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Welcome to the OSC HR/Payroll SAP TM310 ïLeave 

Administration training.
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There are several pre-requisites that you MUST take before 

attending this class. Attending these pre-requisites ensures 

that you are prepared to learn the new processes, concepts, 

terms, and data entry skills that are covered in this course.

All of the pre-requisites are web-based courses which are 

self-paced.
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As noted in the pre-requisites this class is preceded by the 

web based course TM210 ïIntroduction to Leave 

Administration.
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The course introduction is an opportunity to get to know the 

others who are attending this class as well as agree on 

classroom courtesy. The instructor will inform you about the 

facilities and when the breaks will occur.

Please make sure you receive the credit you deserve for 

attending this class by signing the attendance sheet.

V8_010610



Notes

TM310 ïLeave Administration

Page 5

The Leave Administration student guide provides a copy of 

the PowerPoint slides used during the classroom training. 

You will observe that space is provided for you to write 

notes. You can use the guide as a reference when you 

return to the workplace. For example you can used the 

exercises for practicing in the SAP Training Environment.
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Simulations let you practice using SAP in a clearly defined 

and safe environment.  Each simulation has instructions to 

guide you through the task.  Simulations are available only 

for select transactions.
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To access BEACON on line help:

Å http://help.mybeacon.nc.gov/beaconhelp/
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This course is designed to provide you with knowledge and 

skills necessary to perform Leave Administration tasks in 

SAP.
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Because OSC HR/Payroll is an integrated system, entries 

made in one module affect other system components, such 

as an employeeôs time and pay. 

Some infotypes entered are tied directly to the employee, 

like work weeks, schedules, addresses, and tax withholding 

information. Other infotypes are applied to the position and  

affect things like how OSC HR/Payroll looks at holidays, 

overtime, and premium pay. OM, PA, BN, and TM settings all 

can affect an employeeôs paycheck. 
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To understand some of the interconnection between OSC 

HR/Payroll modules, we need to look at how some of the 

infotypes from one area may affect processing in another. For 

example, the infotypes listed above are entered in PA, but 

affect an employeeôs time, benefits and payroll. 

The next few slides give some details on some of these 

interconnections.
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Time, Payroll and Benefits use information from IT0000.

Å Actions IT (0000):  The Actions 0000 infotype indicates the 

events that occurred on the employeeôs personnel record. 

Some examples are: New Hire, Promotion, Range Revision, 

etc. In addition, the infotype shows the employment status 

(Active, Inactive, Withdrawn). 
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Time, Payroll and Benefits receive information from Org Assignment 

IT (0001). All of the fields on this infotype default from the position 

assigned to the employee. 

Å Personnel area: Used by Payroll to determine where wages and 

salaries are posted and from where they are paid.

Å Subarea: Identifies various working schedules for Time 

Management rules.

Å Cost Center, Fund, Functional Area, Business Area: Are 

related to Finance and Funding.

Å Employee Group: Drives benefits eligibility, leave and pay 

calculations.

Å Employee Subgroup: Defines work status (full time, part time) 

overtime rules, and impacts benefits.

Å Payroll area: Determines the payroll cycle.

ÅWork Contract: Identifies if employee will pay full or partial cost 

for health insurance premiums.

Å Percentage: Always 100%.

Å Position and Job: The position to which the employee is 

assigned and the job that the position is related to.

ÅOrganizational Unit: An entity within the organizational 

structure.
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Personal Data IT0002

Social Security number, date of birth and marital status

Addresses IT0006

Tax infotypes (Residence Tax, Work Tax Area, Unemployment 

State) are associated with IT0006 ïpermanent address.  If 

IT0006 is skipped during the New Hire Action, the tax 

infotypes do not display, and the employeeôs record will error 

out in payroll.

If the address information is incorrect:

Å A separated employee does not receive his or her final 

paycheck.

ÅAn employee may not receive W2s at the end of the 

year.
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Planned Working Time: The Work Schedule Rule (WSR) is the 

foundation on which an employeeôs time is processed in SAP. 

Each employee is assigned a WSR that best represents his or her 

work pattern. The WSR combines an assigned holiday calendar 

(the main State holiday calendar or an alternate calendar 

approved by OSP) with a repeatable pattern of work representing 

an employeeôs scheduled work days and scheduled non-work 

days. The WSR can represent work patterns repeated over single 

or multiple weeks and may include day, evening, and night shift 

designations that trigger premium payments at rates designated 

for the employeeôs position (as set for the position in OM). 

The WSR does not limit the number of hours an employee may 

record on any given day, but only allows leave to be taken on 

scheduled work days. Many fields trigger other time functions. For 

example, Time Sheet Defaults, IT0315 (from PA20) are directly 

related to the Time Management Status field on IT0007. A Time 

Mgmt Status of 1 indicates that a time sheet is required, and 9

indicates a Time Sheet is not required (positive time or negative 

time). If a negative time employee is on Leave of Absence, 

IT0007 must be revised to change the employee to positive during 

the Leave and changed back to negative on Reinstatement.

Negative time employees should be employees who work 5 days 

a week, 8 hours a day.
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Example of IT007 Impacts Employeeôs Pay

This example describes two employees hired on the same day but 

given two different work schedules. Both employees are paid 

$6,250 monthly salary.

Employee A starts on Sept 19 and is assigned work schedule 

D01N08GN which has 22 possible work days in the month. 

Counting Sept. 19th , the employee worked 8 days of the possible 

22. The pay is figured by this formula:  8 days divided by 22 times 

the monthly rate ($6,250) = $2,272.73 paid for the month for 

Employee A (based on IT0007 and IT0008). 

Employee Bôs work schedule (D92WVA01) has 16 possible work 

days in the month. Counting the first day Employee B reported to 

work (9/19), the employee worked 6 out of the 16 days. The 

number of days worked (6) divided by the possible work days (16) 

times the monthly salary ($6,250) calculates a pay of $2,343.75.

You can see that both employees were paid correctly, yet the 

specific work schedule, and Basic Pay (IT0008), determined two 

different pay amounts. This shows how schedules entered in PA 

can affect employee pay. Note that, unless the employee has a 

significant number of days without pay (A/A Type 9400), this 

discrepancy would only affect the first and last months that an 

employee is on a certain schedule.
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Basic Pay: Salary or hourly wages

The Salary Amount button does not calculate correctly for 

DOT employees, but does calculate for all non-DOT wage 

types. You must manually enter information in the Reason 

field during the Action. The remaining IT0008 fields default 

from the PCR for a salaried employee. In the case of an hourly 

employee, you must enter the hourly wage in the Amount field.

You would seldom make an entry directly on IT0008. Most of 

the adjustments involving an employeeôs pay would result 

from an Action. However, one example of when it is 

appropriate to make a direct adjustment to IT0008 is when an 

employee returns to work part-time while receiving partial 

Workerôs Comp. 
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Date Specifications IT0041

Time Evaluation bases leave accruals and longevity payments 

on dates contained on IT0041 so they must be an accurate 

reflection of the employee's State career. Supplemental Staff 

employees will not have an IT0041. Initially the Original Hire 

Date and Agency Hire date are the same. If an employee has a 

Reinstatement Action (either the employee was on Leave of 

Absence (LOA) and returned, or left State employment and 

returned), or Transfer Action, the  Agency Hire date will 

automatically reflect the date of the Reinstatement or Transfer 

Action.

Time Specification/Employ. Period IT0552

Creditable service earned prior to SAP must be entered on 

IT0552. Once an employee is entered into SAP, the system 

automatically calculates service and longevity dates using the 

Time module. If HR makes changes to IT0552 that affect the 

longevity date, SAP takes back any money already paid out and 

repays based on the new longevity date. If you make a change 

on IT0552, you must email BEST with the name of the 

employee. Do not adjust the original IT0552 entry from 

conversion. If an employee has creditable service from more 

than one organization, enter additional IT0552s to add the 

additional organizations, rather than extending the date on the 

original IT0552 to include the additional service dates.
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