

& B dE e EHE BT Oa8 FHE @D

Ew

Create Objects on Loan (0040)

Fersonnel Mo ToeE4n Name

EE group 1] Regular Pers.area
EE subgroup |03 FT Exermpt, Megative Pers. subarea
Start O7/24/2008) to 1243149999

Sharon Yandivier

1220 Cahle
3000 Mon Rep

Stat Active Time (001

Objects on Loan {0040)
Object an loan

=

6 | Cell Phone

Pieces

MNumberfunit

Loan ohject no.

Comments
Line 1
Line 2
Line 3

U [Paso B[ saparz [ns [ [ 7

92. As required, complete/review the following fields:

Field R/O/C Description
Loan object no. R A unique, user-defined number representing the object on
loan.
Example:
124567
Line 1 R
Example:
Motorola
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93.

Click Enter button & . The Create Objects on loan (0040) screen updates.

]
94. Click Save button .

@ The system returns the message, "Save your entries”.

@ The system returns the message, "Record created".
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Result

You have entered data for a new employee.
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