CREATING/DELIMITING RESERVE ON WAGE

MAINTENANCE PA
PER-59 | TRANSACTION PA30 > IT0052

The purpose of this Business Process Procedure is to explain how to create and/or maintain reserve balances
on Infotype 0052 — Wage Maintenance in the Integrated HR-Payroll System.

Trigger: There is a need to create and/or maintain reserve balances on Infotype 0052 -Wage Maintenance.
This is used for Reallocation and Range Revision actions with balances.

Business Process Procedure Overview: If funds are not available at the time an employee is eligible for the
reallocation or range revision, you would still initiate the Reallocation or Range Revision Action but would
choose No Salary Adjustment as the reason. You must then execute PA30 Maintain Master Data, IT0052-
Wage Maintenance subtype 0100 Range Revision or 200 Reallocation to reserve the balance (enter the
amount of the revision, not the entire salary).

After funds become available, you would go create another Reallocation Range Revision Action and select the
appropriate reason.

Access Transaction

Via Menu Path: Your menu path may contain this custom transaction code depending on your security
roles.

Via Transaction Code: PA30

Instructions for Creating the Reserve on Wage Maintenance

& | vidEH CG@@ L]

SAP Easy Access
B S EHE S v a

» [ Favorites
* 2 SAP menu
v [ oOffice
v 1 Cross-Application Cormponents
v O Logistics
v Accounting
¢+ [ Human Resources
v O Information Systems
C

Ol Tools

1. Enter PA30 in the Easy Access Command field.

2. Click the Enter @ button.
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Maintain HR Master Data
07Dl @ 2

&=l [ &l ||§||§| Persaonnel no.
Object manager scenario: EMPLOYEE Mame Perry Teer
v @1} Parson EEGroup A SPA Employees Ferss 4601 Cultural Resources
* fil Collective search help EESubgroup [E1)  FT 5-FLSAGT Perm Costc |4699959993] CULTURE RESOUR..
+ [} Search Term
« (K} Free search _
< Basic Personal Data | Payroll | Benefits | Time | Addtl. Personal Data | F &
Infotype text S, FPeriod
Actions (¥4 ) Period
Organizational Assignment %4 From To
Personal Data 4 ") Today “ICurrweek
Addresses 14 A ) Current month
PlannedWarking Time v ) Fromm curr.date T)Lastweek
Basic Pay v ") To Current Date “Last manth
Fermilly G e D eneEs ) Current Period TICurrent Year
-9 Residence Status ¥ . |E| TTo0eE
Additional Personal Data o - -
Direct selection
Infotype STy
3. Enter employee personnel number.
4. Click the Enter @ button to verify the data.
Maintain HR Master Data
O D@ 2
=8 | Personnel no. 20000119
Object manager scenario; EMPLOYEE Mame Perry Teer
~ @ Person EEGroup A SPAEmplovees Persp (4601 Cultural Resources
* [ Collective search help EESubgroup [B1]  FT S-FLSAOT Perm CostC [4699999999] CULTURE RESOUR..
+ [l search Term
« Kl Free search o
< Basic Personal Data | Payroll | Benefits | Time | Addil. Personal Data | f =]
Infotype text = Feriod
Actions o "I Period
Organizational Assignment "4 From @1/81/18008 To 124314995949
Personal Data v ) Today TICurrweek
Addresses 14 Al I Current month
Planned ¥arking Time W " IFrom curr.date “ILastweek
Basic Pay v “)To Current Date “)Last month
Pty EEmSEHOEPERERGE I Current Period TICurrent Year
-9 Residence Status [ |E| Choose
Additional Personal Data oW - -
Direct selection
Infotype Wage Maintenance
~ Restrictions |
|
STyp Hame
0100 Future Adjustment Range Revision
0200 Future Adjustment Reallocation
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5. Update the following fields:

Field Name Description Values
Infotype Name of infotype such as: Wage Enter value in Infotype
Maintenance
Example: 52
STy Subtypes for infotype such as: Future Select subtype
Adjustment Reallocation
(Choose appropriate) Example: 0200

6. Click the Create (F5) El button.

Create Wage Maintenance (0052)

H & A% @Wage type BWage type
& (=] |8 Personnel Mo 80008119 MName Perry Teer
Ohject manager scenario; EMPLOYEE EEGroup ) SPAEmployees Persp 4601 Cultural Resources
~ §ifp Person EESubgroup (B1 FT 5-FLSAOT Perm Active
* [} Collective search help Start pg/et/2e11] To o [12/31/9999
- (i} search Term
« (] Free search
Pay Scale
Wage maintenance type nzon Future Adjustment Reallocation
P.scale tipe Ohject ID
FPS Area Start of Adjustment
FPay Sc. Grp TS Level Mext Increase
WWa... Long text Q.. Amount Curr... .. A NumbenUnit Linit text E
3802 |
-
<« )
Start 9/e142011 - 112431/9999 0.eQ |Ush ++ 1 af 20

7. Update the following fields:

Field Name Description Values
Start Effective date of Action Enter value in the Start
(Reallocation or Range Revision) field:
Example: 9/01/2011
Amount Dollar amount being reserved Enter amount in the

Amount field.

Example: 1000.00

Notice several fields are blank; these do not require data entry.
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8. Click the Enter & button.

9. Click Edit >>Maintain text to create note.
]
10. Click the Save (Ctrl+S) button to save note.

[ ]
11. Click the Save (Ctrl+S) at the Copy Wage Maintenance screen.

Maintain HR Master Data
D& Dadd 2

E‘E‘l@’:‘l Persannel no.
Qbject manager scenario; EMPLOYEE Mame Ferry Teer
T @ﬁ‘ Persan EEGraup A SPA Emplovees PersA (4601 Cultural Resources
- [l Collective search help EESubgroup [B1|  FT S-FLSAOT Perm CostC |4699999999) CULTURE RESOUR..
« [l gearch Term
« [l Free search -
~/ Basic Personal Data | Payroll | Benefite | Time |~ Addfl. Personal Data | F =]
Infotype text 5. Period
Actions o “IPetiod
Crrganizational Assignment o From (B81/071/1800 To 124317499949
Persanal Data 4 I Today “Icurrweek
Addresses 14 Al “JCurrent manth
Planned Warking Time L4 CFrorm curr.date CLastweek
Basic Pay L4 “)To Current Date “ILast month
Family MemberDependents ) Current Period ) Current Year
-9 Residence Status [ |E s
Additional Persanal Data W -
Cirect selection
Infotype Wage Maintenance 5Ty @200 Future Adjustment Reallocati...

12. Click the Back (F3) & button.

Instructions for Delimiting the Reserve on Wage Maintenance

Because all of the reserved funds have been given to the employee, the reserve must be delimited.

& idBIecae Qi

SAP Easy Access
H™ & #HE S| v a

« [ Favorites
~ = SAP menu
v [ Office
v O Cross-Application Components
v O Logistics
v O Accounting
+ [ Human Resources
v [ Information Systems
b

Cd Tools
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1. Enter PA30 in the Easy Access Command field.

2. Click the Enter & button.

Maintain HR Master Data
Oz enDamd 2

< | =g [ Bl | B | |§||§| Parsannel no. 0
Ohject manager scenario: EMPLOYEE MName Ferry Teer
- @ Persan EEGraup A SPAEmployees Persa 4601 Cultural Resources
» fH] collective search help EESubgroup [B1]  FT S-FLSAOT Perm CostC [4699999995| CULTURE RESOUR ..
« [H} search Term
« [Hi Free search S
~/ Basic Personal Data | Payroll | Benefits - Time " Addil. Personal Data | F =]
Infotype text 5. Feriod
Actions o () Period
Organizational Assignment 4 Fram Tao
Personal Data W (I Today G week
Addresses 14 AN i urrent month
Planned Working Tirme v (IFrarm curr.date CLastweek
Basic Pay v (O To Current Date Last manth
Family Member/Dependents C)Current Period () Current Year
I-9 Residence Status [ 2N |E| Choose
Additional Personal Data v - -
Direct selection
Infotype 5Ty

3. Enter employee personnel number

4. Click the Enter @ button to verify.
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Maintain HR Master Data

O & ¢ @ o
=] [#]E[ET]2] Personnelno.  |BA0BATIG
Ohject manager scenario: EMPLOYEE Name Perry Teer
~ @3 Person EEGroup A SPAEmployees PersA 4801 Cultural Resources
- [H] Collective search help EESubgroup [B1 FTS-FLSACT Perm CostC [4699999999) CULTURE RESOUR ..

« [H} Search Term
- [H} Free search

- Basic Personal Data | Payroll | Benefits | Time | Adetl Personal Data | f D=
Infotype text s. Periad
Actions W ~)Perind
Organizational Assignment W From (@1/81/18008 To 12/31/9999
Personal Data 14 O Today CICurrwesk
Addresses 4 @Al ) Current month
Planned Warking Time L4 IFrom curr.date (Lastweek
Basic Pay v “)To Current Diate Lagt month
Family MemberDependents “Jcutrent Period Current Year
-9 Residence Status W . |E e
Additional Personal Data v
Direct selection
Infotype Wage Maintenance STy
[E Subtypes for info e Maintenance”
~" Restrictions ‘
(
STyp Name

0100 Future Adjustrment Range Revision
0200 Future Adjustment Reallocation

5. Update the following fields:

Field Name Description Values
Infotype Name of infotype such as: Wage Enter value in Infotype
Maintenance

Example: 52

STy Subtypes for infotype such as: Future Select subtype
Adjustment Reallocation
(Choose appropriate) Example: 0200

6. Click the Delimit & button.

[ Enter Delimitation Date

Delimit.Date

7. On the Delimit pop-up window, enter the date (one day past when you gave the remainder of the
money).

One day past is entered because the Integrated HR-Payroll System will use the day prior to delimit the
infotype. If you want the infotype to show an end date the same as when you gave the remainder of
the money, you have to enter the delimit date as one day past.

NOTE: If the Delimit pop-up window did not display, it is because you did not start from the Easy
Access screen. In this case, you must enter the delimit date on the second delimit screen.
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8. Click the Continue lﬂ button.

0 End date setto 12/31/9933

9. Click the Continue lﬂ button.

Delimit Wage Maintenance (0052)

o

<= E] [Z]4]
Object manager scenario: EMPLOYEE
~ i Persan

« [Hl Collective search help

« [Hl search Term

- [Hl Free search

10. Select line item and click the Delimit & button again.

V@
Personnel Mo BEEEE119 Mame Perry Teer
EEGroup 0 SPA Employees Parsd (4601 Cultural Resources
EESubgroup B FT S-FLSACT Perm Statu  Active
Chooge (1871242011 To 12431489499 STy . (Bz200 Delimit.Date 1T8/1242011
Fram To Wa.. |Mame
HDQID']IEDH 12/31/9998 0200 Future Adjustment Reallocati 1,000.0C -
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.| Maintain HR Master Data

Dﬁé’fm@ﬂL

=]l & |§”§| Personnel no.
Chject manager scenario: EMPLOYEE MName Perry Teer
~ {ip Person EEGroup ) SPA Emplovees Persd 4601 Cultural Resources
- [ collective search help EESubgroup B1  FTS-FLSACT Perm Costc 4699999999 CULTURE RESOUR .
- {H} Search Term
« B Free search B
< Basic Personal Data | Payraoll Benefits Tirre Addtl. Personal Data : =1
Infotype text s. Period
Actions o ) Period
Organizational Assignment o From 1041272011 To 12/31/9999
Personal Data 4 Toay Icurrweek
Addresses 14 Al I current ronth
Planned Working Time L4 FTom curr.date “)lastweek
Basic Pay v “)To Current Date ) Last manth
FamlIvMemherIDependents I Current Period ") Current Year
I-8 Residence Status W . |¢_ Thosea
Additional Personal Data W -
Direct selection
Infotype Wage Maintenance STy @200 Future Adjustment Reallocati .
Records delimited o o o )
The pop-up message is displayed after delimiting. It is informational.
[=]
. .. . All . .
11. To verify record(s) was/were delimited, click the All and the Overview “* button. The List
Wage Maintenance screen displays.
List Wage Maintenance (0052)
Yol
< |\=]![5 (=l2] Personnel No (30880119 Narne Perry Teer
Ohject rmanager scenatio; EMPLOYEE EEGroup &, SPA Employees Fergs 4601 Cultural Resources
- @IPF'EI’SDH EESubgroup |B1 FT S-FLSAOT Perm Statu  Active
+ [H) Collective search help B choose |EIREKRREDE To  [12/31/9999 5Ty. [0z0E
- [H} search Term
- [Hi Free search
From To Wa... Mame 0. Amount E
09/01,2011 101152011 0200 Future Adjustment Reallocati 1,000.0C =~

Notice that the record(s) is/are delimited.

12. While you are on the List Wage Maintenance screen, select the line item with the $1,000 delimited
amount.

13. Click the Copy © button.
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Copy Wage Maintenance (0052)
e ﬁ @Wage type @.Wage type

& | =I5 E ||§”§| Personnel No 180800119 Mame Perry Teer
Ohject manager scenario; EMPLOYEE EEGraup A SPA Employees Persh 4601 Cultural Resources
~ @ Person EESubgroup (B1 FT 5-FLSACQT Parm Statu Active

« [H} Collective search help Start a1,/ 2011 [ae LT NG

+ [l search Term
+ [H} Free search

Pay Scale

Wane maintenance type 0zan Future Adjustment Reallocation

F.scale type Ohject D

FS Area Start of Adjustment

Pay Sc. Grp P PS Level Mext Increase
Wa... Long text 0. Amount Curr... ... A NumberfUnit Linit text
8802 Reallocation Balance 1,000.00 USD v

14. Click Edit >> Maintain Text and type an appropriate note.

Infotype Text

YR B HE BE

Write a note that indicates 311 funds have been distributed or the
amount Teft to grant if funds become ava1‘1ab1e.|

13) Click Save to save the note.

14) Click Save at the Copy Wage Maintenance screen. You will receive the message below.

@., This entry deletes a record

15) Click Enter @ to bypass the warning that a record will be deleted.
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L ist Wage Maintenance ((:52)

I v i =
&= =2 Personnel No 80808118 Name Ferry Teer
Ohject manager scenario: EMPLOYEE EEGroup A SPA Employees Persh 46071 Cultural Resources
- @i}' Person EESubgroup (B1 FT S-FLSAOT Perm Statu  Active
« [Hl Collective search help [ Choose To 1243149999 5Ty, [Bzea
- [l search Term
. Free search
[H] From To Wa.. Mame Q. Amount E
09/01r2011 1041172011 0200 Future Adjustment Reallocati 1,000.0C =
16) Click the Back (F3) & button to return to the Maintain HR Master Data screen.
@@ .| Maintain HR Master Data
Do« mal &
&=l & |§”§| Personnel no.
Qbject manager scenario; EMPLOYEE Mame Ferry Teer
~ @ Person EEGraup A SPAEmMplayaes PersA 4601 Cultural Resources
+ {ill Collective search help EESubgroup BT FT S-FLSAOT Perm CostC (4699999998 CULTURE RESOUR ..
« [Hl Search Term
+ [Hl Free search B
Basic Personal Data | Payrall Benefits Time Addtl. Personal Data : =]
Infotype text 5. FPeriod
Actions o “IPeriod
Organizational Assignment o From (01/01/1808 To 1243179994
Personal Data 14 ) Today TICurrweek
Addresses "4 ) Al "I current manth
Planned Working Time W “JFrom curr.date “)lastweek
Basic Pay L4 “)To Current Date ) Last manth
FamllvmemherIDependents ) Current Petiod ") Current Year
-9 Residence Status ¥ . = Chonse
Additional Personal Data W -
Direct selection
Infotype Wage Maintenance STy 0200 Future Adjustrment Reallocati ..
17. Click the Back (F3) & button.
The system task is complete.
Change Record:
Change Date: 3/17/20 — Changed by C. Ennis
Changes: Updated format, assigned reference number, and made accessible
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