PRE-SAP WORK TIME ADJUSTMENT ™
TM-66 | PA30

The purpose of this Business Process Procedure is to allow agencies to adjust time worked hours for any
employee who recorded too many or not enough hours during conversion. This is a one-time entry only valid
on 4/1/2008.

Trigger: To adjust the time worked hours for pre-SAP for impacted employees.

Business Process Procedure Overview:

This infotype 2012 subtype ZWDJ has been created to allow agencies to adjust the time worked hours for
impacted employees. This record can be a negative value if too many hours were reported, and the number
needs to be reduced. The hours of time worked that were already reported on the timesheet in the
Integrated HR-Payroll System have been counted, so this 2012 entry is an adjustment to add or reduce the

hours. It does not replace the previous count of hours.

To check what was already counted, run transaction code [PT_BALOO] for Day Balances code 3699 on
3/31/08. Instructions are included here.

For example:

e If 8.5 hours of time worked was not reported, create an IT2012-ZWDJ for 8.50 hours.
e If 3 hours too much time worked was reported, create an IT2012-ZWDJ for -3.00 hours.

Tips and Tricks:

e This infotype and subtype only work on 4/1/08 - you will not be able to choose this subtype if your
date is not 4/1/08.

Access Transaction:

Via Menu Path: SAP menu ==>Human Resources ==> Personnel Management ==> Administration ==> HR
Master Data ==> PA30 - Maintain

Via Transaction Code: PA30
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TM-66 — Pre-SAP Work Time Adjustment

Procedure:

SAP Easy Access
[ Menu Edit  Favorites Extras System Help

U —
@  PT_BALOD v |« @
L

SAP Easy Access

RBE & g |+ a

» [ office =
v [ cross-Application Components e
v [ Logistics
» [ Accounting
* [== Human Resources
- 2 PPMDT - Manager's Desktop
» [ personnel Management
~ [= Time Management
» [ shift Flanning
* [= Administration
« ) PTMW - Time Manager's Workplace
» [ Time Data
» [ Time Evaluation
» [ work Schedule
~ [= Information System
~ [= Report Selection
v [ work Schedule
» [ Attendance
v [ Absence
~ [= Time Accounts
. @ PW61 - Time Leveling
o @ FT_EDT_TEDT - Time Statement
o @ PT_EDT_TELU - Time Balances Overview
o @ PT_BALOOD - Cumulated Time Evaluation Res
- & PT_DOWOO - Time Accounts
o @ PT_QTA1L0 - Display Absence Quota Inform:

e DHLHHN N0 e

TRAINING

Integrated HR-Payroll System

» [ Tools
» [ Tools -
» [ settinas -
LI 1) LI ] LI
:__',1 Py [ E1T (2) 899 ¥  bws1ap020204 | INS =
1. Update the following required and optional fields:
Field Name Description R/O/C Values
Command White alphanumeric box in Enter value in Command.

upper left corner used to
input transaction codes

Example: PT_BALOO

2. Click Enter @' button.

[ i
\i) Information: You may want to enter this transaction code in your Favorites folder. Choose
Favorites ==> Insert Favorites, and type in PT_BALOO, then click Enter.

To see the transaction code displayed in front of the link in your favorites, choose Edit ==>
Settings, put a check next to Display Technical Name, and click Enter.
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TM-66 — Pre-SAP Work Time Adjustment

Cumulated Time Evaluation Results: Time Balances/Wage Types

[E Pprogram  Edit Goto System  Help w

© r«H e = HEH @ %

Cumulated Time Evaluation Results: Time Balances/Wage Types
& [ G E

| Further selections || = Search helps " = Sort order || = Org. structure | -
Period
() Today (") Current month (") Current year
()1 Up to today (") From today
(w) Other period
. = P T
Period L03f31f4c-ouUjl To
Payroll period
Selection
Personnel Number | = |
Time recording administrator | o |
Selection Conditions
() Day balances 3699 to |F|
() Cumulated balances to | a |
(ITime wage types to | 0 |
Value limits (hours) for time/wage types
| Take account of value limits (hours)
Data format
Layout
i) LI ]
eAD.d {
3. Update the following required and optional fields:
Field Name Description R/0/C Values
Period Choose either Today, a R Enter value in Period.
specific period range, or a Example: 03/31/2008
specific date
to Ending date of the R Enter value in to.
specified date range Example: 3699
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TM-66 — Pre-SAP Work Time Adjustment

4., Click Further selections Further selections | button.

|

\%) Information: The first step is to check the hours which were already counted on 3/31/08. The
adjustment will be made on 4/1/08 (no other dates are an option - this is a one-time fix). Use
transaction code [PT_BALOQO] to verify the data entered for the individuals in question. In this
example we will add the Organizational Unit field to filter on, or you can simply enter a
personnel number to run the report against. Choose Selection Fields

[T Choose Selection Fields

Selection options Selection fields

H. Selection options B\ Selection fields R..
Employment status — Personnel Number —
Company Code @ Time recording administrator

Personnel area

Personnel subarea

Employee group

Employee subgroup m

Organization key

Business area

Legal person

Payroll area

Controlling area

Cost center - -

Organizational unit - -

Selection: 2

5. Click Organizational unit "_I button.

6. Click Select B button.

7. Click Continue (Enter) button.

L1
\i) Information: You can move any of these fields from the left to the right of the screen which
will populate the field on the front screen and allow you to enter filter criteria.

1/2/2020 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 4 OF 15
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Cumulated Time Evaluation Results: Time Balances/Wage Types

[E Program  Edit  Goto

@ -

System

«H eqe =

Help

SE e

Cumulated Time Evaluation Results: Time Balances/Wage Types

@& o [ )=

| Further selections || 5 Search helps || 0 Sort arder || =+ Org. structure | :
Period
() Today ) Current month () Current year
() Up to today ~JFrom today
(@) Other period
Period 03/31/2008 To
Payroll period
Selection
Personnel Mumber |F|
Organizational unit 32000002'?::@ | o |
Time recording administrator | o |
Selection Conditions
() Day balances 3699 to |F|
() Cumulated balances to | a |
(ITime wage types to | 0 |
Value limits (hours) for time/wage types
| Take account of value limits (hours)
Data format
Layout
0 )
cAD.4 4
8. Update the following required and optional fields:
Field Name Description R/0O/C Values
Organizational unit | Code identifying the R Enter value in Organizational
organizational unit. unit.
Example: 20000027
T
9. Click Execute (F8) @ button.
@)
Information: Enter the appropriate filter criteria and click Execute.
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Cumulated Time Evaluation Results: Time Balances/Wage Types
[E List Edit Goto Settings System  Help w

V] v« eae i HE @ %

iz

Cumulated Time Evaluation Results: Time Balances/Wage Types
& ¥ | =2 T | [ [™choose [TSave = % T E [ EH Hasc (51 Print preview 1

Day balances

Data select. period 03/31/2008 - 03/31/2008

P | Period Current Date TmType Time type text  ENumber
3200803 03/31/2008 3699 Elig Hours for OT 8.00
200803 03/31/2008 3699 Elig Hours for OT 8.00
200803 03/31/2008 3699 Elig Hours for OT 8.00
200803 03/31/2008 3699 Elig Hours for OT 8.00
200803 03/31/2008 3699 Elig Hours for OT 8.00
= 40.00

w m o ;o

10. Click Back (F3) @ button.

|

\:5.) Information: The details per person are displayed for 3/31/08. In this example the person's
name and personnel number have been hidden for security reasons. You can use this report
for any other date, but for this specific task of correcting Pre-SAP Work Time hours, use the
date of 3/31/08.
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Cumulated Time Evaluation Results: Time Balances/Wage Types

[E Pprogram  Edit Goto System  Help

© v«H @@ e

iz

HEH @ %

Cumulated Time Evaluation Results: Time Balances/Wage Types

& (o [i] )=

I Further selections "I‘EF Search helps J[ﬁ Sort arder "I‘EP Org. structure I -
Period
(I Today (") Current month () Current year
("IUp to today (")From today

(®) Other period
Period 03/31/2008

Payroll period

Selection
Personnel Number
T
Organizational unit 0000027
g 3 =

Time recording administrator

Selection Conditions

4

(®)Day balances 369

(1Cumulated balances

() Time wage types

Value limits (hours) for time/wage types

|| Take account of value limits (hours)

Data format

Layout

0 [
0 |
0 [
L
g q

11. Click Back (F3) '@ button.
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SAP Easy Access

[T Menu Edit  Favorites Extras System Help w

5

@ [pa -]« eel2he DNDH T W

SAP Easy Access
RE|& emd | v a

» [ Favorites —
~ [£= SAP Menu -
» [ office
» [ Cross-Application Components
» [ Logistics

o TRAINING

« () PPMDT - Manager's Desktop
* [= Personnel Management
* [= Administration
* [(= HR Master Data
+ 2 PA40 - Personnel Actions
- &) PA30 - Maintain
- &7 PA20 - Display
o @ PA10 - Personnel File
+ 3 PA70 - Fast Entry
« () PA42 - Fast entry: Actions
» [0 Info System
» [ Tools
v [ Settings
» [ Recruitment
» [ Personnel Development
» [ Talent Management
» [ Benefits
» [0 compensation Management
» 3 Perssnnel Cost Planngmg I nteg rated H R‘Payr0| I Syste m
» [ Management of Global Employees
» [ Administrative Services
» [ Pension Scheme
» [ Position Budgeting and Control
» (O Time Management a
» [ Payroll -

)

SAP, [» | E1T (1) 899 ™  bwslap020204 = INS

12. Update the following required and optional fields:

Field Name Description R/O/C Values
Command White alphanumeric box in R Enter value in Command.
upper left corner used to Example: PA30
input transaction codes
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13. Click Enter @ button.

iy |
\\i) Information: The second step is to create the adjustment reason to add or subtract the
appropriate number of hours. Use transaction code [PA30].

You may want to enter this transaction code in your Favorites folder. Choose Favorites ==>
Insert Favorites, and type in PA30, then click Enter.

To see the transaction code displayed in front of the link in your favorites, choose Edit ==>
Settings, put a check next to Display Technical Name, and click Enter.

Maintain HR Master Data

[E HR masterdata Edit Goto Extras  Utilities  Seftings System  Help w

() V|« eae fHhy 0 N0 e

Maintain HR Master Data

O & & [0« T | s

o

-
Personnel no. L80000069|

- Basic Personal Data |' Payroll " Benefits © Time  Addtl. Personal Data  Planning D... S

Infotype Text = Period
Actions = | | (@ Period
Organizational Assignment - From To
Personal Data () Today () Curr.week
Addresses Al () Current month
Flanned Working Time (")From curr.date () Last week
Basic Pay (")To Current Date () Last menth
Family Member/Dependents () Current Period (") Current Year
I-9 Residence Status - |@ Choose
Additional Personal Data -
Direct selection
Infotype 5Tw
Sacg q
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14. Update the following required and optional fields:
Field Name Description R/0O/C Values
Personnel no. Unique employee identifier R Enter value in Personnel no.
Example: 80000069
15. Click Enter button.

.
\\i) Information: Enter the personnel number and click Enter to validate this is the correct person

for whom to make the adjustment.

Maintain HR Master Data
[ HR master data Edit Goto Extras Utilities Settings  System Help

V] ol e@e DL P90 W

Maintain HR Master Data

) & & [0 o i | 42

Personnel no. 80000069
Mame George Crumley0l
EEGroup n SPA Employees PersA 4601 Natural and Cultural Resources
EESubgroup A1 FT N-FLSAOT Perm CostC |46985555895 | CULTURE RESOURCES
- Basic Personal Data |' Payroll - Benefits © Time  Addtl. Personal Data -~ PFlanning D... |I||§|
Infotype Text 5.. Period
Actions o - (@) Period
Organizational Assignment ¥ From [04;01;2005[)5
Persenal Data + ) Today () Curr.week
Addresses L Al (") Current month
Planned Working Time L4 ~)From curr.date () Last week
Basic Pay v () To Current Date (Last month
Family Member/Dependents (") Current Period () Current Year
I-9 Residence Status v a |H Choose
Additienal Personal Data o -
Direct selection
Infotype 2012 STy
sag
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16. Update the following required and optional fields:

Field Name Description R/0O/C Values
From Effective date of the R Enter value in From.
personnel action Example: 04/01/2008
Infotype Unique number identifying R Enter value in Infotype.
the type of data to be Example: 2012
displayed.

17. Click the STy matchcode.

[ 1

\'\i‘) Information: You will only be able to use the Infotype 2012 Subtype ZWDJ on the date of
4/1/08. Enter 4/1/08 in the From field, enter infotype 2012, and use the pull-down to locate
the subtype ZWDJ.

Subtypes for infotype "Time Transfer Specifications"
[& Subtypes for infotype "Time Transfer Specifications” (2) 66 E...

 Restrictions |

T

(v B ()7

PSGpg TrTy

01

Time transfer type text

ZCLV CDE Care Leave Aging Flag

01 ZCOS Holiday Council of State

01  ZCT1 Comp Time Adj OTComp

01 ZCT2 Comp Time Adj On Call Cmp
01 ZHL2 Holiday Leave Correction

01 ZHLC Holiday Leave Correction

01 ZHTX Transfer Hol to Hol Comp

0 Z140  OT Comp Limit - 40

01 ZLSD LOS Adjustment - Decrease
01 ZLSI LOS Adjustment - Increase
01  ZMLE End Military Eligibility

01 ZSLE FY12-13 Special Lv Elig

01  ZWD] Pre SAP Work Time Adj |
01 ZZ07 Baylor Plan - Reg (End)

01 ZZ08 Incentive Pay - RM (End)

01 Z719 Incentive Pay - LPN (End)

01 Z779 Convert Holiday Count

66 Entries found

18. Select ZWDIJ in the subtype list box.
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TM-66 — Pre-SAP Work Time Adjustment

19. Click Copy (Enter) button.

Q Critical: If you did not use the date of 4/1/08 on the previous screen, you will not be able to
see the subtype ZWDJ in this list.

Maintain HR Master Data

[E HR masterdata Edit Goto Extras  Utilities  Seftings System  Help w

© V|« eae fHhy 0 N0 e®™

Maintain HR Master Data
D & & Dol T | &

Personnel no. 80000069

MName George Crumley0l

EEGroup 2 SPA Employees PersA |4601] Natural and Cultural Resources
EESubgroup 21| FT N-FLSAGT Perm CostC |2699999999| CULTURE RESOURCES

- Basic Personal Data f Payroll " Benefits © Time  Addtl. Personal Data  Planning D... m

Infotype Text 5.. Period
Actions " = || (@ Period
Organizational Assignment v T From |04/01/2008|To
Personal Data W () Today () Curr.week
Addresses " (@ (") Current month
Flanned Working Time L4 (")From curr.date () Last week
Basic Pay o () To Current Date () Last menth
Family Member/Dependents (YCurrent Period () Current Year
I-9 Residence Status v . I@ Choose
Additional Personal Data W -

Direct selection

Infotype Time Transfer Specifications S5Tw :ﬁjﬁ'} SAP Work Time Adj

sag a
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20. Click Create (F5) O button.

Create Time Transfer Specifications (2012)

[& Infotype Edit Goto Extras  System  Help

@ “I«H @@ e HE @
Create Time Transfer Specifications (2012)
i |j| Personal work schedule
Personnel Mo 80000065 Mame George Crumley0Ol
EE group L SPA Employees Fersonnel ar 4601 Matural and Cultural Resources
WS rule DO1NO2GH | MTWHF-8,5a5-0 Status Active
Start 040172008 To 04/01/2008

Time transfer specification
I Tt
Time transfer type LZWDJJjI Pre SAP Work Time Adj

Mumber of hours —3.00|Hours

21. Update the following required and optional fields:

Field Name Description R/O/C Values
Number of hours Enter the number of hours R Enter value in Number of
to be added or subtracted hours.
(-). Example: -3.00

22. Click Enter @ button.

23. Click Save (Ctrl+S) '&l button.

L1
\r‘) Information: Enter the number of hours to be adjusted, positive or negative. Click Enter to
validate the data and then save your data.
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For example:

e If 8.5 hours of time worked was not reported, enter 8.50 hours.
e If 3 hours too much time worked was reported, enter -3.00 hours (as in this screen shot).

Maintain HR Master Data

[ HR master data  Edit Goto Extras Utilities Settings  System Help w

V] v« e@e DL P90 e

Maintain HR Master Data

[0 & & [0 o T [ 4

Personnel no. 80000069
Name George Crumley0l
EEGroup n SPA Employees PersA 4601 Natural and Cultural Resources
EESubgroup Al FT N-FLSAOT Perm CostC 4695555555 CULTURE RESOURCES
- Basic Personal Data f Payroll  Benefits © Time  Addtl. Personal Data -~ Flanning D... |I||§|
Infotype Text 5.. Period
Actions o - (@) Period
Organizational Assignment ¥ From |04/01/2008 To
Persenal Data + () Today () Curr.week
Addresses L (Al () Current month
Flanned Working Time o (") From curr.date () Last week
Basic Pay L4 () To Current Date (Last month
Family Member/Dependents (") Current Period () Current Year
I-9 Residence Status v a |H Choose
Additienal Personal Data o -
Direct selection
(5 T—
Infotype Time Transfer Specifications STy sznqpl 2 SAP Work Time Adj
':!"'I'YI,- {
. All .
24. Click All O radio button.

25.  Click Overview (Shift+F8) <& button.

L1
\\I) Information: To view the data you just entered, choose the All time period button and click
Overview.
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List Time Transfer Specifications (2012)

=4
| Infotype  Edit Goto Extras  System Help
|@ 100 @@ SlE nnon AR @B
List Time Transfer SpecifBack (F3} (2012)
Ojiz]
Fersonnel Mo 20000069 MNarme George Crumlew@i
EE group A SPAEmployees Personnel ar 4601 Cultural Resources
WS rule DOTNOSGN MTWHF-8 Sas-0 Status Active
B Choose 01/81/1800 (%) To 12/31/9904 STy . | ZWDJ
Time Transfer Specifications
Start Date |End Date |T|me |T|me transfer type text |Number |LI |
04/01/2008 0440172008 ZWDJPre SAP Wark Time Adj 3.00-

26.  Click Back (F3) & button.

[ 1
\\i) Information: The data entered is displayed.

27. The system task is complete.

Change Record

g

9/23/2020 — Updated format, assigned reference number, and made accessible — Claire Ennis
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