Adobe Captivate Thursday, September 24, 2020

Slide 1 - Title Slide

Human Resources Overview
(HR_200)

Presented by Enterprise Applications Training

Eﬁz Information
e Technology Services

Page 1 of 86



Adobe Captivate Thursday, September 24, 2020

Slide 2 - Audio Information

Audio

This training course includes audio.

Ensure your speakers or headset volume is adjusted accordingly.
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Slide 3 - CC Information

Closed Captioning

Closed Captioning is included in this training course and will be displayed at
the bottom of each slide by default.

To turn it off, click on the Closed Captioning icon in the playbar below.
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Course Content

| Unit 1: HR Introduction
Unit 2: Organizational Management
Unit 3: Personnel Administration
Unit 4: Time Management
Unit 5: Payroll
Unit 6: Reporting
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Unit 1: HR Introduction
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Organizational

Management (OM):
Holds Org Unit, Job &

Position Master Data

Time Management (TM): Benefits (BN): Payroll (PY):

Records/Evaluates Administers Processes Payroll
Employee Time Data Employee Benefits for Employees

HR Components

Personnel
Administration (PA):
Holds Employee

Master Data
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HR Master Data

Information from each HR
component contributes to
create employee master data.
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Integration Across SAP

HR/Payroll data integrates with
other SAP modules.

» If an employee is also a student,
the Person ID and the Student
Number will be the same.

* Changes to an employee’s
master data record may affect
salary and benefit
encumbrances in FM.

* Payroll is charged to cost
objects in Fl and GM.

* PPD and Housing employee
time is transferred from Time
Management to PM Work
Orders.
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SAP HR Data Types

Human Resources and Payroll data includes:
Master Data
* Organizational Management (OM)
* |Includes information about the Enterprise Structure
» Examples: Organizational Units, positions
* Personnel Administration (PA)
» Refers to employee information
» Examples: Name, addresses, pay rates
Transactional Data

* Entered as needed to support SAP updates to master data
* Examples: Time entry, creation of new positions
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HR Security Access

Access to employee master data and certain transactions will be based on your
SAP-HR security role. For example:

* If you are responsible for creating faculty and temporary positions in your
department, you will have access to your department’s position data and
position transaction codes.

* If you are responsible for creating and maintaining employee data in your
department, you will have access to the employee master data for your
department and employee master data transaction codes.

* If you are responsible for administering employee time in your department,
you will have access to the employees in your department and the time
processing transaction codes.

All training must be successfully completed for a role prior to receiving access.
The list of required courses will be listed in parenthesis next to your HR role(s) in

your IRIS Training Plan.
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Unit 2: Organizational Management
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Organizational Management Objects

Organizational Management (OM) objects:
 are created to maintain the Enterprise Structure of the system;

* allow classification according to features and types of information and
arrangement into categories; and

* link to other objects, establishing relationships between objects and the
inheritance of attributes.

OM objects inlcude:
» Organizational Units - such as Housing, Biology, College of Nursing
* Jobs - such as Regular Faculty, Programmer, Coach

* Positions - such as Staff Support Associate |, Professor, Student/Non-Work
Study
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Foundation Structures

There are three structural concepts within SAP that are used to build the HR
view of an employee.

Enterprise Structure

Personnel Structure

Organizational Structure
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The Enterprise Structure:

» establishes UK’s structure of
organizations, positions and people
data;

» provides default values for data
entry, selection criteria for reporting
and authorization/security
verification data; and

« determines:
= Company Code
= Personnel Areas
= Personnel Subareas

Enterprise Structure

Enterprise Structure

Personnel Structure

Organizational Structure
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Personnel Structure

The Personnel Structure:

* defines employee types; Enterprise Structure

» provides default values for data
entry, selection criteria for reporting
and enforcing the authorization,
security and verification data; and

Personnel Structure

* includes:
= Employee Groups
= Employee Subgroups
= Payroll Areas

Organizational Structure
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Organizational Structure

The Organizational Structure:

» defines the hierarchical relationship
between Organizational
Management objects;

Enterprise Structure

* provides a comprehensive and
dynamic model of UK’s structure
that serves as the foundation of Personnel Structure
Organizational Management; and

* includes:
* Organizational Units
= Jobs
= Positions Organizational Structure
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Jobs vs. Positions

Jobs:

 are created and maintained by HR Compensation;
» provide general classification of tasks routinely performed together; and
» establish an EEO category, job group, and pay grade.

Positions:

» are created and maintained by HR Compensation (regular staff positions) and
College/Departmental Business Officers (faculty, temporary, and student
positions);

* inherit attributes from the established job; and

* are assigned relationships to a specific department and (unless vacant), a
specific employee or pool of employees.
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Integration Point: Position

The integration point between the job (Organizational Management (OM)) and
the employee (Personnel Administration (PA)) is the position.

y 4
Job:
Student/ o 4
Non-work Study “ Position: PA
Student/
OM Non-work Study ¥*a Emplovae:
Student/

Non-work Study
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Relationships

Positions inherit relationships from:
» a Job, which defines the EEO category, job group, and pay grade;
AND

* an Organizational Unit, which defines the reporting structure as a
one-dimensional hierarchy.

A A
Job: Organizational
Student/ Unit:
Non-work Study Art Museum
\ '
Position:
Student/

Non-work Study
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position.

Relationships cones

Positions have a relationship to a person or a pool of people who “hold” the

A relationship record is automatically added by SAP when a hiring action is
created using the position.

Person:

John M Smith

Position:
Student/
Non-work Study

N

Person:

Rachel G Jones
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Unit 3: Personnel Administration
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Personnel Administration

The Personnel Administration (PA) component is used to process and maintain
employee information.
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Examples include:
* Actions (0000)
* Personal Data (0002)

* Addresses (0006)

» Basic Pay (0008)

* Residence Status (0094)
Absences (2001)
Attendances (2002)

* Organizational Assignment (0001) o

Infotypes

The personnel master data, time management and related data fields are
grouped together as Infotypes according to logical aspects.

2 .| Display HR Master Data

& B
S 100176€ Pe Asan | 00100245 50:3380% 00200245~ | F| &
Jomssv L. SEsth Empl. % [1l0.L0
ZE gzup k| S=ff Pe-sares 10071 Mzn Za—pus
ZE rubliouz OF | Huo-BREmpL 4. Pors SUid ed 0001 Ray FT
_/'FU?Pcrrmd Dam @lkrayzibam UKBonefs | LK Organieatinal bota oL M=
Intztyps Text Bk Paiv
Ackions (0020) | (= Pzriod
Perso~al Da= (0002] L b Frorm Tu
Oraizalonal Asigneoe L {0001} = ) i ntay S AV
Addr sy [0006) E Al { YGirent moth
Ba3iC "2y (00CE] Ce CIFrom . date CLast week
Cost DiErbution(oE27) v ) 'numentimre  (Olat month
Cate Speciicatizns (00411} L4 Gl art P Llmrent Year
- rgr = I o
Addtnma Perstna 1FF (004 7] v |cg| chooze |
1 allegefletarmmanT Comments (42 )
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“high date”).

delimited (ended).

Validity Dates

Each Infotype record requires a start and end date to identify a validity period.

Current records are identified with an end date of 12/31/9999 (referred to as the

Previous records will show the date they were started and the date they were

Display Addresses (0006)
Ll
= E— = FE— S =
Person D 10001766 | pers.asson  [00000245 50126809 00000245.. ] %7
Mame Jonsey I. Smith Empl. % [100.00
EE group A| staff Pers.area 10001 Main Campus
EE subgroup 05| Non-Exempt 4. Pers. subarea
Isurt 08/01/2020) to Lz/sl/égslg—l 08/10/2020| KREAGER

Address

Address type 1 Permaznent residence -

Care OF 30000358

Address Line 1 123 Main St.

Addrace Linn 7
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Employee Master Data

The Personnel Administration transaction codes provide access to employee
master data.

* PA20 is used to display employee records and is the preferred transaction
code, since it allows multiple users to access the same employee record at
the same time.

» PA30 is used to make changes to employee records, such as address
changes or cost distribution changes. However, records are locked to
prevent other users from accessing data while it is being changed, unless
they use PA20.

* PA40 is used to create actions for an employee, such as hiring a new
employee, changing an employee’s position, or changing base salary.
Records are locked from access by other users, unless they use PA20.
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Search Tips

To pull up an employee’s records, enter the employee’s Person ID in the Person
ID field (if known) and press Enter.

Person 1D 10001766
You can search for an employee’s Person ID (if unknown) one of two ways:

* By Name
» Type =LastName.FirstName in the Person ID field and press Enter

Person 1D =smith.jonsey

* |f only one employee matches what you have entered, the employee’s
records will open immediately.

* |[f more than one employee matches, a pop-up window will appear listing
all matches. Double-click on the desired name to select and open their
records.
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Search Tips cones

* By using the Possible Entries icon
» By Last Name and/or First Name
= By Social Security Number in the ID Number field

I stemalPesan 111}

Parson D T ﬂ e - Swar Haly o Sxle g Persin s Ralum Value Pasun
L

sz name il !

firsz name

ferson [T

“ersonnel nuTbcr

Remember: Once the Person lD Zersonnel arza [
field has been completed, you must — cwnasmeee
always press the Enter key in order  mwoe-me -

to retreive the employee’s master anioyes sabu sy
data records_ Curnpany Sude
Cost Ce~tzr

Orzanzadonal unit

Orzanzadonal sey

I nurrbe

Fl=m
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Employee Information

The Employee Information section, always seen at the top of the screen,
provides basic employee master data.

It displays the following data:
* Person ID
* Personnel Assignment Info (Personnel Number, Position Number, Status)
* Name

FTE (Full-Time Equivalency) (Empl. %)

Employee Group/Subgroup

Personnel Area/Subarea

. o @

Person ID 10001766 pers.Assgn | 00000245 50128809 00000245 _~| [
Mame Jonsey T. Smith Empl. % |Ll00.00

EE group 2 Staff Pars.arez 1000 Main Campus

EE subgroup 05 Mon-Exempt 4.. Pers, subarea 0001 Reg FT
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* change positions;

Person |ID

The Person ID is a unique, eight-digit number for each employee, which is
assigned automatically during the New Hire action.

An employee will retain this number even if they:
» take on additional/overload assignments; and/or

» separate from UK and then are rehired/reinstated at a later date (as long as
the University is still using SAP).

Person 1D 10001766

Narme Jonsey I. Smith

EE group A Staff

EE subgroup 05 Mon-Exempt 4 .. Pers. subarea

ssgn 00000245 50128809 00000245..~ 7[5
. % [100.00

000L| Reg FT
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Personnel Assignment

The Personnel Assignment field information describes the relationship between
the employee and their position assignment(s).

Person ID 10001766 |Per5.Assgn 00000245 50128809 00000245~ ||@||%|
Mame : . Empl. % |100.00
EE group A staff Pers.area 10001 Main Campus

EE subgroup 05 MNon-Exempt 4.. Pers. subarea 0001 Reg FT

This field contains the following values for each assignment:
* Personnel Number ("PerNr”) (Unique number for each assignment)
* Position Number
* Assignment Status (Active, Inactive, Withdrawn)

e —1
Pers.Assgn 10000245 50128809 00000245, 4v| |
|nnum]245 50128809 00000245 ( Active )

/1T N\

PerNr Position Number PerNr Status
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Personnel Assignment comnes

Upon clicking in the Personnel Assignment field, a drop-down box will appear
listing all of the employee’s assignments.

Pers.Asson | 0000245 50128809 00000245~ |
00000245 50128800 00000245 ( Active ) T

An employee could have just one assignment...

...or they could have multiple assignments.
In this example, the employee has one :
Active assignment and two in which they /11085181 51043851 11065181 ('Aft"h“fl )

I k (SAP keeps a historyv of all 20039699 999999939 20039699 ( M.¢ rawm )
no ionger wWork. (oAl P y 420045731 99990090 20045731 ( Withdrawn )
assignments in this field.) SRS

Pers.Assgn :—tlltlr:'nSlBl 51043851 llDGS-lSl..ji—I:

Any time an employee assumes an additional or overload assignment, a new
assignment row is established with a new, unique PerNr.

If an employee has only one, main, Active assignment and they transfer to
another position, they will retain the same PerNr. A new assignment row is not
created. What is different will be the Position Number.
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Assignment Status

The word in parenthesis in a Personnel Assignment’s row indicates the

assignment’s status. - _ _ _
Pers.Assgn gull 1065181 51043851 11065181 |~

| |110683181 510938 §L81|( Active )
20039699 99990099 200895099 ( Withdrawn )
920045731 99999999 20045731|( Withdrawn )

ot TSRS, mannl T ___ T

* Active
* The employee is currently working in this assignment.

* Inactive
* The employee is still hired in this position, but they are currently not
working.
* For example, the employee could be on FMLA or a retired employee
receiving benefits.

* Withdrawn
= The employee is no longer working in this assignment.
* The Position Number will be 99999999, but the PerNr will remain.
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Personnel Assignment comnes

If an employee has multiple Active assignments and you are unsure which data
goes with which assignment, click on the Assignment Overview icon to the right
of the field to see additional information, such as the Org. Unit (Department).

= - —iae—m=n k-
pers.Asson _ e |
20032400 50122416 20032400 ( Active )
20047830 99999999 20047830 ( Withdrawn )

220064480 51042751 20064480 { Active ) [= Personnel assignment overview x
= = E= =
e - BoEStn D ——
= .
Personnel assignment Position 0Org. Unit

50122416 20032400 ( Active ) Student/Non-Work Study  Undergraduate Admissions
51042751 20064489 ( Active ) Student/Non-Work Study  Department of Health, Behavior
99999999 20047830 ( Withdrawn } Integration: default position Plant and Soil Sciences

Ly
(%]
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Personnel Assignment comnes

The key thing to understand about the data in the Personnel Assignment field is
that it represents the assignment’s information that is down in the Infotypes.

Before looking at and/or making any changes to an employee’s master data,

always make sure the correct Personnel Assignment’s information is seen in the
field! _

« If that data does not represent the correct assignment, then you must click in
the field (to obtain the drop-down list) and then click on the correct
assignment’s row.

= That row’s data will then appear in the field, and all of the records in the
Infotypes will update to be the data associated with this assignment.

7 e L : .
) Failing to select the correct Personnel Assignment will result in you
seeing and/or making changes to the incorrect assignment!
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Infotypes are categorized and listed under tabs.

Accessing Employee Infotypes: PA20

To select a tab, click directly on it (1) or click on the Tab List icon (2), and then
click on the desired tab’s name in the drop-down list.

j"Pers.;.ssgn 00010245 51128808 00000245~ @Ej
Empl. % |100.00

Fers.area

Person 1D :i:ndd'_"rét-'
hame Jonsey I. Smith
EE group n sar
abyruup 03 Mun-Exernpl 4. Fers. subdred

1000 Man Campus

0001 Rey FT

UK Payroll Data

Infotype Textr

Actions (0000)

Ferscnal Data (0002)

Organizationa Assignment (0001)
Addrasses (0006)

Easic Pay (0008)

Cost Distnbuton(0024)

Dale Specificalions (00417

Additional Personal Daka (0077)
College/Nepartment Comments (9727

LLeLLLs g

" UK Organizational Data | L

() Curr.week

() Current month
() _ast week

() ast month

() Current Year

" UK Benefits

Period

“ | (®Perod

= From To
(I Today
Al
~\From curr.date
("I To Currznt Date
(ICurent Perid

- =] Choose

-

® UK Persoral Data

LIK Payrnll Nata

UK Benefizs

UK Qrganiaticnal Data
UK Time Data

UK Texes

UK Hospital

UK Faculty

UK Ccmpensation

UK Payroll Res.lts
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Infotype Selection

To display the current (or last) record for an Infotype, click on the gray Selection

icon to the left of the Infotype (1) (the Infotype will be highlighted gold), and then
click on the Display icon in the Application Toolbar (2).

Display HR Master Data s
2 [ -« LRCY SR as
] _

n ID 10001766 Pe

Fasn 22 Fos sy | DI A 0 AHALS N 240w E
& - 7 Harrm Enl 3% 19700
] Jonsey I. Smith EZ qp ] ey [ 78] i v
L2 sabquna N5 Hool-Zxenol . 2w sakarea arall ey T
EE oup A; Staff Pers.area flel WRANER Tp  [lmemieneat] g [1A7A% AT AR JRROATE
EE Sibgroup 05| Non-Exempt 4.. Pers. subz o
Tt o Hame Mot |(or
-ast ramz 5'\”:'\ i
UK Payrall Data -~ UKE L poxe =y
idclz are b
Hidkramz
Suff= T -
S “ame Zansey T. Srin
o -~ i o
) - san — tander
ersonal Data (0002) Y T mmm— -
Organizational Assignment (0001) "4

Mar. Stahis EE
BAd A FAIAACY g
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Infotype Selection cornies

You can also view a summarized listing of all the records for an Infotype.

Click on the Selection icon to the left of the desired Infotype (1), and then click
on the Overview icon in the Application Toolbar (2).

|.| Display HR Master Data Overview Addresses (0006)

6@ e, & 9
T T= D 100027€6 | pers.Asxgn  [00010245 50128808 10000245~ @|

10001765 FPe =
! : Jonzoy T. Smith Cmpl. % |20C.00
1007 Man Campus

Ezme ;on:;y];rT. S P i group o Ctaff Persarez
ofge o SRR sabyroup 05| Nun-Exerrpl 4. Pes, subded 2001|Rey FT
EE s aroup 05| Hon-Exermpt 4.. Pers. subi e I:ll/:l'_/:leljj To 127319500 oy
K Personal Data | UK Payioll Data |~ UCE =Ty. StartDaze  Adcress Telepronz no. LI |2nd address Inz T
jUBIfU];fZUZE 123 Mair 5t ES9123<567 -
nfotype Text B 1 01/01/2005 8793 Hemmingwey CE E592669734 4
lons (ULUUY W -
e oy ». Toview the full screen for the first of these two
rganzational Assignmen . .
e 7 records, select the desired record (1), and then click
v on the Choose icon in the Application Toolbar (2).

Basic Pav (0008)
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Period Selection

The Period section can be used to expand or limit (filter) the number of records
viewed. For example:

* If you want to view all the records within an infotype, you would select All.
* If you want to view just the current records, you would select Today.

< UKPersonal Data | UK Payroll Data | UK Benefits | UK Organizational Data | L D=
Infotype Text N Period
Actions (0000) « =~ || (s)Period . N
Personal Data (0002) " 2 From | To The default PerIOd with
Organizational Assignment (0001) ) Today “icurr.week no From and To dates is
|Addresses (0006) o Ol () Current month the same as A"
Basic Pay (0008) v JFrom curr.date (Last week
Cost Distribution(0027) A4 ) To Current Date (7 Last month
Date Specifications (0041) v () Current Period ") Current Year
Additional Personal Data (0077) v . |E| p— |
College/Department Comments (9022) - T,

Be sure to select the desired Infotype and Period prior to clicking on either the
Display or Overview icon.
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Direct Selection

By using the Direct selection - Infotype field at the bottom of the master data
record screen, you can move directly into an Infotype without clicking around on
the tabs to find it. This is optionall

To use this field:

* type the name (or part of the name) in the Infotype field and press Enter,

Direct selzction

Infotype [Plannedl : STy
OR
* enter the Infotype’s four-digit number into the field and press Enter.
Direct selection
Infotype [unu?l j STy

Once the desired Infotype is displayed, you can then click on either the Display
or Overview icon in the Application Toolbar.
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Infotypes Section

The following slides will provide an overview of a few of the key Infotypes. (This
course will not cover all Infotypes.)

Infotype Text

Actions (0000)

Parsonal Data (0002)
Organizational Assignment (0001 )
Addresses (0006)

Basic Pay (0008)

Cost Distribution{0027)

Date Spedifications (0041)
Additional Personal Data (0077) -
Colege/Department Cornments (9022) -

LALLL8P

A green checkmark in the Status column (to the right of the Infotype Text
column) indicates there is at least one record for the Infotype. No checkmark
indicates no records at all.
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* Employment status

+ Position

» Action Type / Reason for Action

If you use the Overview icon with this
Infotype, you will see all of the PA40
Personnel Administration Actions that have
been processed for the employee.

For example, you can see when they were
initially hired, if/when they changed positions,
iffiwhen they retired/separated from UK, etc.

Infotype: Actions (0000)

Actions information for an employee includes: =2y Actens (a000)

e

Persor I
PersHo.
Haire
FFmaa
el
Skort

‘cmanar achan

Atton Type
Reasor far Actor

treEnpAFanE Assoamart

Pastion
Perscarel ansa

Ao

Sl Rl |4 AR 3o b elan i1
CLOLZ00E 24 Maln JampJs CEzta AsigrTeTt 2 Staft Hra

4 b 4 b

-“ Pep.Assn | I0OETAS 51 RERY OO S | [

24 Main Compay Troals Acigranl =

£z Supoot Assackbe |
© MEr Camous

o Swecvg A0 hon

Cirgr. ™ (107,70

Page 41 of 86



Adobe Captivate

Thursday, September 24, 2020

Slide 51 - Slide 51

Infotype:

Personal Data on an
employee includes:

« Name

* Social Security Number

L]

Date of birth

« Gender

L]

Marital status

Personal Data (0002)

Display Personal Data (0002)

For

Person ID
eme

EE group
EE sabgroup
Start

lame

Title

Last name
HIsE name
Middle ndime

CSuffix

Name

FH dzta
S5H
Eirth date

Mar. Status

10001766 Pers.Assqn | 00000245 50128800 00100245 .+ |@|
Jorsey 1. Smith Erpl Yo | LUU. 0D B
B staff Pars.area 2000) M3n CzmpLs
03 Mon-Exempt 4. Pars. sularea 00D1| Reg FT

09713/1956 To 1273179399 Cang [12/28/2005) BMMCGZ2

This example is a fictional

— employee.
Jonsay
T The data seen is not real.

Jonsey T. Smith

Gender

0 Singl.. =
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* Enterprise structure
= Personnel Area
* Personnel Subarea
* Cost Center (main CC
assigned to the position)

= Payroll Area

» Organizational plan
= Position
* Job Key
* Org Unit

Organizational Assignment includes:

* Personnel structure
» Employee Group \
= Employee Subgroup

—

Infotype: Organizational Assignment
(0001)

Display Orgaizati

& g Stnenars

Pessor I Traani e

Kz ~ [semaey 1. seeen

FF gron AR Ao

EE =uLywuy 0% Yur-Sanpl 4. e, swbdicd
sat JyuLies mo dz/ilivess

Entarprse stricturs

r=onde TEO0 Lnherstry of Kentucky
Fiirine 1000 Mon e

Oast Gt

Furz S2_L1S00 PREVER 11z HELL..

Grant m IR
runr. ares 1120

Persanral stk e
E= groua & szaff

Losuogrouz 15| Hon-_xgmpt 20 hour

Urgangatica: Fan
Foenbops (100,00
Faskion SOZ20005 CI040ME

STaff SUpRCT AszocE..

Job kev ensO1197]  CI04aME

“maff uppet Assark
Furrry ]
Ory. Lol 30000358 FHOOQ

Lallege U7 Medicr e
Urc. a2y 1o

£ (0001)

=
1 Peczaszgr | 0OOCT5 50108800 OOOCT 5 = |@

fieneral Arzr TnsriThan

S 1002 Rwg FT

Euz Ares

sgrama (8] cewaeky
Lontel A0 e & Core b

rmn. % 20C.00
1000 Mt Canpe:
1002 3ay FT

chng luzyoo oo st

Adrrnsezzor
Tershurin
Tite

“ErACmin
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* Permanent Residence (Home)
* Work Address
* Remote Work Address

This infotype also includes:
* Telephone Number

County (of residence)
Mail Code (Org Unit)

L]

L]

address as private)
County of Employment

.

SAP can store different addresses such as:

Privacy Flag (used to designate home

Display Addresses (0006)
@l % B
=
Persor 11 T ree
hame Jomacy T. Smich
FF o 1] st o
EE zut¢roup 15| Kan-Exarrpt 4 . Pars. subaras
Lt (TR A
Aczoess
Addras tvpe 2 F=manent rescence
Lare F Joooezss
Adrress | ne | 177 Mal 5t
Sledress e 2
Chke _axngton
LtateIp cooe KY Kentucky
b iy LE Unilid Sloles
Tehev i Sanda 3551215-1557
camraletans
Tz Hurmzar 1 Extensar
Tz Hirer 2 rxrensan
Tyim Hiari 2 Faleream
Tyz= Humzar 2 Extanson
Azdidana Aeds
Cunky 134 Fayatta

Mai cec2 (g urt)

C] Ll
oy ol Frpayme |
Dist-ck

Infotype: Addresses (0006)

=
= ™ 1550 7 7 ~ [
L Fes Aszqn AM01F 50 TR ACTI0MM5 El

rep. (10000
1300 Maiv: Crrpues
c102|Rea FT

amg |40 12 0 KL SRR

20808

oo 2| Lolage OF Mec ane

134 Faylle
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Basic Pay information includes:
» Payscale Type (Hourly/Salary)

* Payscale Area (Main Campus /
Hospital)

» Payscale Group (grade level)

Work Hours/Period

* Annual Salary

Hourly / Monthly Rate

* True Annual Salary

Override Salary

Infotype: Basic Pay (0008)

Display Basic Pay (0008)
21 B & Saarycoount [ Paymenle and dedudtions
Persun 1D 1001756 Pars fws 0000225 51123608 CO000MS_+ 7]
Harnz Tonaev T. Smitn Empl. % [100.00
FF groun
weeer - This @Xample is a fictional
Start
employee.
Sublypi

- The data seen is not real.

PS5 bvpe 15 1oy Wikl Irsfpencc R0 'Up-.\'eeHr

V5 Area 11 Mzn LaTpLs
PS group 1% —evel 01 Ann.salzre 20,0000 |fOSD
Wi... [Wage Tvpe | ang TesT 0. [amnurt 1AL sumrEsfLng| it
1003 Hndy Rate Z0.00 =7 o D-LC
') ')
r o
v |D8r1ssa0Ee] T 120329999] 4 | v 100 ||jusn
Suld Lunal lels
rue Arrual =3kry 20,800.00 Cvernde S2By 1.im
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Infotype:

Date Specifications includes:

Original Hire Date

L]

Current Hire Date

L]

Regular Service Date

Vacation Service Date

Separation Date

Date).

the necessary changes.

Display Date Specifications (0041)

Date Specifications (0041)

J' Pers.Assgn 00000245 50128800 000002¢5..v | [

Pers.zrea

L
Parscn ID :_llacomzz
MName Jensey I. Smith
EE group B staft
EE subgroup 0% Non-Exempt 4.
Start C1/01/2005

Nate Specifications (0041 )
Date typz

01 Oniginal Hie Dale

02 Rag Sewvice Date

07 Separation Catz

to 127319999

Date

01/01/2005
01/0° /2005
12731/99%9

Note: A date of 12/31/9999 is a placeholder for the date type (i.e. Separation

Note: If information is incorrect, contact HR Compensation so they can make

Pars. subarea
Chng |12/01/2005||MISSY

Errpl. 9% [100.00
1020| Maln Campus
1011l Rag FT

Date tvpe Date
02| Currenl Hie Ddle 01/01/20C5
05| Vacation Swe Date 01/01/20C5
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Infotype:

Residence Status information includes:

« Residence Status:
= A= HR-Non Resident Alien
= C = HR-Citizen
= N = HR-Resident Alien

* Work Permit

Issuing Authority

* Expiration date

19 Signature Date

Residence Status (0094)

Display Resldence Status {0094)

-

Pzrszn ID :—1_'7'117--’ _: Zers Assg- TIEE A2 5 SO AHE Y 00000095 - ‘lt?l
Hzme Joreey T. Tmdcn Emzl % [Loo.00 -
EZ grouz A Staff Percaza 1000 kain Czmp_s
E= s.bgrop 05| hon Exempt 4. Pert. subarca Z001| Reg FT
Sz=rt a1/014200% o 2407 /5998 Cha~ged on |2/ /2007 [MTR5

rersonal de-tfizadon

Aesdones sTbs C H3-Glean

[ oype 114 155, Dreers | cense wipontn -

Lzuing Authzriky State of <entucky

[ ~umzer

Lxzuing date

Spry cake

Emzloymznt ve-fiadon
work rormit

Issuing Autharity

work pomit fumzer
Is=uing date

=pry of We

Case We-fizadon Nu—be-

Mdditonal Felds
I2 Sigramu-s Cake 1272372004
gz Type
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Infotype:

« Work Schedule Rule

Working Week
* Employment Percent (FTE)
* Daily Working Hours

L]

Weekly Working Hours

Monthly Working Hours
* Annual Working Hours

* Weekly Work Days

Work time information includes:

Planned Working Time

(0007)

Display Planned Working Time (0007)

s [WWore scheduk

Persan M :m:u-mcc j FesAssn  [D0020245 50-20009 00000245~ []
Hzma Jorgay I. Smdth Emp. % |-J0.C0

[T group & Stalt Jersired 10C0| Main Zempas

EE suburoup 015 Mun-Exempl 4. 2eis. sobareas fiC" | Rey FT

st cosurszuus] 1o (Lassizesue]  ong. (iegoagsoos|mosse

Wark sched e -ule
Wok schedulz rale FI1C
T Muml slelus

Wworkng woek 01 WWor:

Wotking Lk

Fmpoymant parrent 10C.30
Daly wordng hours €. 00!
Weskly working hours 4C. 00
Monthly wokny ‘s TI3585
Annual workr g hous 20EL. U
Weskly erarkdays £.00

Additional fie ds

teascnal f Less thar threz menth assigrment

11 - Time svabation of a2l times

8 hic <0 hiw M-T

<Ing Weak Sunday - Saturday
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Previous / Next Record Icons

If multiple records for an Infotype exist, you can use the Previous Record / Next
Record icons in the Application Toolbar to scroll through the records.

Display Addresses (0006)
& B3 h

I
Person ID looo17eé

B |
Hame Jonaey T. Smith
EE group R| staff Pers
EE subgroup 05 Mon-Exempt 4.. Pert
Start 08/01/2020) to 12/3

If the icons are grayed-out, this indicates either there is only one record for this
Infotype or your Period selection on the initial screen is restricting you from
accessing other records.
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Unit 4: Time Management
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Time Management Overview

Time Management (TM) provides support for all processes involved in the
planning, recording, and reporting of employee working times (attendances) and
leave time (absences).

It is integrated with Personnel Administration to obtain and validate information
about working hours and leave quotas for absences.

There is also integration with Payroll. Hours entered, approved, and transferred
are automatically released to the Payroll Department for processing.
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Key Benefits

Default Target Hours for hourly employees (based on their specific work
schedule) can be easily applied to their time entry screen to lessen the amount

of data entry.

Overtime is not entered as a separate total, but is calculated by the system from
all hours worked within one week’s time.

Vacation, TDL, and Holiday leave is accrued and tracked in SAP rather than in

separate departmental systems.
1
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UK Time Data Tab

[@ . Display HR Master Data

The majority of the Infotypes related directly to an employee’s work and leave
time are accessed via the UK Time Data tab.

S s @
Peman D :-_cooms :fi Pers.hssgn | 00020245 5012€800 03000245~ [RF[EE]
I4am Jcnsz2y T. Smich Empl. % {100.00
EE gr i| Soaff Parc.area 2000 Main Czmpus
EE 5U 0Z| NON-EXEMDT 4. Pers. subzrez 0001 Req FT
/UK me b UK laxes | UK Fospial UK Faculy ¢ U< Compensanon || [ 1[*1[E]
Infotype Text s. 2erod
Plrned Workirg Time (0007 o |~ &' Period
Dasic Pay (0008) 4 M From T
Absances (20017 1 Tacay CiCurrweek
Attendances (2002) DAl i Current manth
Absence Quotes (2000) « CIFrm o ardate Cilast week
Employes R2muneraton Info (2U10) Yo threen: Bate ) Last month
SN B (e R o TJLurrent Pernd TItLment Year
Tine Guuld Curpznzdalivn (0426} = |@ FrS—
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Work schedule rule
Work schedule rule
Time Mgmt status
Working week

Working time
Employment percent
Daly working hours
Weekly working hours
Monthly working hrs
Annual working hours
Weekly workdays

Planned Working Time (0007)

Normal work schedule information for an employee is used to determine an
hourly employee’s Target Hours.

The Time Management Status determines how the employee will be paid; by
actual times entered or by the planned times in the work schedule.

FI2C

100.00
7.50
37.50
162.50
1950.00
5.00

7.5 h/d 37.5 hjw M-F
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Basic Pay (0008)

This is the exact same Infotype that is on the UK Personal Data tab.
» Some Infotypes are accessible on multiple tabs.

Dilspiay Basle Pay (B008)

a0 & Je | calrgevount EllFawments ard decactor:

This example is a fictional

n_ite Ao J000C24T T0

e e o employee
ZE graup a 1033 Mar =
=+ subipan [ e b 1 st e
oo e e The data seen is not real
Cualype 0| Dasic cantrect,

Wy

Apibd TR

S Ly 2 =ourk WhHLocd FC0 B muck

FS Arma 1 ™ar Carpus

S g T taval [0 Anr by e, yeo.to |
WL WEga Rl eng At 0. ameant L A Numeritne e )
3¢5 Houly Rate 1e.00 Uy Iy 3.c0
Rl T T |:u=',':n;:|z|z| Ao JEn

Addka ks

138 8aris Sal PR, \namea sabr (1000
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Absences (2001)/Attendances(2002)

Absences and attendances can be recorded in partial-day or full-day hourly
amounts.

Some absences and attendances influence pay.
* For example: Hours in excess of 40 hours per week (overtime), Shift
differential, Unpaid leave

out =
OF ‘\‘»\.
office

AR e e L ——————

Some absences influence leave quota balances.
* For example: Vacation, Temporary Disability Leave (TDL), Holiday

Other absences are recorded for informational purposes.
* For example: Jury Duty, Funeral Leave
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Absences (2001)/Attendances (2002

(Continued)

Examples of Absences (2001) and Attendances (2002) Infotype records:

Absences (2001)

Start Date |End Date | Ab... Att./abs. type text Hours caldays Payroll 1]
12/29/2010 12/29/2010 7155 HOLIDAY-Special 8.00 0.00 .2t
12/28/2010 12/28/2010 7155 HOLIDAY-Special 8.00 0.00 i
12/27/2010 12/27/2010 7155 HOLIDAY-Specil 8.00 0.00 E
12/24/2010 12/24/2010 7156 HOLIDAY-Christrmas 8.00 0.00 £
12/23/2010 12/23/2010 7155 HOLIDAY-Specil 8.00 0.00 £
12/22/2010 12/22/2010 7155 HOLIDAY-Specil 8.00 0.00 £
12/21/2010 12/21/2010 7155 HOLIDAY-S | Atrendances (2002)
12/20/2010 12/20/2010 7155 HOLIDAY-S Start Date  End Date At... Att.fabs. type text Hours 0. Position COCE
AP, LT A AT T 01/03/2011 01/03/2011 1005 HOURS WORKED 8.00 1] o
BRI ARl D A 12/17/2010 12/17/2010 1005 HOURS WORKED 8.00 0 i
12/16/2010 12/16/2010 1005 HOURS WORKED 8.00 0
12/15/2010 12/15/2010 1005 HOURS WORKED 8.00 0
12/14/2010 12/14/2010 1005 HOURS WORKED 8.00 0
12/10/2010 12/10/2010 1005 HOURS WORKED 8.00 0
12/09/2010 12/09/2010 1005 HOURS WORKED 8.00 1]
12/08/2010 12/08/2010 1005 HOURS WORKED 8.00 (1]
12/07/2010 12/07/2010 1005 HOURS WORKED 8.00 1]
12/06/2010 12/06/2010 1005 HOURS WORKED 8.00 1]
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Other Time Management Infotypes

Absence Quotas (2006)
» Used to display Vacation, Temporary Disability Leave (TDL), Holiday/Bonus
Day, and Military leave balances

Employee Remuneration Info (2010)
* Used for manually processing calculated wage amounts, bonuses, premiums,
and other irregular wage amounts.

Quota Corrections (2013)
= Used only by HR Leave Administration to make corrections and/or
adjustments to quota balances (i.e. converting TDL to Vacation quota)

Time Quota Compensation (0416)
* Used to create TDL/Vacation payouts for staff retirement and separation
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Time Evaluation

Time Evaluation is an automated daily process that:
* Examines each employee’s time data in light of institutional policies and
federal and state requirements;
* Reports any errors;
* Calculates overtime; and
* Maintains quota accruals and usage.

Employee Master Data Period Work Schedule

\ Time
Evaluation

Time Recording

/
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Time Entry Overview

Methods of capturing absence/attendance time data include the following:
* Working Time entry through myUK Employee Self Service
* Leave Requests through myUK Employee Self Service
* Working time and leave request entry via SAP transactions
* Time collection systems (manual data entry or using time clocks)

The time entry transaction in SAP is the Cross Application Time Sheet (CATS).

A few areas at the University use non-SAP, external time management
systems/applications for recording time, and their data is uploaded into the SAP
HR/Payroll area for payroll processing once each pay period.
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CATS Time Entry

If time data is entered manually in SAP:
* Absence/attendance data is entered on behalf of non-exempt/hourly
employees; and
* Absence data only is entered on behalf of exempt monthly or biweekly
employees (attendance data is automatically processed in SAP).
12/2472011 =)

Data Entry Period 12/11/2011 -

Data Entry Area
B LT Pars.No. Mame COAr Af... Total SU 12/11 MO 12/12TU 12/13 WE 12/.. TH 12/15 FR 12/16 SA 1217
D4z Peter A Demery 80 ] & &2 2 g g8 a
S4g Peter A Demery UK0O 1005 80 0 g [ 0
548 Peter A Demery UK00 7170
246 Peter ADemery UKO0O 7180 10 2

Time data entries must be reviewed and approved in SAP.

Finally, the time must be transferred from CATS into the appropriate Infotypes
(2001/2002) in the SAP HR/Payroll module for payroll processing.
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Displaying Absence Quotas

Appropriate department users and business officers will have access to display
absence quotas for employees within their organizational units.

The PT_QTA10 and PT50 reports will provide the:
* Type of quota (Vacation, TDL, Holiday, Military leave); and

* Entitlement hours (cumulative balance), Requested hours (time taken), and
Remaining hours (current balance).

Employees may view their quotas via the myUK Employee Self Service website.

All balances are in Hours only.
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Displaying Absence Quotas cones

Absence quota examples:

PT_QTA1 0: Absence Quotas

Validity Period 01/03/2012 - 01032012

Person ID ”| Organeationalunt Mame  ~ Pers. Assign... Quota I Entitlement T Used Total Remain.
[ 1 Vacation 66.70000 0.00000 66.70000
= = TOL 689.86000 443.75000 246.11000

Left blank mtentlona"y vacation(Legacy Transfar) 822000 822000 0.00000
Hobday 800000 00000 0.00000

Holday 80.00000 0.00000 80.00000

. 85278000 .  459.97000 - 392.81000

PTS0:

M Selection dates .+ & Absence quotas | & Accrual information = Attendance quotas

EX TotalsLine AbQ... Quotatext Unit Multipl.. B Enttimt Rem. Reques.. Com... Deduction from Deduction to Start Date End Date E
= 01Vacation  Hours -2.86000 _000 .0.53000 _0000 =
-7.40000 _000 .7.40000 _0000 03/19/2006 00/30/2007 03/10/2006 06/20/2006
-0.16000 _000 .0.16000 _0000 07/08/2006 09/30/2008 07082006 06/20/2007
-8.36000 _000 .8.36000 _0000 07/07/2007 06/30/2000 07/07/2007 06/30/2008
~0.08000 _000 _0.08000 _0000 07/31/2008 06/30/2010 07/31/2008 06/30/2009
-0.08000 _000 _0.08000 _0000 07/31/2009 06/30/2011  07/31/2000 06/30/2010
- -0.08000 _000 64.45000 _0000 07/31/2010 06/30/2012 07/31/2010 06/30/2011
- 6670000 _000 0.00000 _0000 07/31/2011 06/30/2013 07/31/2011 06/30/2012
= 02TDL Hours -9.86000 _000 _3.75000 _0000
- |.9.85000 _000 _3.75000 _0000 03/19/2006 12/31/999%  03/19/2006 12/31/9909
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Remuneration Statement

The Remuneration Statement (report) displays an employee’s total earnings,
taxes, post tax deductions, pre tax deductions and employer contributions.

The report is available after each of the three payroll runs and is identical in
content to the employee’s Pay Statement.

Departments often generate this report to verify that the time entry and payroll
processes were successful for all of their employees.

Transaction code PC0O0_M10_CEDT is used to generate this report.
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Employee Mame
Street Address
City, State, ZIP

CODE EARNINGS

3000 Hours Worked

3030 Overtime B.5

3200 Holiday Non-Exempt
3220 Vacation Non-Exempt
*=** Tptal Earmning

CODE TAXES

FED TX Withholding Tax
FED TX EE Social Securit
FED TX EE Medicare Tax
KY TX Withholding Tax
KY5I TX EE School Tax
K¥09 TX EE Occupation Tax
tast Total Tax

SN

Exemptions FED

i1

1,810

181

96.

22

74.

8
36
419

CURREMT
1,568.32

76

33,443
1,423
1,444
1,428

37,739

4,445

2,289

930

1,759.

189
852
18,871

YD
49
70
48
22
89

18
63
48
20
54
95
a8

1404
1406

saan

Remuneration Statement Example

Pay Date Period Begin Date End Date Check No.  Net Pay

11/16/2007 23/07 16/28/2007 11/10/2007 1,064 55
Add With Exeaptions ST Add With
CODE PRE-TAX DEDUCTIONS CURRENT YTD
4325 E Parking BW She 14 .00 299.00
5000 UK HMO Lexington 13.00 281.00
5100 Eyemed Wision 4. 45 45 .40
5130 HetLife Dental Em 129.00
5135 Delta Dental Enha 14 47 173 .64
5516 TIAA/CREF 403b EE A2 836.75
5520 Fidelity 483b EE 37 A2 836.75
t2t* Total Pre Tax Deductio 120.16 2,652.04
CODE POST-TAX DEDUCTIONS CURRENT Y1p
5218 Optional Life Ins EE 5.22 185 1
5220 AD&D Coverage EE 1.00 24
**** Total Post Tax Deducts 6.22 129.62
CODE BENEFITS CURRENT YTD
6008 UK HMO Lexington E 182.50 3,965.00
6200 Basic Life Ins Emp 1.66 35.42
5510 TIAA/CREF 463b ER 74.24 1,673.50
6520 Fidelity 403b ER 74.24 1,673.50
6702 Staff Misc Fringe 59 57 1,330.60

TX ER Social Secur
TX ER Medicare Tax
Total Benefits

96.98  2,289.63
22 68 535 48
511.87 11,503.13
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Cost Distribution (1018)

A position’s default funding (for wages/salary) comes from Cost Centers and/or
WBS Elements (grants).

This information is established in each position’s master data record, Infotype
Cost Distribution (1018).

The two components included in this Infotype are the cost object numbers and
the corresponding percentages.

|.| Display Cost Distribution
i]

Postion 0040u8 Statt Suppers Associte 1
In thls example, the pOSItlon E:::iritsutﬁ gl‘j.[;eleUDS 12/31/9 h Inf
- cate tc azog i ange Information
is funded 100% by Cost c—
Center 1012000860. ot nemhuran
Master coel canter
Zost distrbutinn
COAZ Coct ctr Ordar WBS alarrankt Mame Pk, Marna E
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Cost Distribution (0027)

At times, it is necessary to charge an employee’s wages/salary to a different
accounting scenario for a specific period of time. This would be for:

* Employees who are being paid from WBS Elements (grants); and/or

* Employees whose Cost Distribution varies from their position’s default Cost
Distribution (1018).

This adjustment is made using the Cost Distribution (0027) Infotype in the
employee’s master data record. Thus, Infotype 0027 overrides the 1018 record.
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Cost Distribution (0027) connes

In this example, 75% of Jonsey Smith’s wages/salary will be charged to Cost
Center 1012000810, and the other 25% will be charged to Cost Center
1012000820, effective August 1, 2020 forward.

Display Cost Distribution(0027)

S 0rg. Mznagement Info

Person ID D.-J-J-Jmse j Pers.Assyn 00000245 50128808 00010245, ~ |@|

Hame Jonacy T. Smith Cmpl. % |100.00

EE group 4 shaff Perc.araa 1700 Mair Carmpus

EE subaroup 05| Men-Exemrt 4. Pers. sibarza 0001|Req FT

Start U/ULS2UZ0 I 123 /u99y]  Cnng 08/ 10) 2020) KeeacER

Distri. 01 ‘Wage/Salary

Mastar cast ranter
Cost ditribaton
CoCd Cost ctr Order VWBS elzment Mzme Pct. Wame E
TUK00 1012000810 HURSING ADMINISTRAT. 75.:C0
TUKO00 1012020820 HURSTHG THSTRIICTION 25,00

The end date can always be updated at a later point in time, should the
department decide to end this particular record.
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Cost Distribution Objects Report

Transaction ZCOSOBJ provides a report on the cost distribution for employees
that will be processed in payroll, either from Infotype 1018 or 0027.

Employees Cost Distribution Objects

r

-
Person ID Personnel Number First Fame La=t name Orgarisation Unit Posi
L0571M4,/Clinical Labk Scicneca0C00LE5E Molly Ingce THIOC/Health Scicncco Clinical
Emp. cost distri. (Wage/Salary Cost Center Percentage (%] WBS Element Fund Orcer
08/14/2020  to 08/14/2020
1012035200 1C0.00 00L1030.00
Person 1D Personnel Number First Kame Last nare Orgarisation Unit Posi
PO&80M&,/Instrucciona’l Special0C004266 Edith Richy TN30C/Health Sciences - Clinical
Emp. cOST d1strl. (Wage/Salary COosST Center EBercentage(i] WBS Ilement Fund Orcer
00/14/2020 to 00/14/2020
1012039200 1Co0.00 001L1030.00

In the example above, 100% of Molly Unger and Edith Rigby's wages/salary will
charge to Cost Center 1012039200.
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Unit 5: Payroll
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Payroll Accounting

Payroll Accounting includes:
» Gross-to-net calculation of pay
* Generation of payroll results and remuneration statements
* Bank transfers
* Check payments
* Transfer of payroll results to Accounting
* Integrates with other SAP-HR modules
* Produces employee Pay Statements

* Payroll expense distribution
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Remuneration Elements

An employee’s remuneration (pay) elements are made up of wage types applied
during a payroll period.

{ Overtime ] ‘ Bonus ]

| \
[ Basic pay J\ _ /[ Vacation ]

"\‘ Shift Differentials]
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Voluntary and Required Deductions

Voluntary and required deductions are used to reduce gross remuneration
resulting in the net pay amount.

{ Tax ] [GarnishmentsJ

Deductions

Benefit ]
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Deferred Pay

The Deferred Pay Solution provides a method of accurately tracking earnings
and payments for 9-month and 10-month Faculty members who are paid over
the full twelve months of the Fiscal Year.
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Reporting

In this unit we will cover two different types of HR reporting:
* SAP Reports
* Business Warehouse (BW) Reports

Access to these reports are based on the HR roles/access indicated in your IRIS
Training Plan.
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SAP: Organizational Management

Transaction
Code

Description

Cost Center
Report

£CCWBS

Displays the employee salary and employer benefits with cost
allocation; Run after payrell posting te accounting

Existing Johs

S_AHR_61016497

Displays the names, codes, and start/end for any active jobs

History of S_AHR_G1018869 | Displays the history of vacancies (names and dates) and names
Vacancies of current position holders for every organizational unit
Job Index S_AHR_G61016498 | Displays the name, ohject codes, pasition, helder, and staffing

percentage of all active jobs

Organization PPOSE Displays an object in the organizational structure and its lesser
and Staffing related objects. Display the master data records of any of these
Display ohjects. NOT A REPORT, A DISPLAY SCREEN

Positian ZHR_POSATTR Displays the positions in an area, including the Enterprise

Attribute Report

Structure, Crade level, EEQ information, cost distribution, and
the funding category code

l—.
Continue
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SAP: Organizational Management .,

Report Name

Transaction
Code

Description

Position Cost ZHR_I1018 Displays cost distribution on positions

Center

Distribution

Position Creation ZHR_POSITION_ Displays basic information about positions

Tracking Report TRACK

Pasition Vacancy ZHR_VACREP Displays current vacant positions by name and vacancy
Report dates for specific organizational units

Salary ZHR_SALREC Displays salary recommendations including an equity

Recommendation

check for employees in the same job
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SAP: Personnel Administration

Transaction
Code

Description

Payment Report

Address Query ZHR_ADDRESSES Used to create a home address list for employees within an
organizational unit

Employee Cost ZCOS0B) Displays cost allocations (IT 0027 or IT 1018) for employee

Distribution

Objects

FTE Report ZHR_FTE Displays FTE and headcount

Hire Action ZHR_HIREREPORT Displays new hires, rehires, and reinstates in arg unit for a

Report specified time period; Report also indicates if a new
employee’s payroll record is locked

One Time ZHR_0015 Displays one time payments; can run using a wide range of

selection criteria

Continue

Page 79 of 86



Adobe Captivate

Thursday, September 24, 2020

Slide 105 - SAP Reports 4

SAP: Personnel Administration co,

Transaction
Code

Description

Email Report

Position Change | ZHR_POSCHANGE Displays employees who have changed positions in an area

Action Report during a specified period of time; Provides information an
employee’s new assignment, including new pay rate

Recurring ZHR_0014 Displays recurring payments; Can be run using a wide range of

Payment Report selection criteria

Retirement ZHR_RETIRE Displays raetirement actions

Action Report

Separation ZHR_SEPARATE Displays a listing of employees who have heen separated from

Report an org unit during a specified period of time

User ID and ZHR_USER_ID Displays a list of user system IDs and email addresses

,—_l\
Continue >
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SAP: Time Management

Transaction Description

Code
Check Pay ZHR_CHECKPAY Quick reference to identify employees whao have no pay
Report amount for a specific payroll period; Run after preliminary

run and thereafter for specific payroll period and single
payroll area

Payroll Results | ZHR_PAYRESULTS Displays payments of unit's employees and costs associated
by Org Unit with each employee per payroll, Run after the preliminary
payroll run up to final payroll for that period

Remuneration PCOO_M10_CEDT Simulates paycheck for pay-period; Run after preliminary

Statements payroll run up to final payroll for that period
STEPs Time Fee | ZHR_STEPS Used to validate STEPS hours that have been loaded
Audit
Display CATS_DA Displays working times for a single employee or a group of
Working Time employees
P Cate
Continue
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SAP: Time Management comnes

Transaction Description

Code
Time Feed ZHR_TIMEFEEDRPT Report for areas with time feed systems; Provides a listing
Audit Report of attendance and absence codes for specified time period;

Areas that use CATS_DA will not use this report; Run for a
specific payroll period

Vacation ZHR_VAC_ACCR Used by Business Officers to see the financial liability for

Accrual vacation hours that are available to employees in their

Liability departments

Verify Transfer | ZVERXFER Used to verify hours that have transferred successfully to

of Time HR for payment; May also be used to find haurs that were
unsuccessful during the transfer process; Run after
transfer
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HR Lahor
Distributions

Business Warehouse (BW) Reports

Report Name Information

Eleven reports available using the following display preferences:

By Pay Period

Staff Cert by Org Unit for non FES faculty
Staff Cert by Org Unit for Staff

By Department

By Funds Center

By Grant

By Organizational Unit

By WBS Element

YTD Detail Analysis by Department

PTD Detail Analysis by Department

Employee Data (Not
Labor) by Org Unit

Displays basic employee master data for an Organizational Unit.
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HR_200 Practice Guide (Optional)

After completing this course, you can practice viewing employee data in the
Training Sandbox.

This is optional!
Click on the HR_200 Practice Guide button below to open and print the guide.
HR_200 Practice Guide

Then return to this course window and click on the Continue button below.

Continue
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Print This Course (Optional)

If desired, a printable version of this course is availablel!

To access and print:

A4

1. Click on the printer (the PDF file will open in a separate browser window)
2. Print the course _ :

3. Close the separate browser window _. / - . \

4. Return to this course window ,_ —Cick Bk _

o

CAanasn

Click on the Continue button below ! .

To proceed without printing, click on the Continue button.

Continue
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Congratulations, you have successfully completed this training coursel

You may now close this course window and return to your myUK Learning
Home page. The course should be listed in your “Learning History” tile, which
contains all successfully completed courses.
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