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Notes
Welcome to the OSC HR/Payroll SAP TM310 i Leave

Administration training.
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Prerequisites

Prior to attending this course you should have taken the following
prerequisites:

BEACON Overview - BC100

SAP Basic Navigation - BC110

Time Overview — TM200

Introduction to Leave Administration - TM210

- State of North Carolina
Slide 2 Office of the State Controller

o Notes
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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Time Management Curriculum

Time Overview

{TM 200)
Time terms, concepts,
roles, and processes

Time Management

Charge Object
Shared Service Center el

Maintainer

(TM 320) (TM 330)

Time Administration Leave Administration Support, perform cross Create and maintain
(TM300) (TM310) Agency processes charge objects
/

I

Record time, resolve Maintain quotas, FMLA,

Time errors, troubleshooting, Community Service
& reporting Leave

Reporting & trouble-
shooting quota concerns

TM = Time Management

. State of North Carolina
Slide 3 Office of the State Controller

. - : : Notes
As noted in the pre-requisites this class is preceded by the

web based course TM210 71 Introduction to Leave
Administration.
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7SAP - Welcome

Welcome to the Leave Administration course.

Introductions

Sign the Training Attendance Sheet

» Classroom etiquette
» Cell phones off

* No side conversations

D).

Slide 4 Office of the State Controller

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.

State of North Carolina

Notes
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Welcome: Strategy for Training

Instructor will discuss the process,
responsibilities, and describe the
transactions — LISTEN

Instructor will demonstrate job-related
tasks performed in SAP - HANDS OFF

Student will complete the exercises which
allows for hands-on practice in class -
HANDS ON

Instructor will be available to answer
questions while the students complete the
exercises

Slide 5

State of North Carolina
Office of the State Controller

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.

Notes
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Reference Materials

+ Student Guide

« Exercise Guide

« Job Aids

+ Other resources:
— Online Help
— Simulations

— Work Instructions

Slide 6
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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.

Notes
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BEACON Online help

* Provides step-by-step procedures by screen

* Includes links to complete step-by-step procedures that you
can print

* Includes links to simulations

To access BEACON Help from any SAP

screen, select the Help > BEACON Help
menu option

- State of North Carolina
Slide 7 Office of the State Controller

_ Notes
To access BEACON on line help:

A http://help.mybeacon.nc.gov/beaconhelp/
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Course Map

[ Lesson 1: Overview ]

‘ Lesson 2: Quota Management

' Lesson 3: FMLA |

‘ Lesson 4: Reporting and Troubleshooting J

- State of North Carolina
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. . : : . Notes
This course is designed to provide you with knowledge and

skills necessary to perform Leave Administration tasks in
SAP.
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Course Objectives

Upon completion of this course, you should be able to:

» Explain how information in other OSC HR/Payroll modules

may affect time, payroll, and quotas
» Describe the Quotas available to employees
» Describe and execute the process for quota corrections

« Describe and execute the maintenance of FMLA-relevant

absences

+ Perform basic quota reporting and troubleshooting

Slide 9 Office of the State Controller

State of North Carolina

Notes
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Course Map

Lesson 1: Overview

‘ Lesson 2: Quota Management J

' Lesson 3: FMLA |

‘ Lesson 4: Reporting and Troubleshooting ‘

- State of North Carolina
Slide 10 Office of the State Controller

Notes
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Lesson Objectives - Overview

Upon completion of this lesson, you should be able to:

» Explain how information in other OSC HR/Payroll modules
may affect time, payroll, and quotas

» List leave quotas in OSC HR/Payroll

» List key changes:

Leave Hierarchy

Leave Offsetting

Holiday Behavior

Time Evaluation

Slide 11 Office of the State Controller

State of North Carolina

Notes
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OSC HR/Payroll SAP Integration

View Pay y New Position
Stubs

—
Employee Hiring

Payment Life Cycle

Time Reporting Benefits Enroliment

= State of North Carolina
Slide 12 Office of the State Controller

Notes

Because OSC HR/Payroll is an integrated system, entries
made in one module affect other system components, such
as an employeeds 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 employeeds paycheck.
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PA Infotypes and TimeBenefits,Payroll

* ITOO0OO — Actions

* ITO001 - Organizational Assignment
* |TO002 — Personal Data

+ |TO006 — Address (permanent)

« ITO007 - Planned Working time

« |TOOO8 — Basic Pay

« IT0041 — Date Specifications

« |T0552 - Time Specification/Employ. Period
* IT2003 — Substitution

* |T2001 - Absences

* |T2013 - Quota Corrections

R State of North Carolina
Slide 13 Office of the State Controller

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

af fect an employeebs time, be

The next few slides give some details on some of these
interconnections.

Notes

nef i

ts

and pay
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Actions (0000)

| Display Actions (0000)
[d]la)]

Pers.No. 86080327

Name Kumar ReinaldoB2

EEGroup A SPA Employees PersA 4601 Cultural Resources
EESubgroup |A1 FT N-FLSAOT Perm

Start 0570572008 to 1273179999

Chng 8871872008 ZWF INOMPA191

[Personnel action

Action Type Leave of Absence (NC) 2

Reason for Action 18] Reserve Active Duty (Leave)

Status

Customer-specific a

£

l Employment Active l
Special payment andard wage type

(=)

Slide 14

Office of the State Controller

Time, Payroll and Benefits use information from IT0O0QO.

A Actions IT (0000): The Actions 0000 infotype indicates the
events that occurred on the
Some examples are: New Hire, Promotion, Range Revision,

etc. In addition, the infotype shows the employment status
(Active, Inactive, Withdrawn).

State of North Carolina

Notes

empl oyeebs pers

Page 14



TM310 71 Leave Administration

s
‘ Infoype Edit Goto Extras System Help

r— e

Organizational Assignment (0001)

N 1% 4
Display Organizational Assignment (0001) ]

1 12a] | | Org Structure |

Personnei No| (80000327 Name

EEGroup  |A SPAEmployees
EESubgroup (A1) FT N-FLSAOT Perm Statu _ Active

Kumar Reinaldod2
PersA [4601] Cultural Resources

Start 05/05/2008| to 12/31/9998) Chng [08718/2008) ZVF INONPA191

Enterprise structure

CoCode NCO1| STATE OF NC

Persarea 4601  Cultural Resources Subarea

Cost Cir 4699999998 CULTURE RESOUR: Bus. Area
Fund

Func. Area 6000000000000001
Personnel structure

EE group A SPA Employees Payrarea
EE subgroup (A1) FT N-FLSAOT Perm Contract

NCO1|  7day Norm
4600,  Cultural Resources
469999999 CULTURE- SUSPEI

01 NC Monthly

Slide 15

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.

A Personnel area: Used by Payroll to determine where wages and
salaries are posted and from where they are paid.

A Subarea: Identifies various working schedules for Time

Management rules.

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

related to Finance and Funding.

A Employee Group: Drives benefits eligibility, leave and pay

calculations.

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

overtime rules, and impacts benefits.

A Payroll area: Determines the payroll cycle.

A Work Contract: Identifies if employee will pay full or partial cost

for health insurance premiums.
A Percentage: Always 100%.

A Position and Job: The position to which the employee is
assigned and the job that the position is related to.

A Organizational Unit: An entity within the organizational

structure.

V8_010610

Notes
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PA Infotypes and Time, Benefits, Payroll

Infotype  Edit Goto Exiras  System  Help

& 2AH e PHR DDLHD BERE @@

Display Addresses (0006)

I

Personnel No. |800BA736 Name Allison Sellersd2
EEGraup  |A|  SPAEmployees Persa [4601] Cultural Resources
EESubgroup B1|  FT8-FLSAOT Perm Statu Active

Start 01/01/2008] to  [12/31/9998] Changed on [06/09/2008 ECATT | _!MOWRe Edi Soo Bdras System Hel
2l SHE ODLD BE OR
Display Personal Data (0002) |
Address hpe Permanent residence ] [£ EES
i)
RiTTeseined 2151 Meadow Lane No; 80006736 Narme Al11son Sellersf2

SPA Employess Persa 4601 Cultural Resources
Address line 2 ploye r ultur U

EESubgroup [B1|  FT S-FLSAOT Perm Statu_ Active
Cityfcounty 8an Jose start 08/11/1860) To  [12/31/9989) Changedon [06/09/2008) [ECATT
Statefzip code NC | North Caralina 27609
Country Key. usa =] Name
Telephane Number 918/ 707-1422 Tite ] Name Format |00
Communicalions Lastname  Sellers02 Birth name
[krves s Firstname | Allison
o - Middie name Iniials
E " Oesignation 5 Nickname
Type Number 8 Sutlx -
Type Number 8 Name Allison Sellers0z
572-05-9843 Gender
08/11/1360.
Englsh T
Single Dependents [0
R State of North Carolina
Slide 16

Office of the State Controller

Personal Data ITO002
Social Security number, date of birth and marital status

Addresses ITO006

Tax infotypes (Residence Tax, Work Tax Area, Unemployment
State) are associated with ITO006 i permanent address. If
ITOOOG is skipped during the New Hire Action, the tax

infotypes do not display,
out in payroll.

and

If the address information is incorrect:
A A separated employee does not receive his or her final
paycheck.

A An employee may not receive W2s at the end of the
year.

t

Notes

he empl oyeed
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PA Infotypes and Time, Benefits, Payroll

&
Infotype  Edit Goto Exras System Help

‘0 — Q e@n QHH gndm sy ™ DR

craQte Planned Working Time (0007) Work Schedule Rule Example (DO1NO8GN)
(][] LT et ere— D = Days

Personnel No 800008327 Name Kumar Reinaldi
EEGroup A SPAEmployees PersA 4601 Cultural R
EESubgroup A1 FT N-FLSAOT Perm Stalu  Active

Start uaus:zuua@m 1273179999

01 = Schedule number

N = No weekends

08 = Hours per day

‘Work schedule rule
DOTNOBEN 8 1 —
Yiork schedHeibia WTWR E:8 598:0 GN = General Schedule (common schedule)
Time Mgmt status 1 - Positive Time Recording
Working week Wk - Sun (mdnt) - Sat a
[JPart-time employee

Working time

Employment percent 100.00

Daily working hours 8.00

Weekly working hours 40.00 —_—
Monthly working hrs 173.33

Annual working hours 2080.00

% Weekly working hours drives benefits

- State of North Carolina
Slide 17 Office of the State Controller

Planned Working Time: The Work Schedule Rule (WSR) is the
foundation on which an employeebds time is pr
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 employeebs scheduled wworkk days and schedu
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 employeebs position (as set for the

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, ITO315 (from PA20) are directly
related to the Time Management Status field on ITO007. 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,
ITOO07 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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Planned Working Time — Effect on Pay

{e R OO SETOR Employees get same monthly

Display Work Schedule

assigned

Employee B - IT0007

 Workscheduls Edt Goto System Help
@ 2 AH 0@ S 2 ||

Employee A - IT0007 Employees start work on same day

rate

Employees receive different pay
because of work schedules

el

Display Work Schedule
[ choose |[ Pravious mor

Nextmonm |

Pay formula:
# of days worked in schedule

Divided by # of possible work days
in schedule

Times the monthly pay amount

State of North Carolina

Slide 18 Office of the State Controller
Notes
Example of | TOO0O7 | mpacts Empl oyeeds

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
DO1NO8GN which has 22 possible work days in the month.
Counting Sept. 19t , 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 ITO007 and ITO008).

EmployeeB6s wor k schedule (D92WVAO
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 (IT0O008), 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.

1)

has

Pay

16 poss
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PA Infotypes and Time, Benefits, Payroll

Display Basic Pay (0008)

ayments and deductions

Lo alary amoun|

Personnel No 880008327 Name Kumar ReinaldoB2

EEGroup A SPA Employees PersA 4601 Cultural Resources
EESubgroup |A1 FT N-FLSAOT Perm Statu  Active

Start 01/01/2008 to 1273179999 Chng 06/09/2008 ECATT

Subtype (:]

Reason field must be Salary
entered —ﬁaason 20 New Hire

S type 01 Graded
Other fields default PS Area 01/  Annual Salaries
from position PS group GRE68 Level GR

[0 [Amount

Basic contract

Capacity Util. Level 160.608
Work hoursiperiod
Nextincrease
Annual salary

FNa 'IWage Type Long Text

173.33 Monthly
35,500.00 USD

Jour i JA [Numberunit|unit

i

1000 Regular Salary 2,958.33 USD 0.00

Slide 19

State of North Carolina
Office of the State Controller

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 ITO008 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 ITO008. Most of
the adjustments involving an
from an Action. However, one example of when it is
appropriate to make a direct adjustment to ITO008 is when an
employee returns to work part-time while receiving partial
Wor ker 6s Comp.

Notes

empl oyeeds pa:
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Date Specifications 1T0041

Time Evaluation bases leave accruals and longevity payments
on dates contained on 1T0041 so they must be an accurate
reflection of the employee's State career. Supplemental Staff
employees will not have an ITO041. 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
ITO552. 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 ITO552 entry from
conversion. If an employee has creditable service from more
than one organization, enter additional ITO552s to add the
additional organizations, rather than extending the date on the
original ITO552 to include the additional service dates.

Notes
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